BANNER:

Navigation & Searching



OBJECTIVES:

· Accessing Banner
· Navigation

· Searching when creating a person’s record
· Searching when viewing a person’s record

· Miscellaneous
· More training to come…

ACCESSING BANNER:

· Due to the various changes to Internet Native Banner (INB), an update is required on your PC.  Please visit http://www.lehigh.edu/act/banner to run the update. 
After the update has been completed, you will have a new desktop icon to launch INB.  Please use this icon and remove any prior bookmarks, favorites, and/or shortcuts to INB.  Please note that users of test instances (such as FINT and HMRT) should go to the Banner/LEWIS webpage and update their INB test instance bookmarks at https://www.lehigh.edu/lewis/links/links.html.

· If Internet Native Banner (INB) is already installed on your PC, then use your desktop icon by using Internet Explorer or open an Internet Explorer screen and go to http://lewisweb.cc.lehigh.edu:7777/forms/frmservlet?config=prodjpi.
PLEASE NOTE:  Internet Explorer is now the preferred browser.

NAVIGATION STARTS WITH:
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IMPORTANT FUNCTIONS IN BANNER:

· ROLLBACK:  clears the form and takes the cursor back to the Key Block Area on the same form; opposite of next block.  (An example of using Rollback would be to change the person who you are viewing.  Joe’s address is currently displayed and you want to go look at Sam’s address, perform a Rollback:  same task, different person.)
· Three methods:

· Toolbar icon (Second icon from the left.)  [image: image2.png]



· Menu Bar (File, Rollback.)

· Keystroke shortcut (Shift + F7.)
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· NEXT BLOCK:  displays information on the screen; advances the cursor down; opposite of rollback.  (A Next Block will have to be performed after the person’s name and ID are displayed in the key block area.)  Four methods:

· Toolbar icon (The ninth one from the left.) [image: image4.png]



· Menu Bar (Block, Next.)

· Keystroke shortcut (Control + Page Down.)

· Click with the mouse in a field.

· EXIT:  leaves the form and returns you to the previous form or main menu.  (An example of Exit would be to completely leave the form, whereas Rollback will keep you on the same form.)  Five methods:

· Toolbar Icon (Last icon on the right.)  [image: image5.png]


  (This will take you to the previous screen.)

· Menu Bar (File, Exit.)  (This will take you the previous screen.)

· Menu Bar (File, Exit SCT Banner.)  (Banner will close.)

· Menu Bar (File, Return to Menu.)  (This will take you to the menu screen.)

· Keystroke shortcut (Control + Q.)  (This will take you to the previous screen)

· ENTER QUERY:  clears the screen so a query can be performed.  Three methods:

· Toolbar icon (Tenth icon from the left.)  [image: image6.png]



· Menu Bar (Query, Enter.)

· Keystroke shortcut (F7.)

· EXECUTE QUERY:  after typing in the query, it allows you to complete the query.  Three methods:

· Toolbar icon (Eleventh icon from the left.)  [image: image7.png]



· Menu Bar (Query, Execute.)

· Keystroke shortcut (F8.)

· CANCEL QUERY:  at any time, you may stop the query.  Three methods:

· Toolbar icon (Twelfth icon from the left.)  [image: image8.png]



· Menu Bar (Query, Cancel.)

· Keystroke shortcut (Control + Q.)

ON BANNER FORMS:  STUDENT:

1) TERM CODES.  When viewing the forms in Student, three fields are located at the top of the form:  ID, name, and term.  The term codes are listed below in the chart.

	TERM
	CODE

	
	

	Spring
	yyyy10 (i.e. 200910)

	Summer
	yyyy20 (i.e. 200920)

	Fall
	yyyy40 (i.e. 200940)

	Winter Break/Study Abroad*
	yyyy45 (i.e. 200945)


*This term is usually the day after Christmas until the day before the Spring term starts.

The first four digits will not change unless the calendar year changes.  The last two digits will denote the actual term code.  For the Summer term, please note that there is another code that coincides with it and those are listed below in the chart.

	SUMMER SESSIONS
	PARTS OF TERM CODE

	
	

	Classes that run the entire 16 weeks of summer
	1

	Classes that run the first 8 weeks
	2

	Classes that run the last 8 weeks
	3


The Spring and Fall terms will never have a parts of term code 2 or 3 because they always run the full 15 weeks.  The Summer session is broken down in order to track the revenue being generated.

SEARCHING ON BANNER FORMS WHEN CREATING A PERSON’S RECORD:
· THE PREFERRED METHOD OF SEARCHING.  Searching is the first step in the process of creating a person’s record.  It’s important that the person who you are entering is NOT already in Banner.  Although searching by SSN is an option, it is recommended to continue to search by name because a person may be stored under a different ID.  (NOTE:  GUIALTI is also useful when searching for a SSN.)  To avoid duplicate creation, the preferred way of searching is to use GUIALTI by following these steps:

1. Type SPAIDEN (or the appropriate *PAIDEN form) in the “Go to” field and press enter on the keyboard.  (GUIALTI is also available from any *PAPERS.)
2. Click on the down arrow to the right-hand side of the ID field.

3. Click once on “Alternate ID Search.”

[image: image9.png]& Oracle Developer Forms Runtime - Web: Open > SPAIDEN

File Edit Options Block Hem Record Query Tools Help

NERAEE ¥ EIEYFNICIEIE

1@ X

GeneratelD: &

Wi izator) [ s

elephione) Blosrapliical -l Erfieraericy Contact

0:

Name Type:

73 Option Lis

Person Search

Person Non-Person Search ID and Name Source
Alternate ID Search

Last Name: Last Update

First Name:

user:

Activity Date:
Origi

Preferred First Name:

(caneal )

Full Legal Name:

Original Creation
Non-Person

User:




4. Search for a person by using the “Last Name” and “First Name” fields.  (NOTE:  All fields are searchable.)  While searching, a wildcard can be used.  (A wildcard takes place of one character or many characters that are unknown.)  Banner uses the “%” as the wildcard.  For example, if you were looking for Melanie McDonnell and you were uncertain of how to spell the first name (could be “Melany” or “Melonie,” etc.) or the last name (“McDonell” or “McDonnel,” etc.) and you want to get every “Melanie McDonnell,” use the % as shown in the example below.  (The form is defaulted to NOT being case sensitive, so it’s not necessary to capitalize the first letter in neither the person’s last name nor the first name.)  {PLEASE NOTE:  Undergraduate Admissions searches the first three letters of the last name and a “%” and the first three letters of the first name and a “%.”  Please use whatever search techniques your department recommends.}
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5. Finish the query by using one of the following methods:
a. Click on the “Execute Query” icon [image: image11.png]


 on the toolbar.
b. Select “Query, Execute” on the menu bar.

c. Press F8 on the keyboard.
6. Banner will return all the records that match the query of “McDon%el%” and “Mel%.”  To select “Melanie McDonnell” back into SPAIDEN, first highlight the record by clicking once in any of the fields of the record.  (This will make the line yellow.)  Then select it by using one of the following methods:

a. Click on the “Select” icon [image: image12.png]


 on the toolbar.

b. Select “File, Select” on the menu bar.

c. Simply double click on the SSN or ID.
NOTE:  It is possible to see several lines all relating to one person.  For example, if you were searching for the birthdate of “18-FEB-1977” in the “Birthdate” field, your query might return three records as illustrated in the graphic below.  Because Lehigh has decided to use generated IDs (IDs starting with an 8) instead of SSN as tracking numbers in Banner, “{Prior-ID}” will be listed in the “Last Name” field and will indicate that this person’s prior ID was actually his/her SSN.  The current, most active record will have no value in the “Change” field on the right-hand side.  As stated previously in the instructions listed above, select the record with no value in the “Change” field by double-clicking on the number in the “SSN” or “ID” fields or any of the other two ways listed above.  HINT:  Even if you select a record with a value in the “Change” field, Banner will return the current, most active record.
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THE TIMETABLE FOR CONVERTING SSN TO IDs:

Lehigh has decided to use generated numbers instead of a person’s SSN for security purposes.  Because of that, there is a mixture of records in Banner with and without SSNs:

· Persons new to the university as of May 1, 2004 will have random ID numbers assigned to them.  (This includes the incoming class.)  Persons who were already on file in Banner will not be assigned new IDs in the very near future, although plans are pending to assign new IDs to all employees by Summer 2005.

· There should be no need to assign foreign students an ID in the format of '0000XXXXX.'
· There's a pending initiative to reassign IDs to all existing alumni in Banner sometime this spring, although such a change would be limited to persons who are NOT employees or enrolled students.  On May 29th, constituents in the Alumni module of Banner were issued new random IDs if:
· They are Alumni/Dev constituents in Banner.

· They are not present in the Deibold ID card database.
· They are not currently employed by Lehigh.
· They are/were not registered for classes for 2004 Spring or later.  The result was the creation of approximately 60,000 new IDs.
SEARCHING ON BANNER FORMS WHEN VIEWING A PERSON’S RECORD:
· ANOTHER WAY TO SEARCH.  If you were looking for John Smith, it could be spelled several different ways such as “Jon Smythe” or “John Smyth,” etc.  Because you’re uncertain and you want to get every “John Smith,” use the % as shown in the example below.  Type the last name and then the first name and separate them by a comma.  Two items that are not necessary:  No capitalization or a space between the last and first name.
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· SEVERAL DIFFERENT SEARCHES CAN BE PERFORMED:
· At the top of any form within the name field, such as SPAIDEN or SGASTDN, etc.

· From SPAIDEN to SOAIDEN by using the ID and Name Extended Search box and clicking on the “Person Search Detail” button or by going to the form directly by typing SOAIDEN in the Go to field (formerly called the Direct Access field) and press enter on the keyboard.

· From SPAIDEN to SOAIDEN to SOAIDNS by using the ID and Name Extended Search box and clicking on the “Person Search Detail” button and clicking on “Options” on the menu bar and then clicking on “Search and Display More Detail” or by going to the form directly by typing SOAIDNS in the in the Go to field (formerly called the Direct Access field) and press enter on the keyboard.
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· By using the Soundex search on SOAIDNS.  (NOTE:  SOAIDNS is case sensitive when searching.)
· GUASYST IS HELPFUL WHILE SEARCHING.  GUASYST is the System Identification form.  It answers the question, “Who is this person and what is their role in Banner?”  It will list where the person is located in Banner.  The example displayed below says that Melanie McDonnell is a student, considered an alum, in the AR module, and is an employee in the HR module.  Access GUASYST:
1. Type GUASYST in the Go to field and press enter on the keyboard.
2. Search for a person by using of the searching methods previously listed in this documentation.
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MISCELLANEOUS BANNER INFORMATION:

1) If you lose your password or if you feel your password has been violated in any way and require a new one, contact Ann Marie Guttman in Client Services at 83011 or amm1 and she will issue you a new one.

2) Look at the Auto Hint Line which is the gray bar at the bottom left on your screen.  It gives you important information such as errors and helpful hints as shown in the graphic below.
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3) When on a form and need to go to another form without exiting, select “File” and then “Direct Access” on the menu bar.  In the Direct Access Form, you’ll need to type in the form that you want to go to.  Press enter on your keyboard or select “Start” in that dialog box.  You also can press F5 on your keyboard and type in the name of the form and press enter on the keyboard.  Press F5 again to remove the “Go to” field.
4) “File” on the Menu Bar lists the last 10 forms accessed, however, once the Banner session has ended (i.e. you exit Banner), those 10 forms disappear.

5) Object Search:
· Go to the menu bar and click on “File,” “Object Search.”  This tool is used for locating forms.  For example, if you wanted to view telephone numbers, but didn’t know the name of the form, you’ll be able to find the name of the form by using this feature.  Since the form name is unknown, you want to search in the “Description” field.  The form description is unknown except that “telephone” is located in the description.  Type in the “Description” field, %Telephone%.  (NOTE:  The first letter of the word needs to be capitalized, otherwise, no records will be returned!)  Press “F8” on your keyboard or click on “Query, Execute” from the menu bar.  Several different forms should be returned and SPATELE is the form that you can access that lists phone numbers.
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6) Personal Menu:
· Similar to Bookmarks in Netscape or Favorites in Internet Explorer.  You save the forms that you use frequently to your personal menu; “My Banner.”  (Quickflows can also be added to your personal menu.)  All you need to do is double click on the form name and it will take you directly to that form.  This saves lots of time when trying to find the name of the form that you want to go to!!  In addition, the personal menu can be defaulted to be opened when you access Banner, thus not having to look for it.  (NOTE:  Anytime you make a change to your Personal Menu, type “REFRESH” in the “Go to” field and then press enter on your keyboard.  Double-click on the folder next to “My Banner” and you’ll see the changes that you just made.  Also, to get to a form, you must double click on the name or description.)
7) QuickFlows:
· Takes you from one form to the next, to the next, etc., in a sequential order.  Data entry operators use this frequently, but this tool isn’t limited just for them.  For example, a daily duty of yours may be to look up an address, get the student’s general information, and then the student’s transcript.  A quickflow can be set up to go to the following forms:  SPAIDEN, SGASTDN, and SHATERM.  An example will be shown.
· To advance to the next form within the quickflow, perform an Exit.  To stop the quickflow itself, go to the upper-right hand corner and select, “File, Exit Quickflow.”

8) Printing is available in Banner, however, Banner will only print what is seen on the screen.  So, there may be multiple pages if the form has scroll bars because in order to print it, you would need to print, and then scroll down, print again, etc.  When you select File, Print (or click on the printer icon [image: image19.png]


 on the toolbar) in order to print a screen, the print function works properly, however, your Banner window is no longer your active window.  This has been reported to SCT and they are working on a solution.  In the meantime, there are several work arounds:

a. Option 1:  Minimize WINDOW1 (the gray/white screen; it will be on your task bar at the bottom of the screen as “Oracle Application Server Forms Services”) as soon as you login.  Then when you do a print screen, WINDOW2 (Oracle Developer Forms Runtime, which is Banner itself, will be on your taskbar at the bottom of the screen) will not be placed in the background and hidden from your view.

b. Option 2:  When you get the problem just minimize WINDOW 1 (“Oracle Application Server Forms Services”) and WINDOW2 (“Oracle Developer Forms Runtime) should be the next available window.

9) LEWIS web site, http://www.lehigh.edu/lewis/.

a. Because Banner is technology and technology is constantly changing, the training for it is also constantly changing.  The current training schedule is posted on the web site.  Documentation is also available.  Dates of upcoming upgrades are also available on the LEWIS web site.
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10) You may exit Banner directly from a form by clicking on File from the menu bar, then select Exit SCT Banner.
11) You may go to the main menu from a form by clicking on File from the menu bar, then select Return to Menu.  This option may be useful if you have several forms open and do not want to have to close each one to return to the menu.
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