Creating a Personal Menu

You can create a personal menu that includes the forms, jobs, menus, and QuickFlows in Banner that you use frequently.  A personal menu is accessed from the Banner main menu and is linked to your Banner user ID.
1) Access/create/change your personal menu by using one of the following methods:
a. If you see it listed on your Personal Menu, double click on “Organize My Banner (GUAPMNU).”
b. Type in GUAPMNU in the “Go to” field on the Banner main menu.  Press tab or enter on the keyboard.
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2) The Personal Menu Maintenance form will be displayed.  If you are creating a new personal menu, the right pane of the form will be empty.  The left pane defaults to the choice of “Oracle Forms Module,” but your personal menu can also include QuickFlows, jobs, and menus.  The forms listed can be changed by making a selection from the drop down box above the left pane.
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NOTE:  The instructions that follow refer to adding forms to your personal menu.  All of the steps are the same for other objects on your personal menu, such as QuickFlows, jobs, etc.

Adding a form to your personal menu when you are on the form:

1) When on a form that you want to add to your personal menu, right click on the form and select, “Add to Personal Menu.”
[image: image3.png]eloper Forms Runtime - Web: Open > GUIOBJS

cote Description Rolback Activty Dat
- gare =
e (s Fervarang et oo
e ot e Dov Ovectary int [remar 2002
o (0o ot use-Dev ovectry [ —— e war 2002
[ [prsress 7 [mocam
e [HomefPersonal [ Joz-ocT-20m

53 [parert P f13-206-2004





2) Exit the form by using one of the following methods:
a. Click on the “Exit” icon [image: image4.png]


 on the toolbar.  (This will take you to the previous screen.)
b. Select “File, Exit” from the menu bar.  (This will take you to the previous screen.)
c. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)

d. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
e. Press “Control” + “Q” on the keyboard at the same time.  (This will take you to the previous screen.)
3) In order to see the changes on your personal menu, type “REFRESH” in the “Go to” field.
4) Press tab or enter on the keyboard.
5) Double click on “My Banner” to view the changes.
Adding a form in which you know the seven character form name:

1) On GUAPMNU, place the cursor in a blank line underneath the “Object” field on the right-hand side.
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2) Type in the seven-character form name.
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3) Press tab or enter on the keyboard.  The description of the form will appear in the right pane and will be highlighted.
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4) If desired, customize the description by using one of the following methods:
a. When the description is highlighted, press delete on the keyboard to remove the Banner description, then type in your own description.
b. When the description is highlighted, click at the end of the description to keep the Banner default description, then type in any additional comments.
5) Add more forms on your personal menu by using the following instructions.  If done, go to Step 6 on this page.
a. Press ↓ (the down arrow key) on the keyboard to advance to the next blank line.
b. Go back to Step 2 on the previous page and continue to follow the instructions.
c. Continue until you have typed in all forms that you want to be added to your personal menu.
6) Save by using one of the following methods:
a. Click on the “Save” icon [image: image8.png]


 on the toolbar.

b. Select “File, Save” from the menu bar.

c. Press F10 on the keyboard.

7) In the Autohint line, the following message should be something similar that you see on your screen:
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8) If the Autohint line at the bottom of the form displays either one of the following messages, then you have entered a form name to which you do not have access or tried to save a blank line.
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[image: image11.png]Warning: No Changes 1o Save, ]
Record: 41741 [l ] ] | <08C>





9) Remove the record by positioning the cursor on the line to be removed and then continue by using one of the following methods:
a. Click on the “Remove Record” icon [image: image12.png]


 on the toolbar.
b. Select “Record, Remove” from the menu bar.
c. Press “Shift” + “F6” on the keyboard at the same time.
10) Save by using one of the following methods:
a. Click on the “Save” icon [image: image13.png]


 on the toolbar.

b. Select “File, Save” from the menu bar.

c. Press F10 on the keyboard.

11) Exit GUAPMNU by using one of the following methods:
a. Click on the “Exit” icon [image: image14.png]


 on the toolbar.  (This will take you to the previous screen.)
b. Select “File, Exit” from the menu bar.  (This will take you to the previous screen.)

c. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)
d. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
e. Press “Control” + “Q” on the keyboard at the same time.
12) In order to see the changes on your personal menu, type “REFRESH” in the “Go to” field.
13) Press tab or enter on the keyboard.
14) Double click on “My Banner” to view the changes.
Adding a form in a specific location:

1) On GUAPMNU, place the cursor on an item and the new form will be inserted below that line.

2) Insert a blank record by using one of the following methods:
a. Click on the “Insert Record” icon [image: image15.png]


 on the toolbar.

b. Select “Record, Insert” from the menu bar.
c. Press F6 on the keyboard.
3) In the name field of the inserted blank line, type the seven-character form name.
4) Press tab or enter on the keyboard.  The description of the form will appear in the right pane and will be highlighted.
5) If desired, customize the description.
6) Save by using one of the following methods:
a. Click on the “Save” icon [image: image16.png]


 on the toolbar.

b. Select “File, Save” from the menu bar.

c. Press F10 on the keyboard.

7) Exit GUAPMNU by using one of the following methods:

a. Click on the “Exit” icon [image: image17.png]


 on the toolbar.  (This will take you to the previous screen.)
b. Select “File, Exit” from the menu bar.  (This will take you to the previous screen.)

c. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)
d. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
e. Press “Control” + “Q” on the keyboard at the same time.

8) In order to see the changes on your personal menu, type “REFRESH” in the “Go to” field.
9) Press tab or enter on the keyboard.

10) Double click on “My Banner” to view the changes.
Adding a form by selecting from the left pane:

The objects in the left pane can be sorted by either name or description.  You can sort by either objects (the names of the forms) or descriptions by clicking on the “Sort Objects” icon [image: image18.png]


.
1) Select the form you want to add to your personal menu by double clicking on the form name or description.
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2) Click the “Insert” icon [image: image20.png]


 from the center of the form.
3) If desired, customize the description.
4) Save by using one of the following methods:
a. Click on the “Save” icon [image: image21.png]


 on the toolbar.
b. Select “File, Save” from the menu bar.

c. Press F10 on the keyboard.

5) Exit GUAPMNU by using one of the following methods:

a. Click on the “Exit” icon [image: image22.png]


 on the toolbar.  (This will take you to the previous screen.)
b. Select “File, Exit” from the menu bar.  (This will take you to the previous screen.)

c. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)
d. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
e. Press “Control” + “Q” on the keyboard at the same time.

6) In order to see the changes on your personal menu, type “REFRESH” in the “Go to” field.
7) Press tab or enter on the keyboard.

8) Double click on “My Banner” to view the changes.
Deleting forms from your personal menu:
1) On GUAPMNU, in the right pane, select the form or forms you want to delete by clicking the form to highlight it.
2) Delete the form by one of the following methods:
a. Click the “Delete” icon [image: image23.png]


 from the center of the form.
b. Click the “Remove Record” icon [image: image24.png]


 from the toolbar.
c. Select “Record, Remove” from the menu bar.
d. Press “Shift” + “F6” on the keyboard at the same time.
3) The selected item will be deleted.

4) Save by using one of the following methods:

a. Click on the “Save” icon [image: image25.png]


 on the toolbar.
b. Select “File, Save” from the menu bar.
c. Press F10 on the keyboard.
5) The Autohint line at the bottom of the form could display either of the following messages:
“FRM-40400: Transaction complete: # records applied and saved.”
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OR
“Warning:  No changes to Save.”
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6) Exit GUAPMNU by using one of the following methods:
a. Click on the “Exit” icon [image: image28.png]


 on the toolbar.  (This will take you to the previous screen.)
b. Select “File, Exit” from the menu bar.  (This will take you to the previous screen.)

c. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)
d. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
e. Press “Control” + “Q” on the keyboard at the same time.
7) In order to see the changes on your personal menu, type “REFRESH” in the “Go to” field.
8) Press tab or enter on the keyboard.

9) Double click on “My Banner” to view the changes.
Note:  If you want to delete all forms from your personal menu, click on the “Delete All” icon [image: image29.png]


 from the center of the form.
Setting your Personal Menu as the default menu when Banner is started:
By default, Banner opens to the "Business Processes Menu" when a new Banner session is started.  You can change the default to have Banner open directly to your personal menu.
1) Access/create/change your personal menu by using one of the following methods:

a. Type in GUAUPRF (User Preference Maintenance Form) in the “Go to” field on the Banner main menu.  Press tab or enter on the keyboard.
b. Select “File, Preferences” from the menu bar.
2) Click on the “Menu Settings” tab from the choices at the top of the form.
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3) In the User Default field, type *PERSONAL.
4) Save by using one of the following methods:
a. Click on the “Save” icon [image: image31.png]


 on the toolbar.
b. Select “File, Save” from the menu bar.
c. Press F10 on the keyboard.
5) The following message will display in the Autohint line:
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6) Exit GUAPMNU by using one of the following methods:
a. Click the “Exit” icon [image: image33.png]


 on the toolbar.  (This will take you to the previous screen.)
b. Select “File, Exit” from the menu bar.  (This will take you to the previous screen.)

c. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)
d. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
e. Press the “Control” + “Q” on the keyboard at the same time.
7) In order to see the changes on your personal menu, type “REFRESH” in the “Go to” field.
8) Press tab or enter on the keyboard
9) Double click on “My Banner” to view the changes.
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