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BANNER FUNDAMENTALS

/Introduction \

Overview

Goal The goal of this session is to provide you with the knowledge and practice to accurately navigate
through the Banner® system. This handout is divided into four sections:

Main Menu
Menu Bar
Toolbar

Banner Forms /

Banner is an administrative software application developed specifically for higher education
institutions by ellucian™ (formerly SunGard). Banner is used to maintain student, faculty, course,
alumni, financial, financial aid and personnel data.

cow>»

\_

What is Banner?

Banner is:

The Drexel University official system of record

All-encompassing internet-native software applications for the higher education
community.

v Supports functions that need to be carried out for an institution to run efficiently.
v' Comprised of various Banner products that have the ability to interface with each
other for the purpose of accomplishing necessary tasks.

AN

The Banner Product suite consists of six products: General, Advancement (Drexel does not use),
Finance, Financial Aid, Human Resources, and Student.

A ¢ Accessing Banner for the First Time

Open an Internet Explorer Browser (currently works with IE7 and IE8 but not IE9)
Can also use other browsers (e.g. Firefox, Google Chrome, Safari)

Click in the Address Bar

Type the URL: http://banner.drexel.edu

NOTE: in the training session we use the test database DUSIMS. The URL for this database is
https://banner.irttest.drexel.edu/.

The first time you access Banner, you may be prompted to install a new version of Java, an Internet
plug-in needed to run Banner (Internet Native Banner). This plug-in should be installed on each
computer that is used to access Banner. If you are using a Mac, you might not have to install the
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BANNER FUNDAMENTALS

plug-in. MAC users may receive a message asking if you want to grant access to Java -- click on
Always Grant when you receive this message.

Pop-Up Security Messages

You may also get some security messages each time you open banner. If you do, here is how to
change settings so these questions do not keep coming up.

Message 1: 'Do you want to view only the webpage content that was delivered securely?’

Message 1 resolution:
1. Open a session of Internet Explorer
2. Navigate to Tools->Internet Options->Security:

Drrexel Uni

m hittp:/www.drexel.edu/

File Edit View Favorites Help
x @ Convert v [BR)Select Delete Browsing History... Ctrl+Shift+Del

InPrivate Browsing Ctrl+Shift+P

'i:? Favorites 'i;";', £ Home

Diagnose Connection Problems...
m Drexel University - Compreh

Recpen Last Browsing Session 1

InPrivate Filtering Ctrl+Shift+F
InPrivate Filtering Settings

Pop-up Blocker 3
SmartScreen Filter L |

Manage Add-ons
v | Compatibility View
Compatibility View Settings

Subscribe to this Feed...
Feed Discovery 4

Windows Update
Developer Tools F12

OneMote Linked Motes
Send to OneMote I

3. Select the ‘Security’ tab:

\\Drexel.Edu\Departments\Provost\Budget_Planning_Administration\AIS\Shared\Student Shared\Banner Training\Documentation\Banner

Navigation Training.Docx
Page 5 of 46



BANNER FUNDAMENTALS

‘General Security |Privacy I Cnntentl Connections | Programs I Advanced I

Select a zone to view or change security settings.

@ & v O

Internet Local intranet  Trusted sites  Restricted
sites

Internet ="
ites |
Q This zone is for Internet websites,

except those listed in trusted and
restricted zones.

Security level for this zone

Custom

Custom settings.
- To change the settings, dick Custom level.
- To use the recommended settings, did: Default level.

[¢ Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level |

Reset all zones to default level |

oK Cancel | Amply |

4. Make sure the Internet icon is highlighted:

Internet
5. Click the ‘Custom Level’ button:

Custom level... |

6. In the ‘Miscellaneous’ section change “Display mixed content” to Enable

| | Display mixed content
{3 Disable
{*} Enable
) Prompt

7. Click OK through the remaining Windows, close all browser Windows and re-open Internet Explorer.
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BANNER FUNDAMENTALS

Message 2: 'Block potentially unsafe components from being run?'
Message 2 resolution:
1. Open the Java Console either from the Start->Run->Control Panel:

Computer

Control Panel

Devices and Printers

Administrative Tools »

3 All Programs
| Search programs and files @J Shutdown | »

Adjust your computer's settings

F.] Folder Options 1A Fonis
g HomeGroup 3 iCloud
€7 Internet Options ( " | & Java (32-bit) ) )
(¥ Mail (32-bit) e Mava (32bit)

Java(T) Cortrol Panel

B Performance Information and Toals &l Personalization

Or from the Sys tray in the Lower Right Corner of your desktop (which only appears when you have
Banner or another Java application open), right click and select Open Control Panel:

O (& 4 0

About Java Technology
Go to Java.com

Open Control Panel
Open 1.6.0_30 Consale

Hide Icon

Eog=micim + i s=mivm
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BANNER FUNDAMENTALS

2. From the Advanced Tab, expand the Security->Mixed Code menus and click the radio button
next to ‘Enable-hide warning and run with protections’:

3.

Java Control Panel

General | Update | Java | Security Advanced |

=101 x|

-0 B-5-E-0-5-

i
m
=3
o

0
[

-Debugging

-Java console

Default Java for browsers

- Java Plug-in
-Shortcut Creation

JMLP FileMIME Assodation

- JRE Auto-Download
|--Security

[+ General

[=}-Mixed code (sandboxed vs. trusted) security verification

—{" Enable - show warning if needed

~{% Enable - hide warning and run with protections
—{ Enable - hide warning and don't run untrusted code

~{" Disable verification (not recommended)
~Miscellaneous

Ok

Cancel

Apply

3. Click OK, close out of all Browser windows (including Banner) and reopen.
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BANNER FUNDAMENTALS

éction A: Main Menu \

Overview

Objectives  After completing this section, you will be able to
e describe the areas of the Banner Main Menu
e navigate through the Main Menu hierarchical structure
e utilize methods for accessing forms
e create and change My Banner

N /

The Main Menu provides an overview of the menus, forms and jobs on Banner. The main menu
is used to navigate through Banner. Figure 1

B oracle Developer Forms Runtime - Web =1al=l
File Edit Cptions Block Item Record Query Tools Help @—Menu Bar
(= I IR (@& EE S ¢I$ 1@ X v €— Toolbar

i o] eral Menu GUAGMNU 7.4.1.1.D (D S) - Friday April 18, ]

Co Tu___likm Wwalcome, MNH23 ——___% Products: E Menu | Site Map | Help Center
1My Banner i My Links

—Banner Go To Field

s _Ehange Banner Password

— Check Banner Message

_IConstituent [*ALUCONST]
_10Organization [*ALUORGAN]
—IMembership [*ALUMEMB] MV Links Canvas Personal Link 2
_1Prospect Management [*ALUPROS]
_1Designation [**ALUDESG]

_1Solicitor Organization [**ALUSOLIC] Persanal Link 4
_1Campaign [*ALUCAMP] \ Personal Link &
_1Gift and Pledge Payment [*ALUPAYMT]

_1Event Management [**ALUEVENT]
—JAlumni/Development QuickFlow [*ALUCALLI
_IFinancial [*FINANCE] My Institution
_IHuman Resources [*HRS]

_IFinancial Aid [**RESOURCE]

(1General [*GENERAL] “’
.

Banner Bookshelf

Personal Link 3

Hierarchical Tree Menu Personal Link &
Structure

Banner Broadcast Messages Drexel University
Banner
Auto Hint/Status Line Broadcast Message Canvas %
Fress EMTER to start selection or expandicollapse menu. |
Recard: 1/1 | L | =0sC=
Figure 1

The most commonly used ways to access forms are:
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BANNER FUNDAMENTALS

Hierarchical Tree Menu Structure

‘Go To...” Field from the Main Menu

Options Menu from within a form

List of forms accessed during current Banner Session stored in the File Menu
Direct Access (GUAPARM) Form

Site Map

* Hierarchical Tree Menu Structure

IF AND THEN
You click the closed folder |You see more closed It can be expanded further. See
to expand... folder.... Figure 2
You click the closed folder|You see the open It cannot be expanded further.

The menu cannot be
expanded further...

You see the form that Double-click on that form to
you want... access it. See Figure 4

DracIE Developer Forms Runtime - Web

File Edit ©Options Block Item Eecord Query Tools Help

(= [ 3 4B

& = [ 3 O [ By | [ [

’?;El General Menu GUAGMEL 7.4.1.1.0 (DUSIMS) - Friday April 18, 2008

Go Tu...|

[*] welcome, MNH23

|:|Mv Banner

Figure 2

LIstudent [*STUDENT]
DAIumni!Deuelupment rain [*ALUMMNI]
LIFinancial [*FINANCE]

[JHuman Resources [*HRS]

[JFinancial Aid [*RESOURCE]

LJ1General [*GENERAL]
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B 0racle Developer Forms Runtime - Web

File Edit QOptions Block Itermn Record Query Tools Help

= EEEEEIE NI XN
y?;}_ﬂ General Menu GUAGMML 7.4.1.1.0 (DUSIMS) - Friday &April 18, 2008
Go Tn...| [3 Welcome, MHNHZ23

] My Banner

‘_ABanner

& Student [*STUDENT]
_Icourse Catalog [*CATALOG]
_Iclass Schedule [*SCHEDULE]
[1General Person [*PERSOM]
_IFaculty Load [*FACULTY]
[ lLocation Management and Housing [*LOCATION]
_IRecruitment [*RECRUIT]
_Jadmissions [*ADMISSION]
_lGeneral Student [*GSTUDENT]
[:IRegistratiun [*REGISTRATIOMN]
1 Accounts Receivable [*TACCTRECY]
_lacademic History [*AHISTORY]
_1curriculum, Advising and Program Planning [*CAPP]
L1student System Management [*SMANAGER]
[Istudent Administration [*STDADMIMN]
_JInformation Access [*INFOACCESS]

Figure 3
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B 0racle Developer Forms Runtime - Web

File Edit Options Block Item Record Query Tools Help
(@ I SIERE R EXYENEE

A General Menu GUAGMNU 7.4.1,1.D (DUSIMS) - Friday April 18, 2008

Go Tu...| [*| welcome, MNH23

_IMy Banner
—iBanner
—AStudent [*STUDENT]
_1Course Catalog [*CATALOG]
_1class Schedule [**SCHEDULE]

a ccneral Person [*PERSON]
2 General Person Identification [SPAIDEN]
= Address Summary [SOADDRG]
2 General Person Telephone [SPATELE]
= General Person [SPAPERS]
2 person Comment [SPACMMNT]
E Emergency Contact [SPAEMRG]
B Hold Information [SOAHOLD]
= person Appointments/Contacts [SOAAPPT]
B common Matching Entry [GOAMTCH]

_1Support Services [*SERVICES]

Figure 4

You can see the menus (i.e. Student), submenus (i.e., Course Catalog, Class Schedule, General
Person) and forms (i.e., General Person, Address Summary, etc.)

Personal menus can be tailored to individual needs.

*Go To

You can access a form from the ‘Go To...” Field above the Main Menu, if you know the 7-character
code of the form you wish to access. You may also use the up and down arrow keys in the ‘Go To...’
Field to access forms you have previously opened during your current Banner session. See Figure 5

\\Drexel.Edu\Departments\Provost\Budget_Planning_Administration\AIS\Shared\Student Shared\Banner Training\Documentation\Banner
Navigation Training.Docx
Page 12 of 46



BANNER FUNDAMENTALS

STEP

ACTION

Enter the forms’ 7-character code in the Go To... field

B 0racle Developer Forms Runtime - Web

File Edit Qptions Block Iterm Eecord Query Tools H

(& BERE

¥ General Menu GUAGMNU 7.4.1.1.0 (DUSIMS) - Friday

Go To.}. |cTvzIPC]

CIM!,.! Banner

Koo

Welcome, MKNH23

i

[

_lstudent [*STUDENT]
DAIumniIDeuelupment Main [*ALUMMNI]
_IFinancial [*FINANCE]

_1Human Resources [*HRS]

_IFinancial Aid [*RESOURCE]

_lGeneral [*GENERAL]

2 Press Enter or Tab

Figure 5
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AT Options menu

Forms can also be accessed from the Options Menu within a form. When you are in most forms,
Banner lists related forms in the Options Menu. You may access these forms by choosing them from
the Options menu and when you close out of the chosen form you will be taken back to the original, or
‘Calling’, Form. See Figure 6

Dracle Neveloner Formse Rinbinne - Weah: Mnen = SPATNEN

File Edit|EsfaiafslgW Elock Itern Record Query Togls Help
2 | Bio/Demo Information [SPAPERS] BTN &% % Tl 2] @] XN
ey Current Name/ID DIUISIMG) [oiele el e T T T
Appointments and Contacts [SOAAPPT]
Systemn Data Summary [GUASYST]
ID: : j— / Generate ID: @
Current Identification |EEE=IEEtER=m s =t Rife=| s s} LEErESS TelemphEmne Bimgraphical

1D: Mame Type: [E]

Person ID and Me

Kl

Last Name: | Last Upd:

First Name: (7]
Middle Name: User:

Prefix: | Activity Dat
Suffix: | Origin:
Preferred First Name:
Full Legal Mame: |

Original C
Non-Person User:

Create Date

Name: | E

D number; LIST far person; COUNT HITS for non-person; DUP ITEM to generate ID; DUPLICATE RECORD for Alternate |D look-up.
Record: 111 | o | | <0sC>

Figure 6
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* List of forms stored in the File Menu

Forms can be accessed from the list of forms that are stored in the File Menu. Banner retains a list in
the ‘File’ menu of the forms you have accessed during your current Banner session. You may quickly
access these forms by clicking on the File menu and choosing the form from the list. The list is
refreshed each time you log out and log back in to Banner. See Figure 7

@Edit Options Block Item Record Query Tools Help

Direct &ccess EYESIEEEEEEI AR A
Ohiject Search
QuickFlow
Select
Rollback
Save

Refresh

Print

Exit

Exit QuickFlow
Euxit Banner
Return to Menu 1
Preferences

Products: E

[ »

DEMN]

, GZAADDE Mew Aaddress Entry Form
. SPATELE General Person Telephione
. S0AHOLD Hold Information
. SPAIDEN General Person Identification AAPPT]
L SA880MS Admissions Application “F |
, SGASTDM General Student —
. SOAIDEM Person Search
. GTWZIPC ZIPfPostal Code Walidation
. GUAUPRF General User Preferences Maintenance
TTRecruitment ["RECRUIT]
[ Admissions [*ADMISSION]
Figure 7

OCATION]

L I T B o
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A Direct access

Use the Direct Access Form (GUAPARM) for quick access if you know a form’s 7-character code.
Follow these steps to complete the process:

Step |Action

1 |While in any form, from the menu bar, select File.

2 |Select the Direct Access option. That will take you to GUAPARM.
Note: Always open Direct Access from the File menu on the menu bar.
You will learn more about the seven-character code later on in the
module.

3 |Enter a valid name of a form.

4 |Click the Enter key.

While in any form, you can also get to Direct Access by pressing the
5 |F5 function key. When finished with the new form, press F5 again to
close the Direct Access window. See Figure 8

B3 0racle Developer Forms Runtime - Web: Dpen > SGASTDN

File Edit Options Block Item BEecord Query Tools Help

(B0 EEAEER YT BEH &

Go To... | E] My Institution:

ID: | |

Figure 8
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Site map

The site map is accessible by selecting the site map link from the main menu. It will list top—level menus
and one level below them. No fields are listed, just links to various menus and forms. See Figure 9

Oracle Developer Forms Runtime - Web (=]

File Edit Cptions Block Item Record Query Tools Help

(= I aE ¥l EYEEEIEEE I

I'T 11 - Fri

@1 X

u oig
GoTo... E Welcome, MNH23 Products: B Menu | Site Map | Help Center
My Banner Alumni/Development Mai Human Resources General = .
General Student Constituent applicant Administration Job Submission My Links
Web Finance Password Change | Organization Biographic/Demographic Inform Population Selection
Third Party Access Membership Employment Administration Letter Generation Change Banner Password
Faculty Load Term Control Prospect Management Human Resources Administratior General International Manageme
Faculty Assignment Designation Committes/Service System Functions/administration Check Banner Message
Faculty/advisor Information Solicitor Organization Event Management )
Organize My Banner Campaign Financial Aid General Web Management - Banner Bookshelf
Gift and Pledge Payment Applicant Processing General Web Management :'
Student Event Management Meed Analysis General Web Management - Persanal Link 2
Course Catalog AlumnifDevelopment QuickFlow  Regquirements Tracking :'
Class Scheduls Budgeting Business Processes “- Personal Link 3
General Person Financial Packaging and Disbursement Manage the Enterprise
Faculty Load General Ledger Funds Management Matriculate to Educate Personal Link 4
Location Management and Housi Budget and Position Control Electronic Data Exchange Forecast to Enrall
Recruitment Investment Management History and Transcripts Plan to Fund Persanal Link 5
Admissions Accounts Receivable Financial Aid Common Functions
General Student Research Accounting Student Systemn Shared Data Persanal Link &
Registration Short-Term Credit —
Accounts Receivable Student Employment
Ac:ad.emlc: Hlstor?r ) Loan Processing My Institution
Curriculum, Advising and Progra My Institdiion
Student System Management
Student Administration
Information Access
- ;
-
Banner Broadcast Messages Drexel University
-
‘] Banner
-
Enter the obhject name; Press LIST for listing. |
Recard: 11 [ L | <05C= J
Figure 9

A ¢ Using the site map

IF THEN

You select a product from the |The main menu displays the product
site map... you selected with one level expanded.
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-

Section B: Menu Bars

~N

Overview

\_

Objectives After completing this section, you will be able to
Describe the Banner menu bar
Utilize the functions in the Banner menu bar.

J

The Menu Bar is located at the top of the main menu on all forms. It offers a variety of options for
navigating within Banner. The menu bar is accessible anytime except when a dialog box, alert box, or
list of values (LOV) is displayed on the screen. See Figure 10

Dracle Developer Forms Runtime - Web: Open = SPAIDEN
File Edit Options Block Item Record Query Tools Help

@

Current Identification

Aliernate ldentificatian

Aoldress

BEEE P9 HEE S [F T g

[ &

L 1@ X

Generate ID: @

Telephane

Bimgragpkical E-rmail

Emergency! Eomtact

Full Legal Mame:

Preferred First Name:

Non-Person

Name: |

ID: Name Type: EI

Person ID and Name Source
Last Name: | 4 Last Update

First Name: |

Middle Name: User: |

Prefix: | Activity Date:

Suffix: | Origin: |

Original Creation

User: |

Create Date:

1D number; LIST for person; COUNT HITS for non-person; DUP ITEM to generate ID; DUPLICATE RECORD for Alternate 1D look-up.

Recard: 11 |

| =05C=

Figure 10
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BANNER FUNDAMENTALS

* Menu Bar

The menu bar consists of several pull-down menus components.

File Edit Qptions Block Itermn Record Query Tools Help

There are 9 pull-down menus on the menu bar, each with a variety of selections. A dimmed option on a
pull down menu indicates the menu is disabled.

v The file menu

The file menu contains standard Banner and Oracle functions.
v The edit menu

The Edit Menu contains functions used to edit text items.

AT The Options Menu

The options menu varies from form to form. Some take you to other blocks and windows within the
current form, other options take you outside the current form. The Options Menu as well as valid File
Menu Options may be accessed at any time by right clicking on a blank section of any form. See
Figures 11 & 12.

l:lracle Developer Forms Runtime - Web: Open > SPAIDEN o |EI|_X
File Edit Options Block [tem Record Query Tools Help

EEEE BT EEE A E

1@ X

Generate ID: @

Current Identification |Ee=iggi=in=as(=tanji=yalaly] Eeleln=igs Telephione Biograghical E-rmail EMErGERLY EORtact

ID: MName Type: EI

Person ID and Name Source
Last Name: [ ] Last Update

First Name: [3

Middle Name: Rollback i |

Prefix: Save Date:

Suffix: Exit |

preferred First Name: Brint

Full Legal Name: | &dd to Personal Menu

Bio/Demo Information [SPAPERS]
Current Name/1D

appointments and Contacts [SOAAPPT]
_System Data Summary [GUASYST] ) |

CrogatoDake:

Creation

Non-Person

Name: | B

1D number; LIST for person; COUNT HITS far non-persaon; DUP ITEM to generate ID; DUPLICATE RECCORD far Alternate ID look-up
Record; 111 | ] o | | =0gC=

Figure 11
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BANNER FUNDAMENTALS

P oracle Developer Forms Runtime - Web: Dpen > SPAIDEN

File Edit gefaufalgtl Elock [termn Eecord Query Tools Help

Biof/Demo Information [SPAPERS] @ [ f% [ IEI EAREZ
Current Name/ID e
Appointments and Contacts [SOALPPT]

“— System Data Summary [GUASYST]
i —T

-

1D:
Figure 12

v" The Block Menu
The Block Menu enables you to move from one block area to another within a form.
v' The ltem menu
The Item Menu enables you to move from one field to another and clear and duplicate data
within a form.
o Note: “Iltem” is the Banner term that is used to refer to a field.
v" The Record
The record menu allows you to work with records within a form menu.
v' The Query menu
The Query Menu contains the functions used to search for information in the database based on
specific criteria.
v" The Tools menu
This is currently not in use.
v' The Help menu

The Help Menu contains various help tools, the image displayer, a calculator and a calendar.
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-

Section C: Toolbar

~

Overview

A toolbar is a set of icons that represent shortcuts for performing common functions. See Figure 13

J

B oracle Developer Forms Runtime - Web: Dpen > SPAIDEN

File Edit Options Block Item Record Query Tools Help

=10l x|

Current Identification |ElsEiEatsis=mis(=lg)sjls=]u|sl]

A [E«E}@liﬁgw@@@[%m MEEIEIEY

Generate ID: @

TelephEne

Eim@ramtical E-nmail

Emergency! Eontact:

o: [

Mame Type: E

Person

Last Mame:

First Name:

Middle Name:

Prefix:

Suffix:

Preferred First Name:

Full Legal Name:

Mon-Person

Name: |

ID and Name Source

Last Update

User: |

Activity Date:

Origin: |

Original Creation

User: |

Create Date:

1D number; LIST for person; COUNT HITS for non-person; DUP ITEM to generate 1D;

Record: 111 |

DUPLICATE RECORD for Alternate 1D look-up.

Figure 13
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BANNER FUNDAMENTALS

YX Bubble help

If you move your cursor over an icon, a box appears that describes the function of the icon; this is
bubble help. It may be turned off at any time.

Example: if you place your cursor over the exit icon, you will see the following:

Note: To turn on the description box for the icons, access the General User Preferences Maintenance
Form (GUAUPREF). Under Toolbar Display Options, make sure that the Display Bubble Help option is
checked.

A Default Icons
This is the standard icon toolbar.

Previous Next Enter Execute  Cancel Broadcast Help
Eecord Record  Query Query Query Message

N Y N S AN
2 [ﬁqﬁ@.[%}‘@[@@f@f%wmc-[——[@[x

S:We/ / T \ \ \
Rollback Next Tneu 'Send Print Fine- Crramed

Inserr Delete  Previous Exid
Select  Record Record Block Block Message Access

Control

The faded items are not available at this time or on a particular form. The Menu Bar above the icons
provides dropdown menus, which are available for selection.
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Some of the most common icons are identified below. Run the cursor over the icons on your screen to

see their functions.

Icon

Function

Save

% BT

Rollback

Select

Insert Record

Previous Record

Next Record

Previous Block

Next Block

Print

> | o) el mh| () (0] o

Exit
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@:tion D: Banner Forms \

Overview

Objectives: After completing this section, you will be able to

e Describe areas on the form

o Define types of forms

o Explain the naming convention for forms

o Describe blocks, fields and records
A form is an online document where you can enter and look up information in the database. A form
visually organizes information so it is easier to enter and read. A Banner form is similar to a paper form,
except information is entered once and then used by other forms, reports, and jobs. /

l. Parts of Forms Title bar
|

B 0racle Developer Forms Runtime - Web: Dpen > GZAADDR i [=] ]

File Edit Options Block Itern Record Query Tools Help

=n

(@vwE RAEAEE %% @R A& [&FE] T &I

’}’:E_.E'n.ddre-_:-_: Form GZAADDR 001 (DUSIMS) |

Key Block
ID: [10447431 [7][Mr Abraham Lincoln

From Date: 05-FEB-Z008 To Date: [ Inactivate Address - \
Address Type: ML E Student Current Mailing Source: EI
Sequence Number: ’_4 .
Field
Street Line 1: 28 Cavington Rd Delivery Point: 5 Information
Street Line 2: Correction Digit: | |
Street Line 3: Carrier Route: | Block

City: Mt Laurel

State or Province: |3 ;I‘— Search Icon
ZIP or Postal Code: [gaoss B

County: W05 B BURLINGTOM (N1} Last Update
Nation: B P
User: Icgzg—
Telephone Type: IM—B Activity Date: |01-MAY-2008
Telephone: [60s [os31zas [ [+ E

Source Code; press LIST for valid codes. |
Record: 3/? | . | Lstorvalu.. | | z0sC=

Figure 14
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BANNER FUNDAMENTALS

Title Bar May display the form’s descriptive name, the seven-character ID name, the
software version number and the database name. See Figure 14
Key block Contains information that determines what is entered or displayed on the

remainder of the form. e.g. student id number or term. See Figure 14

Information block

Displays data about the information entered in the Key Block. Area where
you enter information prior to updating a record. See Figure 14

Field

Area on a form where you can enter, query, change, and display specific
information. See Figure 14

Pull-down list/
Search Icon

Used to select a field value from a list of pre-defined values. A down arrow in
the right side of the field indicates that the field has a pull-down list or can be
used to search for data. See Figure 14

Tabs

Tabs are used to arrange information in a meaningful way and allow you to
navigate easily between groups or blocks of information. See Figure 15

Tabs Check box

Elracle Developer Forms Runtime - Web: Dpen > SGASTDN

File Edit Options Block Item Record Query Tools Help

ya

~=1olx]

(B0E REEE 37 BB @ & AN DI G4 1@1X
@ General Student SGASTDM 7.4.0.1 (DUSIM
1D: |1D44?431 F|Linco|n, abraham / Studenf Summary [+ Tarm: K [ ¥iew Current/Active Curricula
Curricula Activities Weteran Comments Academic and Graduation Status, Dual Degree Miscellaneous
General Learner
MNew Term: m EI Spring Quarter 07-08 From Term: |200735 To Term: |399939 =
Student Status: AS EI Artive
Student Type: EE cantinuing Additional Information
Residence: |N—E| non PA State Resident Site: EI =
Fee Assessment Rate: |0&6NC El 20064 4 Year Non-Coop Session: |—E|
Class: SR Senior Block: E
Full or Part Time: Full Time T PartTime © None Citizenship: |v  US Citizen =
Radio Button
Curricula Summary - Primary Student Type: Rate:
PriorityTerm Program Catalog Level Campus College Degree
1 |200?25 |BSBA-COBA |200?25 Undergraduate Quart  University City Bennett 5. LeBow Coll. BS in Business Adm :
Admission Type: Re-admit Admission Term: |200615 Matriculation Term: |200615 ~
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major [E
1 |200?25 |MAJOR Business administration Office of the Dean of COBA =
1 |200?25 |CONCENTRATION 4 YR UG Mo Co-op Concentration Business Administration -
z [zoo7as |concenTRATION Finance Business Administration -

DUPREC - create new eff term, DUPFLD - go to Advisor Form, HELP - go to Degree.

Record: 147 | o

| | «<0gCs

Figure 15
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Il. Types of Forms

Form types: Based on their usage, forms are categorized as different types including Inquiry, Query,
Application, and Maintenance forms

a. Inquiry form: Inquiry forms are used to look up existing information, often returning
information to the calling form. You can access an inquiry form from the main menu, from
another form, with Direct Access, or with Object Search.

b. Query form: Query forms are used to look up existing information, often returning
information to the calling form. You can access most query forms directly from the main
menu, with Direct Access, or with Object Search.

c. Application form: Application forms are used to enter, update, and query information in
Banner. This is the most common type of form.

d. Maintenance form: Maintenance forms are used regularly to reflect changes/updates that
will effect form information in Banner.

[ll. Naming Conventions

Every form has an abbreviated 7-character form name. Most of the time, forms are referred to by this 7-
character name.

The first 3 characters in the form name represent the product, the application group and the
type of form respectively. The last 4 characters are a unique identifying code.

Position 1 for Banner forms

Identifies the Banner product owning the form, report, process or table. Examples:
F = Finance G =General R = Financial Aid S = Student (shared)

Position 2 for Banner Student
Identifies the application module owning the form, report, process or table.

A = Admissions G = General Student L = Location Mgmt. R = Recruiting
C = Catalog H = Grades/ O = Overall S = Schedule
Academic History
F = Registration/ | = Faculty Load P = Person T = Validation Table
Fee Assessment
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Position 3 for Banner Student

Identifies the type of form, report, process or table.

A = Application | = Inquiry Form Q = Query
B = Base Table P = Process R = Rule Table or Repeating
Table

Positions 4, 5, 6 & 7 for Banner Student
Identifies a unique four-character code for the form, report, process or table. Examples:
***|DEN —Identification ***STDN-Student **PERS -Person
IV. Blocks, Fields and Records

All Banner forms are made up of three components: Blocks, Fields and Records.

Blocks

A block is a section of a form or window that contains related information. If a form or window
contains more than one block, each block (except the key block) may be enclosed in
a beveled box.

Blocks:
e Group information
e Can be one or more on a screen
e May be organized on tabs within a form
e Think of as “sections” on a form

Example: A student’s record in SPAIDEN contains the following blocks: Current
Identification, Person Name Information, and Non-Person Information.

Types of blocks There are two types of blocks: a Key Block and an Information Block.

Part of Form Description

Key block *Where you start on a form.

See Figure 16 |*Every form has a Key block.

*A unique code is entered such as an ID number, term code or document number.
sLets Banner know what piece of information you want to retrieve.

*The rest of the information on the form will refer to the information that you enter
on the Key block.

Information « Section that contains related information to what was entered in the Key block
block

See Figure 16 |° A line (usually green/yellow) may separate each Information block on the form.
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R Oracle Developer Forms Runtime - Web: Open > SPAIREN =10] x|
Eile Edit Qptons Block [rem Record Query Tools Help
fEl*ﬂEl Eﬁljlﬁﬁlﬁﬁﬁ@Bﬂlkﬁliﬁff-l—— @I X~ )
J GEner 3l Person [dentf stimn SPAIDER ¥ .' T Ot Ll 4
10: [11095222 [~ [Carey, Marah Generate 1D: [& KEY BLOCK
Address Telephone Bingraphical
Alternate Names or IDs INFORMATION BLOCK
Mame Type: E Change Type: Origin: |SRK PREL =1
1D: 11095222 User: [cozs
Last Name:  |C Activity Date: [05-FEB-2008
First Mame: 0~ Create User: [CG29
mMiddle Mame: |1 | Create Date: [0s-FeB-2008
MName Type: =] Change Type: Origin: [GZBD]LIS
o pmcaz User: [userion
Last Mame:  |[Carey Activity Date: [01-JAN-1900 =
Flrst Mame:  |[Marish Create User:  [cLo2z
Middle Mame: Create Dabe; |13-JUL-2005
Mame Type: =] Change Type: Origin: |szBe1us
o: ez User: [useriDz
Last Name: | Carey Activity Date: |01-JAN-1900
First Mami:  |Mariah Croate User:  [cLozz
Middle Mame: Create Dabe: | 13-JUL-2005 -
Prévioils HM‘IETm CDI’&; press LIST Tor values |
_Record 147 | | Listorvai... | | <0gC= J
Figure 16
Navigating To navigate in between blocks or tabs, you would use the Next Block or
blocks Previous Block functions. These are icons located on the toolbar in a form. You

can also use the drop down menu. If you prefer to use keystrokes for
navigation, you can use Ctrl-Page Down to reach the Next Block or Ctrl-Page
Up for the Previous Block.

(@

ext
revious

Previous Block lear

[l
Ilf_fl 1=

Mext Block
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Fields

Fields are labeled space within a block. You can enter, query, change and/or display specific
information within a field. Figure 17

B oracle Developer Forms Runtime - Web: Open > SPATELE (=]
File Edit Cptions Block Item Record Query Tools Help
(BVYE RAER 29 BER Q EME SR & 1@1X
Telephaone /// \
Telephone Type: E Telephone: - ['Primary [ Unlisted [ Inactivate =
International Access:
Comment: |
Address Type: E Sequence: EI Activity Date: | User:
Telephone Type: [7 Telephone: - [COPrimary [JUnlisted [JInactivate
International Access:
Comment: |
Address Type: [7 Sequence: [7 Activity Date: | User:
Telephone Type: [7 Telephone: - [COPrimary [JUnlisted [JInactivate
International Access:
Comment: |
Address Type: [7 Sequence: [7 Activity Date: | User: -
ldentification number; press LIST for persan search, COUNT HITS for nan-person search. |
Recard: 1/1 | L | | =0sC=
Figure 17

Field states The list on the next page details the different states a field can be presented on a
form.

Note: You may not be able to navigate to all fields within a form. On query-only forms, you
frequently cannot move through any fields at all.

Field values Any data that is entered or displayed in a field is a value.
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Note: The names of the fields that have a pre-defined list of values, or LOV, have a drop down
arrow next to the field. Fields that you can search for a value in the database also have a drop-
down arrow next to the field. The most common example is the ID field on the various

Identification forms.

£ pracle Developer Forms Runtime - Web: Open > SPATELE

Pg Edit Options Block Item Record Query Tools Help

(B ¥

EEEE ¥ REX &S [EE S

%m General Person Telephone SPATELE 7.0 (DURROD) [riririririeieielellalslalltlerr

m: A /
f 7 =
Citizenship: [r [=]citizen
Ethnicity: |1 ll Caucasian
Marital Status: M [*]Married
Type Description Example

Free-format Field

Free access to type in whatever
information is required.

Not previously defined on a
validation table.

Street address

List of Values (LOV) Field

Data from the LOV comes from
previously defined values on a
validation table.

When you double-click on a LOV
field, use a Search icon or press
the F9 key, previously defined
values are displayed.

State Codes (e.g. PA, NJ,

DE)

Search Field If a field is a search field, you ID, Last Name, First
must click the search icon to do Name
the search.

Records

A record is a group of fields or row of fields that make up a logical unit. There may be more than

one record in a block.

Example: A person record is made up of several fields: ID, Last Name, First Name,
Middle Name, Birth Date, Change Indicator, Type

Record counter The record counter displays number of records viewed and the number of
total records. See Figures 18 and 19
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Oracle Developer Forms Runtime - Web: Open > SPATELE - SOAIDEN 13| x|

File Edit Options Block Item Record Query Tools Help

(I@"‘IHEHBE]@IE@@I@

@ Person Search

BT Eh T &% % Foghl k[ 4

1D Last Name First Name Middle Name Birth Date Iﬁzfclisr T['Qe
=

[10099261 |carey [Mariah |kehn |28-180-1973 [ % =]

[rorrnrson [carey [Mariah [kehn [z8-180-1073 [

K23 |carey [Mariah |kehn |26-180-1973 [ [

|m|-<c:23 |Carey |Mariah |Kehn |26-JAN-19?3 |I— l—

[11095222 [carey [mariah | [03-3UN-1968 |— l—

|********* |Carey |Mariah | |03-JUN-1968 |I— l—

Pmcszz |carey Mariah | |03-3Un-1968 |1_ l_

[imeszz [carey [Mariah | [03-3Un-1968 [ [

| | | | | [

| | | | | [

| | | | | [

| | | | | [

| | | | | [

| | | | | [

| | | | | [

| | | | | [

| | | | | [

| | | | | [

| | | | | [ |

| | | | | [

| | | | | [ <.
A |
Record: 148 | .. | Listofvalu... | | =05C= | J

Figure 18
Record Counter

Record: 178
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B 0racle Developer Forms Runtime - Web: Open > SPATELE - SOAIDEN — =]

File Edit Cptions Block Item Record Query Tools Help

(- ”!II>E1<E1@II%»%N@@I%IEI& EEIEIENEEEY

Change
D Last Mame First Name Middle Name Birth Date Indicator Type
]

06 [smith [aaron | [17-aPR-1990 [ ] [+
[10830973 [smith [#aron [
e (smith [aaron Scroll Bar n
|1028112D |Smith |Aar0n |D |
|********* |Smith |Aar0n |D | |I—
10826062 [5mith [aaron [Daniel |04-aUG-1980 [ ]
[orassonsn [smith |aaren [Daniel [4-auG-1980 1]
[11094479 |[smith [Aaran [7ames [03-0CT-1981 [T ]
[ [smith [aaron Pames [o3-0cT1est 1]
10872624 [smith |aron [an [13-nOv-1988 [ ]
[11652065 [smith [aaran 3 | [T ] —
11392059 [smith [aron L |07-8UG-1390 [ ]
[11116563 [5mith |aaron [m |01-maR-1983 [ ]
[10z83654 |[smith [aaran n [17-0cT-1087 [T ]
[t1116564 [smith |aaren [n [z3-FEB-1988 [ ]
[orassonsn [smith [aaron [n [17-ocT1e7 . 1]
C— |[smith [#aran n |23-FEB-1988 [
10345276 [smith |aron la [11-nOV-1984 [ ]
|10885231 |Smith |Aar0n |Steven |26—NO\.-'-1986 |— |
e ——— [smith [Aaron |steven [26-nov-1986 [
[11116565 [5mith [aaron I [11-30L-1989 [ ] -
® Case Insensitive Query ' Case Sensitive Query

|dentification Mumber: press COUNT QUERY HITS to access additional information. |
e e )

Figure 19

Record: 177

Note: A question mark in the status line signifies that there are more records, but
you haven't gotten to the last one, so the computer doesn’t know how many there
are yet.
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V. Searching for items in a database

i Oracle Developer Forms Runtime - Web: Open = SPATELE
File Edit COptions Block Item Record m Tools Help

(B E BEEE 4 et K
’é;g General Person Telephone SPATELE Execute m

Last Criteria

Cancel
1D: " E” Count Hits

Fetch Mext Set

Menu options The following charts details each Query menu option and its purpose.

Options Toolbar Icon [Keyboard Purpose
Shortcut
Enter F7 Puts the form into Query mode so you can enter
search criteria to see information already in the
database.
Execute F8 Searches the database and displays records that

match your search criteria.

Last Criteria F7 twice Enters the criteria from your last search (enabled
only when you are in Query mode).

Cancel Ctrl-Q Cancels the Query and takes the form out of
Query mode.
Count Hits Counts the number of records that match the

search criteria and displays that number on the
Auto Hint line.

Fetch Next Set If more records meet the search criteria that fit in
the window, clicking this option replaces the
current set of displayed records with the next set.

\\Drexel.Edu\Departments\Provost\Budget_Planning_Administration\AIS\Shared\Student Shared\Banner Training\Documentation\Banner

Navigation Training.Docx
Page 33 of 46



BANNER FUNDAMENTALS

A wildcard is a special character that represents one or more other characters. Use these in search
criteria. The % (percent sign) represents any number of characters. The _ (underscore) represents

one occurrence of a character.

Note: In the following, ‘ma’ is used as an example. The wildcard symbols can be used with any
combination of letters in any order.

To get these results... Enter these criteria...
All entries that contain ‘ma’ %ma%

All entries that begin with ‘ma’ ma%

All entries that end with ‘ma’ %ma

All entries that have ‘m’ as a second character _m%
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Exercise 1 — Perform a Name Search

1. Use the Address form (GZAADDR) to search for a name and address.

£ Oracle Developer Forms Runtime - Weh: Open > GZAADDR

File Edit COpftions Block Item Record Query Tools Help

(BB AERE 4% BEE & & RE SH G4 @1X N

maddress Form GZAADDR 001 (DUSIMS) il

T}
Search -
From Date: To Date: [ Inactivate Address
Address Type: v Source: I—EI

Sequence Number:

Street Line 1: Delivery Point:

Street Line 2: Correction Digit: |
Street Line 3: | Carrier Route: |
City:
State or Province: ﬂ

ZIP or Postal Code: B

Figure 20

2. Click on the ID Search Arrow to get the following menu. Selection Person Search (click on it or
use keyboard arrow keys). See Figure 19

( Person Search )

MNon-Person Search

Alternate ID Search

i Cancel
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e This will bring up the Person Search form (SOAIDEN). Figure 20

B oracle Developer Forms Runtime - Web: Open > GZAADDR - SOAIDEN =& x|
File Edit Options Block Item Record Query Tools Help
BB PRAEE 4% BEE @ & RE S ¢ 4 @ X N
aPerson Search SOAIDEN 7.3.3.1.D (DUSIMS)
Change
D Last Name First Name Middle Name Birth Date Indicator Type
M
I | | | | [ =
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [
| | | | | [ 2
® Case Insensitive Query ' Case Sensitive Query
Mavigation was attempted to an item that is disabled or not valid; go to another item to continue. It may be necessary to use the mouse. | J
Record: 1/1 | | Enterou.. | | | =05C=
Figure 21

3. Use the wild card feature (%) to type in a limited amount of the last name and first name (e.qg.,
“Groy” in the Last Name field and “Carol” in the First Name field). Either click the Option ->
Execute from the menu bar or hit the E8 function key to execute the Query. If you don't find
what you want or you want to narrow down the search, click Option ->Enter or the E7 function
key to clear the search and start over.

Person Search SOAIDEM 1.0 (DUSIMS
Change
ID Last Name First Name Middle Name Birth Date Indicator Type
|
0 |Gray |Car0| |.C\ | |—
[rannn [Grey [carol [ [21-DEC- [ [
[10133109 [Grey |carol b |21-DEC- T
[so000613 [Grey |carol b |21-pEC [
[cz2s [Grey [caral [ [21-DEC- [ [
|cq2a Grey |caral b |21-DEC- i
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As a reminder, all Drexel students, faculty and employees have a Drexel user id (e.g., abcl23) in
addition to their university id (e.g., 12345678). Prospects and applicants do not have user ids.

If you find the record you need, select it by either Double Clicking on that item, or highlighting the item
you want and then clicking the Select Icon on the menu bar.

& oracle Developer Forms Runtime - Web: Dpen > GZAADDR - SDAIDEN

File EdH’_Qnﬁqns Block Itermn Record Query Tools Help

(BB RPEAEE ¥ BDEHE A & EE Sk ¢4 1@1X N

@ Perst \ 75550 (EUSTRHEN e e e o A e A
— |

4. Once you have the name and id you want and have selected it, you are taken back to the form
you came from. The name and id are now in the top of the form. To get into the form, use Next
Block to view the addresses. There are three ways to get there.

a. Click the Next Block Icon

ol

R
/. \

Previous Block MNext Block

b. Click Block on the pull-down menu and then Click Next

et
revious

.
013 I=

lzar

c. Hold the Ctrl key + the Page down key

5. Scroll through the addresses or search for a particular address type.
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UNDERSTANDING THE GENERAL STUDENT FORM (SGASTDN)

Terminology
In Banner we refer to students as ‘learners’ and to academic history as the ‘learner outcome’.

Learner was chosen to encompass both the traditional student (someone 18 - 22 years of age pursuing
an undergraduate degree), as well as an adult pursuing additional education for a variety of reasons
such as work or personal fulfillment.

Outcome identifies the result a learner expects to obtain after their educational experience with the
institution (i.e., degree, certificate, etc.). This change exists within each form and within the
documentation but does not affect form names (i.e., SGASTDN is still the General Student Form) or
menu names.

SGASTDN displays the CURRENT record for the student. The scroll bars will allow the user to view the
history of the student’s programs, majors and minors.

SGASTDN is divided into three sections:
1) General Learner: Term, Status, Student Type, Classification, FT/PT Indicator
2) Curricula Summary: Program Details, Catalog Term
3) Field of Study: Major, Minor and Concentration

Dracle Developer Forms Runtime - Web: Open > SGASTDN = Ol x|

File Edit Cptions Block [tem Record Query Tools Help

(BYE RAEER % B8R G & BB S ¢ 4 1@ X

"zg General Student SGASTDM 7.4.0.1 (DUSI

ID: [11095222 [~ [Carey, Mariah Student Summary [~ Term: [z00815 [~ [ view Current/Active Curricula
Learner Curricula Activities Weteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous

General Learner

MNews Term: B Fall Quarter 08-09 From Term: |200815 To Term: |999999 =
Student Status: IEF Active
Student Type: EB Continuing Additional Information .
Residence: |R—B P4 State Resident Site: I—B —
Fee Assessment Rate: |064C B 2006 4 Year Coop Session: |—B
Class: IS Sophomore Block: MUSC1 E MUSC-Block 1
Full or Part Time: ® Full Time ' Part Time T None Citizenship: ,Y_ US Citizen 5
Curricula Summary - Primary Student Type: Rate:
Priority Term Program Catalog Level Campus College Degree
|1_ |200815 |BS-CODA |200815 Undergraduate Quart  University City Antoinette Westphal C  Bachelor of Science —
Admission Type: Mew Student Admission Term: (200615 Matriculation Term: |200815 =)
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major [E
’1_ |200815 |MAJOR Music Industry Parforming Arts 2]
’1_ |200815 |CONCENTRATION 4 ¥R UG Co-op Concentration Music Industry ®5
[ | -
DURPRELC - create new eff term, DUPFLD - go to Advisar Form, HELP - go to Degree | J
Record: 147 | | | | | =08C=
Figure 22
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Note: The summary sequence in the Field of Study lists all majors first, all minors second, and all
concentrations third. Be sure to use the scroll bar to see all Fields of Study for the student.

Banner 7 provides scroll bars to view past information and additional current information. Because

all current information is summarized on the first page of SGASTDN, it may not be necessary for
most users to access information through the Curricula Tab.

A ¢ The Curricula Tab

Note: The Admission Term appears on the Curricula Tab but not on the Learner Tab. All other
information on the Curricula Tab appears on the Learner Tab in the Curriculum Summary and Field
of Study Blocks.

Fields in the Curriculum Block:

B oracle Developer Forms Runtime - Web: Dpen > SGASTDN (=]
File Edit Options Block Item Record Query Tools Help

BB AAER %% ZEEHE QI & BE D@ ¢4 1@ X

@ General Student SGASTDN 7.4.0.1 (DUSIMS) © 2 -

ID: [11095222 ¥ [Carey, Mariah Student Summary [+ Term: [z00815 [~ [ view Current/active Curricula

Learner mu Activities Weteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous

Field of Study

Curriculum Record [t of [z [<] (]

Current: [ ““Replace: @ Update: @ Duplicate: @ Roll Learner: ® Yes T'No T Default
Activity: Rolled to Outcome: |—

— User ID: MMNHZ3
Key Sequence: 99 Activity Date: 22-APR-2008
Term: 200815 |~ Fall Quarter 08-09 Start Date: =

Catalog Term: ’MF Fall Quarter 08-09 End Date: ’7[_
Priority: ,1— End Term: I—F
Program: |BS-CODA [7

Level: ,EF Undergraduate Quarter Student Type: |—F

Campus: ,FF University City Site: I—F

College: IA_F Antoinette Westphal COMAD Rate: [7
Degree: ’BS—F Bachelor of Science Leave of Absence: |—[T

From Date: [_
Admission Type: ,N_[7 Mew Student To Date: [_

Admission Term: 200615 [7 Fall Quarter 06-07 Expected Graduation Date: [_
Application: Graduation Term: [7
Matriculated Term: 200615 F Fall Quarter 06-07 Graduation Year: [7
Curriculum activity status code. |
Recard: 1/3 | | =0sC>
Figure 23
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Current: The Curricular block keeps a history of changes and indicates a current record by having a
“o/” in the current field.

Activity: The options are ACTIVE or INACTIVE for the Learner Curriculum. The combination of a
current indicator of \/ "and an ACTIVE Activity code means a current record for the student.

Priority: The first curriculum is assigned Priority 1. A second curriculum is assigned Priority 2.

Searching for Active Records: With the cursor in the Curriculum Block, use the F7 Key to clear the
record. Click on the Current field. Use the F8 Key to query for only the Current Records.

Fields in the Field of Study Block:

B oracle Developer Forms Runtime - Web: Dpen > SGASTDN (=]

File Edit Options Block Item Record Query Tools Help

(BB PAEARRE 499 ZEE Q& BB T ¢ 2 1@X

%m General Student S NN E NN ENENENENE ¢ 3|

1D: |11095222 F|Carey, Mariah Student Summary [7 Term: [200515 F [ view Current/Active Curricula

Learner mu Activities Weteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous
Curriculurn lﬁﬂﬂﬂn

Curriculum Record [t of [z | [<] [

Current: [ Activity: |ACTIVE Term: 200515 Key Seq: |99
Priority: |1 Program: |BS-CODA Catalog: (200815 Level: uG Campus: |UC College: |a Degree: |BS

Field of Study Attached Concentrations: (5 Inactivate: &)
Current: [/, Type: |MAJOR [7 Field of Study: |MUSI [7 Music Industry Start Date: | [_ £]
Activity: Priority: 1 Rolled: [| Department: 3645 [7 Performing Arts End Date: [_

Status: |[INPROGRESS [ Catalog: [200615 [¥ Attached to Major: [*] User ID: MNHZ3
Term: 200815 [7 End Term: d Full or Part Time: I Activity Date: |2Z-APR-Z003

Current: [+, Type: |CONCM| ¥ Field of Study: [4cop [¥ 4YRUG Co-op Cor Start Date: | [ =
Activity: WF Priority: ’1— Rolled: [| Department: I—F End Date: Ii[_
Status: WF Catalog: W[T Attached to Major: WF Music Industry User ID: mnHzz
Term:  [200815 |7 End Term: (v Full or Part Time: | [7 Activity Date: |zz-4PR-2008 '

Current: [, Type: [7 Field of Study: [7 Start Date: [_
Activity: [7 Priority: Rolled: [| Department: [7 End Date: [_
Status: [7 Catalog: [7 Attached to Major: [7 User ID:
Term: 4 End Term: d Full or Part Time: I_F Activity Date: &

Curriculum activity status. |
Recard: 1/2 | | =0sC>

Figure 24

Current: The Curricular block keeps a history of changes and indicates a current record by having a
“\” in the current field. See Figure 23 and 24

Activity: The options are ACTIVE or INACTIVE for the Learner Curriculum.
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Type: Each Field of Study must be one of the three Types: Major, Minor or Concentration. Priorities
for each different type are sequential and begin with 1.

Priority: Every time a new type is introduced the priority for that type begins with 1.
Status: The options are INPROGRESS or CHANGED.

Field of Study: Major, Minor or Concentration and should match the TYPE entered in the Type field.

Attached to Major: Refers to the major to which the concentration is attached.

Exercise 2 — Student Data

Use the menu option and open the General Student form (SGASTDN)
Select a sample student. Find the student’s

Level

Program

Major and Concentration Code

Expected Graduation Date

aoow
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UNDERSTANDING DREXEL UNIVERSITY'S TERM CODE SCHEME

Drexel University offers most academic programs in Quarters. However, the College of Medicine and a
few College of Nursing and Health Professions as well as School of Public Health programs are offered
in Semesters. The coding scheme has to account for both types and be in numeric/chronological
order.

YYYY= Academic Year

Term Term Type Fall Winter Spring Summer
Semesters S YYYY1ll — - YYYY31l YYYY41
Quarters Q YYYY15 YYYY25 YYYY35 YYYY45

If the term code ends in 1 it is a semester.

e The First 4 digits = Academic Year (e.g., 2012 = Academic Year 2012-13)
e The next to the last digit = the Semester: 1 = Fall, 3 = Spring, 4 = Summer
e The last digit, 1 = Semester

If the term code ends in 5 it is a quarter.

e The First 4 digits = Academic Year (e.g., 2012 = Academic Year 2012-13)
e The next to the last digit = the Quarter: 1 = Fall, 2= Winter, 3 = Spring, 4 = Summer
e The last digit, 5 = Quarter

Semester Examples:
201111 = Fall Semester 2011-12
201131 = Spring Semester 2011-12
201141 = Summer Semester 2011-12

Quarter Examples:
201115 = Fall Quarter 2011-12
201125 = Winter Quarter 2011-12
201135 = Spring Quarter 2011-12
200845 = Summer Quarter 2011-12
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1A ¢ VIEWING A STUDENT'S CLASS SCHEDULE USING SFAREGQ

Use the Registration Query Form (SFAREGQ) to view a student’s schedule. See Figure 25

Dracle Developer Forms Runtime - Web: Open > SFAREGQ [Q] i ] 4]

File Edit Options Block Item Record Query Tools Help

(BoE RAEAEE 47 DEXE @ & RE S ¢IL 1@X
"mRegistration Query SFAREGD 7.3.2
Term: ’MF Registration From Date: ’7@ Registration To Date: ﬁ@
1D: [10447431 [~ |Lincoln, abraham
Reqgistration Begin End
Term CRN Subject Course Section Status CEU CrossList Mon Tue Wed Thu Fri Sat Sun Time Time %
(200735 ERErS [ps 101 [oo2 [Re W [ 0 & 0 &4 0 O O [foe [z=
Part of Term: ’1— Campus: |UC Start Date: lm Instructional Method: l—
Grading Mode: E Building: ’— End Date: lm
Credit Hours: ,m Room: ’_ Instructor: | [ Primary
200735 (30687 [pHIL 105 [ro1 [RE M [ O 0O ® 0O 0O 0O 0O J[wsoo] [aso)
Part of Term: ’1— Campus: ,F Start Date: lm Instructional Method: l—
Grading Mode: |E Building: l— End Date: m
Credit Hours: lm Room: l— Instructor: |Casev, Daniel J. [ Primary N

eoo73s | [3avar [EnsL 215 [7oz [Re M [ 0w 00 0 0 0 [sen [zoso

Part of Term: 1 Campus: |UcC Start Date: [31-MAR-2008 Instructional Method:
Grading Mode: |§ Building: End Date: 14-1UN-2008
Credit Hours: 3.000 Room: Instructor: |Levin, Lynn E, [+  Primary -
Co-op Education: E Total Credit Hours: 16.000 Total CEU Hours: .aoo
Term Code. |
Record: 1/5 || | =05C=

Figure 25

1. Open the Registration Query form by typing SFAREGQ in the Go to... box of the Banner Main
menu and press the [Enter] key on the keyboard.

2. Type the term code in the Term field. This field is required. If the student’s name is already
displayed in the form, skip to step 5.

3. Pressthe [Tab] key to navigate to the Student ID and type the ID of the student you are looking
for or press the [Tab] key to navigate to the Name field and type the student's name (Example:
Last, First).

4. If you are searching by name, press the [Enter] key to open the Extended Search box.

If there is only one match to your search, the name will be automatically filled in. Next Block
into the form to populate the First Information block.

5. Use the Vertical scroll bar to navigate and view all courses the student is registered for and the
location of the classes.

6. When you are finished click the Exit icon on the toolbar to exit the form.
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¢ User Preferences

User preferences can be accessed from the Main Menu by clicking on the FILE menu and selecting
PREFERENCES. It can also be accessed by typing GUAUPRF in the Go To... field.

Display Options

B oracle Developer Forms Runtime - Web: Dpen > GUAUPRF (=]

File Edit Options Block Item Record Query Tools Help

(BVE PAABE PP RER Q& HE S ¢S 1@1X
el EYRelalalalsl- 0 Directory Options My Links Menu Settings [LErfE
Display Options lUser Interface Color Settings I
[+ Display Form Name on Title Bar Description: |Enter the RGB color code for non iconic buttans., £]

. Default Value: [r2040204b153
[+ Display Form Name on Menu

User Value: |r2049204b153 d|
[+ Display Release Number on Title Bar
Description: |Enter the RGB color code for the canvas.
[+ Display Database Instance on Title Bar Default Yalue: |r255g255h255
User Value: [r2559255b255 =]
Alert Options
Description: |Enter the RGE color code for code/description prompts,

¥ Prompt Before Exiting Banner Default Yalue: 'rlIIglIIhIII
uservaive: [ -]

Description: |Enter the RGBE color code for the menu links canvas,

|+ Display Additional Confidential Warning

|+ Display Additional Deceased Warning

Default Value: [r2550255b255
[+ Display Duplicate SSN/SIN/TIN Warning User Value: |r255g255h255 EI

Data Extract Description: |Enter the RGB color code for the menu broadcast message canvas,

Default Value: [r2559255b255

[ Include Header Row in Data Extract User Value: |r255g255h255 EI -
Checkto have form name display onwindow title. |
Record: 11 [ o | z05C=

Figure 25

1. The Display Options section allows you to customize what displays in the menu and title bars.
See Figure 26

2. The User Interface Color Settings section allows you to customize colors for various sections of
Banner, such as buttons, canvas, menu links, etc. To change the color setting, click on the
drop- down arrow next to User Value and select a color. Then click Save.

3. The My Links tab allows you to customize the Personal Links that appear on the main menu.
To add a Personal Link, click in the User Value field for the link description and type a
description for the link, then click in the User Value field for the link and type the actual link. Be
sure to include the http:// for a URL. If you are typing a form name, just type the 7-character
name of the form. See Figure 27
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My Links

B oracle Developer Forms Runtime - Web: Open

= GUAUPRF

8

File Edit Options Block Item Record Query Tools Help

[E@@I[%%ﬂ[@l%[%m m@:ﬁmv E

Figure 26

Display Options Directory Optiol\s

IMenu Settings [LEEE

My Links

Description:

Default Yalue:

User Yalue:

Description:

Default Yalue:

User VYalue:

Description:

Default Yalue:

User VYalue:

Description:

Default Yalue:

User Yalue:

Description:

Default Yalue:

User Yalue:

|Enter the URL for the "My Institution” link,

|http:/.fwww.drexel.edu.f

htt|:l :

|Enter the description for the "My Personal Link 1" link.,

|Banner Bookshelf

|Banner Bookshelf

|Enter the URL or Banner object for the "My Personal Link 1" link.

|https:ﬁbanner.ir‘ttest.drexel.edu:‘boukshelfﬁbkshlf?x.pdf

|https:f/banner.ir‘ttest.drexel.edu:‘bookshelfﬁbkshlf?x.pdf

|Enter the description for the "My Personal Link 2" link.,

|Y0ur second personal link description

|Your second personal link description

|Enter the URL or Banner object for the "My Personal Link 2" link.

|Y0ur second personal link URL

|Your second personal link URL

Enter user specific settings.

Recaord: 1113

| <08C=
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Academic Information & Systems

The Academic Information & Systems department provides support to all of Drexel University's
academic units and student administrative offices. If you need assistance in any of the following areas,
please send a detailed message to one of the AIS email addresses below.

o Ais_Accounts@drexel.edu if you have a problem with an account or need training to get an
account

e AIS Admissions@drexel.edu if you work in Enrollment Management/Admissions office

e AIS Student@drexel.edu if you work in an Academic, Registrar or Student Life related
department

o AIS SCDC@drexel.edu if you work in the Steinbright Career Development Center

e AIS FA@drexel.edu if you work in Financial Aid

Area of Specialization Systems Analyst Telephone
Judy Fluke (215) 895-6753
Admissions Londa Tuzi (215) 895-1369
ais admissions@drexel.edu Rizalyn Ranile (215) 895-1906
Angela di Gualco (215) 895-2570
Student Life / Residential
Living
ais admissions@drexel.edu Judy Fluke (RS ERieE
Financial Aid David Marino (215) 895-1364
ais fa@drexel.edu _
Chanel Richardson (215) 895-0553
Carol Grey (215) 895-0413
Student Ronda German (215) 895-2601
ais student@drexel.edu :
Andrew Lashin (215) 895-6486
Harri Weinberg (215) 895-6186
Career Development Center [Dante Bucci (215) 895-6324
ais scdc@drexel.edu ——
Winnie Wong (215) 895-0429
Director Mary Quigley (215) 895-6301

Additional information can be found on the AIS website: http://www.drexel.edu/ais/
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