Banner Administrative Pages Quick Guide

Banner is now easier to use with an update to Banner Administrative Pages,
which incorporates use of both Banner INB and Banner SSB.
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Application Navigator — Person Search
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Application Navigator — Sections
Insert (F6) Copy (F4)) Filter (F7)

Y 4 {

» BIOGRAPHICAL INFORMATION g3 Insert @3 Delete ¥gCopy | [3 More Information | ¥, Filter

7Y ’ i I Activity Date 01/03/201302:28:18PM  Activity User LCHARSH " t
T \ NextSection Delete (Shift+F6) Supplemental Data
(ALT+Page Down) (if present)

Previous Section

(ALT+Page Up) (CTRL+Shift+U)

Sections
* Pages are divided into Sections that contain details for the key information. A Section can represent
one record or multiple records.
e Sections are accessed by scrolling up and down the page, and can be expanded or collapsed by
clicking the arrow on the far left side of the Section header. Some Sections are accessed using Tabs.

Buttons
Button Description
Add and The Add and Retrieve buttons are used to interact with Banner Document Management.
Retrieve Additional document management functions can be found by opening Tools.
Go The Go button is used to advance the body of the page after populating the Key Section

Release and | The Release Button and the Submit button are used to interact with the Banner workflow.
Submit These buttons only appear when the workflow application has been accessed and a
workflow has been selected.

Save The Save button, located at the bottom, right of the page, is used to save changes made in
the form.

Section The Next Section button and the Previous Section button, located at the bottom, left of

Navigation each page, allow for navigation to the next or previous section of data.

Select The Select button is used to retrieve data from a called page to the current page.

Cancel The Cancel button is used to return to the called page without retrieving any data.

Start Over The Start Over button will clear the data and return to the Key Section of the page.

Required Fields
An asterisk (%) displayed next to a field name indicates that the field requires a value before the next page
may be accessed.

Lookup

The Lookup button l:l next to a field indicates the field has a lookup feature. Clicking the Lookup button
allows for entry of a filter value to limit results. Selecting a value and clicking the OK button returns the value
to the calling page.

Filtering Data
Data in a Section can be filtered if there is an active filter icon| Y. Filter | in the Section Header.
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