
Banner Basic  
Navigation 
Training 



Topics 

• Navigation 
• Forms 
• Data Entry Standards 
• Help 
• Searching in Banner 



Banner Instances 

• Test (TEST) – Testing of Patches and 
processes 

• Pre-Production (PPRD) – Back up of Prod 
Daily 

• Production (PROD) – LIVE data 
• How do you know the current instance? 



Getting to PVAMU Banner 
Instances 

• Go to the PVAMU Homepage 
• Click on Faculty & Staff 

 

• Banner 
 
 

 
 



Getting to PVAMU Banner 
Instances  

• Banner PROD – Main working site 
 
 
 

• Banner TEST 
 
 



Saving to Favorites/Shortcuts 

• When saving 
Banner INB to 
your 
favorites/shortcut  
this is the page 
you will want to 
use. 
 

 



• At the log-in screen type your username 
• Your password 
• Example: Username: jsdoe 

Password: H@rd2cr@K! 
 
 

• Leave the Database field blank 
• Click on Connect 

Logging into Banner 



Before We Get Started –  
Adding Form Names 

• It is important to learn the 
form names and how to 
spell the form 

• Click File then Preference  
• Check all boxes in Display 

Options 
• Log out and then back in 

again and you will now see 
the form names 



Internet Native Banner (INB) 

 
 
 
 
 

• Oracle Application Server and Forms must 
remain open for Banner to operate 



Navigation -  Methods 
– Main Menu – Select from a list of menus, forms 

and jobs 
– Direct Access – Access menu or job by its name 
– Object Search – If you know part of the name of a 

form or job  
– Options Menu – From within a form you can 

access other forms, windows and blocks related 
to the current form, window and block 



Navigation - Methods 
continued...  
• Iconic buttons – These are located on the 

horizontal toolbar 
• Keyboard equivalents – use the keyboard to 

access a form, window, block, or field 
• Last 10 forms in the File pull-down menu – 

you can quickly re-access a form that was 
previously opened in the current session 



Menu Bar 

Direct Access 

Main Menu 

Change my 
Password 

Tool Bar 

Navigation - Main Menu 
Provides an overview of the menus, forms, and jobs; is used to 
navigate through Banner 

User 
Manual 



Navigation - Main Menu 
Continued 
 Arranged in a hierarchy  

Click on folder to 
expand menu and click 

the folder again to 
collapse. 

Double click, or press 
Enter, to bring up the 

form or job 

Notice Form names 
are visible 



Navigation - Direct Access 

•Allows direct access to forms, jobs, and menus by name 

Direct Access 



Navigation - Object Search 

Object Search 



Navigation - Object Search 
Continued… 

2. Press F8 

4. Press Start to go to form 

3. Highlight Name 

1. Enter part of 
name and 

wildcard (%)  



Navigation - Option Menus 

Select the  
Options 

drop down 
box to 

navigate to 
other 

sections of 
form, or 
related 
forms 

Notice again Form 
names are visible 
 



Navigation - Last 10 Forms In 
Pull-Down 



Forms - Definition 

• What are Forms? 
– A Banner Form is an online document where 

you can enter and look up information in your 
database 

– A Banner form is similar to a paper form, 
except information is entered once and then 
used by other forms, reports, and jobs 



Iconic Buttons Continued 
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Hover over the top of each 
Icon for explanations 



Keyboard Equivalents 

Click on Help- 
Show Keys 

To see Keyboard 
Equivalents 



Form - Parts  

Search Block 

Information Block 

LOV button 

 Auto Hint/ Status Line 
Error messages and 
processing messages 
appear here 



Auto Hint/Status Line 
•Briefly describes the field where the cursor is located 
•Error messages and processing messages appear here 
•Should you not get the result you are looking for look here first 
 

Auto Hint/ Status 
Line 



Form - Elements 

Iconic buttons 

Radio 
buttons 

Checkbox 

Vertical 
Scrollbar 

Fields 

Record 



Form - Names 
• All Banner forms, reports, jobs, and 

tables have seven-character names 
with the following structure: 
– Position 1: Identifies the system owning the form,   

 report, process, or table 
– Position 2: Identifies the module for the application 
– Position 3: Identifies the type of form, report,    

 process, or table 
– Positions 4, 5, 6, and 7: Creates a unique four-character  

  name description 
 



Form – Names continued 

S Forms = Student Forms 

S      P     A      I      D      E      N  

Student 

 Person 

Application 
Identification 

Applicant Requirement 

SPAIDEN =  General Person Identification Form 



Form – Names continued 

T Forms =Accounts Receivable Forms  

T      S     A      S      P      A      Y  

Accounts  
Receivable 

 Student 

Application 
Identification 

Applicant Requirement 

TSASPAY =  Student Payment Form 



Form Names 

R Forms = Financial Aid Forms 

R      R     A      A      R      E      Q  

Financial Aid 
 Requirements 

Tracking Application 
Identification 

Applicant Requirement 

RRAAREQ =  Applicant Requirement Form 



Data Entry Standards 

• Used in entry and processing of institutional 
data in Banner 

• Helps reduce creation of duplicate records 
– always search before adding 

• Provides method for consistent data entry, 
record updates, and institutional reports 

• Banner Data Mapping for Texas Higher 
Education Coordinating Board Reporting 



Help 
•Types of Help 

– Online Help 
– Dynamic Help Query 
– SunGard Banner Bookshelf 
– Show Keys 
– Help (Item Properties) 
– Auto Hint 
  

 



Help - Dynamic Help Query 
•Banner 

– Provided by SunGard and is updated with each system upgraded.  



Help - SGHE Banner Bookshelf 

• Provides access to user manuals, release 
guides, and other available system 
documentation directly from your computer 

• Can be accessed from the My Links on the 
Main Menu 

• Tip:  Press and HOLD the CTRL button (located 

on the lower left hand of the keyboard) when clicking on this 
link to open the file.  Continue holding down 
the CTRL button until download is complete. 
 



Types of Banner Records 

• General Person 
– Students, faculty, and staff 

• Non-Person 
– Businesses, grant programs, research 

agencies, etc. 
• A General Person and non-person must 

have a record in Banner before any other 
data can be processed 

 
 



General Person Record 
(SPAIDEN) 
• Banner ID number will start with a ‘P’ 
• Social Security Number cannot be used to 

locate a student record 
• In most instances, records which started in 

Banner will begin with ‘P2’ 
• Records can be found with the first name, 

last name or date of birth 



Wilcard Searches 

• The Banner wild card is the symbol %.  Use the Banner 
wild card when searching for a name.  This symbol stands 
for any letter, number, or symbol; or any group of letters, 
numbers and symbols.  
• Examples:   Griffith/Griffin:  To search for a name that may be Griffith or 

Griffin or Griffin-Myers, type in Griff% in the last name field and execute a 
query. Banner displays all names that begin with Griff.  

• Wildcard may be used more than once in a field.  
Example: %good% will return: Goode, Thurgood, 
Goodyear, Begood-Marshall, etc. 
 



Wildcard Searches continued…  
  

• The underscore  _  key is used to 
replace one character at a time.  
Since this character generates a 
more specific search – it should run 
a bit faster!  

– Examples: To search for Anderson/Andersen use 
Anders_n.   The search will return records for both 
AndersOn and AndersEn. 

 



More than one way to search 

• SPAIDEN 
• Use the drop down button and select 

Person Search 
 
 
 
 
 

 



More than one way to search 

• SOAIDEN – Person Search 
– Type in parameters and hit F8 

 
 

– To select the record, move the cursor to the 
record and double click 
 

 
 



Multiple Records in Banner 

• Banner maintains all versions of a person. 
• When a person changes their name or ID, 

Banner registers the change and keeps the 
old information in the database.  This 
makes it possible to find someone using the 
old name or ID information. 

• Only the record with the most recent name 
and ID information is current.  To determine 
the current record, see the change indicator 
in the Change Field (CHG), the farthest 
right column of the search form. 
 



Multiple Records in Banner 
continued… 

• No entry in the Change Field indicates the 
current record for that person. 

• I in the Change Field indicates that the ID in 
this row has been changed.  This row shows 
the old ID.  

• N in the Change Field indicates that the name 
in this row has been changed.  This row shows 
the old name.  

 



More than one way to search 

• SPAIDEN 
• Clear ID field (with the cursor in the field hit the 

space bar) 
• Tab to the name field 
• Type in the name and wildcard characters and hit 

the Tab button 
•   
• If name appears there is only one record 



More than one way to search 



More than one way to search 
• Select the drop down button to see the 

available selections 
 
 
 

• Move cursor and double click to select 
record 

• Indented records when clicked on will 
open the most current record 
 
 



Questions & Answers 
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