Banner Basic
Navigation
Training




Topics

« Navigation

e Forms

« Data Entry Standards
e Help

e Searching in Banner
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Banner Instances

 Test (TEST) — Testing of Patches and
processes

* Pre-Production (PPRD) — Back up of Prod
Dally

* Production (PROD) — LIVE data
. How do you know the current instance?

H’%I [ %) (%) [« [ 22 1@ | X
January 31, 2008

Go To... | [*] welcome, TRAIN3O
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Getting to PVAMU Banner
Instances

 Go to the PVAMU Homepage
® | FUTURE STUDENTS CURRENTSTUDENTS MI} FACULTY & STAFF

e Banner

Faculty Resources

® Dffice of Academic Affairs

® Faculty Senate
- Faculthz
® Banner

® PantherTracks for Faculty
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Getting to PVAMU Banner
Instances
 Banner PROD — Main working site

Business Affairs Services W

Project Documentation
Banner Forms

e Banner TEST

Internet Native Banner (INB)
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Saving to Favorites/Shortcuts

* \WWhen saving
Banner INB to
your
favorites/shortcut
this is the page
you will want to
use.

Internet Native Banner (INB)
0 £ with Java Plug-In (aka JPT) (Sun)

Production Database [PROD]

Notice: Banner 8§ requires Java be installed and we
browser.

Noice Password- Info. r
To reset your Banner . r
INB password you will >

need this information.
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Logging into Banner

* At the log-in screen type your username
e Your password

 Example: Username: jsdoe
Password: H@rd2cr@K! =

e Leave the Database field blank
e Click on Connect
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Before We Get Started —
Adding Form Names

 |tis important to learn the
form names and how to
spell the form

e Click File then Preference

e Check all boxes in Display
Options s

) LOg OUt and then baCk In ¥ Display Additional Decease dv
again and you will now see
the form names

Directory Options

Display Options

Display Form Mame on Title B.

Display Form Mame on Menu

Display Release Number on Ti

Alert Options

Prompt Before Exiting Banner

Data Extract

Include Header Row in Data E
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Internet Native Banner (INB)

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

E‘E‘ Start| | E Cracle Application Serve... | | £ Cracle Developer Farms ..
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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
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Navigation - Methods
continued...

e |conic buttons — These are located on the
norizontal toolbar

« Keyboard equivalents — use the keyboard to
access a form, window, block, or field

e Last 10 forms in the File pull-down menu -
you can quickly re-access a form that was
previously opened in the current session
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Navigation - Main Menu

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

& Oracle Developer Forms Runtime - Web

File Edit Options Block lftern Record Guery Tools Window Help
Menu Bar P D REEE 5T D0E & & BE 30 X  —— Tool Bar

A General Menu GUAGNMNU 7.4 (TRNG) - Tuesday May 01, 2007

H —— *| Welcome, CONSULTOM Products: B Menu | Site Map | Help Center
Direct A o u
ect Access e -~
‘ABanner
[IStudent [*STUDENT] Change my Change Banner Passward

ClAdvancement FALUMNI] Password heck Banner Messages

[IHuman Resources [*HRS]
(Financial Aid ['RESOURCE]

[ General [FGENERAL] M al n M e n u Persanal Link 2

[Texas Connection [FTXCN] Personal Link 3

Personal Link 1

Personal Link 4

ersonal Link 5

U Ser SGHE Banner Bookshelf Docurm
M anual My Institution

SUNGARD’

Banner Broadcast Messages
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Navigation - Main Menu
Continued

Arranged in a hierarchy

E& Oracle Developer Forms Runtime - Web

File Edit Options Block e Eecord Query Tools Window Help

(BB REER %% 5 X2 RE ¢ L@ X
. Go To... E Welcome, CONSULTON Products: E Menu | Site Map | Help Center
Click on folder to SiBanner D
R [ Student ['STUDENT]
expand menu and CIICk 1 Advancement [FALUMNI| Change Banner Pagsword
the f0|der agaln to Check Banner Messages
Collapse. rocessing [’ESAPFL] Notlce Form names Parsonal Link 1
[INeed Analysis [FRESNEED] - . Pergonal Link 2
IRequirements Tracking ["RESTRACK] are visible _
Personal Link 3
[ Budgeting ["RESBUDG] #
[IPackaging and Disbursement ["RESPACK) Personal Link 4
Double CIICk or press \ [IFunds Management ["RESFUND] Personal Link §
. ! ronic Data Exchanye [FRESEDE]
Enter, to brlng up the (1 History and Transcripts FRESHIST] BEHE Banner Bookshal Docurm
fo rm or JOb Financial Aid Common Functions FRESCOMN]
[ Student Systerm Shared Data "RESSHARE] Wy Institution
[(JShort-Term Credit FRESSHORT]
(3Student Employment [FRESEMPL] SUNGARD’
[Loan Processing ["RESLOAN]
CIReturn of Title IV Funds ["RESTRFND]

Banner Broadcast Messages
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Navigation - Direct Access

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

&5 racle Developer, Forms Runtime - Web
File Edit Options Block [term Record Query Tools Window Help
(AY R BEEB %8 A2 EEE L@ X

D I re Ct AcceSS WB ‘Welcame, CONSULTDT Products: E| Menu | Site Map | Help Center
{_dBanner =) My Links
[IStudent [STUDENT]

[ Advancement [FALUMNI] Change Banner Password

Check Banner Messages

Persanal Link 1

(INeed Analysis ["FRESNEED] Personal Link 2
[IRequirements Tracking ["RESTRACK] - .

<~ Personal Link 3
1Budgeting [FRESBUDG] g
IPackaging and Dishursement ['RESPACK]
1Funds Management ["RESFUND] A Personal Link &
LIFlectronic Data Exchange ["RESEDE] |
I History and Transcripts [FRESHIST]
CIFinancial Aid Common Functions [FRESCORMN]
(I Student System Shared Data FRESSHARE] My Institution

Persanal Link 4

SGHE Banner Bookshelf Docurm

1ShortTerm Credit fRESSHORT]
[1Student Employment [“RESEMPL] SUNGARD

[1Loan Processing [FRESLOAN]
[IReturn of Titla IV Funds [FRESTRFND]

Banner Broadcast Messages
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Navigation - Object Search

& Oracle Developer Forms Runtime - Web

REN Edit Cptions Block e EBecord GQuery Tools Window Help

Direct Avcess

ObJeCt Search Ohject Search

QuickFIow

[*] welcome, TRAINIG Products: [~

Al STUDENT]

ent [ALUMNI]
B {oorces FHRE]
Exit 20T Banner [Aid [RESOURCE]
Return fo teny [GENERAL]
Preferences nection [FTXCN]

A

Enter the object name; Press LIST for listing. | ]
Record: 171 = i | =05C=

IWednesday, July 25, 2007
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Navigation - Object Search
Continued...

"gH Object Search GUIOBJS 7.0 (TRN .

mavRD
|
|
|
|

1. Enter part of
name and PR Z =
wildcard (%) o g - :i

2. Press F8 sm ) ( Gew ) ( cance

3. Highlight Name

4. Press Start to go to form
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Navigation - Option Menus

& oracle Developer Forms Runtime - Web: Open > RNANAOE

Block Itern Record Query Tools Window Help
Demographic Information &I [& E I @1 X

¥our Plans and Education

Student and Parent Status ‘ 0
Incotne, Earmings and Assets

1D: @ Create Person Current Record: |— Transaction Number: ’_
Select the Infarmation Release . o
Source Aoplicant Status Summary ’_ EDE Correction: |— Number of Applications: ’_
- Supplemental Meed Analysis Info [RMNASLIOE]
O ptl 0 n S Applicant Immediate Process [ROAIMMP] Slalis Income and Assets | nformation Release

Applicant Override [RMAOVOE]

Applicant Status [ROASTAT]

Meed Analysis Results [RNAREDS]
Createfiew Other Resources [RPAARST]
Applicant Holds [ROAHOLD]

Recordiview Applicant Comments [RHAC Ohih) ‘\
Applicant Calculated Meed Analysis Detail [RMNINAIG]

First N: BioiDema Infarmation [SPAPERS]

e Yot Need Anis FOVR Notice again Form

Male:

Addrgs 2PPlicant User Defined Data [ROAUSDF] WS are VlSlble

PELL Grant Detail [ROAPELL]

drop down
box to

navigate to
other

sections of

Last N:

City: Applicant Messages [ROAMESG]
form OI’ Sfa.‘9= Process Meed Analysis [RNAPROE] Dj”f‘*“@"” . =]
1 ZIp: | Create Person [SPAIDEN] Citizenship Status: [one) M
Home | Student VWithdrawal Inguiry [SFMWDRL] Alien Registration Number: |
e I a.te d Legal Residence: [ T+ Legal Resitent Before 01 JAN.2002: [riorey -
Resident Since: ’_ - l— Current Marital Status: |(None) v|
fo r m S Driver's License State: I_EI Date of Status: |
Driver's License Number: 1st Bachelor's Degree by 01-JAN-2007: |(NUHEJ v|
Social Security Number: Aid Eligibility Response or Drug Offense Comviction: |(N0ne) '|
E-mail: | |
ID; Press LIST for MamedD search, COUNT HITS for Alternate ID Search, INSERT RECORD to create Person \ ]
Record: 111 I ol | | <05C=
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Navigation - Last 10 Forms In
Pull-Down

Edl Oracle Developer Forms Runtime - Web

&lI=Q Ecit Cptions Block Item Record Query Tc
Direct Access
Ohbject Search

QuickFlow

Select SAM]
Eollback

Sawve

Refresh

Print

Exit

Exit QuickFlow

Exit Banner

Feturn ta Menu

Preferences

1, SUAMAIL Student Mail

2, SIAASGH Faculty Assignment

3. S5ASECT Schedule

4, SFAREGQ Reqgistration Query

5, SA8ADMS Admissions Application

6. SOAHSCH High Schoal Information

7. GOATPAD Third Party Access Audit

8. SHATERM Term Sequence Course History
9, SOAHOLD Hold Infarmation

10, SPAIDEM General Person Identification

K
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Forms - Definition

e 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
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lconic Buttons Continued

File Edit Options Block Item Record Query Tools Help

(- ﬁllﬁ@@@l‘@ﬁll@f%l%m EEIEIEITIT A

(BRI RCRE %Y ZEE Q&I HE ¢ 4@ X

#

Hover over the top of each
lcon for explanations
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Keyboard Equivalents

Function key -~

Clear Field Cirl+L

Count Query Hits Shift+F 2

Display Error Shift+F1

Display YFD Caode Shift+Ctrl+F10

Doy Ctrl+L

Doy Do

Enter Ciuery FT

Execute Querny Fa o

Exit i+

Function 2 Shift+Ctrl+F 2

List ofValues Fa

Mlext Primarny key Shift+F 3

klmnd Cat Af Daeardde Chifta ™ tela DA n Cimasr-

A s, | 2
(]
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Form - Parts

& Oracle Dewveloper Forms Runtime - Web: Open > RNANAOB

File Edit Gptions Block [tern Record Query Tools Window Help

Ba EEEE TENT &I [%) (%) 1

7-2008 Meed Analysis RM

|»

Search Block

1D: || E” @ Create Person Current Record: |— Transaction Number:

Source: B Sequence Number: EDE Correction: |— Number of Applications: l_

Flansand Educationz| Backarmumnd Slaiis Incorme and Assets [nfamnation Release

Lock Current:

Last Name:

1§

First Name:

Informa'“on BIOCk Middle Initial:

Male:

. Address:
City:
State;

Date of Birth:

., =
Citizenship Status: LOV b Utto n :

Alien Registration Number:

““jj

Zip:
Home Phone Number:

I

]

. . Legal Residence: =] Legal Resident Before 01-JAN-2002: [thiome) M

Au to H I n t/ Statu S L I n e Resident Since: ’_ - ,— Current Marital Status: |(N0nBJ '|
Driver's License State: ’7 EI Date of Status: | __.--"
E rror m essag es an d Driver's License Number: ‘ 1st Bachelor's Degree by 01-JAN-2007: | (Mone) M | _..n'“'"-

. Social Security Number: Aid Elgibility Response or Drug Offense Comviction: |(NUHEJ v|
processing messages E mait | |
appear here : >

> IDy; Press LIST for MamedD search, COUNT HITS far Alternate 10 Search, INSERT RECORD to create Person | ]
| | | | | znars

I Parard- 1M
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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

ile Edit Options Block Item Record Query Tools Help

BYE BEEE &% E FIEYEE

reon Search SOAIDEN 8.1.0.1 (PROD)

% oracle Developer Forms Runtime - Web: Open > RNANADB

I IR

File Edit Options Block Htem Record Query Tools Window Help

|

i

[ 5F B &

D Last Name First Name

1o [ Ad
Source: = Sequence Number: ’7 | |%g ood% ‘
Plans and Educztional Bckaraurd Statie I I }
| | \
Lock Current: r I I }
| | \
Last Name: | | ‘
First Hame: [ [ \
Middle Initial: [] | | ‘
Male: [ | | ‘
Address: | | ‘

. City:
Auto Hint/ Status 1 | | |
Zip: - E | | ‘
- Home Phone Number: | | ‘
L I n e Legal Residence: ,7 E | | ‘
Resident Since: |- | | ‘
Driver's License State: [ ] =] | | ‘
Driver's License Number: | | ‘
Sacial Security Number: | | ‘
E-mail:
| | \
> 1D; Press LIST for NamefiD search, COUNT HITS for Alternate 1D Search, INSI ; .
> Record: 141 | | L | | <0sC ® Case Insensitive Query  Case Sensitive Query

Enter a query, press F8 to execute, Ctrl+Q to cancel.
Record; 11 | [ Enterou. | | | =05C=
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Form - Elements

& Oracle Developer Forms Runtime - Web: Open = GUAMESG |Z||§|fg|
File Edit Options Block Item Record Query Tools Window Help

BOEBEABE % BEE I SKE 4L @X

- Recipient: “7@ Sender: ’7 Date: ’7@ Time: ’— 2
|Con|c buttons _Wﬁﬁ@ sowce: |

Reference ID: ‘ E” Item:
System: ’_EI

Radio >ome TEN O Checkbox

Recipient: F ender: Date: [_ Time:
b u tto n S Message: ‘ W Source:
Reference ID: ‘ [ ‘ tem:
System: ’_F

! Complete ' Pending ' Hold [ Confidential

- W ’7[7 Sender: li Date: liﬁ Time: ,7 .
Flelds :“ } - [7  source: S Vertlcal
—— Scrollbar

) Complete ' Pending ' Hold [ Confidential

Recipient: [+ Sender: Date: [_ Time:

R e CO rd Mes:age: ‘ W Source:
Reference |D: "_[_ F ‘ tem: ‘
System: -

C Complete ' Pending ' Hold [ Confidential -

FRM-40350: Query caused no records to be refrieved. ‘
Record: 1/1 (. ol I | =05C=
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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
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Form — Names continued

S Forms = Student Forms

S P A | D E ai

Student Application Y
|dentification
Person Applicant Requirement

SPAIDEN = General Person Identification Form

PRAIRIE VIEW A&M UNIVERSITY



Form — Names continued

T Forms =Accounts Recelvable Forms

T S A S P A a26
A

I,Qb\c:co_untbsl Application Y
eceivable Identification
Student Applicant Requirement

TSASPAY = Student Payment Form
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Form Names

R Forms = Financial Aid Forms

R R A A R E»8
J

Financial Aid Y
Requirements v |dentification
Tracking  Appjication Applicant Requirement

RRAAREQ = Applicant Requirement Form
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Data Entry Standards

e 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
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Help

*Types of Help

Online Help

Dynamic Help Query
SunGard Banner Bookshelf
Show Keys

Help (Item Properties)
Auto Hint

Oracle Developer Forms Runtime - Web: Open = RNANADB
le Edit Options Block lterm Record Guery Tools Window

BEOE AEEE % &

b 2007-2008 Meed Analysis RMANADS 7.7 (TRNG) (i

Cwnamic Help Edit
Help {ltem Properties)

Show Keys
Sequence Number: List

ID: [ id|
o

Source:

Display Error

Demadraphic Blans and Educational Backaraumd _ ndlAssets | Infan

Display D Image —
Calendar
Calculator

Lock Current: |— )
Extract Data with Key
Extract Data Mo Key

Last Name: ’— Technical Support ]

First Name: About SCT Banner

Middle Initial; [

Male: |—

Address: | EI

City: |

State: [ 7 Date of Birth:

Zip: EI Citizenship Status:

nnnnnnnnnnnnnnnnnn " Aline Dnssictration Mo

PRAIRIE VIEW A&M UNIVERSITY




Help - Dynamic Help Query

eBanner
— Provided by SunGard and is updated with each system upgraded.
%8 Help Form GUAHELP 7.4 (TRMG) (o=l @ 3] %
' Form |
* Block ]
® Field ]
' Banner ™ | gcal [ Help Exists?

( Eclit } lf Clear } {- Cancel }
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Help - SGHE Banner Bookshelf

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

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

e Tip: Press and HOLD the CTRL button (ocated
on the lower left hand of the keyboard) when CIiCking on this
link to open the file. Continue holding down
the CTRL button until download is complete.
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Types of Banner Records

 General Person
— Students, faculty, and staff
e 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
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General Person Record

(SPAIDEN)

e Banner ID number will start with a ‘P’

e Social Security Number cannot be used to
locate a student record

* In most instances, records which started In
Banner will begin with ‘P2’

e Records can be found with the first name,
last name or date of birth
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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.
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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.
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More than one way to search

« SPAIDEN

e Use the drop down button and select
Person Search Gz coton L
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More than one way to search

« SOAIDEN - Person Search
— Type |n parameters and hrt F8

Last Hame First Hame

| |
— To select the record, move the cursor to the
record and double click
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Multiple Records in Banner

e 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.

e 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.
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Multiple Records in Banner
continued...

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

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

* N inthe Change Field indicates that the name
In this row has been changed. This row shows
theoldname____
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More than one way to search

 SPAIDEN

e Clear ID field (with the cursor in the field hit the
space bar)

e Tab to the name field

* Type in the name and wildcard characters and hit
'tf']e Tab bUtton ’z_n:jaerueral Person Identification E:F'.'F"-.IIZZIEr'k.?.d.III.'1 R e e N ENE

® D: | [ |5 Goods

 If name appears there is only one record
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More than one way to search

’E_Fl IC and Mame Extended Search

Flesuﬂsi | '| PersonNon-Person Count: | 9
£
Person Search Detail: @ Non-Person Search Detail: @
Reduce Search By

' Person ' Non-Person '® Both

Enter search criteria then press Execute Query or select button to reduce search. @
City:
State or Province: E Birth Date: |
ZIP or Postal Code: B Gender: |_
Mame Type: B

Press Enter Query or select button to clear search. i
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More than one way to search

« Select the drop down button to see the
available selections

Goodhart, Gerald 710000023 - |
Goodman, Sherrie 711000036

Good=son, Rakbett W 400011799

Goodyear, Blimpe 200012121

C=gaod, Amanda 710000060

Results:  Oszgood, 2ngel S. ADODM0171

| erson/Mon-Ferson Count:
Thurgaood, Mata A00012120 i
= | - —
perso N - |- 7crson Scarch Deta: (23

Reduce Search By |

e Move cursor and double click to select
record

* |Indented records when clicked on will
open the most current record

Itermate [Hemntife:
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Questions & Answers
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