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Banner Navigation and
Refresher




What is Bannere

- The Official Student Information System (SIS)
- Transactional system.
Not a reporfing system.

Banner houses alumni, financial aid, student and
personnel data.



Best Practices

» Do not share your password.

» Do not share accounts.

» All actions performed in Banner are audited

» You may only access records if you have a business need 1o do so
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What type of data can be found In
Bannere

Student admissions

Student academic history
Student financial aid

Some faculty data

Student account receivables

Does not contain employee HR data
Does not contain finance data

Access to this information is controlled by the administrative offices such as the

Registrar’'s Office, Financial Aid, Admissions, etc. (CITE is not custodian of information
and therefore cannot approve access.)



Before you get started....

« Banner works on all browsers: Chrome, FireFox, Internet Explorer, Safari
» Recommended: Chrome

= If you experience any issues, first try clearing your cache (browser
history)

= Do not use “incognito” or “InPrivate’” browsing

« Experiencing issuese Call the CITE Helpdesk @ 936-261-2525 or
servicedesk@pvamu.edu



Before you geft started.... Cont’'d

Login often. Accounts are deleted by the system if they go unused.

“Your name. Your problem.” Do not share your account with others.
You are responsible for any actions performed under your account. If
someone needs access they should request an account of their own.

“Just because you can, doesn’t mean you should.” Only access
information if you have a legitimate business reason to do so.



Banner Access
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First things First...

- Complete the Banner Access Request form

Forms
- The latest form is found at

pvamu.edu/formslibrary

Administrative Privileges for Personal Workstation

Argos Forms

Business Case Study Template

Change Management Request Form

Department Organization Email Account

Disk Storage Reguest

Faculty & Staff Loaner Laptop Request Form (New)
Information Security Forms

Internet Protocol (IP) Address/ Firewall/ DMNS Service Request
Femote Access/ VPN Reguest

Fequest for Portable Computing Electronic Device Forms
Software Review

Special Purpose AD Account Regquest Form

Telephone Services Forms

Web Directory Change Request Form

Web Services Forms




Need Accesse

- Access to forms is approved by data owners
(information owners)

- |.e. student admission forms = admissions office
- student financial aid forms = financial aid office
- student academic history - registrar’s office
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Now that you have access — Logging in

» PV Plaoce www.pvamu.edu/pvplace

PLACE

» hitps://www.pvamu.edu/irm/information-resources/banner/

pv-pinba-101.pvamu.edu:9099/ X ‘

€ C @ ® pv-pinba-101.pvamu.edu:9099
© oRM O Ellucian - SignIn &) ManageEngine - ADM... € PVAMU Forms Library @ Sitebuilder Login | DocuSign Login - PROD % D{

™4 PRAIRIE VIEW A&M -
- (7(‘)




Banner 9 — Logging In

I |GNITE ..EXPERIENCE PVAMU

&= Employees EMPLOYEES
—— Home Community ~ Employees
¥r Faculty

Advi _ _
O Advisors Online Services
¥ Intranet

A PV Directory

# Panther Marketplace

L Shuttle Tracker

Sign-On authentication to multiple applications

A Virtual Map

@ PV Athletics | Al : PARKING
omtha MANAGEMENT

& G Nl Banner
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My Sites v [ mic

IT Helpdesk computer & network senices

CANOPY
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Navigation
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Banner 9 — Welcome page

Prairie View A&M University d Banner User & Sign Out

=

Search Box: Type in page name (i.e.
SPAIDEN) or description directly

Recently Opened Icon: shows previously opened pages
, v & s S o D o |

Search Icon: allows you to go to search or go to a new
page without having to come back to Welcome page

-------

B m— . S T Na— S

Menu Icon: shows the main menu and "My Banner"
menu; only forms you have access to will be listed

.=. Keyboard Shortcuts



Banner 9 — Page Navigation

=0E % Prairie View A&M University ) M. Michael Alberto Martinez | @ Sign Out ?

X General Person Identification SPAIDEN 9.3.6 (FROD)

ADD B RETREVE g% RELATED % TOOLS

2lgn Out
Current ldentification Alternate Id EXlt page Telephone Biographical E-mail Emergency Contact Additional Identification

I* IDENTIFICATION S.'.Gr.'. Over sw T Copy | . Fiter
(o]l |P 2153796 Name Type | \

ID: P21837965 Test, Tes

- PERSON &3 insert & Dekete  Tim Y, Fite
prefix | |
LastName |Test = Sect|0n suffx | |
FirstName | Test | istName | |
Middle Name | | Full Legal Name | |
[* nON-PERSON & nsert & Dekte T Y. Fite
MName
[* ID AND NAME SOURCE E3 nze Delete T ¥, Filte

Last Update
Origin ~ GOAMTCH
Original Creation

User VOoDS Create Date 09162018

Previous
Section/Next

/ Section Save

Activity Date 05/16/2018 09:16:29 AM  Activity User NTWOODS




Banner 9 — Page Navigation

airie View A&M University

Current Identification Identification Address Telephone Bingm;hx':hl

[* IDENTIFICATION

ID | P21837965

Ir PERSON Student Id and Name [

Page name

=

LastName [Test

First Name ‘Tesl

Midelle Name |

[ NON-PERSON
Name

[* ID AND NAME SOURCE

Last Update
Origin  GOAMTCH

Original Creation
User  NTWOODS

Activity Date 05/16/2013

29 AM  Activity User NTWCODS

Additional Identification

Name Type

Suffix

Preferred First Name

Full Legal Name

Create Date

— 1

Online Help
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hMadio

BDM buttons
(AppXtender)

LAl ot
T

Related pages

05/16/2018

I

[ Ilnsert B Delste "lCopy I\_',Filter
& nsert @ Dele a Cop Y, Filte

Insert/Delete
Record

]
ks Inse ik i ST
I LT Y. Filis

SAVE




Banner 9 — Page Navigation

= Q % Prairie View A&M University ) Mr. Michael Alberto Martinez ~ @ Sign Out ?

x General Person Identification SPAIDEN 9.3 6 (PROD) ADD B RETREVE  S%RELATED % TOOLS

ID: P21837965 Test, Test Start Over
Current ldentification Alternate ldentification Add Ti Bi i E-mail Emergency Contact Additional Re | ated pag es l e —
IDENTIFICATION ’ insert @@ Delete  "m Copy | . Fitter

options, extract |

ol |P2183796 MName Typ
— data [ T e
Prefie=T T
LastName |Test (] Suffic | |
FirstName | Test = Preferred First Name |
Middle Name | | Full Legal Name |7 “Query" s - |
[* NON-PERSON button | B8 nsert B Delete  "m Copy | Y, Filter
Name
[* 1D AND NAME SOURCE B2 nsert @@ Delete  "m Copy | . Fitter

Last Update
Origin ~ GOAMTCH

Original Creation
User

o

=]
o
[
=1

iy
@

YOOoDS Create Date

a L Activity Date 05/16/2018 09:16:29 AM  Activity User NTWOODS
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Banner 9 — Tools menu

B ReTREVE % RELATED (-G
Q Tools (Alt+Shif]

ACTIONS

Refresh F5
Export Shift+F1
X Or Print CirisP
» Export
Clear Record Shift+F4

> Pri nT Clear Data ShiftF5

[tem Properties

» Options

m

Exit Quickflow

» Contains related pages

About Banner

OPTIONS

> AC C eSS -I-O B O n n e r Search Using Sounds Like
D O C U M e N 'I- M O N G g e m e n-l- BANNER DOCUMENT MANAGEMENT

Retrieve Documents Alt+R

Count Matched Documents

Add Documents >

PAGE LAYOUT




Banner 9 — Filter functionality

» Filter allows you to filter on a section only the records
you care about.

» In the example below we are filtering a students record in the address
to only find where the address type contains “MA”.
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tab

Q % Prairie View A&M University ) M Michael Alberto Marlinez

x General Person Identification SPAIDEN 9.3.6 (PROD) ADD B RETREVE

ID: P21160736

Current Identification  Alternate Identification Telephone  Biographical ~ E-mail  Emergency Contact  Additional Identification
I ADDRESS INFORMATION £3 insert
IAddress Type B IConlains B [ma] |

|Add Another Field ... :

& Sign Out ?

2% RELATED 4 TOOLS




Banner 9 - Messages

Replaces the Banner 8 Auto Hint/Status line

+ Types of Information that is Displayed

Saved su I:-:ESSI’JII'_-{ {1 roWs SE{'JEI]:I
*» (Green: Successful save of data Q

Bannear

+ Yellow: Warning messages T T e T oot

* Red: Error Messages o

“"ERRDR" A valid term must be entered

» Blue: Informational Messages

]

Some messages you must clear before you can proceed.
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Banner 9 — Help feature

ellucian. Banner Student Online Help
Search Results

Banner Student Online Help, January 2018
Admissions Application/Checklist Summary
(SAAACKL) page

Admissions Application (SAAADMS) page
Application User Defined Flags/Fields (SAAAUDF)

page
Admissions Checklist Rules (SAACHKB) page
0 Mr Michael Alberto Martinez ﬂ Sign QOut ? Admissions Decision and Rating Batch Entry
(SAADCET) page
o B RETREVE ﬁ% = orep # e Admissions Decision (SAADCRV) page

Admissions Decision Rules (SAADCSNM) page
Electronic Application Process (SAAEAPS) page
Electronic Admissions Procedure/Routine Control
(SAAECRL) page

EDI Cross-Reference Term Code Rules (SAAECTM)
page

Electronic Admissions Application Rules (SAAERLL)
page

Electronic Application Submitted (SAAETBL) page

a o - Ea - . PR AR A e




ellucian. Banner Student Online Help

Search Results

Banner Student Online Help, January 2018
Admissions Application/Checklist Summary
(SAAACKL) page

Admissions Application (SAAADMS) page
Application User Defined Flags/Fields (SAAAUDF)
page

Admissions Checklist Rules (SAACHKE) page
Admissions Decision and Rating Batch Entry
(SAADCET) page

Admissions Decision (SAADCRV) page
Admissions Decision Rules (SAADCSN) page
Electronic Application Process (SAAEAPS) page
Electronic Admissions Procedure/Routine Control
[SAAECRL) page

EDI Cross-Reference Term Code Rules (SAAECTM)
page

Electronic Admissions Application Rules (SAAERUL)
page

Electronic Application Submitted (SAAETBL) page

PRI na - PA AR e

Banner 9 — Help feature

» Click on “Content”

» Hit CTRL + F
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» To search for the page

name or keywords



Searching for a person record

» General Person Record (SPAIDEN)
= Banner ID number will start with a ‘P, F, A and D’

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

= |n Most instances, records which started in Banner
will begin with ‘P2’
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More than one way o search

» SPAIDEN
» Enter in an ID directly or click on the LOV button

= Q % Prairie View A&M University Option List -
__ ) List of Values
X General Person ldentification SPAIDEN 9.3.6 (PROD) (LOV)
: Person Search
1D |P2153?955 I _ Test. Test

Non-Person Search

Get Started: Fill out the fields a ' = Alternate ID Search

Enter ID directly.
(Cannot search in this field.)




More than one way o search

x Person Search SOAIDEN 9.3.5 (PROD)

> PERSON SEARCH

= Q % Prairie View A&M University

X Person Search SOAIDEN 9.3.5 (PROD)

T PERSON SEARCH ILast Name B ;Cc:ntains B | |

Like | |

Starts With
[ Add Another Field ... ;

Add Another Field . Ends With

IFirst Name B

{ Add Another Field ... |»|

Equals
1D
Mot Equal
Last Mame
| Case Sensitive Que
First Mame O &
Middle Mame

Change Indicator
Mame Type

Choose the fields you want to search in and the type of
search you want to perform.
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More than one way o search

Q % Prairie View A&M University > SeCIrCh by USing The STUdeﬂT
name in the key block.

X General Person Identification SPAIDEN 9.3.6 (PROD)

1. Put your cursor in the ID

field.

o -+l 2. Hit Tab on your
keyboard.

o e e 3. Enferin the name using %

as your wildcard.

4. Click “Enter” on your
keyboard.



Tips and Tricks




Tips and Tricks

- Search by form description
Use CTRL +/CTRL — to zoom in and out on the webpage
Need to printe Use landscape.
Use the "Export” feature to export data to an Excel file

Use “Filter” to drill down data to only what you are
inferested in.

Use the “Help” feature to see a forms purpose and how
It is used.
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Tips & Tricks

» Use GUISRCH to search by email or phone number
X @ellucian  General Search GUISRCH 9.3 (PROD)

Additional ID: | | E-mail:

Country Code: [ 7 Area Code:

Phone Number:

Enter one search critenia (Additional Id E-Mail, Telephone) and press Press GO to list matching records

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

» “Table/spreadsheet” like pages

» Columns can be reordered/resorted

» Filter and export can be powerful tOO0ls | smonsroou scieous

filters:  Building: 0790 @ Term: 201920 @ ClearAll

Building Room Campus Meeting Patterns Days Meeting Patterns Times Term Begin and End Dates Subject Course
E_EE 101 PV MWF 0800-0850 201920  14-JAN-2019/11-MAY-2019 CHEM 1053 ‘
0790 101 PV MWF 0900-0950 201920  14-JAN-2019/11-MAY-2019 CHEM 4033 ‘
0790 101 PV MWF 1000-1050 201920 14-JAN-2019/11-MAY-2019 CHEM 2033

0790 101 PV MW 1100-1150 201920 14-JAN-2019/11-MAY-2019 BIOL 1034 »
0790 101 PV MW 1200-1250 201920  14-JAN-2019/11-MAY-2019 BIOL 1064 .
0790 101 PV MWF 1300-1350 201920 14-JAN-2019/11-MAY-2019 BIOL 3083 .
0790 101 PV M 1700-1940 201920 14-JAN-2019/11-MAY-2019 CHEM 5613 |



Thank you for using

OnDemand Training

“Access to tools and resources at your fingertips”
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For more information please visit www.pvamu.edu/cite
Or visit us in the
J.B. Coleman Library Suite 210




