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Banner 9 Access
Login

Website: https://banner.drexel.edu/BanAppNav

Credentials will be LDAP (same as Drexel One)

DREXEL CONNECT

Enter your user ID and password. Drexel Connect allows you to '
access many Drexel services 1
! USER ID without needing your password i
[— again. J
PASSWORD -
l CONNECT
i NEED HELP?

Browser Preference: Chrome

Changes

Terminology

Forms Pages

Blocks Sections

Next Block (Ctrl page down) GO (button)
Rollback » Start Over  StartOver
Query Filter ¥, Filter
Options Related



https://banner.drexel.edu/BanAppNav

Keyboard

Rollback/Start Over/Refresh - Shift + F7  ** F5 W

Next Block/Section - Ctrl + PgDn Eﬁl Alt + PgDn
Previous Block/Section - Ctrl + PgUp W Alt + PgUp
Old F5 to move to form GoTo.. | . Magnifier Tool (Ctrl + Shift +Y) Q

Application Navigation

There are nine areas of the landing page that you may use in your navigation of Banner 9

1. Menu lcon: The Menu icon E is located on the left corner of the Application Navigation
Toolbar. Click on this icon to open the Banner Menu. Find the page you are interested in
opening. Select the desired entry and click Enter.

Dashboard
Applications

Search

Mrs Erin C Walter

Drexel University

2. Home Page: The home page icon n displays the name of the University and by clicking within
this bar, you will return to the Application Navigator landing page.



Dashboard

Applications

Search
Recently Opened
Help

Sign Out

Mrs Erin C Walter

Drexel University

3. Applications: The applicationsicon is where you will find the menu tree by module,
My Banner which will show pages you have access to, Banner Self-Service direct links etc.

Dashboard Back to Main Menu

Applications

Applications

Search

:ELL
Recently Opened
Help My Banner

Sign Out .
Banner Self-Service

Registration
Mrs Erin C Walter

Final Grades

Drexel University

4. Search Icon: The search Icon is located on the Application Navigation Toolbar, just to
the right of the Menu icon. Click this icon to open the search window. You can then enter with
the descriptive name of the page or the Banner acronym for the page.



Dashboard < Back to Main Menu

Applications

Search

3 results
Recently Opened

Help Packaﬁe Maintenance
(RPAAPMT)

Sign Out

Resource Maintenance
(RPAARSC)

Mrs Erin C Walter
Award Maintenance
(RPAAWRD)

Drexel University

5. Recently Opened Icon: The Recently Opened icon E is located on the Application Navigation
Toolbar, just to the right of the Search icon. It displays with a count of pages after you have
opened the first page in an application. Open the list and select a page to access it.

Dashboard Back to Main Menu

§58  Applications

Recently Opened

Search

;  Recently Opened

Batch Posting Rules
(RORPOST)

Help

Sign Out

Award Maintenance
(RPAAWRD)

Mz Erin C Walter

General Person
Identification (SPAIDEN)

6. Help Icon: By selecting this icon , help information will display about the page you are
currently viewing.



ellucian. Banner General Online Help

Contents | Search

E-mail Address (GOAEMAL) page

Use this page to record one or more e-mail addresses for any Banner ID.

Note: This page will allow you to specify if an e-mail address, regardless of type, should appear on the web. The Web check box on the E-Mail Address Type Validation (GTVEMAL) does not determine
this; instead, it specifies if this type of e-mail addrass will be included in LOVs on the web

Use this page to set up one or more e-mail addresses for any Banner ID. A user can have multiple e-mail addresses of the same e-mail address type (for example, personal and prafessional). Cnly one address,
however, can be designated as the preferred address.

A duplicate i defined as one ID having two or more records with the same e-mail type and e-mail address.

E-mail page at validation
Certain conditions must be met for an e-mail address to validate.

Main window

Use this window to establish one or more e-mail addresses for any Banner ID.

Key black

Use this section to identify the person for whom you want to establish an e-mail address.

E-Mail Address section

Use this section to enter e-mail address information for the person.

Sign Out button: It is important to remember to use the Sign Out button in the Application

Navigation Toolbar when closing the application instead of just closing your browser to
make sure you are logged out of Banner 9.

& signout

|
|

DREXEL CONNECT

This browser is now disconnected. You will need your password if you
want to reconnect.

QUIT YOUR BROWSER TO PROTECT YOURSELF

When you're leaving this computer, you should log out of services that are
open in other tabs or windows For added protection, close and quit all
browser windows, particularly if other people have access fo this
computer.

1 T __-\-\\\q‘

RECONNECT

| J

1TE - TIERENEEL RS

@

Banner User Name: The person icon
logged into this account.

displays the Banner Username of the person

@ Mrs Erin C Walter




9. Key Board Shortcuts: Application Navigator page has a set of keyboard shortcuts, which you can
review by clicking on Keyboard Shortcuts in the bottom right corner of the page. — CTRL+M
(Display the Menu), CTRL+Y (Display the open Items), CTRL+SHIFT+Y (Search), CTRL+SHIFT+L
(Help) and CTRL+SHIFT+F (Sign Out)

-
oBn Keyboard Shortcuts

10. Search Box: In this box, you enter either the descriptive name of the page or the Banner
acronym for the page. Find the desired entry and click Enter.

Welcome _

course

Course Detail Information

{SCADETL)

SCADETL

Mutual Course Exclusion
{SCAMENC)

Course Detail Information

Course Registration Restrictions

TR LT W E




Page Navigation

SAVE

Save (F10)

Saves all changes made in a form since the last time
you saved. Banner also refers to save as Commit in
some messages.

Rollback/Refresh
(F5)

Clears all information and returns you to the Key Block
of a form.

Enters the highlighted value into the current field of

SELECT Select the form you are working from. List of values uses OK
as the select.
Insert R ’ Inserts a new blank record into a group of existing
nsert Recor
Insert records.
(Fé)
Removes all information for the record. When you
B Delete Remove Record Save, the record will be deleted from the database.

(SHIFT+F6)

M <

Previous Record
(UP ARROW)

Moves the cursor to the first enterable field in the
previous record.

> M

Next Record
(DOWN ARROW)

Moves the cursor to the next enterable field in the
next record. If the cursor is at the last record, a new
record is created.




Previous

Moves the cursor to the previous information block in

P Block/Section a form.

(ALT+PG UP)

Next Moves the cursor to the next information block in a
: Block/Section form. If the next block is in another window of the

(ALT+PG DOWN)

form, that window will be opened.

Enter
Query/Filter (F7)

Opens a filter form and lets you enter search criteria to
see what information is already in the database.

Go

Execute
Query/Filter (F8)

In query mode, searches the database and displays any
records that match the search criteria.

Cancel (CTRL+Q)

Cancels a query and takes a form out of query mode.

Actions/Print
(CTRL+P)

Captures the active screen (only what you can see) and
prints it to your local printer.

Help
(CTRL+SHIFT+L)

Displays the Help window for the current field.

Exit (CTRL+ Q)

In a form, the Exit command takes you out of the form.
In a query mode, the Exit command cancels the query.

Search
(CTRL+SHIFT+Y)

Activates a window, where users can navigate to
another form without having to return to the main
menu.

Actions/Export
(SHIFT+F1)

Extracts data to an excel spreadsheet.

List of values (F9)

Lookup values

¥a Copy

Copy Record (F4)

Copies or duplicates previous record.

Related to
Current
(ALT+SHIFT+R)

Related Forms (similar to options menu)




. Drills down to some related forms
Drills down on

some forms (F3)

Brings up Banner Main Menu.

Toggle Menu
(CTRL+M)
Toggle Open Forms previously opened in Banner. Function
% Applications Keystroke Function Keystroke Function Keystroke
___________________________ (CTRL+Y)

WORKFLOW - has different icons on top

Tools — OPTIONS Section shows another way to navigate the blocks

Messages / Notifications

Type of Information that is displayed notifying user of information, successful actions, warnings and
errors.

&% RELATED f TooLs [ a% RELATED ¥% TooLs [

o Saved successfully (1 rows saved) o *ERROR* Invalid Change Indicator value.

&% RELATED

£ ToOLS

A RELATED

£ TooLs

Banner
Warning: Information about this person is confidential

Banner
o Please select the type of change from available list.

Things to Note:
e #indicate how many errors occurred
e Errors are displayed in red and display affiliated with the field/record in error
e Multiple errors displayed together
e Have to click notification to clear

Page Layout



Page Header

b

il
v
X

E-mail Address GOAEMAL 8.3.3 (TEST)

1. Exit (Ctrl + Q) — Close form
2. Page Name, version and instance (DUPROD, DUSIMS)
3. Related (Alt + Shift + R) — Provides quick access to related pages

RETRIEVE L% TooLs

Ql

IDs, Names and Addresses [SPAIDEN]

Email Addresses [GOAEMAL]

Application Questions and Answers
[SAAQUAN]

Student Mail [SUAMAIL]

Bio/Demo Information [SPAPERS]

4. Tools (Alt + Shift + T) — Provides access to Actions and Options

RETRIEVE & RELATED [« SRR

Q| ~
ACTIONS
Refresh Fs
EXPOFI Shift+F1
Print CiriP
Clear Record Shift+F4
Clear Data Shift+F5

ltem Properties

Display ID Image

Exit Quickflow

About Banner
OPTIONS

Admissions Application Detail

Admissions Application Summary
[SAASUNMI]




Record Actions
Insert [ Delete ¥gCopy ¥ Filter

(Buttons will be grey when not usable)

Insert (F6) — create a new record

Delete (Shift + F6) — delete selected record

Copy (F4) — Copy selected record

Filter (Query Mode) (F7) — Filter records/enter query mode
Execute (F8) — While in query mode, press Go to execute
Exit Query (Ctrl + Q) — Press X —Exit- to exit query mode

List of Values (F9) — Select the ellipsis (...) on any field to see a list of valid values.

Record Navigation

y
4

T Y N (1)
A <
M « i\ of 5 M 1 ~| PerPage Record 1 of 5

* W *

2\/) /4:.‘ ,6/

1. First Page — Navigate to first page of records

2. Previous Page (1")- Navigate to previous page of records

3. Record — Quickly navigate to a specific record by entering the record number

4. Next Page (4 /) — Navigate to next page of records

5. Last Page — Navigate to last page of records

6. Per Page Drop-down — Select to change number of records displayed on screen

7. Record Count — Shows which record you have selected and the total number of records

Page Footer

ellucian

CANCEL | SELECT

READ Record. 172 SPRIDEM SPRIDEN_ID [1] ellucian
| 4b .'| § 4c

1. Previous Selection (Alt + Pg-Up) — Navigate to previous Block/Tab/Page
2. Next Selection (Alt + Pg-Down) — Navigate to next Block/Tab/Page
3. Record Information — may contain Activity Date and User



4. Action Buttons
a. Save (F10) —save current changes
b. Cancel (Ctrl + Q) — cancel selection
c. Select (Alt + S) — select and return value

Searching Data in Key Block

Adding fields to a Search

Filtering Data on an Open Page
Filter Again — gives option to add fields to previous search
d.

Person Search

1. From any form with an ID field, Click on the ellipsis {...)

X General Person Identification SPAIDEN 9.3.3 (TEST) Y a0 B retrEve & REATED £ TooLs

Go

: ] [-]+)

Get Started: Fill out the fields above and press Go.

2. Select Person Search

Option List ®

Person Search
Non-Person Search

Alternate ID Search

3. From the drop down list, select Last Name

Person Search SOAIDEN 9.3.3 (TEST) B s0 2B rereve & reateD  £§ Tools

~ PERSON SEARCH

| o Enter a query; press F8 to execute.

Add Another Field ...

Clear All |

ﬁ:;’?-?;:gmamr (O Case Sensitive Query

4. Enter a portion of the Last Name
5. Select First Name from the drop down and enter a portion of the First Name



Person Search SOAIDEN 9.3.3 (TEST) P o0 B rereve B opeateD  fF Tools [

~ PERSON SEARCH

-| o Enter a query; press F8 to execute.

ILastName ICunmins Test I
[First Name [Contains Tay |

" ClearAll

(®) Case Insensitive Query () Case Sensitive Query

a. Note: Wildcards % are permitted but not required — see example below

X Person Search SOAIDEN 9.3.3 (TEST) B o0 B rereve B reateD  £F Tools [

¥ PERSON SEARCH

-| o Enter a query; press F3 to execute.

ILastName ICDnhins Te%t I
[First Name [Contains “hay |

(" Clear Al

6. Press Go (F8) — The results will be displayed

Person Search SOAIDEN 9.3.3 (TEST) A o0 B VE & RELATED £ TOOLS
~ PERSON SEARCH Insert @ Delete ¥gCopy =, Filter
* Filter Again %]
1D Last Name First Name Middle Name Birth Date Change Indicator  Prefix Suffix Nan
Testing Taylor R 10/10/60
Testing Taylor 01/01/72
< >
Record 1 of 2

@ Case Insensitive Query O Case Sensitive Query

7. Review the records. If you have located the desired record, and select it and click Select (Alt +S). You
will return to the previous screen with the ID populated. If you still don’t see the student you are
looking for, see 7a-c below

a. Select Filter Again (F7) and add more criteria (Return to Step 3), or select Next Selection (Alt
+ Pg-down)

b. The Sounds Like window will appear



Soundex Search SOAIDEN 9.3.3 (TEST)

MName

Sounds Like_ Last | | First Name

[ Search ]

[ Cancel

c. Enter your search criteria and select Search — Return to step 7.

*Do not use wildcards % in the Sounds Like search*

Tricks

Exit without saving
e Use tab to select option
e Then Enter

Warning! Possible loss of changes.
A Do you want to save changes?

e [ v [ oo

Required Fields

Term » || ..| CRNs

]

Required fields have *

Single Record / Multiple Record Toggle

Ctrl+G




Detail Code Control Form - Student TSADETC 9.34 (DUSIMS) A a0 B RER 2= RELATED ¥ TOOLS

-
~ DETAIL CODE CONTROL FORM - STUDENT H= Insert @ Delete TmCopy . Filter
Detail Code *  Detail Code Description * Type* Category* |GrantType |Priority * Refund Code  Direct Deposit  Refundable | Receipt Active Term Based Aid Year Based Like Term | Like Aid YI
oo Pell Grant P FA3 000 m] O H O O O
0002 PHEAA Grant P FA3 030 O O ] O O
0004 Federal Perkins Loan NDSL P A4 000 O O ] ] O O
0005 Federal Seog Program P FA3 000 O | (] O O
0006 PHEAA Kafrina Emergency ... P A3 030 O O ] ] O O
o008 P4 Fed Stafford Loan Program P FAD 080 O O O O O O
0009 MJ Fed Stafford Loan Frogram P FAO 000 O O O O O O
0010 Fed Stafford Loan P FAD 000 [} ] ] ] O [
0011 Drexel Grant P FA1 080 O O [l [l ] ]
0012 Fed Parent Plus Loan Prog P FAD 090 O ] [l [l | ]
0013 Collage Ave Student Loan P FAQ 090 O ] O [l ] 1
0014 Signature Loan P FAO 030 O O (] (] O ]
0015 Army Depot FEU Loan P A0 030 O O O O O O
0016 Drexel Advantage Loan (FR) P FAO 030 O O O O O O
0017 NJ "Class” Loan P FAD 090 O O O O O O
0018 Fed Unsubsidized Ln Program P FAO 090 O O O O O O
0019 Anficipated Federal Plus Loan P FAD 000 O O O (] (] | [}
0020 Mational Stience Scholarship P FA3 000 ] | [} (] (] O ]
0021 Anticipated Chase Signature . P FAD 000 O O O [l [l [l ]
0022 CiiAssist Educational Loan P FAO 090 O O ] ] O O
4 »
M 4 Cora27 M| Per Page Record 1 of 8525

Record: 178525 TBBDETC TBBDETC_DETAIL_CODE [1] ellucian

Detail Code Conirol Form - Student TSADETC 9.3.4 (DUSIMS)

+ DETAIL CODE CONTROL FORM - STUDENT =] Insert [ Delete TmCopy Y, Filter |~

Detail Code | [T [Pell Grant Aid Year Based
Type* |P [] Like Term
Calegory * |FA3 : [ Like Aid Year

Grant Type [] Like Period

Priarity * | 000 [] GLEnterable

Renacots [ [7) Py e [N =
[] Direct Deposit Tax Type :

Refundable Title IV
[] Receipt [] institutional Charges
Active [ Exelude Inveice Print
+| Term Based [] Payment History
Defaults
Default Amount Defaut Term Default Effectiva
Dale
M 4 [ 1otzszsp M| v Record 1078525 |~
= > SavE

Record: 1/8525 TBBDETC TBBDETC_DETAIL_CODE [1] ellucian

Zoom

How to make Banner BIGGER (browser settings)

Ctrl = increase zoom (CTRL with +)
Ctrl — decrease zoom (CTRL with -)



Ctrl O reset zoom to 100%

My Banner

<

Back to Applications

< My Banner

Period Bud etinﬁEAid
Year Rules (RBRPBYR)

Fund Award and
Disbursement Schedule
Rules (RFRASCH)

Applicant Comments
(I{’I-?ACOMM)

Direct Loan Origination
(RLADLOR)

2015-2016 Supplemental
Need Anal}rsis
(RNASU16;

gpp:]ca?_t Nfed Analysis
ication Inqui
(I{’I‘FIAPPL) R

e  When using GUAPMNU, you can “rename” objects and they are unique to the My Banner setup.
This does not rename objects in the system.
e You can create subfolders in My Banner by adding a folder object to GUAOBJS and then
referencing the fold in the My Banner form.
0 Recommend creating folders labeled by office or user with a one up (*REGOFF1,
*REGOFF2, etc).
e You can use GUTGMNU to edit what objects belong in subfolders.
e You can copy a My Banner folder from one user to another using GUTPMNU.
0 This is an excellent “trick” to help new hires become more quickly acclimated to Banner.
e Confirm object is part of Banner 9 using GUAPAGE

Troubleshooting

1. Anyissues with logging in or get service invocation error try clearing your browsers cache and
then launching a new instance of your browser. You may also try incognito window or private
browser tab as well.
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