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Banner 9 General Instruction Guide

Introduction

Welcome to Banner 9!

The instructions within this guide are intended to assist you navigate through the new functionality found in Banner 9.
The guide includes key terminology changes from Banner 8 to Banner 9, keyboard shortcuts, and basic navigation
training.

Banner 9 has intuitive navigation that works on all current browsers and eliminates the need for a Java client on your
computer. And, it'’s mobile friendly! Banner 9 retains the core business rules and functionality utilized in Banner 8.

For more information about the Banner 9 project, including FAQs, please visit the project webpage at
https://info.montgomerycollege.edu/offices/information-technology/projects-news-committees.html#banner

For specific questions about Banner Navigation, please contact the IT Service Desk:

e by clicking on the IT Service Desk icon found on your desktop
o by email at itservicedesk@montgomerycollege.edu

e by web chat at https://www.montgomerycollege.edu/oit

e by phone at 240-567-7222
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Terminology Changes

Key Terminology Changes

Banner 8 Banner 9
Block Section
Forms Pages
) Go (new button in Banner 9) ﬁ
lcon Buttons
& . . & X
Next Block Previous section/Next section
. Qptions TOOLS RELATED
Options Tools ﬁ. and Related ﬁ%
Query @ Filter ™
Record Remove Delete

Rollback £

Start Over (Button) ﬁ

Office of Information Technology
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Banner 9 General Instruction Guide

Getting started with Banner 9

1. Banner 9 Welcome Screen/Application Navigator
e Open your preferred web browser. MC recommends Firefox and Google Chrome.

e Enter your MyMC ID and password, click Sign In to log into your Banner 9 account.

MONTGOMERY
COLLEGE

Enter your MyMC ID and Password

= testuser

Forgot Password | Find your MyMC ID | Claim Your Account | My Account

e After you are logged in to Banner 9, the Banner Welcome Screen/Application Navigator (General Menu in
Banner 8) will be displayed.

1.

o vk wnN

User name is located at the upper right corner of the application.

Menu Icon is located at the upper left corner of the application.

Search Icon is located at the upper left next to Menu Icon of the application.
Search field is located at the center of the screen.

Sign Out is located at the upper right corner, next to user name of the application.
Keyboard Shortcuts is located at the button right.

Note: The Banner 9 single sign on will provide access to Banner Administrative application and Self-Services applications.

Office of Information Technology
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Banner 9 General Instruction Guide
From the Welcome Screen/Application Navigator page you can access Banner 9 pages (Forms in Banner 8) in four ways.

e Menu Icon: Click on this icon to open the Banner Menu. Locate the page you need. Select the desired
entry and click Enter.

e Search Icon: Click on this icon to open the Search window. You can then enter either the descriptive
name of the page or the Banner acronym for the page.

e Recently Opened Icon is located in the upper left, just to the right of the Search icon. It is displayed with
a count of pages accessed since logging in. You also can open the list and select a page to access it again.
Close forms when finished with them.

e Search Field: 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.

Note: If you click on “Montgomery College” at the top, it brings you back to the Welcome Screen/Application Navigator.
Note: Do not use the browser’s back or forward navigation buttons.

Search icon Recently
Opened icon

Montgomery College & Sign Out

Search Field

Release: 2.1.0.1

a
ooo Keyboard Shortcuts
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2. Menu lcon
Click the Menu Icon to open the Banner 9 menu.
e BANNER
o BANNER SELF-SERVICES
e BANNER 9-GENERAL SSB
e BANNER 9-STUDENT REGISTRATION
e BANNER 9-EMPLOYEE SSB

Note: Depending on your access, you may have different applications appear on the Menu.

Montgomery College & Sign Out

— M;rﬁ
el 5 Lif

BANNER SELF-SERVICE 3

. o ¥t
BANNER 9-GENERAL SSB > b
4 . a )

BANNER 9-STUDENT Click Menu icon to open the Banner 9 menu panels.
REGISTRATION

BANNER 9-EMPLOYEE
SSB

P. and its affi

Keyboard Shortcuts

Office of Information Technology
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= Q '.‘b Montgomery College 0 Ms. & Sign Out

o S

Student (*STUDENT) -

Advancement ("ALUMNI) )
Finance System Menu
(*FINANCE) > - .

Click the Right Arrow bar to expand the menu

Human Resources (*HRS) o
% tree to locate a specific page.

Financial Aid

("RESOURCE) > Continue to use the Arrow to expand menu
levels.

General (*"GENERAL) >

SreEmiRes Locate the page you need, select the entry and

< Job Submission (*G... CIle enter.

Job Submission (*GENJOB)

Letter Generation
(*GENLETTER) >

Process Submission
Conkol (GAPCTL) Use the Up/Down bar to locate page.

Process Maintenance
(GJAJOBS)

General Intemnational
Management (*"GENINTL) >

Parameter Definitions
(GJAPDEF)

System
Functions/Administration 3
(*GENSYS)

Parameter Value
Validations (GJAPVAL)

Event Management
(*GENEVENT) >

il Default Parameter Value
Validations (GJAPDFT)

General Web Management
(“GENWEB)

Job Parameter Set Rules
(GJRJPRM)

Process Results
(GJARSLT)

Printer Validation n .=D Keyboard Shortcuts
(GTVPRNT)

Saved Output Review
(GJIREVO)

Delete Saved Output
(GJIREVD)

Office of Information Technology
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To close the Menu completely,
click the Menu icon again.

To collapse the tree, click
the Left Arrow.

Ptigomery College o ms & Sign out

< General (*GENERAL)

Job Submission (*GENJOB)

Letter Generation
(*GENLETTER)

General International
Management ("GENINTL) >

System
Functions/Administration )
(*GENSYS)

Event Management
(*GENEVENT) >

General Web Management
(*GENWEB)

a8
poo Keyboard Shortcuts

Office of Information Technology
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3. Search Ilcon

Search Icon

& Sign Out

In the search panel, enter partial page name, page
code (seven letter code) or key word(s). Entering a
key word will return all pages containing that word.

R 2N
-

a
ooo Keyboard Shortcuts

Office of Information Technology
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To close the Search panel, click the search icon.

{(¢88 Montgomery College

33 results

Parameter Definitions
(GJAPDEF)

QMS

QuickFlow Definitions

& Sign Out
(GUAQUIK)

For example, type “Fin” and the search results will display
_ below. Click on the page to open it.
Building Definition
(SLABLDG)
¢
Room Definition
(SLARDEF)
Program Definition Rules ‘
(SMAPRLE) —h
Use the scroll bar to review the entire panel.
Schedule Cross List
Definition (SSAXLST)
Detail Code Control Form
- Finance (TFADETC)
Miscellaneous
Transaction Form -
Finance (TFAMISC)

Financial (*FINANCE) >

Accounts Receivable
(*FINAR)

Grant Billing Accounts

a
ooo Keyboard Shortcuts

Office of Information Technology
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4. Recently Opened Icon

Recently
Opened Icon The Recent Opened icon indicates the number of pages
accessed with an account opened after the first page.

Click the Recent Opened icon to see a list of pages, and
click the icon again to close.

= Q [Lgl Montgomery College O Ms. & Sign out ?

RECENTLY OPENED System Identification GUASYST 9.3.3 (BANSPPRD)

System Identification
(GUASYST)

0 [M 12345678 |..| s Janae Doe

~ SYSTEM IDENTIFICATION £

General Person
Identification (SPAIDEN)

D Recruiting General Student l:] Faculty

Admissions Registration

D Housing
D Beneficiary

‘ D Employee D Cobra Person
;‘VADVANCEMENT

D Individual D Organization

Category Category
Class

!
| FINANCIAL AID

D Applicant
ENANCE

[[] Agency [] Employee

Record: 111 KEY_BLOCKID [1]

Office of Information Technology
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5. Search Field

The fourth way to access Pages in Banner 9 is to enter Key
word(s), Page name or Page code (seven letter code) in the
search field which located in the center of the page. It works
similar to the Search Icon.

= Q Montgomery College

Enter three letters; the page matches will
display.

Person Search

(SOAIDEN) Keep typing to narrow your search result and
use the scroll bar to locate the correct page.

Alternate Personal Identification Number
(SPAAPIN)

General Person Identification
(SPAIDEN)

Residence Code Validation
(STVRESD)

To look at the page, click the page name.

Ipeds First Time Residency
(SHRIRES)

Ellucian® | © 2014-2016 Ellucian Company L.P. and its affiliates. Release: 2.1.0.1

e is limited to Ellucian licensees, and is

in question. a
ooo Keyboard Shortcuts

Office of Information Technology
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6. Basic Navigation

After you open a Page (Form in Banner 8), you will notice that the page looks different, but the page layout, icons,
buttons and overall functionalities have remained the same.

Key Block: The key block opens initially, and fields and icons within the key blocks are all the same.

e Enter a search item in the field, after entering the required value in the key block, click Go to
activate the page.

e C(Click “Person Search”, “Non-Person Search”, or “Alternate ID Search” on “Option List”, and enter a
search item.

e The key block collapses after you click Go, but the information is still viewable.

e Click Start Over to rollback.

Note: If you accidently hit the back button on your browser, you will land on the MyMC sign-on page.
Do not use the browser’s back or forward navigation buttons.

Q % Montgomery College O Ms. & Sign Out ?

General Person Identification SPAIDEN 9.3.3 (BANIPPRD) : ADD = RETRIEV 5% RELATED # TOOLS

Go

1
[~ ED
|

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

Key Block

To activate the page,
click Go button.

KEY_BLOCK.ID [1] ellucian

Office of Information Technology
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Q '.‘b Montgomery College [0 Y5 & Sign out ?

General Person Identification SPAIDEN 9.3.3 (BANSPPRD) _ : a% RELATED $§ TOOLS

Go

ID: [M42345678 ..|+| Doe. Jane

Get Started: Fill out the fields above a

Enter a search item. Click Go button to activate the page.

KEY_BLOCK GENERATE_BTN [1] ellucian

0O\ Ms. & Sign out

a% RELATED $§ TOOLS
Start Over
Current identification Alternate Identification Address  Telephone Biographical E-mail Emergency Contact  Additional Identification fxd
~ IDENTIFICATION £3 Inset @@ Deg Copy | Y, Filter ‘
D |M12345678 Name Type
~ PERSON . > Filter |2
Click Start Over button to rollback
LES the page to re-enter the data.
LastName | Doe |J Suffix
FirstName |- Jane [--]  PreferredFirstame | | =
Middle Name | | Full Legal Name | |
~ NON-PERSON Insert @@ Delete ¥m Copy | ¥, Filter |
Name
2 | ¥ | ActivityDate 04/09/2007 04:10:04 PM  Activity User SAVE

SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian

Office of Information Technology
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SAVE Icon is located at the bottom of the page. It is the major difference between Banner 8 and Banner 9.

Q % Montgomery College O vs. & sign out ?

General Person Identification SPAIDEN 9.3.3 (BAN9PPRD) + ou RELATED ¥ TOOLS

Start Over
ID: M12345678 Doe, Jane

Current Identification Alternate Identification Address Telephone Biographical E-mail Emergency Contact Additional Identification

~ IDENTIFICATION EBinsert @@ Delete ¥mCopy ¥, Filter
; PERSON Insert @ Delete ¥ Copy | ¥, Filter
Prefix [’\AS—W
LastName IDne ‘ J Suffix |4‘
FirstName ~[Jane = Preferred FirstName [ ]
Middle Name [ ] Full Legal Name | ]
~ NON-PERSON Insert Y, Filte
Name
; 1D AND NAME SOURCE Insert @ Delete ¥ Copy | . Filter

Last Update

The table field name and record
account are displayed in here.

Create Date  02/09/2007

Record: 11 SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian

Click the “X” on top to close the page.

Q % Montgomery College M Ms & Ssign Out ?

£F ToO0LS

Start Over

General Person Identification SPAIDEN 9.3.3 (BANSPPRD) R =] Esﬁ RELATED

ID: M12345678 S

Current Identification

~ IDENTIFICATION Insert (@@ Delete ¥mCopy <, Filter

Click “X” Icon to close the page. Remember to -
close the page with the X button before you open
another page. —

E3inset @@ Delete ¥ Copy | W, Filter

FirstName  [Jane =] Preferred FirstName [ ]

Middle Name

Full Legal Name | ]

~ NON-PERSON £ Insert @@ Delete ¥mCopy . Filter

Name

~ 1D AND NAME SOURCE 3 nsert @@ Delete ¥m Copy =, Filter

Last Update
Origin SPAIDEN
Original Creation

User Create Date  02/09/2007

72 || 2L Activity Date 04/09/2007 04:10:04 PM  Activity User SAVE

Record: 11 SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian

Office of Information Technology
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Q '.b Montgomery College 0O s & Ssign Out ?

General Person Identification SPAIDEN 9.3.3 (BAN9PPRD) RETRIEVE g% RELATED ¥ TOOLS

Go

ID: [

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

+ Button is how you open Common Matching

to add a new person.
Click Search Button to open the Option List below. P

Option List x

Person Search

Non-Person Search

Alternate ID Search

Cancel

z‘z

EDIT Record: 1/1 KEY_BLOCKID [1] ellucian
®100% ~

Click “Person Search” and enter a search term.

X Person Search SOAIDEN 9.3.5 (BANSPPRD) & pelateED £ TooLs [

I 0 Enter a query; press F8 to execute.
[ ClearAll |

~ PERSON SEARCH

Add Another Field ... /]

(®) Case Insensitive Query () Case Sensitive Query

Person Search SOAIDEN 9.3.5 (BAN9PPRD) ADL ETRIEVE & RELATED £ TooLs [

l 0 Enter a query; press F8 to execute.
| Last Name —_—
First Name Clear All ‘
Middle Name :

| |Change Indicator
Name Type

v PERSON SEARCH

(O Case Sensitive Query

Office of Information Technology
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There is an alternative way to do a search. You can press TAB when a cursor is in the ID field, it will make a second
search box to the right. You can enter a full name (last, first) and press ENTER key on the keyboard (NOT the "GO"
button), or type a portion of name and wildcard (%), then press ENTER key. If it’s a single match, the ID will be auto-filled
in the ID field. If there are multiple matches, you will get a window that will guide you to view the matches, or you can
enter additional criteria.

a Sign Out

L TooLs

Go

&% RELATED

% J%

This search box will appear.
Enter a full name (last name, first
name) or type a portion of name and

Put your cursor on the ID
field.

Press TAB from keyboard. wildcard (%), then press ENTER key.

Q % Montgomery College 0 Ms & sign Out ?

General Person Identification SPAIDEN 9.3 3 (BANSPPRD) 4+ S& RELATED % ToOLS

0 1D number; LIST for person; COUNT HITS for non-person;

ID: J+)
‘ I DUP ITEM to generate ID; DUPLICATE RECORD for
Alternate 1D look-up.
ere are nle 9 o
Get Started: Fill out the fields above and press Go.
G0 dlio O O S€e d e
b e, e folde
D d ded
Search Detail
(@ Press To See Rouefls | Person/Non-Person Count 57
|@ Person Search Detail | @ Non-Person Search Detail
Reduce Search By
Group Type (O Person () Non-Person (@) Botn NameType [ =
cty | | Birth Date | |

State or Province | we] Gender |
ZIP or Postal Code | =

Press Enter Query or select button to clear search. | 2

You also can enter more
criteria to narrow your results.

Enter search criteria then press Execute Query or select button to reduce search. [ 2 |

Record: 1/1 GS_EXTENDED_SEARCH_BLOCK IDNAME_EXTSEARCH_BTN [1] ellucian

Office of Information Technology
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Tabs and Sections:

e Banner 9 has tabs which help to organize data.

e There are Sections which are denoted by gray bars.

e Move between sections or tabs by clicking “Previous section/Next section icons”. The icons are located
at the bottom of the page.

e |nBanner 9, you can also expand or collapse Sections by clicking Arrows located in Section headers. This
allows you to get more information that is hidden in that section.

e Simply click the Arrow again to re-open the Section.

Tabs are to organize data

@ Sign out

a% RELATED ¥§ TOOLS

Start Over

Q Fi’ Montgomery College

General Person Identification SPAIDEN 9.3.3 (BANSPP

ID: M:12345678 Doe. Jane

Current identification Alternate Identification E-mail Emergency Contact Additional Identification S
IDENTIFICATION Insert (@ Delete ¥mCopy <, Filter
W Name Type | =
PERSON Insert @ Delete ¥m Copy | V. Filter
o o] 3
Last Name | Doe ‘ J Suffix |—|
FirstName | Ja?é ‘ | Preferred FirstName | |
Middle NarV/ | Full Legal Name | |
NON~PE@ Insert @@ Delete g Y. Filter (I
Name
~ ID AND NAME SOURCE Insert @@ Delete ¥m Copy | V. Filter

Last Update

04/09/2007 04:10:04 PM  Activity User

SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian

Previous section/Next section icons

Office of Information Technology
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= Q % Montgomery College 0 Ms. & Sign out ?

&% RELATED ¥ TOOLS

General Person Ildentification SPAIDEN 9.3.3 (BAN9PPRD)
Start Over

ID: M:12345678 Doe. Jane

de atio Alternate Identification Address Telephone Biographical E-mail Emergency Contact Additional Identification
IDENTIFICATION E3insert @@ Delete ¥mCopy ¥, Filter

D |M 12345678 Name Type |

Y. Filter

Arro expanded Prefix [Ms. |
=) Suffix |

LastName [ Do
<l Preferred First Name I |

Jane

V ‘ Full Legal Name I I

NON-PERSON g3 Inset @@ Delete ¥m Copy | V. Filter

Name

D AND NAME SOURCE E3insert @@ Delete ¥m Copy | V. Filter

Last Update

Origin  SPAIDEN

Original Creation

Create Date  02/09/2007

User

SAVE

a ‘ W ‘ Activity Date 04/09/2007 04:10:04 P Activity User

Record: 1/1 SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian

M Vs & Sign Out ?
&% RELATED $f TOOLS

Start Over

= Q % Montgomery College

General Person Identification SPAIDEN 9.3.3 (BANSPPRD)

ID: M 12345678 Doe Jane

de 0 Alternate Identification Address Telephone Biographical E-mail Contact
Insert [ Delete ¥mCopy <, Filter

» IUQFICATIOH
&3 Insert @@ Delete ¥m Copy | V. Filter

~ PERSON
Prefix  [Ms

Suffix ‘ ‘

LastName [ Doe

Preferred First Name

FirstName; |[ Jane Arrows Collapsed

Middle Name Full Legal Name
Insert [ Delete

&3 Insert @@ Delete ¥m Copy | V. Filter

Y. Filter

ID AND NAME SOURCE

SAVE

< ‘ D ’ Activity Date 04/09/2007 04:10:04 PM  Activity User

Record: 111 SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian

Office of Information Technology
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Use the Scroll bars to navigate up/down and right/left to see more information in each section. Watch for scroll bars
where you must scroll down to see there is another scroll bar to scroll across.

= Q ".‘b Montgomery College 0N s & Sign Out ?

¥  General Person Identification SPAIDEN 9.3.3 (BANSPPRD) R A0 B REREVE & REAED £f TOOLS

Start Over
ID: M 12345678 Doe . Jane

Alternate Identification Address Telephone Biographical E-mail Emergency Contact Additional Identification

~ IDENTIFICATION B Insert @@ Delete ¥mCopy ¥, Filter

M12345678 Name Type =

o

~ PERSON .
Use Scroll bars to navigate the page.
: \

LastName | Doe IJ Suffix ] \ ‘ |
‘ | :

FirstName [Jane || Preferred FirstName | \

\

Middle Name | | Full Legal Name | \

~ NON-PERSON E3 Inset @ Delete ¥m Copy | W, Filter
Name
¥ ID AND NAME SOURCE E3insert (9 Delete ¥ Copy | W, Filterf] |
Last Update

Origin  SPAIDEN

A ¥ | ActivityDate 04/09/2007 04:10:04 PM  Activity User SAVE

Record: 111 SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian

There are specific functions within each Section:

e Insert, Delete, Copy, and Filter, your cursor must be in that Section to activate the functions, otherwise the
function will be grayed out. Copy in Banner 9 does the old Record Insert and Record Duplicate in one click.

Office of Information Technology
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Q % Montgomery College 0 vs. & Sign Out ?

General Person Identification SPAIDEN 9.3.3 (BANSPPRD) ﬁ?a RELATED ﬁ- TOOLS

Start Over

ID: M12345678 Doe -Jane
Specific functions: Insert, Delete,

Current identification Identification Bic E.

~ wermFcATION Copy, and Filter within each Sections. || IEICEEEEEEE
~ PERSON & Delete  ¥im Copy ‘?,Fin;
prefix [Ms. |
LastName [Doe [=] sumx [ ]
FirstName | Jane = Preferred FirstName | ]

Middle Name Full Legal Name | |

~ NON-PERSON Insert [ Delete ¥m Copy | W, Filter

Name

~ ID AND NAME SOURCE Insert @ Delete ¥ Copy | V. Filter

Last Update
Origin  SPAIDEN

Original Creation

User Create Date  02/09/2007

| % Activity Date 04/09/2007 04:10:04 PM  Activity User SAVE

ellucian

Record: 1/1 SPRIDEN_CURRENT.PERS_LAST_NAME [1]

. Y, Fiter . G -
To query a page, select the Filter button to limit the displayed results. Filtering is the new way of limiting the
results shown on the form. It works similar to entering query criteria.

= = ReLAED  $§ TOOLS

x General Person Identification SPAIDEN 9.3.3 (BAN9PPRD)

ID: M 12345678 Doe . Jane

E Contains EI "A ] B IS
Contains e ¥ Copy | V. Filter

! Like 0

Current Identification Alternate Identification Address Telephone

v ADDRESS INFORMATION

—

I[AddressType [=] [starts with B ]
| [Add Another Field ...[<]

Ends With

Equals
Not Equal "
Select the field, then select the desired operator from Not Equal or IS NULL
the middle box (Contains), then enter a value. 1S NULL
IS NOT NULL

Office of Information Technology
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e Use the Record Navigation buttons at the bottom of a section to move through the available records. You can
also change the number of records displayed per page if there are more records than the default.

Montgomery College

D -

General Person Identification SPAIDEN 9.3.3 (BANSPPRD)

& Sign Out 2

£ TOOLS

a% RELATED

ID: M 12345678 Doe Jane

Current

Telephone  Biographical

~ ADDRESS INFORMATION

(ozezors —[m]
ToDate | m |

[-] Advancement

From Date

Address Type  AD

Sequence Number

StreetLine 1 [PO Box 12345 ]

StreetLine2 | |

StreetLine 3 | ]

Record Navigation

State or Provin

ZIP or Postal Cg ] ‘ s |

M « T2)of6 b M

E-mail

Contact

Start Over

County

Nation

Telephone Type

Area Code

Phone Number

Extension

Source

Delivery Point

Correction Digit

Carrier Route

EDinsert @@ Delete ¥mCopy W, Filter
275 ---| Montgomery
J
[aD -..| Advancement

ﬂ

|

[] Inactivate Address

1007

Record 2 of 6

Activity Date 08/06/2017 11:59:59 PM Activity User

SAVE

Record: 2/6 SPRADDR.SPRADDR_FROM_DATE [2]

ellucian

Banner Header: For easier access, some functionalities have been moved to the Banner header area.

e ADD/RETRIEVE icons in the header to use for Banner Document Management. (Not available)
e RELATED icon (Some functions in Options Menu in Banner 8) gives you easy access to the pages related to data

on the current page.

e TOOLS icon (Some functions in Options Menu in Banner 8) gives you access to standard tools and actions (Print,
Export, Clear Data, Exit Quickflow). The options and functions are based on the page you are viewing.

Q % Montgomery College

General Person Identification SPAIDEN 9.3.3 (BANSPPRD)

10: M12345678 Doe Jane

Current identification Alternate ldentification Address Telephone Biographical E-mail

~ IDENTIFICATION

Emergency Contact Additional identification

QMS

& Sign Out 2

&% RELATED £ TOOLS .

Start Over

RELATED

¥a Copy ¥, Filter

~ PERSOM
Pré Ehis
LastName  [poe Suffix

FirstName | jane

Middle Name |

~ NON-PERSON

Name

Preferred First Name

Full Legal Name

Office of Information Technology
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RELATED icon is to help you see pages related to data on your current page; click the icon again to close the Related

page.
RELATED

Q % Montgomery College & Sign Out >

a%, ReLATED [« LRI

acts SOAAPPT 9.3 (BANOPPRD)

Recruiter Appointments and Visits
[SRARAPT]

IDs. Names and Addresses [SPAIDEN]

Use search field to locate the specific
page.

Prospect Information Detail [SRARECR]

Admissions Application Detall [SAAADMS]

wPation [SGASTON]

RNt Mail [SUAMAIL]

Telephones [SPATELE]

You can access the pages related to
data on the current page.

Person Comment [SPACMNT]

ellucian

Record. 111 KEY_BLOCKID [1]

TOOLS menu contains standard actions, options, and Banner management functions based on the page you are viewing;
click the icon again to close the Tools page.

Q % Montgomery College

Person Appointments/Contacts SOAAPPT 9.3 (BAN9PPRD)

ACTIONS

Refresh

Use search field to locate the .
specific actions. i

Clear Record

Standard actions are listed here. —
Dispiay ID Image
Exit Quickflow

About Banner

BANNER DOCUMENT MANAGEMENT

Add Documents >
= | =]
EDIT Record: 111 KEY_BLOCKID (1] ellucian
Office of Information Technology
Page 24
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Notification Center is located at the header, and indicates the number of alerts. Re-click the number to close the
message.
There are three alert levels:

Notification Center
e Green: Success/Saved

e Yellow: Warning
e Red: Fatal Error

V.‘b Montgomery College O Vs,

Admissions Application SAAADMS 9.3.5 (BAN9PPRD) 4% RELATED ¥f TOOLS n

ID: M 12345678  Doe. Jane Term: View Current/Active Curricula: o Query caused no records to be retrieved. Re-enter.
Application  Curricula  Fees, Mail Submission, Withdrawal Data m Sources, Interests, Contacts, Cohorts,
~ APPLICATION CHECKLIST Insert @@ Delete ¥m Copy W, Filter
Admission Request *  Description Received Date  Item Item Description y Indi Print Indi First Request Last Request Count Ger

=

—

<

Record 1 of 1

I E

Warning

:‘z‘ SAVE

Record: 1/1 SARCHKL SARCHKL_ADMR_CODE [1] ellucian

= Q % Montgomery College O Vs, & sign out 2z
General Person Identification SPAIDEN 9 3.3 (BAN9PPRD) 4] = relaep % Toois [
102 ]+ @  =RROR Anexisting id number must be entered for this

function

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

There are blue notifications which are informational messages.

= Q ;-b Montgomery College 0 vs. & Sign out ?

X Admissions Decision SAADCRYV 9.3 (BANSPPRD) B o B remeve & relaeD  $$ TooLs

ID: M12345678 Doe, Jane Term: o At first record.

Decision Processing  High School Review Test Score Review

~ PREVIOUS COLLEGE Insert @@ Delete FgCopy ¥, Filter

College Transcript Reviewed
Date

Transcript Received D Official Transcript
Date

Office of Information Technology
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Online Help: There is online help available for all pages at the top of the page.

Online Help

Q % Montgomery College 0 Ms. & Sign out

Admissions Application SAAADMS 9.3.5 (BANSPPRD)

start Over

ID: M 12345678 Doe, Jane Term: View Current/Active Curricula:

Application  Curricula  Fees, Data m sources, c Conorts,

~ APPLICATION CHECKLIST g Delete ¥m Copy W, Filter

Received Date Item Item Description Mandatory Indicator

(]

Last Request Count

Record 1 of 1 \

Click the help icon on any page.

The help page opens in separate window, so you can easily use it to
locate information, and close the browser to exit help.

TF || g SAVE

Record: 1/1 SARCHKL.SARCHKL_ADMR_CODE [1] ellucian

ellucian. Banner Student Online Help

Banner Student Online Help!

Admissions Application/Chec
(SAAACKL) page

= Admissions Application (SAAAD)

Main window

Contents |

H Admissions Application (SAAADMS) page M
Use this page to create and update admissions applications submitted to your institution,

An unlimited number of applications can be entered for one applicant for any term. An ad

checklist criteria match. When an applicant accepts the institution's offer of admission, a stul Clle print to pl"int page Speciﬁc

Note: The Admissions Decision Rule (SAADCSN) page and the Admission Checklist Rules (S) q Q
information.

formation and the

— Credit Card Rules window

Curriculum windaw All applicants must first be entered through the Identification (SPAIDEN) page. Accepting a

to use the Quick Entry (SAAQUIK) page

red before the student is
— Field of Study window

Communication Plan Change C . . - 5 o . - o .

F . Mail Sub . Withds I k h h f he application if the applicant's criteria match the student infformation entered on the Admissions Decision Rule (SAADCSN) page. A student record is
ges. Mail Submission ! Ic O n t e Sea rC u nCtlon institution's offer of admission if the code associated with that acceptance has the Applicant Acceptance check box checked (set to Y)on the Admission

to locate specific page.

- A d Administrat indd - - - - N
ssigned Administrators win /APDC) page. This also indicates that the student is eligible to register.
— Checklist window
Sources, Interests, Comments
Contacts, Cohorts, Attributes
Application User Defined Flags/Fields (SAAAUDF) page
Admissions Checklist Rules (SAACHKB) page ) ) . o i i . . .
Admissions Decision and Rating Batch Entry Prospect dats entered during the recrutment cycle may be rolled into the Admissions module at the time the recruit becomes an applicant. To roll this default dats, perform 2 Duplicate Irem
(SAADCBT) page function from the Entry Term of the Admissions Application (SAAADMS) page to display the Prospect Summary (SRASUMI) page. At this time, the user may decide which recruiting record they want
Admissions Decision (SAADCRY) page to default to admissions. When they have selected the appropriate record, they must place their cursor on the record and perform a Select function to drag the record back to the Admissions
Application (SAAADMS) page.
Admissions Decision Rules (SAADCSN) page
Electronic Application Process (SAAEAPS) page Information entered on in the Prospect Information section of the Prospect Information (SRARECR) page will default to the Admissions Application information of the Admissions Application

Electronic Admissions Procedure/Routine Control (SAAADMS) page. In addition, the following recruiting data will default to the Admissions Application (SAAADMS) page at this time: sources, cohorts, and attributes. Contacts and outside interests
(SAAECRL) page are person-related data which will be displayed on this page.

is created, the system must generate the first status. The institution must save the application before entering a new status. The system will override the
red without allowing the system to first generate the status.

i

Note: To generate an initial student record, you can accept an applicant with a decision code having the Applicant Acceptance check box checked (set to ¥) or use the Quick Entry (SAAQUIK) page.

EDI Cross-Reference Term Code Rules (SAAECTM) page

Because of the complex curriculum validation and communication plan processing that occurs when records are saved on this page, the creation of multiple records prompts the user to save any
Electronic Admissions Application Rules (SAAERUL)

changes. If you have made unsaved changes to one record, then Enter, the box Do you want to save the changes you have made? You must save your changes to proceed to the next record. Yes or No is

page displayed. If the user chooses Yes, the changes for the record you are working on will be saved, and the necessary validation and communication plan processing will occur. If you answer No, the

Electronic Application Submitted (SAAETBL) page above message displays until you either choose to save or leave the page

Admissions Mass Entry (SAAMAPP) page m

Quick Entry Rules (SAAQKER) page In other words, the you will not be permitted to create a new record without saving changes to the one you are currently working on. This eliminates confusion over the record for which curriculum
checking and communication plan processing are occurring.

Application Questions/Answers (SAAQUAN) page
Quick Entry (SAAQUIK) page

Admissians Rating (SAARRAT) page Main window
Admissions Rating Type Rules (SAARRCT) page Use this window to create and update application information for a specific applicant. An unlimited number of applications can be entered for each applicant per term. Use the Application
Admissions Rating Formula Definition (SAARRDF) page section ta return to the main window from the secondary windows on the page.
Admissions Rating Factor Rules (SAARRFT) page Credit Card Rules window
Admissions Application Summary (SAASUMI) page The window displays where the transaction was stored
Web Admissions Term Calendar Rules (SAAWAAD) N
page Curriculum window
Elsctronic Applicant Web Default Rules (SAAWADF) This window is used to enter and view the curriculum details for the recruit, applicant, learner, or learner outcome record. This window is accessed using the Curriculum item in the Options.
Menu or by selecting the Curricula section.
page
Web Application Customized Lists (SAAWADP) page Field of Study windew
[ ANak A timm Canticm Nidan (S A AMIARION o o -

Office of Information Technology
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Sign Out It is important to log out of the application by clicking the Sign Out icon, instead of just closing your browser.

Sign Out

= Q '.‘B Montgomery College

Release: 2.1.0.

Keyboard Shortcuts

Contact Us

For specific questions about Banner 9, please contact the IT Service Desk:

e by clicking on the IT Service Desk icon found on your desktop
o by email at itservicedesk@montgomerycollege.edu

e by web chat at https://www.montgomerycollege.edu/oit
e by phone at 240-567-7222

Office of Information Technology
Montgomery College
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Banner 9 Keyboard Shortcuts

The following table lists the keyboard shortcuts that you can use to navigate through Banner versions 8 and 9. Bold entries

indicate actions with keyboard combinations that are new or updated in Banner 9.

Banner 8 VS Banner 9 Shortcut Keys (From Ellucian)

ACTION

Banner 8 Key

Banner 9 Key

Cancel Page, Close Current,

Page, or Cancel Search/Query (in Query mode)

CTRL+Q

CTRL+Q

Change MEP Context

Not applicable

ALT+SHIFT+C

Choose/Submit ENTER ENTER
Clear All in Section SHIFT+F5 SHIFT+F5
Clear One Record SHIFT+F4 SHIFT+F4

Clear Page or Start Over SHIFT+F7 F5
Count Query SHIFT+F2 SHIFT+F2
Delete Record SHIFT+F6 SHIFT+F6

Down/Next Record

Down Arrow

Down Arrow

Duplicate Item F3 F3
Duplicate Selected Record FA FA
Edit CTRL+E CTRL+E
Execute Filter Query F8 F8
Exit CTRL+Q CTRL+Q
Expand/Collapse Drop-down Field Click field ALT+Down Arrow

Extract Data with Key or

Export Extract Data no Key SHIFT+F1
First Page Not applicable CTRL+Home
Insert/Create Record F6 F6
Last Page Not applicable CTRL+End
List of Values F9 F9
More Information ALT+H CTRL+SHIFT+U
Next Field or Item Tab Tab
Next Page Down Page Down Page Down

Next Section

CTRL+Page Down

ALT+Page Down

Open Menu Directly

F5

CTRL+M

Office of Information Technology
Montgomery College
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Banner 8 VS Banner 9 Shortcut Keys (From Ellucian)

ACTION

Banner 8 Key

Banner 9 Key

Open Related Men

Not applicable

ALT+SHIFT+R

Open Tools Menu

Not applicable

ALT+SHIFT+T

Page Tab 1 CTRL+SHIFT+1
Page Tab 2 Not applicable CTRL+SHIFT+2
and so on and so on
Previous Field or Item SHIFT + TAB SHIFT + TAB
Previous Page Up Page Up Page Up

Previous Section

CTRL+Page Up

ALT+Page Up

App Nav - Display recently opened items

App Nav - Search

App Nav - Sign out

Banner 8 if you are
running Banner 8 with
Application Navigator and
have applied the keyboard
shortcut configuration
settings.

Print SHIFT+F8 CTRL+P
Refresh or Rollback SHIFT+F7 F5
Save F10 F10
Search or Open Filter Query F7 F7
Select on a Called Page SHIFT+F3 ALT+S
Toggle Multi/Single Records View Not applicable CTRL+G
Up/Previous record Up Arrow Up Arrow
Workflow
Release Workflow Icon or Menu ALT+Q
Release Workflow Icon or Menu ALT+W
Banner Document Management
Add BDM Documents Icon or Menu ALT+A
Retrieve BDM Documents Icon or Menu ALT+R
Application Navigator
App Nav - Access Help Banner 9 keyboard CTRL+M
shortcuts for Application
App Nav - Access Menu Navigator will work in CTRL+Y

CTRL+SHIFT+L

CTRL+SHIFT+Y

CTRL+SHIFT+F

Office of Information Technology
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