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Logging In to Banner

To log in to Banner:

! Developer/2000 Forms Runtime for Windows 95 / NT
Wik

Enter your username,
press TAB

Username

EEE R

Enter your password

Connect I

Click theConnect button

Passwords expire every siX§0) days. You will be prompted to create a new password after the sixty-day period.
Passwords are not case-sensitive (use of upper and lower case lettttE)SANBE at least eight8) characters.
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Banner Welcome Screen

After logging mtt(c)j Bir;]rlﬁr, £ Banner2000 EE T
you are prompted wi € Action  Optiorns Field Help  Window

Banner Welcome screen. = a=[e= = ={ — o
Position your mouse over the B0 = =Sle®| %l == NIS [ (D S =5 [ 3 @)« ¥
down arrow of the vertical £'wPl 0|
scrollbar to the left of the General Y
Banner window. Click the
down arrow until the Finance
module button appears.
Click on the Finance module
button. The full Finance
menu should then appear.

Infarrmation... Mo Limits,.our Move... Direct Access:

willl SCT.

Fersonal kenu Send Message | Exit |

Human

Enter the object name; pregs COUERY for messages, LIST for listing.
Count: *0
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The Banner Finance menu now
appears. This menu lists all the
forms (or screens) in the Finance |g
module. Users do not have acces
to all forms Since there are over
one hundred (100) forms in the
Finance module, the College
Computer Center has created a )
“Personal Menu” which lists some General
of the forms that are available to a
general user.

To access this Personal MTnu, [ L

' Banner2000

Student
click the Fersonal kMenu

button

[—

Finance

Financial Aid

Count: *0

Banner Finance Menu

DA S u| €

Finance Direct Access: |

General Ledger System Menu
Finance Operations Menu
Stores Inventory System Menu
Purchasing and Procurement System Menu
Accounts Payable System Menu
Budget and Position Control System Menu
Fixed Asset System Menu
Cost Accounting Menu
t Management Menu
Accounts Receivable Menu
Research Accounting Menu

Archive Menu

persona o | _Sonavessoge | ga |

Enter the object name; press CAUERY for messages, LIST for listing.
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The WPI Personal Menu

The first item on the Personal
Menu is theFRS Translation
Menu. To expand thERS
Translation Menu, click the
carat symbolX) to the left of the
menu text The menu will expand

¥ Banner2000

and the carat symbol changes to flit Personal Menu Direct Access: |
(V). Lesp v FRS Translation Menu

WPl FRS/FOAPAL Lookup Form (WPIFOPL)
Under theFRS Translation Awvailable Balance Information Menu

Menu is theWPI — Transaction Information Menu
FRS/FOAPAL Lookup Form !
(WPIFOPL) . Click this mgp®
item to access th&/PIF®&PL
form

Yendor Information Menu
Grant Information Menu

Finance Reports Menu

Finance

Financial Aid

Enter the object name; press CAUER'Y for meszages. LIST for listing.
Count: *0
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WPI Crosswalk Lookup Form
(WPIFOPL)

The form pictured below is called théPI Crosswalk Lookup Form (WPIFOPL) . This form allows you to enter
your old FRS account number, and the computer translates to your new Banner FOAPAL string. You can usg
feature during the transition from FRS to Banner. Although, it will continue to be available in your Personal M

g‘ Banner2000 =] B3

R [ 0| a2 o [«

£ WPl Crosswalk Lookup Form [WPIFOPL 3.1){Upard) Enter the FRS Account
Number press tab

Enter the FRS Object

FRS Data Sanner Data number (or leave blank)
: Press tab
Frs Accdt Frs Objct
Fund |llDDl | |General Operating Funds |
Organization |810E| | |College Compuiter Cente;‘\F View the FOAPAL
string

Aceount 7111 | [fupplies

Program |4lD | |Academic Jupport

Click Exit when
Activity | || finished

Location | | |

Enter account used it FRS spstem, then prezs Tab or Return
Count: *0
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Menu Bar

Toolbar

Form Name

# Banner2000

Action  Edit Opfiore  Block  Field Becorg

EIRTE [

Header :
Block \

# Budget Availability Status Form [FGIBAVL 3.1]){Upard)

Ouery Help  Windaow

e =1 MR

Direct Access Code

Parts of a Form

Database

=@

\\
il N@l

Records —

Display =
Block \

Status/
Help Bar

(EHE: l_ General Operating Funds
Erecal vear E e 100 College Computer Center
[el=r At 7111 SuﬁﬂQ
Carnmit Ind: Bath j Pragratiit 410 Loademic Support LOV
E— buttons
(List of
Control Kews  -» Fund: IllUUl Orgn: IBlUU Account: I'?lll Prograrn: I Values
buttons)
\écc’( Title Ad) Budget NYTD Activity Commitments Avwail Bal Vertical
7111] Supplies 40000, 00 55529, 80 0.00 —l\§829.80 SCfO”bar
7113 Participants S 10000.00 -23350.00 0.00 333\0.00
7181 Labh & Instruct 7500.00 100,00 0.00 7400
7311 Trawel Expense 10000, 00 6455, 16 0.an0 3541.8 F|e|ds
7711 Irvestnent Man F500.00 975,00 0.00 65%5.00
Total: 75000.00 40012, 96 0.00 34957\ 04
\ -
Record Count Rollback | \EXi Eunction
Buttons

Account Code.
Count: *5
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Getting Around in Banner

DIRECT ACCESS

# Banner2000 _ (O] x|
In addition to using the Action Dption:  Field Help  \Wwindaow
Personal Meny yogu can also E[@ ]S *EI%I%I%IEIEI’Iﬁ‘l@ﬂl%@_ﬂlIEE s [B0 [ = il
access forms using the & WPl !EI
“Direct Acces$ method.

Parsanal Menu Direct Access: IW'PIFOPL|
Enter the‘orm code(i.e. v FRS Translationafl® =
WPIFOPL ) in the box Manage the wPI FR5#PDAPAL Lookup Form (WPIFOPL)
labeled “Direct Access” (text Enterprise . .
will automatically appear H iy 1? Balance |n_fl:lrmﬁl|l:ln Menu
3 ansaction Information Menu

capitalized), after typing
press th&ENTER key on
your keyboard.

Yendor Information Menu
5 Grant Information Menu
Hatr ate 2 Finance Reports Menu
You do not have to be on a “ Educate
specific menu to use the
Direct Access method. l.e. a
user could be in the Alumni
Development module, and
wish to bring up a Finance Forecast
. to Enroll
module form. Simply enter
the Direct Access code and
press the ENTER key.

Man to Fund Personal Menu Send Message Exit

Enter the object name; press CAUERY for messages. LIST for listing.
Count; *0
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Using the Menus

To access a Banner menu, click the menu item. A drop-down menu will appear. Select
(click) the menu item.

% FPrevious

0

Elear

i
For example, to perform.%] NEXT BLOCK , you can click on the word “Block” in
the menu bar, then click “Next” in the drop down menu.

Using the Toolbar Buttons

You can perform functions using your toolbar. Place your mouse
over a toolbar button. A “tooltip” should pop up telling you what
Mewt Block the button name is. Click the button to perform the function. For

i i
example, to perform.%] NEXT BLOCK click the.%] button.
"Manu DirectAccess:  Below is a diagram of the buttons and their function names:

3 Translation Menu
/Pl FRS/FOAPAL Lookup Form (WPII

ulable Balance Information Menu

STAMDARD 1COMS

Insert Enter Cancel Pt Mot {'i'.l|}51 [
Save i\q-: el l.'{ 185y l.'{ 1y r'EF R RLLE| H'l\ k PO li-:l mesita li{l
_Iﬂl*'!*'lﬁl%|@<!+'l+'!?*iFfﬂ_l_lJﬂ
Rl I :'u ke hr«u Ve E \-.'c ite  Prew |m : F’F "r nt *:.hn'.'.
Recped Chuery Rero 'ilul,l Ry

! From On-Line Banner Documentation, .h 2.L.J in g B. nn r 2000, pg. 31
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Using the Keyboard

You can also perform functions with your keyboard as well.

For example, if you wish to perform

tl
NEXT BLOCK , you can press theTRL+PAGE DOWN keys simultaneously.

For a listing of the key combinations, click 1%' SHOW

KEYS button while you are in a form.

04/02/99

Function Kew
A pplication Wenu Girl+,
ancel Esc
lear [tem Girlay
ount Query Hits Shift+F2
[ebug Mode Girl4?
Delete Backyward Backspace
Display Error Shift+F1
Down Girld
Down Down
Fxit Girlg
Laft Left
List of Yalues F3
Previous Manu GtrlEnter

10




Scrolling in a Form

Occasionally, more information will be available in a windowpane than can fit. In this case, a scrollbar may appear
in order to scroll throughout the form. To scroll, place the mouse over the scrollbar:

E}f‘ Banner2000 M=l
Action  Edit Optiorz  Block  Field Becord Query Help  Window

80| =[ =0 &/@: 3

# Detail Transaction Activity Form [FGITRND 3.1)[Upgrd)

Click the down or
up arrow to scroll

CEEd =y Indexl Fundl D | AEED | Prag | AiEh | W] |Prd 0 Cmt vertically
1 |as | |11001 IBlDD |?111 |410 | I_ IS_I_

Acct Orgn Prog Date Type Document | Fld Arnount D/
g100 410 05-JUN-1925 [EDOL Jo000354 OED 20000, 00 |+_ 1=
7111 g100 410 Z7-MaY-1995 INHI 10000174 IE 6. 26 |+_
7111 aloo 410 14-MaY¥-1995 INHT I0000172 IH 150,00 |+_
7111 G100 410 14-Mav¥-1995 INHI I0000173 IH LE 25000, 00 |+_
7111 [so0 | [aio lamay-1s9s |mmr | [Tovooi7s | [ro zso00. 00] [+]
7111 g100 410 14-May¥-1995 INHI 100007z IE 150.00 |+_
7111 aloo 410 14-MaY¥-1995 INHI Iooooles IH 500,00 |+_
7111 aloo 410 15-MaY-1995 INHT Ino0oles IH 500,00 |+_
7111 &100 410 12-MaV-1995  |DCSR | [HO [V TD -75.00 |—_
7111 §100 410 lz-MaY-1995 |JEL6 | |TOO00ZE1 500.00 |+_ =]

iy I ST otal ez C?Iick the left or
right arrow to scroll
Total | Document Queny | Encumbrance Detail Raollback Exit horlzontally

Press Key Dup Item for document query farms; Count Cuery for encumbrance detail
Count: 10 W
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Querying

You can ask a question --or query-- many of the forms to find information in Banner.
Before you perform a query, it is important to know how to formulate the query. There are several rules:

* Queries are literal and the system is case sensitive
(use of upper and lower case letters)
* The percent sign (%) stands for any amount of characters
* The underline () stands for one (1) occurrence of a character
» Boththe % and _ signs are callsiddcards

Enter this query: To get these results:

%1A% All entries that contain the characters 1A

1A% All entries that begin with the characters 1A

%1A All entries that end with the characters 1A

1A% All entries that have 1A as the second and third characters

1. For example, in thBudget Availability Status
Form (FGIBAVL) if you want to query to find a

Account LOV

specific account, Click t
button (List of Values)

| Tiss gy Mo T TIL Aoy (= W el Diid
L |
A e Corsl i [ g
[ L] i Tilly o Tuiid 1T [
::.'\- |rasn somiaa :::E: :-r-il_"
ofl ] roll il 5 o sy —
1 Fagunil [ ]
0 Travioes Lew e 00 1 [ [ [iF Tvlsl I I
:‘ :”.-. ol a8l 2l ol == | Poles: | Ew |
:_ ::.-.:h.; : : : :: et Fupal L i vk Do
= "'I"_-_‘_'_____ Cori:
ol e ol il o ol e e
| [Faabs Ervcmntiard O = %l
a o TN TP TH) (TR ol W 1 (0 2. ENTER QUERY
m P T rerE— I el =
E“ Es
con o v BN o T TR
e [Feze I H E N L
; wiofl s o] | e
- T N W Y - —
= e L e
-  — — — e .—
n e e __II__
3. Enter the texSupp% in the Title field - = ot
: DR EEE——
= : —LEEFE=—
4. _|EXECUTE QUERY = mial el 3l = Em—" w—
EEEEEEEEEEEEEEEEEEEEENEEEEEN [ L L L]
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5. The “answer” will now appear. Click the record you
=elect

want to select. Click t button, to return
S Do o Sy Terrmaers to the prEViOUS form.
COE G Tk T Eatiw € g T [ [
n r— T L L] & F O _I_I_ =
T =zt nll ol ol of of el e
T epwait marm-Tee (1] [ [ B hamannnil
0 Smpars cit-bnm [0 7 [ I_I— linmnnnnif
[T WE_T TN N o = s
_ L UHHH LRI
_ S F—— Chan N el | TETH |
" -+t FF—F— == |} |
‘ mErEE ] | e | — b e ke
[~ mEEIEIE Il | o b =] = m“hll |
_ i) A Sk | I SRR | A
|_|— = Cowndigss xR | g | Ao | Frijem
Samcy. | Folsas | ma |
| T gy Mo T Ay [T il D
I =
L) :
|
amiff E
| | | =
Tomi |
Lol | _Ea |
-E‘F-uﬂ.ﬂ_
The account will now list in the Account box.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm 13

04/02/99



Changing Your Password

You will be prompted every sixty (60) days to change your password. Passwords MUST be at least eight (8)
characters in length and are not case-sensitive (use of

Saln. b Frioy kB Rt i 1A iekn upper and lower case letters).

e e g e R T I 1 -
1. Enter your old password

Oardie Potswad blaibbeis

2. Enter the new password

Enimr @ mee pasweord for ibe Passsr gpabes. bbem press COEEIT
:-- E-v!l-lnl -II"-I.-I [ :I :I-w:ll:l--l:r-vl—r-! -\..: iengih . .
o Liimp By i i SEARRBAN 3. Enter the new password again to verify
[f pra do mat thisk pod hees 8 OOONIT bew. prsan TiD afcer the

Pariiy pemrsord. thas prewn b wpece bar

4. Click the Change Pessward |button to
complete the password change.

0l Pswwmnd I

Piw= B gy v |

[ITRE Ty FR— |

. You
Ll 'ﬂJ will be
Sl

prompted with a message indicating that your password has been
successfully changed.

Bearmr P Hpsigagmy

Istar & paw paasycod for ibs Beuesr spateas. then posas CORHIT
The passered sRIETr L L e g % e
[he Benulp pmass

------
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Logging Out of (Exiting) Banner

2 Banner2000 =l

Action Optorns  Field Help Window

To exit Banner, click on the BREE R EE RN ENT S -
Edi | button. | EAE =13
You will be prompted with a

message asking “Do you Personal Menu Direct Access: |
really wish to quit?”, click »  FRS Translation Menu -
Yes »  Available Balance Information Menu
the—_l button. Banner
will close, and you will be »  Transaction Information Menu
: F
returned to the desktop. > VRS E
3 G
Fi & Do you really wizh ta quit?
2 |
Student ves |
Financial Persanal Menu Send Message Exit |

Enter the object name; press CAUER'Y for meszages. LIST for listing.
Count: *0 <List>
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