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Logging in to Banner 6
When you access Banner 6, two web windows will open. A window titled “IN Banner” will
appear first and begin loading the plug-in needed to actually run Banner. Once that is finished, a
second window will appear with the actual Banner program. Both windows must remain open
while you are using Banner — if you close the window titled “IN Banner”, you will lose your
Banner session. To log in to Banner 6: —_— =
1. Access the Banner 6 web page at
http://banner.ccsu.edu
2. Click on the Banner Production —
Internet Native Banner link
3. At the Login dialog box, enter your
Username, Password and CPROD in
the Database field (use the Tab key to
move from field to field).
4. Click on the Connect button and
Banner’s Main Menu will appear.

Navigating to a Form
There are various ways to navigate to a form in Banner: using the Main SCT Banner Menu, the
My Banner Menu or the Go field.

& Oracle Developer Forms Runtime - Web E”E‘rz|
File Help Window

@ General Menu GUAGH

ML 6.2 (cPRODY

My Banner Go: - N DEEEE
Menu™ J Wy Blanner Stﬁ?ﬂ:\ Advancement Financial Human Resources  Financial Aid 14

‘ir*Student [*STUDENT]
Ly T-Advancemem [FALURMI

- Financial [FINANCE] Go field

’lf-Human Resources [*HRS]
‘lr*Financwa\ Aid [*RESOURCE]

+-eneral [FGEMERAL]

Main SCT
Banner Menu

Press EMTER to start selection or expandicaollapse menu.
Recaord: 111 . =05C
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Using the Main SCT Banner Menu
The Main SCT Banner Menu lists all of the menus in the Banner system. To use this menu to
navigate to a form:

1. If the SCT Banner menu is not expanded, click on the plus (+) sign next to or double-
click the SCT Banner menu. You will now see all of the SCT Banner menus (Student,
Finance, Financial Aid, Human Resources, Advancement)

2. Click on the plus (+) sign next to or double-click on the name of the menu you want to
open. You will now see a list of the sub-menus under the menu you opened.

3. Click on the plus (+) sign next to or double-click on the name of the sub-menu to open.
You will now see the form names in that menu and possibly additional sub-menus. To
open a form, double-click on the form name - the form will open and your cursor will be
in the Key Block.

SCT Banner “

Menu o [ N ojo =X

J My Banner Student Advancement Financial Hurnan Resources  Financial Aid

N

>
|| P

L-SCT Banner
_w -Student ["STUDENT]

1 S Course Catalog [*CATALOG] Forms
/ [ Basic Course Information [SCACRSE] /

~Basic Course Information [SCACREE]

Menu - Course Detail Information [SCADETL]

= Course Detail Infarmation [SCADETL]

- Course Registration Restrictions [SCARRES]

- Course Registration Restrictions [SCARRES]

[~ Catalog Pre-requisite and Test Score Restrictions [SCAPREQ]
[~ Catalog Pre-reguisite and Test Score Restrictions [SCAPREQ]
[ Catalog Schedule Restrictions [SCASRES]

[ Catalog Schedule Restrictions [SCASRES]

[~ Course Base Maintenance [SCABASE]

- Course Base Maintenance [SCABASE] |

Press EMTER to start selection or expandicollapse menu
Record: 111 =05C=

Using the My Banner Menu
The My Banner menu, located at the top of the Main Menu, is a menu that you set up to include
the menus and forms that you use most often. To use the My Banner Menu to navigate to a
form:
1. Click on the plus (+) sign next to or double-click on the My Banner menu
2. Double-click on the form name. The form will open and your cursor will be in the Key
Block.

(Note: If you have not set up your My Banner menu, the instructions for setting one up can be
found at http://www.ccsu.edu/bannersupport )
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Using the Go field
The Go field is the fastest way to navigate directly to a form in Banner. Each form in Banner has
a seven-character name associated with it, which you must know to use the Go field. To use the
Go field to open a form:

1. From the Banner Main Menu, click in the Go field

2. Enter the form’s seven-character name (i.e. SPAIDEN)

3. Press Enter. The form will open and your cursor will be in the Key Block.

Using Forms
Components of a Banner Form

& Oracle Developer Forms Runtime - Web

Menu Bar File Edit Options Block ltem Record Query Help ‘windaw

Horizontal Toolber —— R pel ErlBBIES il ol o e[ o

’;;‘?:3 General Person ldentification SPAIDEN 6.1 (cPROD)

Generate 1D :j{|

D | | N

Current Identification
1D: Marne Type:

Person Mame Information

Last Mame: | J
First Mame: I— J
I—

Key Block >

Block —»

Middle Marne:
Prefix: |

Suffix: |

Pref. First Marne:

Man-Person Marme Information

Marme: | J

Auto Hint

Status Line ————p|ID number; LIST for person; COUNT HITS for non-person; DUP ITEM 10 generate ID; DUPLICATE RECORD for Alternate 1D look-up.

Record: 111 =08C=

Standard Buttons on the Toolbar

Save Select Execute
Rollback Enter  Query Cancel View/Send Bookshelf Online
\ / Queg /Query MTsage K felp
3 El= EI%I = = el 2= | |

Insert Delete Previous / Ilwo:x
Record Record  Record Block Show EXxit

Next Next Keys
Record Block

=3
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Navigating in a Form

Next Block Function

To view data on a form, you must enter information in the Key Block, then perform a Next
Block function. A Next Block function can be performed several different ways:

> Click on Block/Next on the Menu Bar

»  Click on the Next Block icon @ located on the Toolbar

»  Press Ctrl + Page Down on your keyboard
Once you have performed a Next Block function, you can use your tab key or mouse to move
between fields.

Rollback Function
Performing a Rollback function returns you to the Key Block in a form. A Rollback function can
be performed different ways:

»  Click on File/Rollback on the Menu Bar

> Click on the Rollback icon J_l located on the Toolbar
»  Press Shift + F7 on your keyboard

Options Menu

Every form in Banner contains an Options menu, which used to navigate to different blocks of
the current form or to navigate to other forms containing related information. Click on the
Options menu, then click on an option to access it. You can also use shortcut keys to access
Options — press Alt+O to open the Options menu, then press the underlined letter to access that
Option. On SPAIDEN, for example, pressing Alt+O then the letter A will access the Address
block.

& Oracle Developer Forms Runtime - Web g@@l
File Edit
=

Block Ktem Record GQuery Help Window

EEBR & B Fe i B Ed [

= Current Name/D
"3 Gener; Alternate Names/IDg
Current MamelD Source
Legal Name

Systern Data Summary [GUASYST] |Abigail Jane Test J
Current Identification
[ 0000355 Mame Type
Person MName Information
Last Name: ‘Tgs[ J
First Name bigail J
Middle Mame Jane
Prefi: Miss
Suffix
Pref First Name:
Mon-Persan Name Inforrmation
Mame: | J
Current identification number; avertype to change; DUP REC for Source Info
Record: 171 =05C
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Customizing the Menu that Opens by Default

In Banner 6, you can customize which menu opens by default when you log in to Banner - for
example, you could have the Student menu or your My Banner menu open by default. To set
which menu opens by default:

1.

2.
3.

6.

From the Banner Main Menu,
click on File

Click on Preferences

Click on the Open Menu
Options button located at the top
of the Preferences Maintenance
form

Click in the User Default field
and enter an asterix (*) followed
by the menu name (for example,
*PERSONAL to set you’re my
Banner menu to open by default
or *STUDENT to set the
Student menu to open by
default), then press the tab key
to see the description

Click on the OK button. You

& Oracle Developer, Forms Runtime - Web Q@gl

File Edit Block Itern Record Query Help ‘Window

_l_l_lglﬁlilil@ FlEES = B Al Eas Bl _uJ

s (cPROD)

interance Form GUAUPRF 6.1.0.1

%5 General User Prefe

Display Options ] | Directory Optiors | | |

Open Menu Options

Description: ‘Emerlhe narme of your prefered stark-up menu

Institution Default ‘*MENU ‘Pruducts Menu

121

User Default ‘My Banner

oK Cancel

User-specific Startup Menu; press LIST for object search
Record: 1/68 =0SC>=

will receive a message saying your changes will not take place until you log off and log
back in to Banner — click on OK to this message
Exit Banner, then log back in and your settings will take effect

Showing Form Names

In Banner 6, you can set up the menus
to show the 7-character form names:

1.

2.
3.

From the Banner Main Menu,
click on File

Click on Preferences

Click on the down-arrow under
Form Name Display Option
Click on Display in Both Menu
Bar Options and Navigation
Frame

Click on the OK button. You
will receive a message saying
your changes will not take place
until you log off and log back in
to Banner — click on OK to this
message

Exit Banner, then log back in
and your settings will take effect
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& Oracle Developer, Forms Runtime - Web E@E\
File Edit Block [tem Record Query Help Window

__ J_I_IMEE@I jglﬁl@JJJJ_IJ_IJ J_IJ

s Maintenance Farm GUAUFPRF 6.1.0.1 (cFROD)

Toolhur Display Options

Directory Options | pen eru Ogtions | |

Farm Display Opiions

I¥ Display Form Mame on Title Bar

I¥ Display Release Number an Title Bar
I Display Wertical Toolbar

[+ Display Bubble Help I¥ Display Database Instance on Title Bar

Farm Mame Display Option
\Display in Both Menu Bar Options and MNavigation Fra. j

ok Cancel

Record: 171 - <08C>
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Exiting Banner 6
There are two ways to exit in Banner:
»  Click on File/Exit

»  Click on the Exit icon J located on the Toolbar

»  Press Ctrl + Q on your keyboard
If you are on a form, the Exit command will close the current form (or block if you are on a
block of the form). If you are at the Main Menu, the Exit command will allow you to exit
Banner. If you choose to exit Banner completely, you will first be prompted with “Are you sure
you want to exit this SCT Banner session?”, click on Yes to exit Banner.

SCT Banner

After exiting Banner, the web browser window titled “IN Banner” will remain open — you can
click on the Refresh button at any time to reopen the Banner window and log back in to Banner.
If you are completely finished with Banner after logging out, simply close the “IN Banner”

window.

¢} IN Banner - Microsoft Internet Explorer

J File Edit ‘iew \Favorites Tools Help

J 4=Eack - = - &) it | Q) search  [GFavorites £ #History ||%v =] -

J Address I@ http:ffcbannertl, cesu,edu: 7777 servletsife0serviet? config=bans
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