Banner 2000 Software Support and Training

Banner 2000 Search Procedure Manual

Searching for a Person in Banner:
Performing an extensive ID/Name search for a person’s record in Banner is extremely important. Below is the 4-step

search process that must be followed for every person search performed in Banner.

The search procedure can be used on any Banner form that contains an ID/name field.
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ID/Name Fields:

Step 1. Search by Full ID.
» O Enter the person’s entire ID into the ID field and press the enter key on your keyboard.
» 0 If there is a match on the ID, the person’s name will appear in the name field and you have completed your
search.

*ERROR* 1D is irwealid.
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» 0 If no match was found the following message will appear in the Status Line
you must proceed to Step 2.

Step 2. Search by Full Name.

» 0 Make sure the ID field is blank. Press the Tab key on your keyboard to move the cursor to the name field.

» 0 Enter the person’s full name in the name field and press the enter key on your keyboard. (Enter the last
name followed by a comma, and then enter the first name. Example: Smith, Mary. This search feature is not
case sensitive.)

» O If one match is found the person’s name and ID are returned to the form.

» O If more than one match is found, the ID and Name Extended Search window appears, see page 3 of this
document for more details on the extended search window.

*ERROR® Mame iz invalid.

> ] If no matches are found the following message will appear in the Status Line Figcord: 141 and

you must proceed to Step 3.

Step 3. Search by Partial ID.

» 0 Enter a partial ID into the ID field, using the Oracle wildcard % for any number of unspecified characters, and

press the enter key on your keyboard.
Example: 21%

» 0 If there is one match on the partial ID, the person’s name and full ID are returned to the form and you have
completed your search.

» 0 If more than one match is found, the ID and Name Extended Search window appears, see page 3 of this
document for more details on the extended search window.
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*ERROR 1D iz irvealid.
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» J If no match was found the following message will appear in the Status Line
you must proceed to Step 4.

Step 4. Search by Partial Name.
» 0 Make sure the ID field is blank. Press the Tab key on your keyboard to move the cursor to the name field.

» 0 Enter the person’s partial last name in the name field using the Oracle wildcard % for any number of
unspecified characters, and press the enter key on your keyboard. (This search feature is not case

sensitive.)
The format for searching using the name field is last name, first name, and middle name with a comma

between each part of the name. Spaces are optional.

Examples: smith,J%  will return all ID’s with last names “smith”, first names starting with “J”
mag%, p% will return all ID’s with last names starting with “mag”, first names starting with
HP"
%,Barbara will return all ID’s with first name “Barbara”

» O If one match is found the ID and name are returned to the form.
» O If more than one match is found, the ID and Name Extended Search window appears, see page 3 of this

document for more details on the extended search window.
*ERROR® Mame iz inwvalid.

> ] If no matches are found the following message will appear in the Status Line Fiecord: 141 and
you should repeat step 4, searching other variations of the partial name.

If after an exhaustive search using the four steps above to search for a person in Banner, the person is not found, it is
now evident that the person does not exist in the Banner system and if appropriate the person can now be added to the

Banner system.
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ID and Name Extended Search Window:

Search Results Click to pull down Number of Matches
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The field to the right of the Search Results field shows the number of matches that matched your search criteria. To
select an ID/Name from the multiple matches, follow the procedure below:

* 0 Pull down the list of matches by clicking on the Down arrow E in the Search Results field.
Note: Previous names and ID’s are indented under the current name and ID.

*» 0 Scroll to the desired name and ID.

* 0 Click the desired name and ID. The name and ID are returned to the form.



Advanced Uses of the ID and Name Extended Search Window:

You have the following options to further reduce your search results using in the ID and Name Extended Search
window:

» [ Select the radio button for Person, Non-person or Both to reduce the search results.
» O Enter your search criteria in the any of the fields in the Reduce Search By window and click the Search

Button (ﬂ) to execute the query.

Detail Buttons Radio Buttons Click here to close.
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To access a specific search form from the ID and Name Extended Search window, click the

Person Search Detail button FERER SESEn PEED EI to access SOAIDEN.
or

MHaon-Perzon Search Detail: E?I

click the Non-Person Search Detail button to access SOACOMP.

The associated search form will appear, either SOAIDEN or SOACOMP.

The ID’s and Names that are displayed on the form match your original search criteria. If you want to refine your

Search, perform an Enter Query function@. The following dialog box will appear:



Extended Search Alert Box Ed
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{ Entend your current query | Start a new queny I

Click the Extend your current query button to add additional criteria to your search or click the Start a new query
button to discard original search criteria and start a new search.

After you click on of the buttons in the dialog box the form is cleared. If you are adding additional search criteria, the
original search criteria remain at the top of the form. You can now enter your new or additional criteria in the desired

fields using the Oracle wildcard % where appropriate, and perform an Execute Query function, @l

You may also choose Search Using “Sounds Like” or Search and Display More Detail from the Options in the
Navigation Pane to the left of the form.
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If you choose to search by Sounds Like the following window will appear on the search form. As long as the first letter of
the name search is correct, you will retrieve names with a similar pattern of characters.
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If you choose Search and Display More Detail the form SOAIDNS will appear. SOAIDNS gives you detailed
information associated with the chosen ID to further help you confirm that you have found a match on the person you
were searching.
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Searching for a Person Using Specific Search Forms:

You can use product-specific search forms such as SOAIDEN to search the database for a person’s record. The search
procedure can be used on any Banner form that contains an ID/name field. (As shown in Figure 1 on page 1 of this

document.) Click the search button (ﬂ) that appears to the right of the name field.

If there is more than one search option, an Option List window will appear.
Single click on Person Search.

%"g" Option List

Perzon Search

Mon-Person Search

Cancel |

When the search form appears, enter your search criteria and perform an Execute Query function (EI). Double click
the desired ID and the name and ID will be returned to the calling form. You can search for a person using by ID, Last
Name, First Name, or Middle Name. If you do not want the search to be case sensitive make sure you click No on the
bottom left of the form to the question, Case Sensitive Query?
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