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Introduction to Ellucian Banner 9

This guide will introduce learner to the basic functions of Banner Administrative Pages,

including navigation, searching, record filtering, and record updates.

Banner 9 is the latest version of Ellucian Banner System designed for higher education.

Banner 9 is a web-based application providing new look and feel interface, new

functionalities, enhanced features and is compatibility with mobile devices.
Below are some highlights of new and enhanced features:

e Single sign-on: access multiple systems with a single login, without repeated
requests for login
e Enhanced navigation through Application Navigator for a seamless experience
e New administrative pages and reports
o Communication Management
o Faculty Grade Entry (import grades from existing spreadsheets)
o Advising Student Profile (Consolidates a student’s profile, education, and
career path on a single page)
o Employee and Faculty Profile
¢ Eliminate users’ browsers compatibility problems

o Works on all current browsers, such as: Chrome, Firefox, Safari, MS Edge
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Banner 9 Key Terminology

Below are some new definitions for Banner 9 that is different from Banner 8:

Forms Admin Pages or Pages

Blocks Sections

Next Block Go Button

Query Filters

Rollback Start Over

Options Menu Related Manu

Auto hint (messages at bottom left) Notification Center (messages at top right)
What Has Changed

Search Features

o The ability to find a page by its description

o Auto complete feature provides a list of items that matches what you are typing

Advanced Filter using language parameters

Multiple Record Views

Collapse of Sections within a Page

Some keyboard shortcuts

o Banner runs in a web browser, some keyboard shortcuts had to be changed while others
no longer work

o Visit https://itfag.aus.edu/faq/284 for a list of all Banner 9 Keyboard Shortcuts

What Has Not Changed

Banner URL address: http://inb.aus.edu

Banner Self Service: http://banner.aus.edu

My Banner personalized menu
Users’ security access to forms
Naming conventions

o SPAIDEN, SOAHOLD, etc.
Data elements

Tabbed folders within pages
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Accessing Banner Application
Banner 9 is accessible through any web browser using the same URL that of Banner8.
Steps to Login

e Open any browser, preferably: Firefox and Chrome or Internet Explorer (for users who
need to run in -house modules/reports)

e Inthe URL, Type: http://inb.aus.edu

e Login with your AUS username and password. If Banner does not accept your
credentials, contact your supervisor.
o Think wisely, before you tick “Remember me on this computer”

e C(Click SIGN IN

/AW AUS | piesdiais
N\l ] American University of Sharjah

& Username

& | Password

(O Remember me on this computer

SIGN IN %)
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Application Navigator

Application Navigator is a new tool on Banner 9 home page that offers seamless navigation
between Banner 9 pages and Banner 8 forms, without needing to remember if a form has been

converted.

Below is a sample of a Home Page.

Main Menu Panel

Main Menu Panel is located along left side of the Home page and it is always present all
the time. It contains:

e Menu icon is a toggle switch, when clicked it displays the name of the main menu

panel and when clicked again it closes the menu. It includes:

o Dashboard icon: used to return to landing page from any where in the system

o Applications icon: used to display Banner, My Bnner, and Banner SS menu

Search Option: used to find pages and forms

o Recently Opened: displays a list of recently opened pages and forms

o Help: displays online Help for Banner 9 Adminstrative applications

o Sign Out: used to Exit the system

¢" Important Note:
» Always Sign Out when closing Banner instead of closing your browser
» Ensure not to allow browser to save your credentials

I O DoEEH o

@ Ms.Awa o Profile icon: displays the name of the user currently logged in the system
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Search Box

Banner Navigator screen offers a “google like” experience for navigating throughout Banner

Admin pages and workflows using search box.

You can Search for pages by typing the descriptive name of the page, or the seven-acronym for
the page. As the search data is entered, Banner will retrieve potential matches. Click on the

desired page name to display the page.

Keyboard Shortcuts

An icon at the bottom of the home page offer some of the main shortcuts used to navigate

Banner Admin pages. Banner Admin pages. Visit (https://itfag.aus.edu/faq/284) for a list of

additional shortcuts.
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Accessing and Navigating Banner Pages

Banner admin pages can be accessed using any of the three navigation buttons.

1. The page Applications Button E
2. The Search Button E

3. Home Page Search field ‘

These options allow you to search for a page using the page name (e.g. SPAIDEN), parts of the
page name (e.g. AIDEN) or the page name description (e.g. Person).

As the information is entered in the Search field, the system displays the matches. Use of the

full-page name provides quick, direct access.
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Banner Page Display

Banner 8 form displayed many parts of a Banner form including the menu bar, the toolbar, and

the key block.

Menu Bar

Toolbar

m: | -
[ Telephone | Key Block
Country Code Area Code Phone Number Extension
Telephone Type: B ‘ | ‘ =
International Access: [ Primary " Unlisted [ Inactivate
Comment:
Address Type: B Sequence: EI Activity Date: ‘ User: ‘
Country Code Area Code Phone Number Extension
Telephone Type: [T ‘ | ‘ ‘
International Access: COPrimary [ Unlisted CInactivate
Comment:

Address Type: [T Sequence: ’7"? Activity Date: ‘ User: ‘

Country Code Area Code Phone Number Extension
Telephone Type: F ‘ | ‘
International Access: COPrimary O Unlisted M Inactivate
Comment:
Address Type: 7F Sequence: FF Activity Date: ‘ User: ‘ -

Banner 9 initial page display only the key section. Full data page is only visible once the record

is identified and upon clicking the GO button.

=

General Person Telephone SPATELE 9 3 (PROD_8)

o [ - |

Get Starled: Gomplete the fields above and click Go. To saarchhy\wlsss TAB from an ID field, enter your search criteria, and then press ENTER

Key Section

X General Person Telephone SPATELE 9.3 (PROD_9) ApD B ReTREVE  JhrclaTED  XE

ID: @000

ellucian

Telephone

™ TELEPHONE

Telephone Type *

Country Code

Area Code

Phone Number

Extension

M« (oo W

1 v PerPage

International Access

Comment
Address Type

Sequence

Unlisted Inactivate

@inset @@ Delete WgCopy ¥, Filler




Basic Navigation

The basic navigation of each page includes the page header, key section, sections, some

action buttons and notification centre.

Add/ Retrieve: Related: Tools: .
Close Page Related to BDM Link to relevant pages :E-'fdate, Print,
port...
IEl| General Person Identification SPAIDEN 9.3.11 (PROD_9) ADD B RETRIEVE JLRELATED ¥¥ TooLs
ID: GENERATED Start Over
Current Identification Alternate Identification Address Telephone i i E-mail Contact Additional Identification §_
~ IDENTIFICATION [Efe D60 LGy [ Nefs Roll back
0 [GENERATED | NameType [ |
~ PERSON I Insert @ Delete T Gopy | Y. Filter &
e [ ]
Last Name [[] = s [ Record
First Name [ (=] Preferred First Name | ) Maintenance
Middle Name ] Full Legal Name [ )
™ NON-PERSON E3 Insert (@ Delete ¥ Copy . Filte:
Name |
™ 1D AND NAME SOURCE E3 Insert (@ Delete ¥ Copy . Filte:

Last Update
Origin
Original Creation
User Create Date

Previous Section Next Section

Page Header

Page header is the first ribbon across the top of the page and it includes several action

buttons:
The X Button - Close Page

Clicking the X button in the upper left corner of a page will navigate back to the Home Screen.

Button can also be utilized to cancel a filter/query within a page.

Page Title

Displaying the page descriptive name and its seven-character acronyms.

Add and Retrieve Buttons

These Buttons are related to Banner Document Management (BDM). It is used to attach, or view

related documents.
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Related Button

Buttons that allows you to link to other pages that are related to your process or module.

Tools Button
Tools button allow you to access additional tools and options.
The content of a particular page tool items may change depending on the page you are viewing.

Note. Related and Tools menu options have replaced the menu across the top of Banner 8 pages.

Key Section

The first section on most pages contains key information.

The key section determines what data is displayed on the rest of the pages. Once the

information is identified click the GO button to view full data page.

You can return to the key section, when you are in the body of the page by clicking the Start

Over button.

Page Sections

Each Banner page contains sections (or blocks) of additional data for the key information.
Buttons in the page header, section headers, and at the bottom of the page offer quick access to

some of the Banner tools necessary to work on records.

e Each section has a header with descriptions

e Each section has action buttons for record maintenance

e Sections can be expanded or collapsed by clicking on the arrow on the far left of the section
e Navigate through sections by clicking the harder tabs or by using the Previous Section and

Next Section buttons at the bottom of the page

3 General Person Identification SPAIDEN 9.3.11 (PROD_9) ADD B RETRIEVE 2% RELATED 2 TooLs

ID: GENERATED EEETTTED
_mail Emergency Contact Additional Identinication
] B Delete T Cop!
1D [GENERATED | Name Type [ =]
Opsnsou insert @3 Delete  Tm Gopy | . Filter
Prems [
Last Name [[ T] sum [ ]
First Name | [ )| Preferred First Name | ]
Middle Name [ ] Full Legal Name | ]
OMOHVDERSDN €3 insert @ Delete T Cop:

Name |

(1o anp name source G3insen @ Deicte " Gop
Last Update
origin
Original Creation
User Create Date

== e
e

ellucian |




Record Maintenance

Record maintenance within a page is executed using the action buttons: Insert, Delete,

Copy, and Filter. The Action Buttons appear within each sections of page.

ID: GENERATED
Current identification Alternate Identification

~ IDENTIFICATION

ID  [GENERATED

~ PERSON

Address.

x General Person Identification SPAIDEN 9.3.11 (PROD_9)

Telephone Biographical

Last Name [

First Name [

Middle Name [

~ NON-PERSON

E-mail

Name [

T ID AND NAME SOURCE
Last Update
Origin
Original Creation
User

Previous
Next

Scroll Up
Scroll Down
Clear
Remove
Insert
Duplicate
Lock

EBaE=

eral Person Identification

E”Bijlam,

cation

Current Identifi

ADD B RETRIEVE S RELATED  ## TOOLS
Emergency Contact  Additional Identification
Einsert B Delcle Ta Copy | . Filter
e W P
I Insert 3 Delete ¥m Copy . Filter
Prem:
Sufmx
Preferred First Name [ ]
Full Legal Name [ ]
|2 et B Delete T Copy | ¥ Fitte
|5|.—;e— @ Delele  ¥m Co Y. Filte
Create Date
savE
ellucian

.3.1 (PROD) :r

i Address Telephone

Eiographical

Generate ID: @

E-mail

Emergency Contact = Additional Identification

m: [

Name Type: |

]

Person

Last Name: ‘

]

First Name:

Middle Name: ‘
Prefix:
Suffix:

Preferred First Name:

Full Legal Name: \

ID and Name Source

Last Update

User: |

Activity Date:

Origin: |
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Buttons

Banner 9 pages includes some other action buttons.

Button Description

Allow you to move to the body of the page after initiating the key
Go .

section.

Allow you to roll back to the Key information section of a page.
Start Over

Including Previous Section and Next Section control buttons which are

Section Navigation .
g used to move between page sections.

Allow you to save changes on the page. It is located at the bottom right

Save corner of the page.

Message Notification Window

Notification Center (messages at top right) in Banner 9 has replaced Auto hint (messages at

bottom left) in Banner 8.
Warning can be cleared by clicking the notification number.

There are four types of warning messages:

«“n

1. Error Notification - Will display “!” in a circle when message is displayed.

o *ERROR* An 1D number or '"GEMERATED' must be entered for
this function.

«:n

2. Info Notification - Will display an “i” in a circle when message is displayed. May display an

OK button that you must select to continue

| ﬂ Atfirstrecord.

3. Success Notification - Will display a checkmark in a circle when message is displayed.

o Saved successiully (1 rows saved)

o

4. Warning Notification - Will display a “!” in a yield sign when message is displayed. Will

also display buttons, Yes/No/Cancel, that must be selected to continue.

Banner
Do wou weant to save the changes you have made?

m Cancel
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Search and Filter

Searching for a record can be initiated using the Search Button, located to the right of the ID

Number entry field, inside the Key Section.

This allows users to add filter fields to restrict the queried data and return specific records in

searching by Person or Non-Person.

X Hold Information SOAHOLD 9.3.8 (PROD_9)

3| Option List X

Person Search (SOAIDEN)

Non-Person Search (SOACOMP)

Filtering replaces the Query feature of Banner 8. You may filter data in a section if there is an

active Filter icon in the section header. It is located on the top right of the section header.

X | Hold Information SOAHOLD 9.3.8 (PROD_9) ADD B RETREVE g RELATED ¥ TOOLS

ID: @0000
~ HOLD DETALLS Insert (@ Delete i Copy

Hold Type * Hold Type Description Reason Release Indicator From * To * Origination Code Description Created User

[ [~] Advising Hold Test2 0 17MO0R2018  31/12/2009 AALALAMI

cF Certificate Hold 17402018 3111212009 AALALAMI

AD Admission's Hold Test ] 16102018 3111272099 AALALAMI

Record 1 of 3

Banner has enhanced filtering with the use of language parameters. The available operators

depend on the type of field (numeric, alphanumeric, date, check box, or other.)

Some filters tip:

e There are two type of filters, Basic Filter and Advanced Filter.
e Filters are case sensitive

e Multiple fields can be selected to narrow results

e Select the appropriate operator from the drop down

o Enter a value type that is consistent with the chosen filter

e Wildcard (%) can still be used to filter when using language parameters: Like, Starts
With, or Ends With.
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Record Navigateion

Admin pages that have multiple records associated within a page are identified by the Page
Navigation Buttons located on the bottom left of a page. The number of records associated with

the page is displayed.

Page down and Page up is also an option in moving between records within a page. The side scroll

bar is no longer an option.

7 Record 1 of 113

First Page: Navigate to the first page of records

Previous Page: Navigate to previous page of records

Record: Quickly navigate to a specific record by entering the record number
Next Page: Navigate to the next page of records

Last Page: Navigate to the last page of records

Per Page Drop-down: Change the number of records displayed on screen

N o ok w =

Record Count: Shows which record you have selected and the total number of records

Sorting

Filter results for a field can be sorted in ascending or descending order by clicking on the field

label in the column header. You can reverse the sort order by clicking the field label.

Term Code Validation STVTERM 9.3.6 (PROD_9) ADD B RETRIEVE Z&RELATED i TOOLS
¥ TERM CODE VALIDATION H:= Insert [@Delete FmCopy ¥ Filter
F Active filters:  Academic Year: 2019 @ Clear All (<]
Term *  Term Description * Term Start Date * Term End Date * ITerm Type  AcademicYear*  Housing Start Date * Housing End Date * Financial Aid Process Year Summer
asa
L Summer 11 2019 28/0712019 29/08/2019 M 2019 28/07/2019 30/08/2019 2019 k4
201930 ummer 2019 11/06/2019 2410712019 M 2019 10/06/2019 271072019 2019
Q 201920 SNing 2019 27/01/2019 22/05/2019 s 2019 17/01/2019 25/05/2019 2019 D
201910 Fall X018-2019 02/09/2018 201122018 T 2019 23/08/2018 241122018 2019 ]
< >
[ %
- Record 1 of 4
?
a Term * @ Term Desgcription * Term 5tart Date * Term End Date *
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Access Banner 8 In-House Forms / Reports

Banner 8 in-house forms and reports, can still be accessed, following the below steps:

e Login to http://inb.aus.edu using Internet Explorer web browser

e Type the name of the required form/Report in Banner Search box

e  Within banner 9 Navigator, you will be direct to Banner 8 environment
To go back to Banner 9 Home page, click the Dashboard icon in the Main menu panel.
Example

To print a student’s schedule, type in SYSTDSH to be directed to the Banner 8 form.

File Edit Options Block Item Record Query Tools Help

(AvE BREBRE 9% ZE@E @ &

‘7 Student Schedule Report SYSTDSH 8.0 (PROD_9)

(B E T @ @0 X

Select Report: Student Schedule Report

Term Code: [summer 2019

Level Code: [arL (2l Levels

College Code: [aLL (2l Colleges

Major Code: [aL (all majors

Student ID: [ \

Sort Key: [callege/stugent 10 -
Generate Text File: |No -

Report Format: PDF ©

it AUS | s Uameriy of Shaman
'\_\kt = American University of Sharjah
-

14 |Page


http://inb.aus.edu/

Help and Support

Additional resources to facilitate the transition from Banner 8 to Banner 9 have been

organized using the following links:

o ITFAQ: https://itfag.aus.edu/fag/banner9

If you have specific questions concerning Banner upgrade, please send an email to

banner9@aus.edu.

If you experience any problems please contact the IT Service Desk: 06 515 2121 or

email to [TServicedesk@aus.edu.
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