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Stephen F. Austin State University

Section

Overview
A

Session Overview

Introduction This manual is intended to provide you with the basic knowledge for
accessing Banner and setting up shortcuts.

Prerequisites The following are prerequisites for completing this session:

> NONE
Expected At the end of this session, participants will:
Outcomes e gain knowledge of how Banner works.

e know the basics of navigating through any Banner module.
e be prepared for future use of Banner.

Learning Guide Icons

In this Banner training manual, watch for these icons to highlight
important information.

,1‘:1; Indicates an important trap to

2 avoid. @f Indicates a shortcut or tip.

s« . Indicates an important warning Indicates hands-on
regarding the form or data entry. ( exercise or activity.
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Stephen F. Austin State University

Section
Banner Information B

Background

Banner is the administrative software system for Stephen F. Austin State
University. Banner is an “integrated system” for Finance, Human
Resources, Financial Aid, and Student which means information is shared
between the various systems, eliminating the need to duplicate data entry.

Access To Banner and Password Reset

Upon first login, use your ‘mySFA’ user name and the generic password

At ‘newone’ (all one word and lower case.) You will be prompted to change
p the generic password assigned to a unique password on GUAPSWD.
P Passwords must be a minimum of six characters, can be alphanumeric,

and cannot contain special characters.

PASSWORDS WILL EXPIRE EVERY 90 DAYS.

SEE SCREEN SHOTS ON FOLLOWING PAGE

window ORACLE S ihe 21T B
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Stephen F. Austin State University

Oracle Developer, Forms Runtime - Web

Window ORACLE

% 34 Find -
Cc. AoBbCcD:¢ AaBbCcDi AaBbCeDi a g
- 5. Replace
itle  subtie Em.. Emphasis  Intense E.. - Change

3 7 Styles~ || b4 Select~

Editing | |

Old Password: ~ [Freeeer

Mew Password:  [FREees

******

()

Page:1ofl | Words:0 | 5 |

iy start (S b 0 ards ... T Banner Navigation ... T DocumentL - Micros... T Documents - Micras... | /- Oracle Application 5. .

Types of Banner
INB (Internet Native Banner)
Online Services

INB (Internet Native Banner) INB is a web-based interface that will be used
primarily by administrative staff. It will not be used by
students and instructors.

Online Services Online Services is the counterpart to what we have

now in ‘mySFA’ under ‘myservices’. It will be used by
students, faculty, and staff for personal, class and
finance information. Online Services will be accessed
through your ‘mySFA’ account.
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Stephen F. Austin State University

Section
Accessing INB Or Online Services

Go to: http://www.banner.sfasu.edu
Click on the appropriate link

©) Mozilla Firefox

file Edi Wew Hstory Bookmarks Tooks  Help

@ - tar [ 1 | nttpebanner.sfasu.edui e - |- P

[ 2] Most visited 4 Getting Started 51| Latest Headines | | Customize Links | | Free Hotmail | '] My Vahoo! | ] Windows Marketplace | '] Windows Media | | Windows | | ¥ahoo! Answers | | Yahoo! Downioads | | Yahoo! Mai | ] ‘ahoot

k3

Stephen F. Austin State University

Banner Production

Internet Native Banmer
This link will open two new windows which must remain open during your Banner session.
Off-campus users must run the SFASU VPN for access. Click here for more information.

For techmical support issues, please contact the Help Desk at 936-468-1212.

Self-Service Banmer (SSB)
This link will take you to mySFA where you will logon, click the myServices Tab, and click on Self-Service Banner.

Banner Documentation

Done

iy start [ eDick(H:) | B 10 General Banner

| T Banrer Navigation M., ¥ Mozl Firefox

EG® "Bl uem

Enter your Username and Password and click connect.

wnaow
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Section
General User Preferences D

GUAUPREF - General User Preferences Maintenance Form
Or Go To ‘File’, ‘Preferences’

This form is used to change your Banner

Color Settings
Display Options
Directory Options
My Links

Menu Settings

Once you have made your selections/changes, Save, then
Exit form.

Depending on the changes you have made, you may
have to completely exit Banner and reenter to see your

i Oracle Developer Forms Runtime - Web: Open > GUALPRE
File Edit Options Block lem Record Query Tools Help
BB CH W R O &
antenance Form GUAUFRE [2 (FROL)
Uirectory Upbons My Links Menu Setings
Display Options Usgar Intarface Coler Sattings
[ Display Form Name on Title Bar Description: |Fnter the RGF malne e far nnn isnnic: botons -
e e Default Value: [rPnagznaniaz
¥ Display Form Name on Menu
lispr Walup: | EI
Iv Display Release Number on Title Bar
Description; |Errter the RGE color code for the canvas.
[ Dixplay Dalabrase Instance vn Tille Bar Default Value: |r2559255b255
User valug: [r255g255h255 =
Alert Options Description: |Ervlsr the RGE color code for codeidescription prompts
Default Value: rignbn
[« Prompt Before Exiting Banner lser Waluga: | |ﬂ
v Display Additional Confidential Warning Description: |Ervter the RGE color code far the menu links canvas:
i Defautt Value: [r2559255n255
v DIsplay Additional Deceased Yvarning
user value: | ’E‘
Description: |Enter the RGE calor code for the menu kroadoast messags canvas.
Default Value: [r7a502Ra02a5
User Walue: |r25502550255 = =
Checkto have form name display on window title |
_Record: 111 | z | <osC=
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Adding Personal Links

Stephen F. Austin State University

From GUAUPREF, click on the My Links Tab.

The second block is for the description of your First Personal Link.
Enter the description in the User Values field. This description will
display on the Banner General Menu.

The third Block is where you add your link. You can enter a URL or
the name of a Banner form that you want a quick link to. You can
have a maximum of 6 Personal Links.

GUAPMNU - My Banner Maintenance

Use this form to create a personal menu tied to your user ID.
A personal menu contains the forms, jobs, menus, and
QuickFlows that are most important in your daily work. Once
the personal menu is created, you can access it from the
main menu.

This form contains three parts:

e The left pane lists the available forms, jobs, menus, or
QuickFlows that can be added to a personal menu.
When you select an object type from the pull-down list
above this pane, a list of associated objects appears
in the left pane.

e The middle of the form contains buttons used to insert
your selections, remove selections, insert all items
listed from the left pane, and remove all items from
the right pane.

e The right pane lists the contents of the personal
menu. Forms can be renamed at this point. The field
above the right pane shows the User ID associated
with the person logged on to the system.

To add objects to a personal menu, select names in the left
pane and use the Insert and Insert All buttons. You can also
directly enter the form names. To remove objects from your
personal menu, select names in the right pane and use the
Delete and Delete All buttons. Once your personal menu is
set, ‘Save’, then Exit Form. You will need to completely sign
out of Banner, then re-enter Banner to see your new My
Banner menu.
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Stephen F. Austin State University

& Oracle Developer F'orms Runtime - Web: Open = GUAPMNU

Eile Edit Options Block |term Becord Query Tools Help DRACLE-
| B 4B =) &) | G R R i B & )
NNEVE's Personal Menu
Tupe: ‘Uracle FOMMES mociLle vl ] Ohyecs Nescophing
[E [Gen erat Usser Prefure s Wi e ence (=]
Uhject Bescison |ouA@FLW |Qumkaw
[STYSCFF | [A/FA Fund Saurce Validation = -
|ss.'\ssco |Schedula Tection Cusry Form
[s1vis1a (A status valdanon T T
[sTwTask | [a/Fn Task valdation T SRR
‘STVGT‘:’F’ ‘Am Type Yalidation
[SOATEST Tesl Scure hfurntion
[CUBABOT | kot SCT Banner ‘ | |
SEMQCRL  Academic Calsndst Rula Cuaty | |
SIVACCL | Academic Calendat |ype Valdation @
STYSIZE  ||academic Dress Size valdation =
STYTYFE  |[Avuumiv Dress Type Validalion
Hao i
‘_.HG!_,UEIJ ‘Acndcm\c Hiztory Cotalog Gucry [@ | |
‘SHACTRL ‘)\.cadem\c Higtory Cortral @ | |
STVFWER Arademie History Fyeent Cnne YWalidatinn
SHEISECT |[Academic History Section Guery
SHANCRS | [Avaveniv buni-Cuurse
[3Tva3TD | |Academic Standing Code Yalidation | |
‘SHASTAT ‘Academ\e Standing Guery | |
SHAACST |[Sraramic Standing Riules
SHEAS IR ([ Academic Standing Rules Query
STYACYR | [Avaemiv Vear Valdalion
‘STVTAAU ‘Ac.c,eptanc,e Authority Gode Validation
[sTWACPR  [Acceptance Practios Cods ‘alidstion = -
=
Enter Object Name; LIstto Search |
Record: TiT | | | <=08c=
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