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Introduction

Welcome to Banner 9! This guide will introduce you to a brand new experience using current web technology.
While the appearances of menus and forms will have an updated look, the processes you use on a daily basis
will remain largely unchanged.

In this guide, the following topics are covered:

* Log in/out of Banner 9
» Main User Interface

= Menu and Navigation
= Forms

» Basic Search

» Customized Menu

» Shortcuts

=  Online Help

Learn new terms and those that changed from Banner 8. For example, Forms in Banner 8 are called Pages in
Banner 9.

Please note that this Banner 9 Navigation Guide is a living document and subject to modification at any time.

Login Procedure

)

MT. SAC

M. San Antonio College

Sign in to your account

jmountie

SIGN IN

Recommended browsers: Google Chrome, Firefox, Safari, Opera

Launch any browser other than Internet Explorer

Navigate to the Banner Home Page: banner.mtsac.edu and click on Banner under the Production section
Enter your Mt. SAC Portal username and password

Click the Login button to continue

If the login process is successful, the next page that appears will be the Banner 9 home page

e wn =
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https://banner.mtsac.edu

Banner 9 Home Page
Upon successful login, the main page will display and will look similar to the example below. The table that
follows the example provides a brief description of each numbered area.

Ellucian® | © 2014-2018 Ellucian Company L.P. and its affiliates. Release: 3.0.0.1

limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements a

This software contains confidential and proprietary information of Ellucian and its subsidiaries. Use of this software is
Keyboard Shortcuts
ooa

between Ellucian and the licensee in question.

Area | Description

Main search bar. Displays suggestions as you type in search terms.

Click to open Toggle Menu

Click to return to this main Banner 9 page

Click to open the main menu bar

Global search bar. Available on all screens

Displays recently opened pages for quick access

Help page (when available)

Sign out of Banner 9

Full name of current Banner 9 user

List of available keyboard shortcuts
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Search Field

For quick access to any Banner object, begin typing the name in the search field featured prominently in the
center of the main page. As you start typing, Banner will display suggested object names. Continue typing until
the name of the object appears in the list, point and click to open that object.

Buyer Assignment
(FPAABUY)

Agreement Processing

(FPAAGRD)

Bid Award
(FPABAWD)

Global Main Menu

Clicking the button in the top left corner (or Ctrl-M on your keyboard) will display the main menu at the top
level. See the below menu navigation example. As the name implies, the global main menu will always be

available anywhere in Banner.

< Banner

€ Finance System Me...

Student ("STUDENT) >

General Ledger
(*FINGENLL) >

< Back to Main Menu Advancement (*ALUMNI) 3
Finance Operations

Applications ("FINOPER) >
“ance System Menu
(FINANCE) be )
Banner (*FINSTORES) >

My Banner Human Resources ("HRS )) FiEise
Procurement (*FINPURCH) 2

Banner Self-Service Financial Aid
(*RESOURCE)

) Accounts Payable (*FINAP) 3.

Clicking on the arrow will display the available Banner modules

= (lick on the arrow in a module listing to view module sections

€ Purchasing and Proc..

~quest Processing
~INREQST)

Purchase Order Processing
(*FINPO)

< Request Processing

equisition (FPAREQN)

Stores Requisition
(FSAREQN)

» C(lick on the arrow in a section listing to view the available Banner forms (now referred to as pages)

= Point (highlight) and click on an available Banner pages to view

X  Requisiion FPAREQN 9.3.4 (UPGR)

B remieve  Sireamen  #fTo0s

Requisition: | | | | Copy |

Get Started: Fill out the fields above and press Go.

B ao0
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Global Search Bar

A search bar is also available and located on the left side menu of every Banner 9 screen. This search bar
performs in a similar manner to the main page search field.

Back to Main Menu

fpa
< Back to Main Menu

28 results

Buyer gssignment
(FPAABUY)

Search
Agreement Processin;
(I‘-%-AAG RD) .

Bid Award (FPABAWD)

Recently Opened Pages
Click the folder icon to display a list of recently opened pages. Point and click on a page in the list to access.
This icon appears after the first page is opened during the current session.

Back to Main Menu

Recently Opened

Buyer Assignment
(FPAABUY)

General Person
Identification (SPAIDEN)

Main Banner Page Link

Click on the home icon displayed on the menu to the left of every Banner 9 screen to return to the Main Banner
Page.

*

Keyboard Shortcuts

To view the available keyboard shortcuts, click on the Keyboard Shortcuts link in the lower right corner of the
Main Banner Page.

CTRL+M CTRL+SHIFT+L
display the menu Help

.=' Keyboard Shortcuts CTRL+Y CTRL+SHIFT+F
display the recently op... Sign Out

CTRL+SHIFT+Y

search a
oao Keyboard Shortcuts
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Help Page

Online help is available on most Banner 9 screens by clicking an active ? button located at the top right corner.
The Banner General Online Help page will open in a separate web browser tab and displays the available help
information for the page/screen that is currently active.

ellucian Banner Finance Online Help L]
Contents | Search
B P
Requisition (FPAREQN) page
Banner Finance Online Help, January 2016
Reporting (FAA1099) page Use this page to initiate the procurement pracess and to define the requestor, vendor, commedity, and accounting information. Enter the items and accounting distributions for a purchase requisition on

Batch Check Print (FAABATC) page this page.

Bank Tape Recenciliation (FAABREC) p:
Check Cancellation (FAACHKS)
dit Memo Cancel (FAAINVD) page

Note: You can either assign the account distributions to the reguisition document in total or to individual commodities using the Document Level Accounting check box in the Reguestar section.
You must use the type of accounting that you establish on the requisition throughout all the related doecuments.

[E3]

53]

edit Memo (FAAINVE) page FPAREQN Key block

Purchase Card Transaction Maintenance (FAAINVT) The page opens to the key block with the cursor in the Requisition field. You can use the Lookup feature to retrieve an established request number from the Requisition Validation page
page (FPIRQST).

= Online Check Print (FAAONLC) page R

Payment Contral (FAAPAYC) page e . ) N .

~ Recurring Payables (FAARUN) page Use this section to copy Vendor Infermation from an existing requisition already in the system.

Vendor Invoice Consolidation (FACICON) page FPAREQN Requestor/Delivery Information section

Purchase Card Fifter (FAICARD) page This section identifies the requestor, the chart of accounts, and the organization, and to enter or view document text.

— Check Payment History (FAICHKH) page ﬂ ~ ~

Invoice/Credit Memo Filter (FAIINVE] page EPAREQN Vendor Information section —

Involce/Cradit Mamo List (FAIINVL) page This section displays the default purchasing address code and sequence from the Vendor Maintenance page (FTMVEND).

Receiving/Matching Status Filter (FAIIREC) page FPAREQN Document Information section

Open Invoices by FOAPAL (FAIOINF) page Use the Document Information section to apply broad Finance System features to the requisition. The indicators in the check boxes default, but you can activate or deactivate them here.

53]

Vendor History Filter (FAIVHIS) page
Vendar Invoica Filter (FAIVINV) page
Vendar Netail Historv (FAIVNDHY pane

FPAREQN Commedity/Accounting section

Enter descriptive and quantitative information about the requested commadity in the Commodity/Accounting section.

H B

Area | Description

Navigation area displaying all available Banner pages with help information

Content area displaying help information for the selected Banner page

Global search bar. Available on all screens

Print help information for the selected Banner page

Banner Log Out

Click the Sign Out button located near the top right of the screen to start the logout process. The next screen
will display options to a) complete the logout process or b) return to the Banner Home Page in a new session
and continue.

Would you like to log out or return home?

LOG OUT [ RETURN HOME

Banner Inactivity Time Out

Banner will also start a process to log out a user due to inactivity. The process will start with a warning message
and a timer before logging the user out of the Banner session.

Warning! Due to inactivity, your session will expire in 00:01:49.

To extend your session another 30 minute(s), please press the Extend button.

Extend

Clicking the Extend button will return the user to the Banner Home Page. If the session expires, the user will see
the Banner Log Out message displayed (see previous section).
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Banner 9 Transformed Page
Below is the general appearance when a Banner 9 page is accessed from the menu.

Requisition FPAREQN 9.3 4 (UPGR] 2 P aop B rEREVE ZSarelatep R ToOLs

Requisition:

Get Started: Fill out the fields above and press Go.

Recard: 11 KEY_BLOCK DISPLAY_RQST_CODE [1] ellucian.

Area | Description

Main Navigation Bar appearing on all pages.

Page Header Area

Key Block. Type in the information required field(s) or use the built-in search features

Sections Area. Displays additional data associated with the key block.

Section Navigation Controls

Additional information on the section or page currently displayed

Page Header Area
This area contains the following information:

x Requisition FPAREQN 9.3 6 (PPRD) P ap B RETREVE JirElaTED ¥ TooLs

Requisition: [ |\ |_Copy | “

Get Started: Fill out the fields above and press Go.

» X button — Closes the current page

= Page Description, short name, Banner version, and database name

* Add and Retrieve button - Banner Workflow and Document Management buttons

* Related button — Shows other pages (if available) that can be accessed through the current page
» Tools button — A list of other actions that can be performed on this page

» Notification Area — appears at the far right displaying information or error messages, as needed
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Key Block

The first block displayed on most pages will be the Key Block. The contents of the Key Block determines what
information is entered by the user or displayed on the rest of the page.

The key block can be something as simple as entering an ID number for a person, vendor, requisition, or
transaction. In other instances, key blocks may contain multiple parameter fields that require input before the
requested information is located and displayed. Note: all required fields will have an asterisk to the right of the
field name.

Parameter fields may also include a search (ellipsis) button that displays additional screens to aid in entering
the correct information. Also note that parameter fields may be automatically populated based on what is set
in other fields previously.

In the below example, let's start by entering the information in the entry field (containing the asterisk) and
pressing the green Go button (or Enter key on the keyboard) on the right side to start the lookup process.

X Detail Encumbrance Activity FGIENCD 9 3.4 (PPRD) B aop B remeve  Sareaen B Tools

Encumbrance: * [P0123456 leal Encumbrance: |All | = | “

Period

If the required information is not available, click the ellipses button to the right of the entry field to bring up a
lookup table.

Note that some searches will require setting up a filter in order to see the search results. Refer to the Filter
section appearing later in the user guide for information.

¥ Encumbrance List FGIENCB 9.3 (PPRD) B ap B REREVE JirelateD ¥ ToOLS
* ENCUMBRANCE LIST E3insert B Delete  Tm Copy | Y, Filter
kncumbram:e Number IT\,rpe i Description ICurrent Balance IF‘( IIr| Progress i Status IEstal:blish Date ILast Activity Date l
0000609 R Patricia A Carnes ; 000 02 C 07/30/2001 07/30/2001
0015322 R Maureen E King 0.00 03 [ 1112012002 11/20/2002
0042793 R David S Okawa 0.00 06 Cc 02/09/2006 02/09/2006
0048932 R Chrystal Van Beynen 0.00 07 Cc 09/08/2006 09/08/2006
0097366 R Bonnie K Fast 0.00 13 C 1201472012 121712012
20035186 R Shemill L Spencer 0.00 05 C 03/14/2005 0311412005
207867 R Dawnmarie Neate 0.00 o7 Cc 0372002007 0372012007

Sorting options are also available. Click on any of the headers (highlighted in red) to enable ascending or
descending sort on the data column. Once the desired information is found, double click on the corresponding
number in the leftmost column to import back into the entry field in the previous form.

Click the Go button to confirm and display the associated information on the page.

X Detail Encumbrance Activity FGIENCD 9.3.4 (PPRD) B oo B remeve Sirecaen  #fTooLs
Encumbrance: P(121734 Encumbrance Period: All Start Over
~ ENCUMBRANCE INFORMATION ESinset [ Delete T Cop T. Filte:
Description  Provantage Date Established  1221/2017
Status C Balance 0.00
Type F Vendor @00009035 Provantage
~ ENCUMBRANCE DETAIL [+ S0 "a . Filter
Item 1 BP48V27-2U3 Orgn 7163
Sequence 1 Acct 44300
Fiscal Year 18 Prog 4900

Note the key block is located at the top of the information page.
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The example below requires setting multiple parameters in order for a search (or targeted search) is performed.

X Organization Budget Status FGIBDST 9.3.6 (PPRD) Bao Bremeve ZSireaien $1oois
Chart: * 1 -] Fiscal Year: |18 [-] “
Index: | = Query Specific: [
Account
Include Revenue: Commit Type: |Both | -

Accounts

Fund:

Organization:

Account:

Account Type: Activity:

|
Program: ‘
: |

\

Location:

Get Started: Fill out the fields above and press Go.

In some cases, setting one parameter may result in others being automatically set as well. Once all necessary
parameters are set, click the Go button to search for the record and display.

Related Pages

If available, clicking the Related button will display a list of other pages that can be directly accessed.

P aoo B remeve LSRN

Q, search

Budget Summary Information [FGIBSUM]
Shift+F2

Organization Encumbrances [FGIOENC]
F4

Transaction Detail Information [FGITRND]
F3

Tools
Click the Tools button to display the search bar, export, print, or other available actions and options listed.

oD B rRETRIEVE g% RELATED BE:RDLLIES

Q, [Bearch

ACTIONS

Refresh F5
Export ShiftsF1
Print Cirl+P
Clear Record ShiftsF4
Clear Data ShiftsF5

Item Properties

Display ID Image
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Sections
Each Banner page will contain sections (or blocks) of additional data for the key information. Controls are
available to access pages containing multiple records and tabs for multiple sections.

Below is an example of a section header with descriptions. Section headers appear below the key block.

X Detail Encumbrance Activity FGIENCD 9.3.4 (PPRD) Bip B remeve Sireaen #TooLs
cumbrance: Encumbrance Period: All - m '
~ ENCUMEBRANCE INFORMATION &S Insert B Delete  "m Cop Y, Filte

Area | Description

Carat icon that expands or collapses a section of information

Description of records contained in this section of information

Insert a new record below a selected existing record in this section

Delete an existing record below a selected existing record in this section

Copy a record and insert below the original record in this section

Filter records in this section. Save any changes before using this function.

Expand/Collapse Section

Sections can be expanded/collapsed by clicking on the carat symbol located at the bottom left of a section
header.

Encumbrance: Encumbrance Period: All

~ ENCUMERANCE INFORMATION

Encumbrance: Encumbrance Period: All ‘ Description

~ ENCUMBRANCE INFORMATION Staws B8

Type F
Description
~ ENCUMBRANCE DETAIL
Status o Item 1 BP48V27-2US External 4
Type P Sequence 1
» ENCUMBRANCE DETAIL Fiscal Year 18
b TRANSACTION ACTIVITY Status C

Commit Indicator U

Record Controls
Controls are also available to view each record individually or in multiples by adjust the number of records to
display in the section. The control appears at the bottom of the displayed section.

[1]of3 > M | Per Page
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Navigation Controls
Controls are available to navigate sections, perform other functions, and display additional information.

FGBENCD.FGBENCD_SEQ_NUM [1] ellucian

Area | Description
View previous (up arrow) and next (down arrow) sections of the page (previously known as “next
—— block”)

If applicable, details on latest activity and user who created/modified the displayed information

Cancel/Select/Save buttons pertaining to a selection list (depicted above) or displayed record

Additional information about the displayed information

Filters
If available, a filter feature is available to filter information in the displayed section by following these steps:

1. Click the Filter button on the far right of the header for the desired section

* ENCUMBRANCE DETAIL &8 inzert @ Delete Q?‘, Filter

2. Click on the Add Another Field drop-down box that appears and select a parameter

¥ ENCUMBRANCE DETAIL elete  Fm Cop T, Fille

"Add Another Field -

o0
Sequence

Fiscal Year

elete  Fm Cop Y. Filte

Status

Commit Indicator Type Document Code Action Transaction Amount Remaining Balance
COA

3. The selected parameter will display with settings to choose the operator and value to filter. Be sure to enter
a value type that is consistent with the chosen filter field to produce valid results.

To clear a filter field, click the minus icon on the far right of the filter field line.
Item ¥ | |Equals v | ‘ “0
4. Repeat Step 2 and 3 to set up additional filter fields, as needed.

Item v | | Equals v | |

Fiscal Year v | | Contains v

Sequence

Status

Commit Indicator

CoA

Index Type Document Code

5. Click the Go button at the bottom right of the filter list to activate the filter and view results. To clear all
filters and start over, click the Clear All button.
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My Banner Personal Menu

The Global Main Menu can be customized by adding a personal menu entry (called My Banner) that contains
links to pages, jobs, and menus that are accessed regularly by the user.

To create the personal menu, follow the steps listed below:

1. Type GUAPMNU into either the search field on the main Banner page or the search bar that appears next to
the main menu button on the top bar. Click on the GUAPMNU entry that appears in the results list.

guapmnu

My Banner Maintenance
(GUAPMNU)

¥ Personal Menu Maintenance GUAPMNU 9.0 (PPRD) R B2 REREVE = peaED  $§ TOOIS
r MENU MAINTENANCE Insert @@ Delete FgCopy T Filter
Type* |Oracle Forms module [~ IE\
Object Type Object Selection
Object * Description * Object Description
PXA1099 1099-R 1
PTV1099 1099-R Distribution Code Validation
STVSOFF AJF/l Fund Source Validation
STVGSTA AJF/l Status Validation
STVTASK AJF/l Task Validation
STVGTYP AJFl Type Validation
GUAABOT About Banner —
SSAQCRL Academic Calendar Rule Query ‘ Insert Selection ‘
STVACCL | Academic Calendar Type Validation ‘-m-‘
STVSIZE S Academic Dress Size Validation —_—— __—
STVTYPE Academic Dress Type Validation ‘ Insert Al ‘
SHQSUBJ Academic History Catalog Query [ Removemr |
STVEVEN Academic History Event Code Validation
SHQSECT Academic History Section Query
SHANCRS Academic Non-Course
STVASTD Academic Standing Code Validation
SHAACST Academic Standing Rules -

Area | Description

Object Type list will display objects that can be added to the personal menu

Selection controls to add/remove objects to the personal menu

Object Selection list displaying objects that will appear in the personal menu
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7.
8.

To add an object to the personal menu, select the object type in the Type drop-down menu above the
columns, double-click on the desired object name appearing in the Object Type list (text will appear in a
blue color), click the Insert Selection button in the middle section. The selected object will appear in the
Object Selection list in the right column to confirm.

If the desired object is not in the current Object Type list, you can search for it by clicking the Filter button in
the section name bar

Select either object or description option, set the operator if necessary, type in the name or description, and
click the Go button. Find the desired object in the search results list and select. For more information on
Filters, refer to the section of the same name appearing earlier in this guide.

If an object needs to be removed from the Object Selection list, double-click on the desired object (text will
appear in a blue color) and click the Remove Selection button in the middle column.

Repeat Steps 3-7 until all selected objects appear in the Object Selection list in the right column

Click the Save button in the lower right corner to set the personal menu items

Note: If an inaccessible object is added to the Object Selection list, click Tools | Clear Record to remove the
object. The error message will prevent the removal of the inaccessible object normally.

To view the revised Global Main Menu, log out and back into Banner, and click the Main Banner Menu icon to
verify the My Banner entry and the desired objects.
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