Banner 9 Navigation Basics

Logging in to Banner 9 Admin Pages

1. Open your web browser and navigate to the Secure Enclave at
https://secureapps.ccsu.edu. Q) Office 365

2. Click on the Continue button. SHI

3. At the Office 365 Sign in screen, enter your CCSU email address and
password, then authenticate using Microsoft MFA.

4. Click on the Secure Apps Desktop icon to access the Citrix Secure Apps - \
Desktop. 21 SheNetpassword, EMPLOYEES: 5ign musing

your @ccsu.edu address and BlueNet password. For
further assistance, contact the IT Help Desk at (860)

5. Double-click the Banner 9 Admin Pages icon from the Desktop. ol
6. If prompted, enter your CCSU email address and password.
7. The Banner Welcome screen/main menu will open.

Banner Welcome Screen:

The Banner Welcome Screen is the main menu for Banner. From here, use the large Search field to search for
pages/forms by 7-character name or by description.

Application Navigator x  +

(¢} @ https;//appnav-trng.ec.ccsu.edu:8 applicationNavigator/seamless

N " -

The menu panel on the left is visible from all pages/forms and gives you access to various functions:

1. Toggle Menu H - expand or collapse the menu panel.
2. Dashboard - return to the dashboard/welcome screen from any form.

3. Applications E— access the full Banner pages/forms menu and your My Banner menu (a menu that
you set up to include the pages/forms that you use most often).

4. Search n - search for pages/forms by typing a form name or form description and pressing Enter.

=
5. Recently Opened - access pages/forms you used in the current Banner session.
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6. Help - - view online help.
7. Sign Out n— exit Banner.

@
8. User - - hover your mouse over this to see the user currently logged in to Banner.

Banner Pages/Forms

This is an example of a Banner 9 Page/Form. Below is a description of each part of the page/form.

x General Person Identification SPAIDEN 9.3.10 (TRNG0531)

B a0 B rereve & ORELATED  Lf ToOLS

1D: 30232435 TEST TEST

(TP U Alternate Identification  Address  Telephone  Biographical — E-mail  Emergency Contact

~ IDENTIFICATION

1D 30232435

~ PERSON

Name Type

Prefix

LastName [TEST

Suffix

FirstName [TEST

| Preferred First Name

Middle Name.

| Full Legal Name

~ NON-PERSON
Name

~ 1D AND NAME SOURCE
Last Update

origin

Original Creation

User | ONLINECSU

= Y Activity Date 04/13/2004 02:16:14 PM

Create Date | 06/17/2004

Start Over

Additional Identification

@3 insert @Delete YaCopy T, Filter

(—
@De a Y.
J
J
J
J
t @Dl a Y,
& Del i ] Y.

1. Key Block and Page Header — when you first access a page/form, only the Key Block will be visible.
Enter key information such as Banner ID, term, course information and then click the Go button. To

perform a name search, press the TAB key from the ID field to show the name field.

x General Person Identification SPAIDEN 9.3.10 (TRNG0531)

T — Y

P o0 B reETREVE  SLRELATED ¥ ToOLS

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

2. Tabs —each tab represents a screen of information. Click the tabs or use the Next Section/Previous

buttons at the bottom left of the screen to navigate through the tabs.

x General Person Identification SPAIDEN 9.3.10 (TRNG0531)

B oo B remeve  Jireaep 3 Tools

ID: 30232435 TEST, TEST

=« Current Identification Alternate Identification Address

~ IDENTIFICATION

B [l [3023243:

Telephone i i E-mail Contact

‘Additional Identification
Sinset @ Deicte TmCopy Y. Filter

Name Type | |
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3. Records — within each tab, there may be multiple records. Use the Record Navigator

M 4 (Toft2p W |
to move between records.

T T 7 T T
StreetLine 3 [Henry Bamnard 034 | [] inactivate Address
soree [ )

City [New Britain | Delivery Point | ]

State or Province [CT | ] Connecticut Correction Digit | |

ZIP or Postal Code (06050 =] Carrier Route | ]

M4 (Tof12p M| Record 1 of 12

4. Related — use the Related button to view and access other Bao B reweve £ TooLs
pages/forms related to the current form. Q. search .

Student Mail [SUAMAIL]

All Learner Curricula [SOILCUR]

Graduation Application [SHAGAPP]

Degrees and Awards [SHADEGR]

. ) 5 [SGAADVR

5. Tools - use the Tools button to access functions such as Print, Export, oo Boremee  Sireaen BECRERE

s

Clear Data. Y-
ACTIONS
Refresh F5
Export ShiftsF1
Print Cirkep
Clear Record Shifi+F4
Clear Data Shift+F5

Iltem Properties

Display 1D Image

Exit Quickflow

About Banner

6. Start Over — use this to return to the Key Block. BRI e

7. Insert/Delete/Copy — On pages/forms where you

have modify access, use these buttons to insert,
delete or copy records.
8. Filter — used to filter records on query pages/forms.

Elinset B Delete TmCopy . Filler

9. Save - on pages/forms where you have modify access, use the Save button (located at the bottom right
of the page/form) to save your changes.

- Y Activity Date 04/13/2004 02:16:14 PM SAVE

Record: 111 SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian
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