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Banner Admin Finance

• New Name
Banner 8 = Internet Native Banner Forms (INB) 
Banner Admin Pages replace INB.
Essentially an update to the user interface

• Accessing Banner Admin

• NO LONGER USE IE!  Use Chrome, Firefox, or Edge instead.

• Login: GVSU home page > Faculty/Staff > Banner SSB > Banner Admin Pages

• https://www.gvsu.edu/banner.htm

• Single Sign On (SSO): use network user ID and password
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Banner Admin Page
• A Banner admin page is similar to a paper form, except information is 

entered once and then used by other forms, report and jobs.
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F G I B D S T

Banner Product
Product 

Owner
Type of Page

A=Advancement
A=Accounts 

Payable
A=Application

Unique four character code identifying page/report/etc.

F=Finance B=Budget B=Base Table

G=General F=Fixed Assets I=Inquiry

N=Position Control
G=General 

Ledger
P=Process

****DOCH Document History

****IDEN Identification

****BDST Budget Summary

****REQN Requisition

****PURR Purchase Order

P=Human 

Resources/Payroll
P=Purchasing

R=Rule 

Table/repeating 

table

R=Financial Aid
R=Grant 

Accounting
V=Validation

S=Student T=Validation M=Maintenance

U=Utility





Banner Admin Front Page/Welcome Page

Search

Help

Menu

Dashboard

Applications –Access to Banner Menus, 

My Banner, Self Service

Sign Out

User Name logged in

App Navigator
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Application Navigator
Icon Shortcut Explanation

Used to access Banner Administrative 

applications

CTRL+SHIFT+X Used to bring the user to the Welcome Page.  It 

will collapse the open pages.

CTRL+M Opens the Banner menu or the My Banner menu.

CTRL+SHIFT+Y Use to open a search window to search for a page 

using the acronym or a descriptive name of a 

page.

CTRL+Y Used to go to open pages.  Once a page has been 

open it will stay open on this folder until sign out 

of Banner.

CTRL+SHIFT+L Used to open the online help screen
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Application Navigator

Icon Shortcut Explanation

CTRL+SHIFT+F Use this icon to close Banner instead of closing 

your browser window.  If you close the browser 

window you may have trouble logging in again

Displays the logged in user
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Application Navigator – My Banner

To create or edit your My 

Banner options go to the 

Welcome Page by clicking 

CTRL+SHIFT+X or 

clicking the 

This will open the menu 

maintenance window 
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Forms vs Pages
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New Navigation - Pages
• Key/Header blocks contain the same information, although they may be rearranged 

The lookup arrow button     has been replaced by the ellipses button 
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New Navigation – Page Header

• Page close icon “X” – always use this icon to close your page

• Page title – includes description, acronym, version and database

• Add and Retrieve icons – used for Banner Xtender – We do not own this product

• Related Menu icon – replaces the Options Menu –this displays a list of pages that 
can be accessed from this page

• Tools Menu icon – replaces all of the menu and icons from Banner 8 - will include 
refresh, export, print, clear record, clear data, item properties, display ID image, and 
other options controlled by the page

• Notification Center – will be located to the right of the Tools Menu and will display 
information as needed – may need to clear message to perform additional actions
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New Navigation – Notification Center

• Notification Center Messages

• will display an “!” in a circle when message is displayed.

• will display an “i” in a circle when message is displayed.  May display 

an OK button that you must select to continue.

• will display a checkmark in a circle when message is displayed.

• will display a “!” in a yield sign when message is displayed.   Will 

also display two buttons, Yes/No, that must be selected to continue.
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New Navigation – Key Block

• The key block section determines what data is entered or displayed on the 
rest of the page.  All the information on the page is related to the key block.  
The key block stays on the page as subsequent sections are displayed.

• When the cursor is in the key block, the fields that can be entered in the key 
block are enabled, the information is displayed in a column format.  When 
you leave the key block, the fields in the key block are disabled.

• When you leave the key block by clicking the GO (previously Next Block) 
button, the data is rearranged into a linear format and the fields are disabled.

• You can return to the key block if you are in the body of a page by clicking 
the START OVER (previously Rollback    ) button.
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New Navigation – Key Block

• Click the Go box to populate the page with the values from the Key Block

• Click the Start Over to change the information on the page with new values 

in the Key Block
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New Navigation - Sections
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New Navigation - Sections
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New Navigations - Sections
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New Navigation – Section - Bottom

• The bottom of a section will contain icons to be used for navigation, perform 
functions, and display additional information

• Previous/Next  - ALT+PAGE UP or ALT+PAGE DOWN takes you back and 
forth in the section of records

• Activity date – current system time and the time stamp on the record if SAVE was 
clicked

• Activity User – Name of the logged in user 

• Save Button – Click this to save your data
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New Navigation – Options vs Related

• Related forms that used to be found under the Options menu are now found 

under the Related Menu.  If you don’t see something you expect, check the 

Tools menu and look under the Options section (see the next slide)
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New Navigation - Tools
• The Tools menu at the top right contains various utilities, including Print and 

Export.  The ‘Options’ portion of the menu (below the ‘Actions’ section) may 

contain a list of associated sub-pages as well.
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New Navigation - Pages
• Record maintenance is now done by using the buttons at the top of the 

section that is being edited.
• Shortcut keys for record maintenance have not changed, insert record = F6, delete record = Shift+F6, duplicate 

record = F4
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New Navigation - Pages
• Use the record navigation buttons at the bottom left of a section to move 

through the available records.
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System Timeout

• Banner Admin will timeout when there is 120 minutes of inactivity

• In order to log in again click the link that will be displayed below the logout 

successful message.  This will bring you back to the Banner splash page 

where you first logged in.
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