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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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https://www.gvsu.edu/banner.htm

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.

F G | B D S T
Product
Banner Product Type of Page
Owner P &
A=Advancement A=Accounts A=Application Unique four character code identifying page/report/etc.
- Payable =App
F=Finance B=Budget B=Base Table
G=General F=Fixed Assets I=Inquiry
G=General ****DOCH Document History
N=Position Control P=Process
Ledger ****|DEN ldentification
P=Human R=Rule ****BDST Budget Summary
Resou_rces/Pa roll P=Purchasing Table/repeating | ****REQN Requisition
Y table ****PURR Purchase Order
R=Grant
R=Financial Aid rar? V=Validation
Accounting
S=Student T=Validation M=Maintenance
U=Utilit
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Ellucian® | © 2014-2018 Ellucian Company L.P. and its affiliates. Release: 3.0.1

This software contains confidential and proprietary information of Ellucian and its subsidiaries. Use of this software is limited to Ellucian licensees, and is subject to

the terms and conditions of one or more written license agreements between Ellucian and the licensee in question. Keyboard Shortcuts



App Navigator
Banner Admin Front Page/Welcome Page

Dashboard A

Applications —Access to Banner Menus,
_m My Banner, Self Service

User Name logged in ‘ l

ucian® |© 2014-2018 Ellucian Company L.P. and its affiliates. Release: 3.0.0.2

This software contains confidential and proprietary information of Ellucian and its subsidiaries. Use of this software is
limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between
Ellucian and the licensee in question.

a
ooo Keyboard Shortcuts
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Application Navigator

E 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
m 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.
E CTRL+SHIFT+L Used to open the online help screen

GRANDVALLEY

STATE UNIVERSITY,




Application Navigator

Shortcut Explanation

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

E 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 ¢ Back to Applications
Welcome Page by clicking < My Banner
CTRL+SHIFT+X or

clicking the R Reparting

This will open the menu R —

. . Search (GUIALTI)
maintenance window

Direct Dta:nsit
History (GXIDRDH)

E-mail Address
(GOAEMAL)
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Forms vs Pages

File Edit d
=] HEBERE ST

'g3 General Menu GUAGMNU 8.6.4 (PROD) - Monday, October 08, 2018 - Last login Monday, October 08, 2018 07:27:43 AM

Options Block Item R

Go To... =] welcome, Brian Van Doeselaar. Products: [~ Menu | site Map | Help Center
EMy Banner My Links

Banner

[L1student [*STUDENT] Change Banner Passward

I Finance System Menu [¥*FINANCE]
[JHuman Resources [*HRS]
[IFinancial Aid [*RESOURCE]
[1General [*GENERAL] Banner Bookshelf

Check Banner Messages

Banner Self Service

Personal Link 3
Personal Link 4
Personal Link &

Personal Link &

My Institution

Banner Broadcast Messages eI|UCian.

4 3
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New Navigation - Pages

« Key/Header blocks contain the same information, although they may be rearranged
The lookup arrow button (=1 has been replaced by the ellipses button (-)).

e —
|#+ Crecle Fusion Midclewan Forms Serdces: QOpen > FGIBDST [Q] 2 T Secure | bimpsupgradelormeridimoncledu’s oniasgatonsearhs
i Appa I Hotmal [ peen Penal [ Raanes 0 Project Musaqemeet
File Edt Cob Bock llem Racord Quary Tools Headp
(B E EEEE Y9 BEE S S BB EFiar& @ 00X = A % Univarsity of Richmond o TR
A Onganizaion Budged Stalus FGIBOST B.5 (LIVE) .0 el irle el mle el e el T e e la na T el DT Lo LT T Lo el T e oD T e LoD Do e Do T e D T e
M Orgenizaton Budgel SiEks FGIEDST B0 (COSUATDE)
Chart: [} Ouganization =
Fiscal Yaar T[:l Fund: :l
Ina: I Program: =
Il Gwary Spacic Account Arcou: M
|+ Include Aevenue Accounts Account Type: | :I
) Activity: |
hL::_m-n.n-mnu:-e: B = Location: [ =
sccound  Type Tite Adjusied Budped ¥TD ducdivity Comimitmesis
Ll I
[l [
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New Navigation — Page Header

X Organization Budget Status FGIBDST 9.3.5 (PROD)

Chart:* [ Fiscal Year: * 18 [-)

» 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
° o \ERROR* A valid term must be entered - W | dlSpIay an

“'H

in a circle when message is displayed.

(134

N R 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.

“'”

Banner
o B v ]| display a “!" in a yield sign when message is displayed. Will
also display two buttons, Yes/No, that must be selected to continue.

GRANDVALLEY

STATE UNIVERSITY,



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

Get Stamed: Complete the fislds above and click Go. To seanch by name, press TAB from an |D field, enter your search criteria, snd then press ENTER

* Click the Start Over to change the information on the page with new values
in the Key Block

X @elucian  Organization Budget Staus FGIBDST 935 (PROD) JREED  JTO0LS

Chart: & Grand Velley State University  FiscalYear: 19 Index:  Query Specific Account: | Inchude Revenue Accounts: v Commit Type: Bt Orgenizaton: 40228 CLAS ENG - MA Appled Lnquisics ~ Fund:

Program: 16 Forsign Languages Lt d Linquistc ~ Account:— AccountType: Acivty: — Location:

GRANDVALLEY

STATE UNIVERSITY,




New Navigation - Sections

Organization Budget Status FGIBDST 9.3.5 (PROD) 2% RELATED 3§ TOOLS
Chart: G Grand Valley State University Fiscal Year: 19 Index: Query Specific Account: Include Revenue Accounts: «| Commit Type: Both Organization: 57105 Accounting Admin Fund:
Program: 662 Fiscal Operations Account: Account Type: Activity: Location:
~ ORGANIZATION BUDGET STATUS nsert [ Delete "m Gopy | V. Fitter
Account Type Title Adjusted Budget ¥TD Activity Commitments Available Balance
6102 L EAP - Other 316,280.42 0.00 777,185.58
6201 L PSS - Full-time Clerical 116,550.07 0.00 326,328.93
6401 L Call-in Employees 0.00 0.00 8.681.00
6451 L Overtime 6,749.98 0.00 7.052.02
6453 L Shift Differential 250 0.00 -2.50
6454 L Double Time 229.23 0.00 -229.23
6510 L Labor - Auxiliary Overhead -60,946.36 0.00 -121,892.64
6610 L Employee Fringe Benefits 187,341.00 0.00 485,820.00
6801 L Student Wage Budget Pool 0.00 0.00 101,151.00
6803 L Student Wages - Regular 23,218.92 0.00 -23,218.92
6504 L Student Wages - Federal Work Study 23545 0.00 -235.45
6820 L Student Fringe Benefits 385.51 0.00 -385.51
7001 E CSSM Budget Pool 0.00 0.00 209,781.00
7002 E C35M - Auxiliary Overhead -7.351.00 0.00 7.351.00
7003 E Supplies 1,231.05 0.00 -1,231.05
7004 E Supplies - Administrative 2,698.72 0.00 -2,698.72
7005 E Supplies - Books/Periodicals/Brochu 16.32 0.00 -15.32
7022 E Food Service 112.00 0.00 -112.00
7023 E Licenses/Permits/Fees 42.123.88 0.00 -42.123.88
7024 E Membership Expense 2.00 0.00 -2.00
Net Total -660,103.62 0.00
|E H <€ [Tof2p MW | Per Page | 1 Record10f29l
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New Navigation - Sections

X @ellucian  Requisition Query FPIREQN 9.0 (PROI &% RELATED 3 TooO
Requisition: R0070802
™ REQUISITION INQUIRY: COMMODITY/ACCOUNTING nsert [ Delete T Copy | Y. Filter
Requisition ~ R0070802 Delivery Date  10/01/2018 +| Document Accounting
Order Date  10401/2018 In Suspense
Transaction Date 100172018 Document Text
T COMMODITY nsert [ Delcte "mGopy | Y Fiter
Item Commodity Deseription um Tax Group Quantity Unit Price Commadity Text Item Text
1] | Senices forsilent disco event an 9/7/18 CON 1.00 8,075.0000
f1 E g Record 1 of 1
Extended 8,073.00 Tax | Closed
Discount 0.00 Commodity Line 8,075.00 Suspense
Total
Additional 0.00 Document Total 8,075.00
~ ACCOUNTING nsert [ Delste TmCopy | Y, Filter
FOAPAL COA Year Index Fund orgn Acct Prog Acty Locn Proj Suspense NSF Override NSF Suspense
16 19 803008 33500 7041 500
B Record 1 of 1
usb
Extended £6,075.00
Discount 0.00
Additional 0.00
Tax 0.00
FOAPAL Total 8,075.00

Document Total
L

a X

a
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New Navigations - Sections

5 (PROD)]

Requisition FPAREQN

Requisition: NEXT

RELATED

Start Over

~ REQUISITION ENTRY: REQUE STOR/DELIVERY

@insert @ Delete "mCopy .

Requisition  NEXT
Order Date* ((ALZGE ||
Transaction Date* (101772018 |m)
DeiveyDate* [ |m]

Requestor/Delivery Information

~ REQUESTOR/DELIVERY INFORMATION

Comments
Commodity Total 0.00
Accounting Total 0.00

Document Level Accounting

["] In Suspense
[] Document Text

EBinset @@ Delete ¥mCopy | Y, Filter

Requestor * [Perez-Valencia, Tonya

Organization * [

COA™ Grand Valley State University

Email [perezva@gvsu.edu

Phone Area Code
Phone Number
Phone Extension

3

C——3

]
FaxAeaCode [ |

]

[

T

Street Line 2
Street Line 3

Contact
Attention To*

Building

Floor

city

State or Province

Zip or Postal Code

Fax Number Nation
Fax Extension
ShipTo* Area Code
Phone Number
Street Line 1 Extension
= l ¥ ‘ 3
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New Navigation — Section - Bottom

‘ Iy ‘ !“ Actvity Date 04192017 10:3321 AN SAE

Recort 11 FTVVEND.FTVVEND_ EFF_DATE 1] ellucian

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

- 4 I 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
714 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)

» FEBOST [Of

O s Sl dlexs Feln @ SgeOw 7

Commit Type: [0

Account T pa
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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.

H o 5 Univereliy of Richmaond I wn syt v Feinn @ Sign O ¥

M recumy Acten Rmsking FEALALT U3 (GUHRIA )

The ‘Options’ section of the Tools menu o
contains links to associated sub-forms, i —
if they exist for the current form

..........................
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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

= Q % Uraversity of Richmend O s Sybsl Adeoiis Falin @ Sign Out 7
x
Stmi1 Dree
EATMITE Falin Sybd &
fr m Teepnere  Bographicll el Emergesey Commct  Sdomoesl eaifcason
= ADDARES WFOAMATION ‘ R irzart G Doksta S5 Copy ,FM
Fomone (0408215 W) Courti [P0 || Fechraons ity
||||| I Maks
AavmmTine 0P Dapaitmas Tisgrona Toe  [0P Deparmast
sosanc
[
w6l Ling 1 [Plmnning and Hedget (fice FREL
an e R =
[ st Adse
|||||| -
Ao | Deiwery Poe
S = W, Migre  Comeden Do
PosmmiCee [2
: LI} e W P
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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.

Y s Syl deais Falin @ Sign Out 2

3 irmert ) Doleta By Copy  , Filbar

= ADDAESS WFOAWATION

ot [Ba0E205 | | i i P o
lllll m Maki
A = P Cpatirani Trémphons T oF Cparmmsani
G
uuuuuuuuuu
Thei Lini | |Planning and Becget qL
e wgH | s =
m [T innchveim Address
;;;;;; =
uuuuuuuuuuuuuuuuuuuuuu o
= [V W@l ComesnDiee [
0.

Patond 2o 3 |
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Filtering

» Basic filtering works similar to entering query criteria in Banner 8.

Previously, entered the value in the actual field(s) on
the form (entering 7% in the account field would return

all 7xxx account entries)

|| Dracie Fusion Middleware Forms Serices: Open > FGITRND [0]

File Edit Opfions Rlock e Becord Quers Tooals Help

(B B AEER YT BEE SR ¢ @ @

C‘QA Fiscal Year Inidex Fﬂu Dtgulmljcm Account Prtﬂum n.ch-;
- (= = - - - - -
[1 [17 [2o71 [10n00 71 [ [z [
Account Organization  Program Activity Date Type Document
= [ [ [ | | [
. . I |
I |
r r

MNow, enter the value in the appropriate field(s) in the basic
filter bar (entering 7% in the *Account’ box will return all
Txxx account entries)

= 0 B Unkerry of Ronmond (UVE daa s of 210/18 [ o YT TS S - == »
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Filtering

Enter criteria in as many fields as you'd like; fields left blank will be ignored.
You can add criteria for fields not already appearing on the basic filter bar
by selecting the desired field from the ‘Add Another Field’ pick-list.

—
= Q E‘h University of Richmand [LIVE data as of- 2/18/18) % W5 Sybil Alexis Felin @ Sign Ot 7
b4 Detad Tiarsacton Activity FGITRMD 5.6 (WHEE) Shreumen B oS 1
COA: 1 Fiscal Year: 17 Wadax: 2071 Fund: 0000  Organization: 2071  Account: Prograse %1 Activiey: Locafion: Purod:  Commit Type: Bat® m
™ DETAIL TRARSACTION ACTRATY -] s Y. Fis
Basbe Fibar  Advancod Fiter (]

ALEOUNT @ COrpaniztion @ Progam o | Fieg @& Ao
o T
Arzogni dirganication Frogrem  Fiekd  Amaani Increaee i+] or Decreaze |- Tipe Dosumeni * Traraacion Ceis © AcEivity Dais © Desacraption

L Use the ‘Clear All' button to clear all
criteria and start over

L]
H

KDL OIS EXRCATE_ATH [4]

Add Anctir Field ..

Use the ‘Go’ button, or F8, to return the
filtered results on the form (the same as
using ‘Execute Query’' or F8 previously)

CAMCEL | SELECT

ellucian




Filtering

» Banner 9 offers additional filtering functionality to give you greater flexibility.
Use the advanced filter to make use of an expanded list of operators
(operators will vary based on the type of data in the selected field).

= Q % University of Richmond (LIVE data as of: 2/18/18) X Ms Syl Alexis Fellin~ @ Sign Out ?
Diedal Transackon Activity FGITRMD 8.3 6 [WHAK)
CO&: 1 Fiecal Year: 17 isgex: 3071 Fund: 10080 Owpanization: 3071 Accousc: Program: 261 Activity: Locatian:  Period Commil Type: Bt m
™ DETAL TRAM B nsert B Dot T | =
Mccount = | | Starts With =7 -
Crganizatian * | Equak | =
Program = | Exuals (-]
Fiakd » | Equals v | [ABD -]
Amount » MBerwcen i snd =
Eguaks |
= hgt Equal
d A Finld "
Add Amother Fio Mot Equal or 15 NULL
[Betweon | P —
Graater Than
Greater Than or Equal | mﬂ
ACCaus Orgaeiaatan Progrge | | gss Than eprease |+| o Deterase |- Type Dozl * Trassacwon Date Agihity Dete - Cesaripion Commit Type Fund * ALy iy
Lass Than ar 15 HULL T
Lase Than o Equal
Lests Than of Equal & 15 MULL
— 15 HULL .
- i 15 HOT NULL CAMCEL EELECT

allucian
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Searching

» Searching for a person or vendor works just like filtering.

= Q 5 University af Richanond

Click on the ellipsis button next to
the ID field to initiate a search

] SR PR ol T el plwess Sl pREsE Ta

Enter as many search field criteria as desired,

and then click the ‘Go’ button Y Ms. Syl Alexis Fellin

* PERSOM 3EARCH & Eniara quarny: press F3 1o sxeots
|

Basic Fimer  Advaniad Fier

» Per=on Seanch SOAIDEM 9.3.5 (WHAK) 4 A B & pELaTED X TomS 1

& Sign O T

r'l:l & Lasi Mama &  First Hama & Mudia Kame -] Change indicaior

Add Anothes Flald .,. =
M

o Last Mams Firsi Mame Fiddie Pame Birmn Dane Changs mdicaior Poefia Sy

(#) Ceme Insensiive Qusry () Case Sensthe Query

b
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Searching

» Alternatively, you can press TAB when in the ID block, which will cause a second entry
field to appear to the right. This works as the name search field does in Banner 8. You
can type a full name (last, first), or you can type a portion using the ‘%’ as a wildcard.

If there is a single match, the ID will auto-fill. If there are multiple matches, you will get
a pop-up window allowing you to view all matches or enter additional criteria.

Q & Universiy of Richmond When there are multiple matches, this pop-up window
allows you to see results (using folder buttons at top)
or enter more criteria to narrow your results.

I | el |'_' | 10 and Mame Extended Search %
Sapaich [t
Gel Started: Fill out 1he ficlds above and press Go

General Person ldenffication SPAIDEN 9.3 3 (CDBUATDE)

Press TAB from the ID field to
make this search field appear




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.

GVSU Central Login Service

Logout Successful
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