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Purpose 

This course will help users develop a better understanding of how to navigate in 

Banner, as well as, search within the system  and customize areas of the system. 

Customized knowledge of individual modules (such as HR, Finance, etc.é) will not be 

discussed. 

 

 

Audience  

Banner Navigation is designed for University faculty and staff who already have basic 

computer skills.  

 

Learning Outcomes  

 

On completion of this course, you will be able to:  
 

¶ Have a better understanding of Bannerõs structure, Main Menu,  and forms 

¶ Identify key components within Banner  

¶ Navigate in Banner using a variety of methods  

¶ Use a variety of search methods 

¶ Customize the My Banner and My Links areas 
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Training Session Pre-Work 
Before coming to the Banner Navigation training cla ss, please familiarize yourself with 

the following chapters within this training manual .  

This information provides a foundation for the training . If you have any questions 

regarding the material ,  time will be provided at the beginning of class.  

 

Chapter 1: Banner Introduction  
 

¶ This chapter will discuss what Banner is, its structure, and the proper way to 
log into the system.  

¶ Bannerõs standard naming convention is covered. 
 

 

Chapter 2: Banner Forms 
 

¶ The different parts of a form are presented, along with the most commonly 
used type of forms.  

 

Chapter 3: General Menu and Navigation 
 

¶ An in-depth look at the Banner environment and its organization.  
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Chapter 1: Banner Introduction  
 

What is Banner? 
 

Banner is a Web-based, administrative software application developed specifically for 
higher education institutions by a company named Sungard Higher Education.  
 
Banner provides an online environment that allows users to perform administrative 
functions in a highly efficient manner. Data is entered into a data base and integrated 
and shared among different departments across the University.  
 

 

Banner Structure 
 

Banner is organized as a hierarchy. The Banner hierarchy includes:  

¶ Suite 

¶ Systems 

¶ Modules 

¶ Forms 

¶ Fields 
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Naming Convention 
 

All Banner objects (forms, reports, jobs , and tables) have seven character names that 
follow the naming convention outlined below . Most of the time, objects are referred 
to by this seven character name/abbreviation rather than their long title.  
 
* See the Appendix for a list of all the Position c odes for all products and modules *  
 

 
 

Position 1 
 

¶ Identifies the product owning the form, report, process , or table.  

¶ In the case of the SPAIDEN form, the first letter ,  S, refers to Student.  
 

Position 2 
 

¶ Identifies the application module owning the form, report, process , or table.  

¶ Unique to the product identified in position 1.  

¶ In the case of the SPAIDEN form, the second letter ,  P, refers to General Person.  
 

Position 3 
 

¶ Identifies the type of form, report, process , or table.  

¶ Codes are the same for all Banner modules. 

¶ In the case of the SPAIDEN form, the third letter ,  A, refers to an Application 
form.  

 

Positions 4, 5, 6, 7  
 

¶ Identifies a unique four -character code for the form, report, process , or table.  

¶ In the case of the SPAIDEN form, the last four lett ers,  IDEN, refer to 
Identification.  

 
 
Note: The SPAIDEN form from the Student system will continue to be used as an 
example throughout this manual . However, all of the steps and information discussed 
can be transferred across all systems, modules, forms, et c.  
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How to Log In  
 

Banner is accessed via the University of Memphis portal at http://my.memphis.edu  .  
 
1. Using Internet Explorer, go to the Portal website .  

 
2. Enter your UUID (User Name) and Password, click Login.  

 

3. Click on the  Employee  page and find the Banner 9 portlet.  

 
4. Next, scroll down and look  to the left for the Banner Admin Pages portlet. Click 

Admin Pages. 
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5. Once logged in,  you will see the new interface of Banner 9.  
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Navigating the Banner 9 Home Page 

 

A. Menu Icon - The Menu icon is located in the upper left corner of the 

application. Click on this icon to open the Banner Menu. Find the page you are 

interested in opening. Select the desired entry and click Enter.  

B. Home Button Icon  ð Click this icon to return to Bann er 9 home page. 

C. Applications  ð Links to Applications available within Banner 9.  

D. Search Icon - The Search icon is located in the upper left, just to the right of 

the Menu icon. Click on this icon to open the Search window. You can then 

enter either the desc riptive name of the page or the Banner acronym for the 

page in the Search box in the center of the page. In this box, you enter either 

the descriptive name of the page or the Banner acronym for the page. Find the 

desired entry and click Enter.  

E. Recently Opened  Icon - The Recently Opened icon is located in the upper left, 

just to the right of the Search icon. It is displayed with a count of pages after 

you have opened the first page in an application. Open the list and select a 

page to access it.  

F. Help Icon ð Click this icon to view documentation.  

G. Sign Out Icon ð Click this icon to Sign out  of Banner 9.  

H. Name Display Icon ð Displays the name of the user logged into Banner 9.  

I.  Keyboard Shortcuts Icon  ð Examples of Keyboard shortcuts will appear when 

the Keyboard Shortcuts icon is clicked.  
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Chapter 2: Banner Forms 
The Banner environment includes a variety of objects (forms, reports, jobs , and 
tables). However, the most commonly used object, and the one you are likely to 
come across first, is the form . We will focus on the form in the Banner Navigation 
class. 
  
A form is an online document where you can enter and look up information in the 
database. A form visually organizes information so it is easier to enter and read . A 
Banner form is similar to a paper form, except information is entered once and then 
used by other forms, reports, and jobs.  
 
Forms can include windows, dialog boxes, and alert boxes.  
 
For example, in the picture below, the red box outlines the SPAIDEN form.  
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Parts of a Form 
 

A form is composed of multiple parts . Not all parts can be seen on all forms . These 
parts will be described below.  
 

 
A. Title Bar  - May display the formõs descriptive name, the seven character ID 

name, the software version number ,  and the database name.  
B. Field  - Area on a form where you can enter, query, change, and display 

specific information.  
C. Information Block  - Displays data about the information entered in the Key 

Block. Area where you enter information prior to updating a record.  
D. Next Record or Previous Record buttons.  
E. Save button.  
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A. Tabs - Tabs are used to arrange information in a meaningful way  and allow you 

to navigate easily between groups or blocks of information.  
B. Radial Button  - Used to select one of several options. Only one radi al button 

can be selected at a time.  
C. Checkbox  - Used to enable or disable features or options.  
D. Pull-down list  - Used to select a field value from a list of pre -defined values. A 

down arrow in the right side of the field indicates that the field has a pull -
down list.  

 
 

Blocks 
 

A block is a section of a form or window that contains related information. If a form 
or window contains more than one block, each block (except the key block) may be 
enclosed in a beveled box.  
 

Blocks: 

¶ Group information together  

¶ Can be one or more on a screen 

¶ May be organized on tabs within a form  

¶ Think of them as òsectionsó on a form  
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For example, a studentõs record in SPAIDEN contains the following blocks: (A) Current 
Identification , (B) Person Name Information, and (C) Non-Person Information. 
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There are two types of blocks, a Key Block and an Information Block.  
 

Key Block: 

 

The place you start on a form.  

¶ Every form has a Key block. 

¶ A unique code is entered such as an ID number, term code , or document 
number.  

¶ Lets Banner know what piece of information you want to retrieve.  

¶ The rest of the information on the form will refer to the information that you 
enter on the Key block.  

 

Information Block : 

 
¶ Section that contains related information to what was entered in the K ey 

block.  

¶ A line may separate each Information block on the form.   




















