Banner GUI Basics
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This booklet is intended to provide a brief overview of the basics of navigating and finding information in the GUI Banner system.  Background on the Banner system is presented first, followed by the basics of logging in, navigating and searching, and finally, instructions for finding information on students, classes and advising.

A Bit of Background

Banner GUI is the "windows based" version of the alphanumeric Banner system.  This is totally different from the "SCORE" or Banner Web as many of us call it, where the faculty can now enter their own grades and view schedules.

Many of the menus and screens are standard in the Banner system but are rarely used.  Levels of access to Banner are given depending on whether a user needs to change or enter information, view information, and by what types of information that individual uses, i.e. financial aid versus class course rosters, etc.  For those individuals who are only using Banner to advise, a special "advising" login and password has been created with a menu specific to the advising function.  Be aware that from this login, you will only have access to those screens necessary for advising.  To find out more about the advising login, you may contact Jerry Gurley or Marsha Welch.

If you are using Banner for functions in addition to advising, you will have general access including access to the advising screens.  If you have used Banner in the past, your ID and password will remain the same.  The many screens used in advising are located in several different areas of Banner.  However, Jerry has created an 'Advising Menu' that can be added to your Personal Menu section.  This will allow you to view these screens sequentially instead of sorting through the menu for each.  Also, note that for our purposes, we will be using mostly the "Student" section of Banner, as this is the section where all of the following information is located.

Basics- Logging In, Moving Around and Searching

1. Logging In- Click on the Banner GUI 95 icon on your desktop.  At the logon screen, key your username, password, and 'Connect.'  Then maximize your Banner window.

2. A scroll bar on the left-hand side of the screen allows you to move into the different areas of Banner much like the Outlook bar in Outlook allows you to move between your calendar, inbox, etc.  Note that there are several ways to get to a screen in Banner.  You can move through the menus, much as you would in a Windows program, or, if you know the name of the screen or form you need, you may key the name into the 'Direct Access' field in the top right-hand corner of the screen to go directly to that page.  For example, the identification form (which displays student information) is called SPAIDEN.  Key SPAIDEN into the Direct Access field and Enter to go directly to the identification screen.  But without direct access, the main area you will be using is the 'Student' menu.  Use the scroll bar to find 'Student' and click on 'Student' to begin.
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3. Several menu choices are available under the 'Student' menu.  Any item with  >   beside it indicates additional menu choices under the item much like a drop-down menu box in windows.  The main menu selections you will be using are the General Person menu, the Registration menu, the Academic History menu and the Advising menu.
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4. To select a menu item, click on that item, then the item under it until you have selected the appropriate screen.  For example, to select the Identification Form (SPAIDEN) menu, click on the General Person menu which brings up another drop-down menu, then 'Identification Form.'
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5. By clicking on 'Identification Form,' you are able to access the ID form or 'SPAIDEN,' which happens to be the place where student information such as name, address and phone number is stored.
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6. From here, if a student's ID (SS #) were entered, that student's record would be displayed.  Once a record is displayed, there are several ways to move around in any particular record or "form."  The 'Next Block' button is equivalent to a page-down and allows you to move through the various pages of information in the record.  Often, nothing appears in the record until you click the 'Next Block' button which then brings up the information.  The 'Rollback' button takes you back to the beginning of a particular record, somewhat like a 'Home' button.  The 'Exit' button takes you out of an individual record and returns to the menu screen.  These are the basics of navigating within Banner.  The next section addresses how to access specific information so keep these basics of navigation in mind as you maneuver through the various screens.
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General Student Information

1. How do I find a student's name, address or ID number?

· To find a student's name, address and ID number, go to the General Person Menu, Identification Form OR key SPAIDEN in the Direct Access field.  

· Click on the 'ID' button, then click 'person search.'  In the search form, click in the 'last name' box.  Key the student's last name beginning with a capital letter (the rest lowercase).  Then click in the 'first name' box and key the student's first name beginning with a capital letter OR you may also key only the first letter of the name followed by the % (wildcard) sign.  

· Click the 'Search' button at the bottom of the screen.  This displays a list of students matching the search criteria.  Use the arrow keys to select the ID of the student you want.  Then click 'Select' at the bottom of the screen.  

· This brings up information about the student that you selected.  Click the 'Next Block' tool button at the top of the screen to scroll through the student's information until you have located the full name and address.  When you have completed this record, click 'Rollback' to return to the top of the record or 'Exit' to return to the main menu.

2. How do I find a student's class schedule?

· To find out a student's schedule for the current term, go to the Registration Menu, Registration Query Form OR key SFAREGQ in the Direct Access field.  

· Click on ID and in the search form, click in the 'last name' box.  Key the student's last name beginning with a capital letter (the rest lowercase).  Then click in the 'first name' box and key the student's first name beginning with a capital letter OR you may also key only the first letter of the name followed by the % (wildcard) sign.  

· Click the 'Search' button at the bottom of the screen.  This displays a list of students matching the search criteria.  Use the arrow keys to select the ID of the student you want.  Then click 'Select' at the bottom of the screen.  

· This brings up information about the student that you selected.  Click the 'Term' button, select the present term from the drop-down menu and OK.

· Click on the 'Next Block' tool button at the top of the screen to see the student's information.  Use the scroll-across bar of the window in the middle of the screen to see class times, room numbers and instructors' names.

· 'Rollback' takes you to the beginning of the record, 'Exit' takes you back to the menu.

3. How do I find a student's emergency contact information?

· To find a student's emergency contact information, go to the General Person Menu, Emergency Contact Form OR key SPAEMRG in the Direct Access field and ENTER.  

· Click on ID and in the search form, click in the 'last name' box.  Key the student's last name beginning with a capital letter (the rest lowercase).  Then click in the 'first name' box and key the student's first name beginning with a capital letter OR you may also key only the first letter of the name followed by the % (wildcard) sign.  

· Click the 'Search' button at the bottom of the screen.  This displays a list of students matching the search criteria.  Use the arrow keys to select the ID of the student you want.  Then click 'Select' at the bottom of the screen.

· The student's emergency contact information is displayed.  If not,  click on the 'Next Block' tool button at the top of the screen to see the contact information.

Specific Class Section Information
1. How do I find the roster information for a specific class?

· To see registration information about a specific class, go to Registration Menu, Class Roster Form OR key SFASLST in the Direct Access field and ENTER.

· In the Term field, key the number of the term for which you are interested. Terms under the semester system are as follows:  '02' = Spring, '05' = Summer and '08' = Fall.                                      For example, '199902' is the term number for Spring Semester 1999.  

· If you know the CRN, key the CRN number in the Course Reference Number field and click 'Next Block.'  The course information is displayed including a numbered list of students registered along with status (RE means student is registered and RW means student withdrawn).  Clicking 'Next Block' again displays course information such as course max, the campus and building, class dates, number of hours, etc.   

· If you do NOT know the CRN, click the 'Course Reference Number' button, then 'Section Query.'  This screen allows you to search for a CRN number based on term and subject.  The term number you just entered should display in the Term field.  To search for a subject, Math for example, key the subject's 4 identifying letters in the Subject field and 'Search.'  For example, 'math' is the 4-digit course identifier for math classes.  Key 'math' in the subject field and select 'Search.'  This displays all of the Math classes for the specified term.  When you have located the class in which you are interested, click in the CRN box of that class.  This will select that record and highlight it in blue.  Click 'Select' to see the record, then click 'Next Block.'  NOTE- If you do not know the 4-digit course identifier, click 'Subj' from the query screen.  This displays class identifiers in alphabetical order.

Advising Information

1. What screens/forms do I need to advise a student?

· Following is a list of forms/screens that might be used in the advisement process.  You can get to these forms from the menu selections, by keying the name of the form into the 'Direct Access' field or by adding them to your Personal Menu.  Some of these screens have been mentioned earlier such as the ID form, Registration Query form, Class Roster form and Emergency contact form.

Screens Used In Advisement
Registration Query Form (SFAREGQ)

Class Roster Form (SFASLST)

General Student Summary Form (SGASTDQ)

Course Summary Form (SHACRSE)

Term Sequence Course History Form (SHATERM)

Transfer Course Form (SHATRNS)

Identification Form (SPAIDEN)

Hold Information Form (SOAHOLD)

Test Score Information Form (SOATEST)

Schedule Section Query Form (SSASECQ)

Schedule Form (SSASECT)

Georgia Requirements Form (ZOAGARP)

Emergency Contact Form (SPAEMRG)

2. How do I add these screens to my personal menu?

· Key GUAPMNU in the 'Direct Access' field and Enter.

· Select the button for 'Menu' in the top left-hand corner.

· Select 'Advising' from the Object list and holding the left mouse button, drag it to an empty line under the 'Object' heading on your personal menu.

· Click on an empty line under the 'Submenu' portion on the right-hand side of the screen.

· Choose 'Standard' to keep all of the forms included in the advising menu, 'Custom' if you wish to add to, delete, or change any forms from the menu.

· Choose 'Yes' to save.

· If you have chosen 'Custom' you may click and drag any forms from the your personal menu into the "trash" (bottom left) to delete those from your menu.  You can also add forms by dragging forms from the 'Object' menu to your personal menu, being sure to save after any changes.

· NOTE- If your are unable to save your changes, you probably have "query" access instead of "update" access.  Computer services can resolve this access.

3. How do I see a student's academic coursework?

· To see a listing of a student's academic history, go to Academic History Menu, Course Summary Form, OR key SHACRSE into the Direct Access field.

· Click on the ID button and search for the student's name and ID as outlined in the previous sections of these instructions. 

· Once the student's name has been found and selected (which brings you back to the SHACRSE screen), click 'Next Block' to see the student's information.

· Enter a specific term in the term field OR leave the field blank to see all terms.

· A listing of the student's academic history is shown with term, level (US=semester, UG=quarter), CRN number, subject, hours, grade, etc.  Only completed courses are listed, not courses in progress.  Use the scroll bars to move through the courses and click on the title buttons (TERM, PT, etc.) to find out more about the information relevant to that field. 
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