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BASIC 
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TRAINING FORMAT

INFORMAL TRAINING MINIMAL NOTES PLEASE ASK 
QUESTIONS





LOGGING INTO BANNER 9

Go to https://slcc.edu/

https://slcc.edu/


LOGGING INTO BANNER 9



ALL-ACCESS

Please be aware, if you 
are working from 
home, you MUST 

login to 
allaccess.slcc.edu 

before you can login 
to MySLCC and 

Banner.

https://allaccess.slcc.edu/


TRAINING 
OBJECTIVES

Banner – what is it?

Banner – getting started

Banner Forms – what are they?

Banner Forms – components and elements

Banner Printing – basic printing functionality



WHAT IS A 
BANNER 
FORM?

 Online Document used to manage data 
and information

 Search

 Add

 Edit

 Use more than once

 Added data can be used by other 
forms (stored in a database)

 Visually organizes Data into Information

 Used at colleges and universities across 
the country

 8 Types of Banner Forms



BANNER FORM NAMING CONVENTION

1st Letter

Identifies the Primary System owning the 
form.

A Advancement

F  Finance

G  General

P  HR/Payroll/Personnel

R  Financial Aid

S  Student

NAME DERIVED FROM 
“FORM NAMING 

MATRIX”

FIRST GLANCE –
COMPLEX AND 

CONFUSING

UNDERSTANDING 
DERIVATION  -

SIMPLE AND LOGICAL

EACH FORM HAS A 
UNIQUE NAME

7 LETTERS COMPRISE 
A NAME



LETTER 1 
PRIMARY SYSTEM 
OWNING THE FORM

LETTER 2
MODULE OWNING THE 
FORM

LETTER 3 
TYPE OF FORM

LETTERS 4-7 
ABBREVIATION OF 
FORM’S PURPOSE

GUAMESG: = General Message

G = General

 U = Utility

A = Application Form

 M

 E

 S

 G

Banner Form Naming Convention

Message

Form Name = GUAMESG



LETTER 1 
PRIMARY SYSTEM 
OWNING THE FORM

LETTER 2
MODULE OWNING THE 
FORM

LETTER 3 
TYPE OF FORM

LETTERS 4-7 
ABBREVIATION OF 
FORM’S PURPOSE

SFASLST: = Class Roster

S = Student

 F = Fee Assessment / Registration

A = Application Form

 S

 L

 S

 T

Banner Form Naming Convention

Student List

Form Name = SFASLST



WELCOME SCREEN

Search forms, pages, 
menus, jobs, reports 

and quick flows. 



OPENING MENU

Click on the 
“hamburger” button 
to access the menu 

options.



APPLICATION 
MENU

BANNER
MY BANNER



SEARCH 
OPTIONS

SEARCH



SEARCH OPTIONS

SEARCH

Search allows you to 
search part of a name and 
it brings up all options that 
start with the same letters.



SEARCH 
OPTIONS

DIRECT 
NAVIGATION



SEARCH OPTIONS

DIRECT NAVIGATION

Direct Navigation requires 
you type the name of the 
form exactly.



SEARCH 
OPTIONS

QUERY 
WILDCARDS

Two symbols are used:

(percent) – represents a string of 
unknown values

(underscore) – represents a single 
unknown value

Examples:
Starts with “sal”  or  is “sal”

Hansen where spelling could be 
“sen”, “son”, etc.



SEARCH OPTIONS

QUERY 
WILDCARDS



ALTERNATE 
SEARCH



ALTERNATE SEARCH



RECENTLY OPENED

Recently opened tracks all 
forms for a session and 
clears after logging out.



HELP

FORM 

SPECIFIC HELP



HELP


KEYBOARD 
SHORTCUTS



PAGE NAVIGATION



PAGE NAVIGATION



FORM NAVIGATION



TAB NAVIGATION



TOOLS AND 
RELATED

TOOLS Under Tools, ACTIONS

are the same on any 
form.

OPTIONS are FORM 
or TAB specific



TOOLS AND 
RELATED

RELATED



AUTO HINT MESSAGES



CUSTOMIZE MY BANNER

Go to 
GUAPMNU



SAVING

Saves all changes to a 
form, block, or field to the 

database since the last 
save.

Depending on the form, 
there is also Cancel / 
Select on the bottom.



PRINTING



QUESTIONS?



Education 

Services

Banner General
Navigating Banner Quick Reference Guide

Quick Reference Guide
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Function Key stroke

Next field/Item Tab

Previous field/Item Shift - Tab

Up Up arrow

Down Down arrow

Previous page up Page up

Next page down Page down

First page CTRL + Home

Last page Ctrl + End

Page tab 1, 

page tab 2 

Ctrl + Shift +1, Ctrl 

+ Shift +2, ...

Edit Ctrl + E

Choose/Submit/

Action 

Return/Enter

List of values F9

Cancel page, Exit, 

Close current page, 

Cancel search or 

query

Ctrl + Q

Function Key stroke

Save F10

Clear One Record Shift + F4

Delete Record Shift + F6

Duplicate Selected 

Record
F4

Insert/Create 

Record
F6

Clear All in Section Shift + F5

Open Menu 

Directly
Ctrl + M

Next Section Alt + Page down

Previous
Section Alt + Page 

up

Duplicate Item F3

Clear Page/Start 

over
F5

Search/Open Filter 

Query
F7

Execute Filter 

Query
F8

Function Key stroke

Export Shift + F1

Print Ctrl + P

Refresh/Rollback F5

Change MEP 

Context 
Alt + Shift + C

Open Related 

Menu
Alt + Shift + R

Open Tools Menu Alt + Shift + T

More Information Ctrl + Shift + U

Application 

Navigator Display 

Open items

Ctrl + Y

Application 

Navigator Search
Ctrl + Shift + Y

Application 

Navigator Help
Ctrl + Shift + L

Application 

Navigator Sign Out
Ctrl + Shift + F

Copy Ctrl + C

Cut Ctrl + X
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Function Key stroke

Paste Ctrl + V

Undo Ctrl + Z

Redo Ctrl + Shift + Z

Cancel action Esc

Select on a Called 

page
Alt + S

Retrieve BDM 

Documents
Alt + R

Add BDM 

Documents
Alt + A

Submit Workflow Alt + W

Release Workflow Alt + Q
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APPENDIX D – BANNER FORM NAMING MATRIX 

Each Banner Form has a unique Name and Description.  The Form Name contains 7 letters.  The following matrix is 
used determine the form name and aid the user in identifying the purpose and/or description of a form. 

 

1st Letter 
Identifies the 
Primary System 
owning the 
form. 

A  Advancement K  Work Management T  Accounts Receivable 

B  Property Tax L  Occupational Tax/License U  Utilities 

C  Courts N  Position Control V  Voice Response 

D  Cash Drawer O  Customer Contact X  Records Indexing 

E  XtenderSolutions P  HR/Payroll/Personnel W  Reserved for client 
Y   applications that  
Z   co-exist with Banner. 

F  Finance Q  Electronic Work Queue 

G  General R  Financial Aid 

I  Information Access S  Student 
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2nd Letter 
Identifies the 
Module owning 
the form. 

Advancement (A) Financial Aid (R) HR/Payroll/Personnel (P) 
Position Control (N) 

A  Advancement B  Budgeting A  Application 

D  Designation C  Record Creation B  Budget 

E  Event Management E  Electronic Data 
    Exchange 

C  COBRA 

F  Campaign F  Funds Management D  Benefit/Deduction 

G  Pledge and Gift/Pledge 
     Payment 

H  History and Transcripts E  Employee 

J  Student Employment H  Time Reporting/History 

L  Label L  Logging O  Overall 

M  Prospect Management N  Need Analysis P  General Person 

O  Organization O  Common Functions R  Electronic Approvals 

P  Constituent/Person P  Packaging & 
    Disbursements 

S  Security 

S  Solicitor Organization R  Requirements Tracking T  Validation/Rule Table 

T  Validation Form/Table S  Student System Shared 
    Data 

U  Utility 

U  Utility T  Validation Form/Table V  Reserved 

V  Reserved U  Utility 
X  Tax Administration 

X  Expected Matching Gift V  Reserved 

Finance (F) General (G) Student (S) 

A  Accounts Payable E  Event Management A  Admissions 

B  Budget Development J  Job Submission C  Catalog 

C  Cost Accounting L  Letter Generation E  Support services 

E  Electronic Data 
     Interchange 

O  Overall F  Registration/Fee 
     Assessment 

F  Fixed Assets P  Purge G  General Student 

G  General Ledger S  Security H  Grades/Academic 
     History 

I  Investment Management T  Validation Form/Table I  Faculty Load 

N  Endowment 
    Management 

U  Utility K  Reserved – SCT 
     International   UK 

O  Operations V  Reserved L  location Management 

P  Purchasing/Procurement X  Cross Product M  CAPP 

R  Research Accounting Accounts Receivable O  Overall 

S  Stores Inventory F  Finance Accounts 
    Receivable 

P  person 

T  Validation Form/Table G  General Accounts 
     Receivable 

R  Recruiting 
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U  Utility O  Overall S  Schedule 

V  Reserved R  Research Accounting T  Validation Form/Table 

X  Archive Purge S  Student Accounts 
    Receivable 

U  Utility 

Info.  Access/Kiosk (I) T  Validation Form/Table V  Reserved – Can. 
     Solution Ctr  

R U  Utility XtenderSolutions (E) 

S  Student 
V  Reserved – Can. 
    Solutions Ctr. 

T  Validation Form/Table 

X  XtenderSolutions 

All Products 

W  Reserved for client forms or modules used within a Banner application 
X   (character in Letter 1 position does not equal W, Y, or Z) 
Z 
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3rd Letter 
Identifies the 
Type of form. 

Advancement (A) Financial Aid (R) HR/Payroll/Personnel (P) 
   Position Control (N) 

A  Application Form A  Application Form A  Application Form 

B  Base  Table B  Base  Table B  Base  Table 
     Batch COBOL process C  Called/List Form I  Inquiry Form 

I  Inquiry Form P  Process/Report I  Inquiry Form 

P  Process/Report R  Rule Table 
    Repeating Rules Table 
    Report 

P  Process/Report 

R  Repeating Rules Table R  Rule Table 
    Repeating Rules Table 
    Report/Process 

T  Temporary Table 

V  Validation Form 
     View 

T  Temporary Table 

V  Validation Form/Table 
     View 

V  Validation Form/Table 

Finance (F) General (G) Student (S) 

A  Application Form A  Application Form A  Application Form 

B  Base  Table B  Base  Table 
     Batch COBOL process 

B  Base  Table 

I  Inquiry Form I  Inquiry Form 

M  Maintenance Form I  Inquiry Form P  Process 

Q  Query Form O  Online COBOL Process Q  Query Form 

R  Rule Table 
    Repeating Rules Table 
    Report/Process 

Q  Query Form R  Rule Table 
    Repeating Rules Table 
    Report/Process 

R  Rule Table 
    Repeating Rules Table 
    Report/Process 

V  Validation Form/Table 
     View 

V  Validation Form/Table 
     View 

T  General Maintenance 
    Temporary Table Accounts Receivable (T) Information Access/Kiosk (I) 

A  Application Form 

V  Validation Form/Table 
     View 

R  Report 
I  Inquiry Form 

P  Process XtenderSolutions (E) 

Q  Query Form A  Application Form 

R  Report 
V  Validation Form/Table 

V  Validation Form/Table 
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4th, 5th, 6th, and 7th letters:  Abbreviation of the form’s purpose or function. 

 

Example:  Below are 3 Forms and their structure: 

SPAIDEN GJRRPTS FPIREQN 

S Student G General F Finance 

P Person J Job Submission P Procurement 

A Application Form R Report/Process I Inquiry Form 

IDEN Identification RPTS Reports REQN Requisition Query 

 

Return to Table of Contents 
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