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Manual goal

Thismanual is created to help staff with override access to efficiently and successfully locate a
course and complete an override process for a student.

Intended audience
Any staff or faculty member who has been granted (by their college chair or dean) override
accessin Banner.
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Your Access

Asageneral principle of access, the UTPA data (regardless of who collects or maintainsit) will
be shared among those employees whose work can be done more effectively by knowledge of
such information. Although UTPA must protect the security and confidentiality of data, the
procedures allowing access to data must not improperly interfere with the efficient conduct on
UTPA business.

Access to the Student Information System (SIS) is based on a user’s job role and responsibilities.
Generadly accessisinquiry only, with the exception of some self service applications (Web for
Students and Web for Faculty and Advisors) which permit some update capabilities defined in a
user’s college, department, and instructional assignments. For those forms that you do have
update access, your username, and in most cases, the date the form was updated, will be recorded
when a change is made.

You're Responsibility

By law, certain datais confidential and may not be rel eased without proper authorization. Users
must adhere to any applicable federal and state laws, UT System regulations, and UTPA policies
and procedures concerning storage, retention, use release and destruction of data.

Generaly, student records are protected by the Family Rights and Privacy Act of 1974 (FERPA).
Access to these records is restricted to those with an “ educational need to know” or those who
have the express consent of the student. This protection does not expire when a student leaves
the University. In addition, FERPA allows for certain information to be defined as Directory
Information. Thisinformation may be publicly released, unless the student requests
nondisclosure through the Office of the Registrar. Directory Information is outlined in the
current UTPA graduate and undergraduate catalogs. Additionally, UT System Business process
memorandum (BPM 66) protects the use of socia security numbers.
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All institutional data, whether maintained in the central database or copied into other data
systems (e.g. personal computers) remains the property of UTPA. Access to datais not approved
for use outside of user’s official UTPA responsibility. Datawill be used only for legitimate
University business. Information is not to be distributed beyond a users’ office without
authorization by the appropriate administrator or supervisor. Distribution beyond the University
requires permission of the corresponding data custodians(s). Sensitive information which resides
on desktop or portable machines should be encrypted or password protected to prevent
distribution by unauthorized persons.

Users must also protect all UTPA data from unauthorized use, disclosure, alteration, or
destruction. Users are responsible for the security, privacy and management of data within their
control. Users are responsible for all transactions occurring under their SIS account. Usersare
not to loan or sharetheir account with anyone. If it isfound that a user isloaning or sharing
the access codes, or has inappropriately updated or accessed information stored on the Student
Information System, the user is subject to disciplinary action including revocation of SIS
privileges and/or termination.
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Procedure
Follow these steps to Log into Banner

Step Action

1 | Accessthe https:.//mysis.utpa.edu site

2 Enter your UTPA username and password

Usemame: |

Password. [

Database. |

coe )

Y ou will be directed to the General Menu Page.

Go To...| ¥ welcome, LAMARES Products: [~ Menu | Site Map | Help Center
—IMy Banner My Links
Banner
I Student [*STUDENT] Change Banner Password
—IFinancial Aid [*RESOURCE] Check Banner Message

—IGeneral [*GENERAL]
—lBanner XtenderSolutions System Menu [*BXS]
—ITexas Connection [*TXCN] Parsonal Link 2

Banner Bookshelf
Personal Link 3
Personal Link 4
Personal Link 5

Personal Link 6

My Institution

Banner Broadcast Messages

[TTPA



https://mysis.utpa.edu/

Title
Bar
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Banner Main Menu:

Goto Fied Menu bar

& Ooracle Developer Forms Runtime - Web IZIIEI@

File Edit Cptions Block Item Record Qugef Tools Help
3 - ol
ey T EIk L £1@1 X h Toolbar
’23 General Menu GUAGMNU 7.3 {TRNG) - Tuesday May 01, 2007 XX I
Go To... | welcome, TRAINOS Products: [~ Menu | Site Map | Help Center
My Banner — My Links
‘dbanner \
1 student [*STUDENT] P . Change Banner Password
roducts Links
JFinancial Aid [*RESOURCE] check Banner Message
Lheck banner Wiessage
[Jgeneral [*GENERAL] >—
Personal Link 1
JBanner XtenderSolutions System Menu [*BXS] E—
_ITexas Connection [*T¥CN] \ Personal Link 2 >
_ H|erarCh|Cal Personal Link 3
M u Personal Link 4
Personal Link §
Personal Link 6 /
My Institution
SUNGARD HIGHER EDUCATION
Banner Broadcast Messages
Auto Hint/StatusLine
Enter the abject nane; Press LIST for listing.
Record: 11 | 1 L | =05C=

The Main Menu provides an overview of the menus, forms, jobs, and QuickFlows. Y ou use the
main menu to navigate through Banner.

My Links
Canvas
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Part description:

The following chart details the different areas of the main menu.

Menu Part Description

Menu bar Offersavariety of options for navigating within Banner. However, from the
main menu, the options are limited

Toolbar Set of icons that represent shortcuts for performing common functions from
the main menu.

Title bar May display the form’s descriptive name, the 7 character ID name, the
software version number and the database name.

Goto Field Access aform if you know the 7 character code of the form you wish to

accCess,

Products Links

Access contents of various Banner products directly.

Hierarchica menu

Access forms through the main menu hierarchical tree structure.

Auto Hint/Status
Line

Describes the field where the cursor is located.

Displays error and processing messages.

Explains the purpose of the field, what can be done next, or how to access
another window or form.

Links Canvas

The Change Banner Password link goes to the Oracle Password Change
Form (GUAPSWD), where you can change your password.

The Check Banner message link takes you the Banner Message Form
(GUAMESG), where you can view your messages. A green check mark
appears next to the link when you initialy log in and have pending
messages, or whenever a new message arrives. The pop-up alert for new
messages is no longer displayed.

Personal links enable you to create up to 6 links to favorite URLSs or often-
used Banner objects.
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Enter
Prevvious Record Chae
T Execute Quety Fitie Grained
Insett Record Hext Record Cancel Query Arccess Enahled
| | | Prin (when active)
| [ == | ) TH = B I . Fa
| & ¥ e E® Y e BB S M e @1X
| | Remjjve Record | B l't
Save | Select Mext Black ViewSend Onlicss Hol X
Rollback Previous Block 1eWiaen e fel
Ieszage
'i*
Function Icon Key Stroke Function Icon Key Stroke
qu’l
Save F10 Mext Block [E} Cirl Py Dn
3 . )
Rollhack 1 Shift F7 Enter Query -y F7
Select ShiftF3 Bxgcute Query [ F
Inzert Record ﬁ Fg Cancel Query Ex__ Ctrl G
Remave 4 . . EE} .
Record a Shift FB Print Shift Fg
Previ ] Up A& )
revious a n Arrawy . 17171
Record or Page Up Online Help o/
—
Dhowtery Arro ) x Cirl
Next Record Q or Page Down Bt AltF4
Previous Block %}‘ Crl Py Up Search ' Fa

10
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Introduction
When accessing Forms from the Main Menu they are displayed as a hierarchy. You can expand
and collapse content by clicking on the folders.

Screen image

_IMy Banner
—SCT Banner

_18tudent [*STUDENT]

AAdvancement [*FALUMMNI]
_l Advancement Individual [*ALUCONST]
_lAdvancement Organization [*ALUORGAMN]
_IMembership [*ALUMEMB]

Eo)
v v

_1Prospect Management Entry | *ALUPROEMNTRY |
_1Prospect Management Query [*ALUPROQUERY]
_1Prospect Management ¥Yalidation [**ALUPROYAL]
_IProspect Management ¥Yalidation {GTV) [*ALUPROVALZ2]

1 Closed Folder Select the closed folder to expand and view items
contained under it.

2 Open Folder Select the open folder sign to collapse the menu into
the original item.

11
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The most common waysto accessformsare:

1.

abswnN

Hierarchica menu

Go Tofield
Options Menu
List of forms accessed during current Banner Session stored in the File Menu.

Site map

Hierarchical menu
Access forms using the Hierarchical Tree menu on General Menu form:

& oracle Developer Forms Runtime - Web

File Edit Options Block Item Record Query Tools Help

= LS = ww =Y | %) (%) [ ok
g General Manu 7.
Go To... | [*] welcome, LAMARES
DMV Banner
(ABanner

[ student [*STUDENT]
JFinancial Aid [*RESOURCE]
[1General [*GENERAL]
JTexas Connection [*TXCN]

GoTofied

Forms can be accessed viathe Go To field, if you know the seven-character code you
wish to access. Y ou can aso use the up and down arrow keysin the Go To field to access
forms yoJu have previously op(laned during your current Banner session.

| o= 4=] &\ = | F | By | | %] (%

1
|E My Banner

12
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e OptionsMenu

ost Banner forms list forms which can be accessed using the Options Menu.

2 oracle Developer Forms Runtime - Web: Open > SFAREGS
S Block Item Record Query Tools Help

Registration History and Extension [SFARHST]

i Class Search [SSASECT]

1Ds, Mames and Addresses [SPAIDEN]

Detailed Student Information [SGASTDN]

Quick Admit [SAAQUIK]

Student Attributes and Cohaorts [SGASADD]

E iew Student's Schedule of Classes [SFAREGD]

Test Score Information [SOATEST]

[ BT [ ()0 ek T

L @

[ ¥iew CurrentfActive Curricula

Enrol Charge Optional Registration Fees [SFAEFEE]
Statue REYIEW Account Detail [TSAAREY] . Process Block:
Reaso SFAFAUD [SFaFaUD] I CRNs Acceptance:  Confirn
Review Student's Classes and Charges [SFAREGF]
summary Student Information [SGASTDQ]
—
C Wiew Student Holds [SOAHOLD]
our: Ti
Person System Identification [GUASYST] Bill At ted StlTe
L . . i empte atus
cry  &dmissions Anplication Detail [S4A4DMS] ours  Hours  Hours Status Levl
E Define Time Status Rules [SFATMST] E E E
Wiew Time Status Information

List of forms accessed during current Banner Session stored in the File Menu.
Banner retains alist of forms accessed in the File Menu. Y ou may quickly access these
forms by clicking on the File menu and choosing the form from thelist. Thislistis
refreshed each time you log out and log back into Banner.

& Oracle Developer Forms Runtime - Web: Open = SFA

rEile Edit Options Block Item Record Query Tools
Direct &ccess
Qbject Search
QuickFlow
Select
Rollback

Save

Refresh

Print

Exit

Exit QuickFlow
Exit Banner
Return to Menu
Preferences

. SOAHOLD Hold Information

. SFAREGS Student Course Registration

. SFAREGF Student CoursefFee Assessment Query
SOATEST Test Score Information

. SFAREGO Registration Query

. SOAIDEN Person Search

. BOANFST Student Svstem Distributinn Thitializatinn

U = T, R N U R

13
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Site Map

The site map is accessible by selecting the Site Map from the Main Menu. It will list top-
level menus and one level below them. No fields are listed, just links to various menus

and

2 Oracls

forms.

eloper Forms Runtin

Weh

dle Edit Options Block Item Eecord Query Tools Help

@l

NERE

ral Menu G

ERERE- A

iy |

Go To... *STUDENT [*] welcome, LAMARES

[ %) @) [k 12511 @1 X

Products: B Menu | Site Map | Help Center

[IFaculty Load [*FACULTY]
I Location Management and Housing [*LOCATION]
CIRecruitment [**REGRUIT]

CJAdmissions [*ADMISSION]

= General Student [ STUDEF‘;FI:]-

Bl general Student [SGASTDN]

B General Student Summary [SGASTDQ]
B Multiple Advisors [SGAADVR]

B guardian

Information [SOAFOLK]

E] Cooperative Education [SGACOOP]
Bl Education Opportunity Programs & Services [SCAEOPS]
[ student Sport [SGASPRT]
B Additional Student Information [§GASADD]

B student Disability Services [SGADISA]

Bl student Institutional Reporting Requirements [SGAUSDF]
B person Appointments/Contacts [SOAAPPT]

CJGeneral Student Gontrol [*GSTCONTROL]

CJEducational Background [*EDBACK]

CJGraduate Student Tracking [*GSTUDENTB]

My Links

Change Banner Password

Check Banner Message

Banner Bookshelf
Personal Link 2
Personal Link 3
Personal Link 4
Personal Link &

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Go To... | EEED [*] welcome, LAMARES products: [~ |
My Banner Financial Aid Business Processes =

Ermpty; Select to build.

Student

Course Catalog

Class Schedule

General Person

Faculty Load

Location Managerment and Housi
Recruitment

Admissions

General Student

Reqgistration

Accounts Receivable

Acadermic History

Curriculurn, Advising and Progra
Student Systern Management
Student Adrninistration
Information Access

Applicant Processing

Meed analysis

Requirements Tracking
Budgeting

Packaging and Disbursernent
Funds Management
Electronic Data Exchange
History and Transcripts
Financial Aid Common Functions
Student Systemn Shared Data
Short-Term Credit

Student Employment

Loan Processing

Return of Title IV Funds

General

Job Subrnission

Population Selection

Letter Generation

General International Managere
System Functions/A&dministration
Event Management

zeneral Web Management
General WR Management
Business Rule Builder

Manage the Enterprise
Matriculate to Educate
Forecast to Enroll

Plan to Fund

14
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All Banner forms are made up of three components. Blocks, Fields, and Records.

Blocks:

A block is asection of aform or window that contains related information. If aform or window
contains more than one block, each block (except the key block) may be enclosed in abeveled

box.

Types of Blocks

There are two types of blocks; a Key Block and an Information Block.

Part of Form

Description

Key Block

Where you typically start on aform.

Most forms have aKey Block.

A unique codeis 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 Key
Block.

A line may separate each Information Block on the form.

15
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Screen Image

& Oracle Developer Forms Runtime - Web -0l x|
File Edit Options Block Item Record Query Tools YWindow Help
/ ) (8] [ gk T <

W BEE RS

DEM 7.0

Confidential
ID: [510000001 [7[allen, Matthew A Generate ID: [& Key Block
—
Current Identification Address Telephone Biographical E-mail Emergency Contact
Alternate Names or IDs
Name Type: [*] nickname change Type: Origin: | -]
ID: 510000001 User: |CNORRIS
Last Name: |Allen Activity Date: |29-MOV-2004
First Name: Frank Create User: |CNORRIS
Middle Name: Create Date: |29-NOY-2004
Mame Type: |NICK E Nickname Change Type: Origin: |
ID: 510000001 1 User: |CNORRIS
Last Name: Morris Activity Date: |04-MNOV-Z004 -
First Name: Frank Create User: |CNORRIS
Middle Name: Create Date: |04-MNOWV-2004
Mame Type: E Change Type: Origin: |APAIDEN
ID: LNOO000zZ8 User: |SGEISER
Last Name: |Allen Activity Date: |25-0CT-2004
First Name:  |Matthew Create User: |SGEISER
Middle Name: |a. Create Date: |25-0CT-z004 -
~— /

\

Previous Mame Type Code; press LIST for values.
| <05C=

Recard: 147 | .. | Listofvalu.. |

Navigating blocks
To naviate in between blocks or tabs, use the Next Block or Previous Block functions. There are

icons located on the toolbar in aform.
Next Block (or Ctrl-Page Down) Previous Block (or Ctrl-Page Up)

=

16
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Fields
Fields are labeled space with ablock. Y ou can Enter, Query, Change and/or Display specific
information within afield.

‘ID: I

There is usually more than one field on aform:

Screen Image
File Edit Options Block Item Record Query Tools Window Help

@ ed & &kl

B0 E BAEAEE % @

"HGeneral PErson SPAPERS 7.0 (Sedi) (il e e e T
m: | ]
Biographical
Gender:  Male Birth Date: = ["I Confidential
' Female Aqge: Feld [ Deceased
' Mot Available SSMNFSIMNSTIN: I Deceased Date: @
Citizenship: I_EI .
Ethnicity: I_El FI el d
Marital Status: ’_EI .
Religion: I_EI Field
Legacy: ’_EI ﬂ
Field Last Update /
VYeteran File Number: User: | 7
Veteran Category: [rone -| Activity Date: li
Active Duty Separation Date: @ ]

17
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Records
A record isagroup of fields that make up alogical unit. There may be more than one record in a
block.

Example: A person record is made up of severa fields: ID, Last name, First name, Middle name,
Birth date, Change indicator, Type.

Screen Image

Change
ID Last Name First Name Middle Mame Birth Date Indicator Type
(7]

|rooozoesa  allen Bancroft | | [
|a00020855 Allen [Elise | 03-MAR-1983 [
311115555 [allen [Frank | [29-1UN-1977 M MICK
la111166e6  Allen IFrank | (27-4PR-1962 I NICK
5100000C1  |Allen [Frank | [11-)UL-1939 n NICK
[a000z0856 Allen Harold | 10-0CT-1985 [] [
ls1o0000c3  Allen [Kathlzen Evans |17-1AK-1991 [
|a00000061 Allen Marissa B |07-DEC-1982 [
[s1oooo0co | [allen [Mary | [10-JUL-1951 [ [ ]
444555555 allen Matthew Iy 11-JUL-1939 [

Record Counter

The record counter displays number of records viewed and the number of total records.

Note: A question mark (?) isthe status line signifies that there are more records, but you haven't
gotten to the last one, so the computer doesn’t know how many there are yet.

Record: 817

18
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Screen Image

File Edit Options 3lock Iterm Record Query Tools Window Help

"M Employee 5

1D Last Name

510000001 |allen

444555555 |allen

510000001 [allen

LNDOOD028 [allen

LNO000023 |allen

LNODODDZE |allen

111111111 [allen

TITHTTTT T e

Case Sensitive Query: @ png O Yes

First Name

Middle Name Change Indicator

|Frank

|Maﬁhew

|Matthew

|Mamhew

|Maﬁhew

|Maﬁy

|Rober‘ta

]

BNE BEAEE YT BEE QS EE TR G S @X

OO0 OO OO OO OEEESCEE

Type

ARRRRRRRNRNNNECHND =

Birth Date

11-JUL-1939 =
FrETETT
11-JUL-1939
11-JUL-1939
FETETT
11-JUL-1939
09-MOY-1930

| | <0sC=

T~

Identification Mumber; phess COURNT QUERY HITS to access additional information
Recaord: 117 {1 |

Record: 157

19
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Viewing Records
Some forms have ascroll bar to view existing records.

File Edit Options Block Item Record Query Tools Window Help

WTEDODO1Z

WTEDODDL4

WTEDQDOOG
WTEDQDO14
WTEDODO14

WTEDQDOL7
WTEDQDO16
CRCO00004
WTEDQDOOE

WTEQODOOL
WTEDQDOLS

_—
[Ls6000007
s
FrESTAPIHR
FresTarnL
loxzazo0s0]
i
—
.
HRCLIENTL
s
o
e
e
(scToonum
e
o
S

DRCO00101

a Emplovee Search Form (Employee, Applican

COBRAY POIIDEM 7.0 (s4b70) il

Middle Name Change Indicator

(RYE RNABE %7 BEBE @ & BE S@H ¢ £ @ X

Last Name First Name

|& Adarns |Beth |
|&Adams |N|ch0|as |
|&Carrington |Ju|\a |M
|< Adams |Beth |
[arT [Hr [
|ap1 [Fmar* |
|Abercromb|e |Sean |
|Adams |Apri| |
|Adams |Beth |
|Adams |Beth |
|Adams |Cindy |
|Adams |Dan|e\ |
|Adams |Deb |
|Adams |Dee |
|Adams |Emma |
|Adams |Eugene |Midd|a
|Adams |James |
|Adams |Josh |
|Adams |Ke\|y |

OOEOOOOO0OCOECOOCOOFEEES

Navigating records: Y ou can navigate to different recordsin 3 ways.

Type

RRRRRRRNCHRECHNNN &

Birth Date

09-MOV-1985
[25-Nov-1950
01-JAM-1975

09-MOV-1965
[oL3an 1970
08-SEP-1976

15-MAR-1963
[o9-Nov-1980_
09-MOV-1965
09-MNOW-1985
lo-nov-1582
09-MNOW-1980
09-MNOW-1980
lw5-nov-1583.
09-MNOW-1980
19-0CT-1944
[o5-Nov-1950
09-MNOW-1985
09-MOV-1962

1. Use the Next Record or Previous Record functions located on the toolbar in aform.
Previous Record

Next Record

=)

2. Use the record pull-down menu in the menu bar.

3. Use the keys on the keyboard to navigate through records.

2

Function

Command

Next Record

Down-arrow

Previous Record

Up-Arrow

20
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| ntroduction
The Auto Hint/Status Line appears at the bottom of the screen. It describes the place where the
cursor islocated. Error messages, processing messages, and keyboard equivalents appear here.

File Edit Options Block [tem Record Query Tools window Help

= [ B R 9% DS EE Tmgkl L@ X
u 4L 1= a5
Go To... [*] welcome, DRICHIE Products: [+ Menu | Site Map | Help Center
_1My Banner My Links
—_ISCT Banner
Cdstudent [*STUDENT] Change Danner Password
_ladvancement [*ALUMMNI] Check Banner Message
Finance [*FINANGE]
Personal Link 1
uman Resources [*HRS] ——
Applicant Administration [*HRSAPPLCNT] Personal Link 2

—Biographic/Demographic Information [*HRSPERSON]

Personal Link 3
B 1dentification [PPAIDEN]

Personal Link ¢

@ne—Time Payment [PEA1PAY] ) Personal Link &
2 one-Time Payment Inquiry [PEI1PAY]
B Address List Inquiry [PPIADDR]

E comment [PPACMNT]

2 person Experience [PPAEXPR] My Institution
B ceneral Information [PPAGEMNL]

B certification Information [PPACERT]
E Person skills [PPASKIL]

B Telephone [PPATELE]

Personal Link &

Banner Broadcast Messages
18-14N-2005 Banner 7.1 development under way.

—

Press ENTER to start selection or expandicollapse menu. | ]
Hecord: 11 | 1 N | =03
Z

21
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Sear ching for itemsin a database:

A wildcard isa special character that represents one or more other characters.
Use wildcard symbols % and _in the search criteria.

* % (percent sign) represents any number of characters
* (underscore) represents one occurrence of a character

Note: ma is used as an example. The wildcard symbols can be used with any combination of
latter in any order.

To get theseresults... Enter thesecriteria...
All entriesthat CONTAIN ma %ma%
All entries that BEGIN with ma ma%
All entries that END with ma %ma
All entries that have m as a second Mm%
character

22
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Pop-up boxes are windows that appear on your screen for a specific purpose. All popup boxes

require that you take action before continuing on the form.

There are two types of Pop-up boxes.
* Dialog Box

» Alert Box

A dialog box appears when you must chose from two or more responses. The following is an

example of adialog box.

An alert box notifies you of acondition that may impact data. The following is an example of an

aert box.

SCT Banner

®

Do you want to save the changes you have made?

]n] Jj( Cancel )I

SCT Banner

N

|

YWarning: Information about this person is confidential,

23
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My Banner appears at the top of the Main Menu. It allows quick access to forms, jobs, menus,
and QuickFlows that are most important in your daily work.

Screen image

|
/M General Me

B Empty; Select to build. [GUAPMNU]

Setting up My Banner
The following forms are used to create, change or copy My Banner

GUAPM NU- Personal Menu Maintenance: Create and change your personal menu.

GUTPM NU-Personal Menu Maintenance Menu and Copy: Copy your personal menu to or from
another user.

24



Purpose: To assist staff membersin locating a student in Banner in an efficient and timely
manner.

A student record can be obtained with almost any form used in the Office of the Registrar.
There are 3 ways to obtain a student record:

@Enter the Banner ID in the I D field and press Enter or Tab in the form you are working
on.

Example A:

& Oracte Developer Forme Runtime - Web: Open
Fie Edit Qutions Block ftem B
aa ——

3 ; & & 1§
) 5| (TRNG)
Term: | HEEER .'| [Heuse, Hicker " Date: [:7-5EP-2007 EE Molds: | |
u icula Print Bill + Print Schedule
EEm e

Enrollment Information

Generate 10; ||

Hold Details

Hold Type: FF Reason: ‘ [ Release Indicator
Amount: From: @ To: @ Origination Code: F

Note: Remember to insert the appropriate term code if applicable.
Do not use social security numbersin the ID field.

25



Section C:

Lesson:

Day-to-Day Operations

Finding a Student in Banner
(Continued)

"5 Option List

Alternate ID Se

Gender: 'Male

C'Female

® Not Available
Citizenship: -
Marital Status: -
Religion: -
Legacy: -
Ethnicity: A

T
[ Confidential
[IDeceased
Deceased Date: =
veteran File Number:
Veteran Category: None
[ Cancel Active Duty Separation Date: =

[]Special Disabled ¥

Last Update

Mew Ethnicity:

Ethnici fi

MNone 2

User:

b. Click on Person Sear ch to access the SOAIDEN for%

Eile Edit Options Block [tem Record Query Tools Help

& oracle Developer, Forms Runtime - Web: Open > SPAPERS - SOAIDEN

BB BAEE W PIE =

AIDEM 7.0 (TRMNG)

Last Name First Name

Middle Name

[ () ()0« [ 250

Change
Indicator  Type

Birth Date

[ £

\ L

Case Sensitive Query?
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Section C: Day-to-Day Operations

Lesson: Finding a Student in Banner
(Continued)

«f Jump to TOC

c. Enter al available student information in the SOAIDEN fields.
Remember to use % for incomplete names. (See Wild Cards lessen in Section B)

r————
& oracle Developer Forms Runtime - Web: Open > SPAPERS - SOAIDEN

| File Edit Options Block Item Record Query Tools Help
BB CEEE 7 HEX I EIREIE LHI@]X
"wE|Person Search SOAIDEN 7.0 (TRNG) friciziicis, ieilrieielelere el e e e e e e e e e e e e e e e
change
D Last Name Firkt Name Middle Name Birth Date Indicator Type
54
[ [smith [ \ [ \ [
| | [ | | \ [
| | [ 1 | \ [
| | [ | | \ [
| | [ | | \ [
| | | | | \ [
| | | | | \ [
| | | | | \ [
| | | | | \ [
| | | | | \ [
| | | | | \ [
| | | | | \ [
| | | | | \ [
| | | | | \ [
| | | \ | \ [

d. Perform an Execute function.
The SOAIDEN form will populatemost fields:

s Help

EIEYEIEEIE

o o 00 22

w8 Person Search

Change
Last Name First Name Middle Name Birth Date Indicator Type
BEEREE  [smith [pebbie [03-maR-1977
[a00010245  [smith [ponald [
[r11000026  [smith [puane [30-3un-1953
| | | |

[NRAREENR -

e. Place cursor on student ID and pick the student using the Select icon.
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Section C: Day-to-Day Operations

Lesson:
(Continued)

Finding a Student in Banner

' General Person SPAPERS 7.3 (TRNG) [+l

Biographical
Gender: ' Male Birth Date: @
' Female Age:
® pot Available SSNSSINSTIN:

[ confidential
[ Deceased

Deceased Date: =

Citizenship: ’_EI Veteran File Number:

Marital Status: ’_EI Veteran Category: |Nnne -
Religion: ’_EI Active Duty Separation Date: | @

Legacy: ’_EI [ Special Disabled Veteran
Ethnicity: ’_E

MNew Ethnicity:

MHone &

[ Ethnicity and Race Confirmed

Confirmed Date: @

Last Update

User:
Activity Date:

R,

&
o
.1

User Activity Date

e
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Section C: Day-to-Day Operations

Lesson: Finding a Student in Banner
(Continued)

@ Enter aname in the Name field on a form and Tab. You can use the wildcard (%)
options

"% General Person Identification SPAIDEN 7.3 (TEST) il

o | [Z]Roms, T Generate ID: [&]

Current Identification |EEcEREIR=Ns il s sig) Adidress TElephEhE: Eisgraphical E-mmiail

Result ID and Name Extended Search box WI|| appear

Search Results: ‘ v| 2

] person Search Detail: (2] Non-Person Search Detail: [
Reduce Search By

 Person ' Non-Person ® poth

Enter search criteria then press Execute Query or select button to reduce search. E‘
City: SSN/SIN/TIN:
State or Province: =] Birth Date:
ZIP or Postal Code: E‘ Gender:
Name Type: EI

Press Enter Query or select button to clear search. @I

b. Enter fields available to reduce search.

Note:
- Enter SSN numbers with no hyphens: 111223333

- Enter birth dates in following format:
Day-month-Y ear for example: 01-JAN-1980

C Select the Per son Search Detail | con.

@10 and Name E

Search Results: [ - 2
= <& =T
Person Search Detail: @ o Non-Person Search Detail: [;[
Reduce Search By
' Person ©'Non-Person ‘® Both
Enter search criteria then press Execute Query or select button to reduce search. Y]
City: Dallas SSN/SINSTIN:
State or Province: E Birth Date:

ZIP or Postal Code: I} Gender:
Name Type: E

Press Enter Query or select button to clear search. @
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Section C: Day-to-Day Operations

Lesson: Finding a Student in Banner
(Continued)

<« Jump to TOC

d. The Person Search (SOAIDEN).

[ = N T e Y I T R S et R I — T T R R SRR A S

Performing Query On Name: T% ROMO
Change
1D Last Name First Name Middle Name Birth Date  Indicator  Type
]
10119728] Teresa 20-DEC-1959 r
‘nuuuluwa Tany 10-JAM-1970 r
\ L [
r r r r [l [—

e Select the student desired using the Select icon.
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Section C: Day-to-Day Operations

Lesson: Overriding a Prerequisite and/or
Capacity

«f Jump to TOC
Procedure
Follow these stepsto override a perquisite for a student
Step Action
1 | Accessthe SFASRPO (Student Registration Permit-Override) form
B | = student Registration Permit- 7.0 5 B
b m: | = Term: [200910 [*|Fall 2008
Studer!t Permits and Overrides ) Course ) -
Pe%nt C% Sul%ct Nur[%er Se%nn User Activity Date
| [ ] \ =l
[ [
[ [
[ (] =
Student Schedule
Part of Course Begin End
CRN Term Subject Number Section Available Waitlisted Mon Tue Wed Thu Fri Sat Sun  Time Time o
[ 1 10 [ (1 ] =80 [
[ ( | (] =80 [
(0 1 [ (] ] ooooooo [0
(0 1 [ (1 [ ] sooooeo [
[ N R N (1 ] sooocoeo [
Al Bl | 3
Eefgfdsj;\STfurva\lnllDa ‘ R | . | J
2 Enter the Student ID intheID field and Tab
3 Enter current ternin Term field
4
Perform a Next Block function E
5 | Choose which type of Permit the student needs from the Registration Permit Codes box

and click on OK

Student Permits and Overrides Course
Permit
-

PREREQ Prerequisite Override

Student Sch
Pa

CRN Te w
10024 1 C
10027 1 Find Cancel C
10842 1 C
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Section C: Day-to-Day Operations

Lesson: Overriding a Prerequisite and/or
Capacity (Continued)

Procedure, continued

Step Action
7 | Enter the CRN in the CRN field
The Subject, Course Number, & Section fields will populate with CRN information

'ra|Stuclent Registration Permit-Ovarrite SFASRPO .0 (T ST s e e e B s b e et
1D [z0006804 ¥ [Samplen, Anna Term: (200910 ¥ Fall 2008
Student Permits and Overrides Course
Permit CRN Subject Mumber Section User Activity Date
& ] Ad] SR
capactTy  Allow in Closed Class 10128 FINA EE x| [29-mar-2008
| \ L1 \
| \ L \
| \ L \
Student Schedule
Part of Course Begin End
CRN Term Subject Number Section Available Waitlisted Mon Tue Wed Thu Fri Sat Sun  Time Time
10024 1 ACc 3326 02 24 0 o 0 W T [ T T |90 2025
10027 1 ACC 3329 01 36 o . O k. O . O O [1145 [1235
10428 1 EDBE 3324 31 29 0 W O, &, O, O, 0. 0O [1310 [1425
— O | O O esooosoo [
0 T 17 R ooooooo [ ]
A P | »

(See next lesson for locating a class without a CRN).

8 Click the Save Icon

Look for ‘ Transaction Complete’ message on Auto Hint Line and notice the User filed
has been updated with your Username & Activity Date will populate with current date.

Student Permits and Overrides Course
Permit CRN Subject MNumber Section <er Activity Date

i I I N
capaciTr  allow in Closed Class 10128 FINA 1333 01 LMRES 29-MAR-2008 [~ 9%

[ 1] [ ]
[ ] [
[ 1] [ ]

—

W

Student Schedule

Part of Course Begin End
CRN Term Subject Number Section Available Waitlisted Mon Tue Wed Thu Fri Sat Sun  Time Time =
10024 ’17 Acc 3326 ’? ’T ’r M. O & 0O 000 0 ’E 2025
Moz § (e o B [ @ 0@ O WO O [ s
10428 ’17 EDBE 3324 ’T ]T ’r M. O M 0O 0O 0 0 ’EW
— — |2 O cooooee [
C 1 C 0 10 107 [ oo o oooo [ ]
T SRR | »

h-40400: Transaction complete: 1 records applied and saved \
A Recorg 111 [ | | | <08C=
]
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Section C: Day-to-Day Operations

Lesson: Overriding a Prerequisite and/or
Capacity (Continued)

<« Jump to TOC
Note:

To enter a prerequisite override for a Subject and Cour se, enter the information on the Subject and
Course fields and save.

Thiswill allow a student to enter into any section of the subject and course number you have
selected.

"sp Student Registration Permit-Override SFASRPO 7.0 (TEST)
ID:  [20006804 [~ [Samplea, Anna Term: |200910 [* Fall 2008
Student Permits and Overrides Course
Permit CRN Subject MNumber Section User Activity Date
- o T I
PREREQ Prerequisite Override cc  |2301 [LAMARES [01-APR-2008 Al
i l l l ) | I
i | l l i I
i | l | [ | l -
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Section C: Day-to-Day Operations

Lesson: Locating a Course Without a CRN

Jump ta T0C

Procedure
Follow these steps to finding a course without a CRN

Step Action

Access the Access the SFASRPO (Student Registration Permit-Override) form

Enter the Student ID inthe ID field and Tab

Enter the current term in the Term field

Perform a Next Block function

Choose which type of Permit the student needs from the Registration Permit Codes box
and click on OK

To locate the course, click on the down arrow of the CRN option and choose
SFQSECM.

G WINF

»

Search for Sections(SFQSECM)
View Section Information(SFQSECT)

”2 (_Cancel

n

The SFQSC page will appear:

QSECM 7.3.2 (TES

eqgistr

ation Section Que

Part of Available Begin  End Time
CRN Term  Subject Course Section Seats Waitlist Mon Tue Wed Thu Fri Sat Sun Time Time Conflict
B O
r I B N I BB ooogogaod Em A S
Link: ’_ Crosslist Group: ’_ Campus: E Schedule: E Section Status: |—E Block Indicator: ’—
F =
2 r—~ 1 7o e ooo o[ []
Link: ’_ Crosslist Group: ’_ Campus: ] Schedule: (= Section Status: |—[T Block Indicator: ’—
F =
(O J 0] 1 CJeeeeece o [C10C]0O
Link: ’7 Crosslist Group: ’7 Campus: d Schedule: [~ Section Status: rF Block Indicator: r -

Notice the

H
Student Schedule Student’s current
Part of Availabl Beagil End H
CRN :ern: Subject  Course Section ‘I,Satalaats ¢ Waitlist Mon Tue Wed Thu Fri Sat Sun Tﬁﬁl: Ti:lne Error Link &hwul e IS
10024 B acc 3326 02 24 0 ¥ 0O ® O 0O 0O 0O f(ow fzs| [ [ ] = .
Crosslist Group: ’7 Campus M Schedule: |LEC Section Status: ’? Block Indicator: r Registration Status: EE dl $I aym bd OW
Link

10027 f acc 3329 1 38 0 ¥ 0O & 0O & O O [ s [ []
Crosslist Group: | Campus [v Schedule: [LEC  Section Status: [4  Block Indicator: | Registration Status: [RE [7]
Link e

<

10428 1 EDBE 3324 31 20 0 ¥ 0O ¥ 0O 0O O 0O w0 [wazs [ [

Crosslist Group: Ccampus |M Schedule: |LEC Section Status: ’? Block Indicator: |— Registration Status: |RE E
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Section C: Day-to-Day Operations

Lesson: Locating a Course Without a CRN
(Continued)

«f Jump to 10

Procedure, continued

Step Action
7 Enter a course Subject and/or Course and/or Section
For Example:

Part of Available Begin  End  Time
CRN Term  Subject Course Section Seats Waitlist Mon Tue Wed Thu Fri Sat Sun Time Time Conflict
-

= M

P Eel e 0 0 B O oo o B8 E
Link: ’_ Crosslist Group: ’_ Campus: ’_EI Schedule: ’_EI Section Status: |—E| Block Indicator: |—

F =

=
i
PerformanExecutefunction.| iy |

t

All courses the fall within

he criteria you have selected (if offered) will appear:

Available Begin  End Time
Course Section Seats Waitlist Mon Tue Wed Thu Fri Sat Sun  Time Time Conflict

e = s o o ¥ O B OO W OO s s [0 = Use scroll bar to
’_ Campus: ’M_E Schedule: ’FE Section Status: |A—E Block Indicator: | .
' ~ viewall courses

1301 o7 30 o ¥ ] ] O ¥ ] O 0545 0935

Link: Crosslist Group:

c
El
3
o
=
S
a
o
=
0
o
=
=
=
=

——
1301 10 30 0 ] ] [ O & O [ 0945 1035

: r
’,

3 ’_ campus: M EI Schedule: |LEC EI Section Status: |A—E Block Indicator: |— \
[

H ’7 Campus: |M EI Schedule: |LEC EI Section Status: FE Block Indicator: r

Link: Crosslist Group:

9 | To select the course, make sure your cursor has highlighted the CRN and perform a
Sl nction.

T o [T IE PRI e Lsip

e F".E‘Di'_:-" Sectinn ¢
"

Part of Available Begin  End Time
CRMN Term  Subject Course Section Seats Waitlist Mon Tue Wed Thu Fri Sat Sun Time Time Conflict
S
1 ENG 30 3 30 0 = [ LN W LF L 0745|0835 |—
Link: ’7 Crosslist Group: ’7 Campus: |M E Schedule: |LEC E Section Status: ’?E Block Indicator: ’7
k1 ™
10634 1 EMNG 130 a7 30 o [ (] [ ] [ [} (] 0545 0935 r
Link: ’_ Crosslist Group: ’_ Campus: M B Schedule: |LEC E[ Section Status: FE] Block Indicator: r

=
=4
=

2

k=
10835 1 ENG 1301 10 30 ] M O ¥ O ¥ O O 0945 1035
Link: ’7 Crosslist Group: ’7 Campus: M E Schedule: |LEC E Section Status: ’?EI Block Indicator:
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Section C: Day-to-Day Operations

Lesson: Locating a Course Without a CRN
(Continued)

Procedure, continued

Step Action
9a | The CRN will appear on the SFASRPO form:

1D: [20008804 [+ [samplea, Anna Term: [z00910 [~ Fall 2008
Student Permits and Overrides Course
Permit Subject MNumber Section User Activity Date
[~ [
FREREQ Prerequisite Override ENG [1301 03 [ 29-MAR-2008

i =
TTE

Student Schedule

Part of Course Begin End
CRN Term Subject MNumber Section Available Waitlisted Mon Tue Wed Thu Fri Sat Sun  Time Time
10024 [t [acc [sa2e [z N 0 B P e P R P YT TP
10027 [t [acc 3329 [or EX M. O, WM. O W 00 [4s 1238
10428 {7 [oeE 5324 [r ] EXE ¥ 0O M. 0O 0.0 0O |30 |42s
— O | O poenneeee
10 0 17 [ oo o ooo o [0 ]
A OO, | »

10 | Click the Save Icon
Look for ‘ Transaction Complete’ message on Auto Hint Line and notice the User filed

¥R Student Registration Permit-Override SFASRPO 7.0 (TEST) -l
ID: [z0006804 [+ [samplea, Anna Term: [z00810 [+ Fall 2008
Student Permits and Overrides Course
Permit Subject MNumber Section User Activity Date
(-] A -] [
PREREQ Prerequisite Override ENG |13E|1 ’F ‘LAMARES 29-MAR-2008 =
[ [
[ [
. [ ] =
Student Schedule
Part of Course Begin End
CRN Term Subject Number Section Available Waitlisted Mon Tue Wed Thu Fri Sat Sun Time Time
10024 1 ACC 3328 0z 24 0 ., O, @ [, 0O 0O O, |1910 |2025
10027 1 ACC 3323 01 35 o @, O, M OB [, |1145 1235
10428 1 EDEBE 3324 31 29 o M., . & [0 0O [ [13in 1425
I O R Y N [ [ ] oooo o000 [ ]
N N I DO O RN B [ [ ] eoooooe 0]
| N e | >

RM-40400: Transaction complete: 2 records appl\eW
Recard — 4 =080
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Section C: Day-to-Day Operations

Removing an Permit Override

Procedure
Follow these steps to remove a permit override

Step Action

Access the SFASRPO (Student Registration Permit-Override) form
Enter Student ID and termin ID and Term fields

Perform a Next Block function

Choose the Permit you'd like to remove

From the Record Menu, choose Remove

G WINF

File Edit Options Block [tem I@I Query Tools Help
73] [ %2 42 &) [§ Previous
Kz P
%3 Student Registration Parmit-Cases T T T
1 Confidential Seroll Up
Scroll Down
o:  [z0006805 [~ [Sampl cloar Term: (200910 [~ Fall 2008
Student Permits and ¢ I"52"t Course
Permit Duplicate CRN Subject Number Section User Activity Date
) Loz AT A2
ACIT 2llow in Closed Class 10024 ACC 3326 02 |LAMARES 26-MAR-2008
Student Schedule
Part of Course Begin End
CRN Term Subject Number Section Available Waitlisted Mon Tue Wed Thu Fri Sat Sun Time Time
10024 1 ACC 3326 0z 24 Q M. O ¥ [O. 0O OO 1910|2025
10027 1 ACC 3329 01 35 ] M., O . O & O 0O [1145 [1235
10642 1 occT - |7401 01 10 0 [ . [ [0, [, [0 |osoo {1200
11684 1 ANTH 1323 01 66 o o T L T Josio |1ozs
O 0O 0O 0o oo
A N R | »

The Permit Code will be removed
6 Click the Save Icon
7 | The Transaction Complete message will appear on the Auto Hint line.

*Thiswill not remove a student from a cour se if they have already registered.
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Section D:; Contact Information

Lesson: Helpful Contacts

Office of the Registrar 381-2201

Melinda Espinoza
System Analyst 111
melinda@utpa.edu 316-7158

LindaA. Mares
Business Analyst
lamar es@utpa.edu 381-2388

Debora McMillin
Administrative Coor dinator
deleondy@utpa.edu 318-5356

Roy Munoz
Computer User Service Specialist
munoz@utpa.edu 316-7933

Joni Thomas
Assistant Registrar for Registration
tomag @utpa.edu 318-5355

For technical assistance, please contact

UTPA Helpdesk
helpdesk @utpa.edu 381-2020
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Release Date
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V1.0
This manual was last updated on 03/29/2008
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