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SIS PLUS SCREENS VS BANNER FORMS

These will be the most common forms needed in Banner:

SIS SCREEN BANNER FORM PAGE
SCRN: 529 SIAASGN 5
SCRN 105 SSASECQ 6
SCRN: 148 SOAHOLD 7
PERMITS SFASRPO 8-11
SCRN: 1G7 SFASLST 12
Course Listing and Grades SHACRSE 13
SCRN: 139 SFASTCA 14
SCRN: 109 SFAREGQ 15
MAJORS SGASTDN 17
SCRN: MTA SGAADVR 19
SIAIQRY

SCRN: 142 SHATRANS 25



KEY Esc Tab F1 F2 F3 F4 F5 F6 F7 F8 F9 F10
Insert
Duplicate Duplicate New Enter Execute Search
Cancel Next Field Help Field/ltem Record Record Query Query (LOV) Save
Count Clear
Previous Display Query Exit with Clear Clear Remove Form &
Shift Field Error Hits Value Record Block Record Rollback Print
Show
Ctrl Next Field Keys
Page Down Left Right Space Bar in Check Left Mouse Double
KEY Page up Down Up Arrow Arrow Arrow Arrow Q U Box Fld Click
Prev. Next On date field=Calendar
Previous Next Radio Radio On amount
Record Record Button Button Toggle On/Off field=calculator
Shift Dynamic Help
Previous Next Exit or Clear
Ctrl Block Block Cancel Field
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Logging into Internet Native Banner (INB)

1. At TTU Homepage, click in the “Address” block and type in http://www.tntech.edu/bannerinb
2. Under “Internet Native Banner (INB),” click on Production Database [PROD]
3. When “Logon” box pops up, type in user name (ex. Jsmith) and password.
4. You have successfully entered Banner Land.
2 Dracle Developer Forms Runtime - Web
File Edit Options Block ltern Record Query Tools Help
= BrEEEE B & A [ ey [ I EE G &2 @1 X
"g8 General Menu GUAGMMU 7.3 (TEST) - Wednesday Movember 07, 200 Ll
Go To... [*] welcome, SDYER Products: [~] Menu | Site Map | Help Center
|_IMy Banner My Links
[dBanner
[ Student [*STUDENT] Change Banner Password
CAdvancement [ALUMNI] Check Banner Messages
(IFinancial [FFINANCE]
[_1Human Resources ["HRS] Banner Bocksheff
_IFinancial Aid ["RESOURCE] Personal Link 2
1 General [GENERAL] ezl Lol
1 Banner XtenderSolutions [BXS]
Personal Link 4
Personal Link 5
Personal Link B
My Institution
SUNGARD HIGHER EDUCATION
Banner Broadcast Messages
WM
e,
&
Enterthe ohject name; Press LIST for listing.
Record: 141 |1 o | =050
BANNER

This is the main form to start your navigation through Banner. You enter your selection in the ‘GO TO...” box
and hit your enter key. As we progress with Banner, you will be shown how to ‘build’ your own selection of
forms on the right hand side. On each form you access, your username will show at the top just below the
icons.
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Oracle Developer, Forms Runtime - Web: Open > SIAASGN
File Edit Options Block [tem Eecord Query Tools Help
BOE REAEE %% BEE @ SIEEIEIE&£1@ X
rsF-u ulty Assignment SIAASGM 7.0 (PROD) [-oreiirlel =
ID:  [Toooozate [+ [omith, angela Term: [zoosen [+
Session Institutional Percentage Primary Override
CRN Session Subject Course Section Credit Credit of Session Instructor Conflicts
M [

51430 b1 [cFs 2200 oz [ 30m [ 3000 [ 100 v v (]
Workload: ’7000 Percent Responsibility: W Generated Credits: ’7000 Position Number: l—
Override Workload: ’7 Weekhy Contact: m FTE: l— Position Number Suffix: ’_
Calculated Workload: 000 Total Contact: 21.258  Contract Type: ’_ E Additional Instructors: |—
Assignment Type: E
[praas o1 [oFs 2200 [0z [ om [ o [ 100 rd v
Workload: 000 Percent Responsibility: 100 Generated Credits: 000 Position Number:

Override Workload: ’7 Weekhy Contact: m FTE: l— Position Number Suffix: ’_
Calculated Workload: nag Total Contact: Contract Type: ’_ E Additional Instructors: |—
Assignment Type: =]

1455 b1 e 2200 [z [ om [ o [0 I v
Workload: 000 Percent Responsibility: W Generated Credits: 000 Position Number:

Override Workload: ’7 Weekhy Contact: m FTE: l— Position Humber Suffix: ’_

Calculated Workload: 0og Total Contact: l— Contract Type: ’_ E Additional Instructors: |— |

Assignment Type: d] Sl
A1 NN [
CRN; press LIST for valid CRMs, CQUERY for faculty schedule. | J
Recard: 414 [ N | | <osC>

SIAASGN (Screen 529) Assign/Change/Remove Instructors

1.

no

Enter the Faculty member’s T# (Faculty ID number. We will no longer use SSN) in the 1D box. If you
do not know the T#, click on the drop down arrow. This will bring up a message box. Click on Faculty
Search. Enter the term, example 200880. Do a Next Block. You can use the % wild card to look up
faculty names and ID by typing a % sign in the ID or Name fields. Press the ‘Enter* key.

Double click on the faculty ID or name and it will automatically appear in the form.

After entering the term, click the “Next Block’ icon, and view the courses your faculty is teaching for a
term. If you need to remove a faculty member from a class, scroll or ‘arrow’ down to the course, click
on Record at the top and select Remove from the drop-down box. This will ‘delete’ that course from
their workload. Click on the ‘SAVE’ icon or press the F10 button. To add a course to their workload,
click on the ‘Insert Record’ icon at the top of the form, enter the CRN of the course to be added, tab
(this shows the course) and SAVE. If this presents a ‘time conflict’, click on the ‘Override Conflicts’
box.

To change to another instructor’s workload, click on the ‘ROLLBACK” icon or to Exit, click on black
“X”.



< Dracle Developer Forms Runtime - Web: Open > SSASECQ
Eile Edit Options Block ltern Record Query Tools Help

B R ECEE PR HEE RS EEI G S E@X

’EE Schedule Section Query Farm S5A

Part Registration Reqgistration Block Section
Term of Term From To CRN Schedule  Subject Course Section  Status Campus
i ] = = i hd hd
200880 1 81338 |— AEAP T30 oot |: a0k
Schedule Instructional
CourseSection Title Type Method Duration Unit
(-] ] ]
|Ind Stucy/Early Child SPED LEC CON
Cross Reserved .
Link List Seats Long syllabus Comments Enrollment: Maximum 15 - Actual = 15
[ ] [ ] [] (m O O Waitlist: Maximum 0 - Actual = o
Part Registration Registration Block Section
Term of Term From T CRMN Schedule Subject Course Section Status Campus
= 5] 5] 5] = E E
200880 o 0562 r .l 1104 RS0 |Z a0R:
Schedule Instructional
Course/Section Title Tyne Method Duration Unit
= = ]
|Prin:ip|es Of Accourting | LEC RC1
Cross Reserved . ’— ’— ’—
Link List Seats Long Syllabus Comments Ealiment Maximum Bl = =0
— — [ £ m 2 Waitlist: Maximum 0 - fctual o-| o
e
Subject Code; press LIST for valid values.
Record: 217 (. . | Listofvalu.. | | =05¢=

SSASECQ (SCREEN 105) Course Section Search

After accessing this form, you will enter the term. You can narrow the search to the CRN, the SUBJECT and
the COURSE # by tabbing to that block. After entering your choice(s), click on ‘EXECUTE?’ or ‘F8’.
Unfortunately, this does not show meeting times and days, but does show the enrollment stats, along with some
other course features. (You may find it easier to use the Course Section Search via Eagle Online.) Do

‘Rollback’ for next search, or click on black ‘X’ to Exit Form.




£ Dracle Developer Forms Runtime - Web: Open > SOAHOLD |Z”El[zl

File Edit Options Block Item Record GQuery Tools Help
BYE REAEE %% REER OIS KEIE S #@X
’iE_Hn:nln:i Infarmation S0AHOLD 7.3 (TEST)
ID: TO0003609 Mz Kay Tavyior Hume
Held Details
Hold Type: ) Reason: [IRelease Indicator -
Amount: From: O07-hNOV-2007  EE To: 1-DEC-2099 B Origination Code: e
Hold Type: »/
Amount:
Hold Type: & lease
Code  Desc Reg Hold EnvHald =
Amount: Fr E AC Caollene Transcript Required M | v
AD Academic Deficiency
Hold Type: - AF Final H 8 Transcript Reguired hd lease Indicator
Al Unsatisfactory Academic Progre A
A nt: F h
mou r EA Contact Accounts Receivable hd
ER Contact Business Office A
Hold Type: v BT Contact Business Office A lease Indicator
Amount: Fre | BW  Wiitten-Off Account hd o v
A »
Hold Type: M Eind | Cancel lease Indicator
Amount: From: T Tor 5 Origination Code: v -
ar T a e r e a s s e e e e I »
Chaices in list 54 |
Record: 171 | .| Listofvai.. | | =08C=

SOAHOLD (Screen 148) Registration Holds

This is the Registration Hold form that stops a student from registering for a future term, etc. This form is
controlled by the dates in the ‘FROM:’ and ‘TO:” fields.

To ENTER a Hold:
1. Enter the student T#
2. Do a ‘Next Block’
3. Click on the drop down arrow next to the hold type field and double click on the hold type from the list
of values. The hold will automatically appear in the student record.
4. Click the Save icon.

To END holds:
1. Click Cursor on desired hold.
2. Tab to End Date field.
3. Press the Spacebar to remove the date.
4. Enter the Current date by entering a ‘T’ and tab.
5. Click Save.

‘Rollback’ to go to next student, or click on black ‘X’ to Exit.



£ Oracle Developer Forms Runtime - Web: Open > SFASRPO

File Edit Options Block Itern Record Query Tools Help
BE0E EREER 9% DEE QI S REIE & &2 @ X
1D: H E” Term: E[
Student Permits and Overrides Course
Permit CRN Subject Number  Section User Activity Date
[] [] (7] [
| \ | [ \ a8
| \ | [ \
| \ | [ \
| \ | L \ <
Student Schedule
Part of Course Begin  End
CRN Term Subject Mumber  Section Available Waitlisted Mon Tue Wed Thu Fri Sat Sun Time Time
C 100 10 1077 (] [ 00 o0 o oo o [ ]
C 1010 10 117 [ [ ] O oo oooo [ ]
C 110 10 10 O 0. O O 00 0
110 17 17 ] [ [ ] oo o oooo [ ]
110 10 1717 (1 [ O oo o ooo [ ]
A | P | 3
ID; Press LIST for valid 1ID°s
Record: 11 | | =ogC=

ol

SFASRPO (PERMITS)

This is the form that will be used to enter a Course Permit for the following reasons:

CLOSURES
COREQ
DUPLICATE
LINK
MAJOR
PREREQ
SPEAPPR
TCONFLICT

Override Capacity

Override Co-requisite
Override Duplicate Courses
Override Linked Courses
Override Major Prerequisites
Override Prerequisites
Override Department Approval
Override Time Conflict

This also shows the schedule of the student, which should help in the decision making process for issuing a
Permit. The Permit will not show on SFAREGQ, which is the student’s schedule. A student will not see the
Permit in the ‘Add or Drop a Course’ link via Eagle Online, but they can see it in their ‘Registration Status’. It
will be extremely important to make the student aware of this when issuing a Permit. Be sure to instruct the
student to log onto Eagle Online and go to the ‘Add/Drop’ link and ‘officially’ register for the course.



Entering Permits

1. To enter a Permit for a student, you will need their “T” number. This is the Student’s ID number which
replaces the SSN.

[If you do not know the ID number, you may enter the student’s last name, a comma, and the first name (for
example: Smith, Aaron). If there is more than one Smith, Aaron, a search box will appear. You can click the
arrow to the right of “Search Results” to scroll through the choices and find your students. Click on the
student’s name and the correct Student ID will appear in the form. If there is only one student with the name it
will automatically drop the ID in the box.]

2. Enter Term, which is 200880 for fall 2008
(yearl10 = spring, year50 = summer, year80 = fall).

< Oracle Developer. Forms Runtime - Web: Open = SFASRPO |Z||E\E|
File Edit Cptions Block |tem Eecord CQuery Tools Help

B E RAEE 0 BEE @ SIREIEI S HI@X

ID: v - == ¥ Fall Term 2008
Sith, Aaran Archie 413535996 [~ |
Smith, Aaron D TOD0S6023
5 ) Stith, &aron D 409417308
Student Permits and Overrides Smith, &aron Thomas T00011530 .
Permit CRF  sSpiith, Aaran Thomas 350743965 | User Activity Date
= 81D and Name Extended Se el et e e K|
Smith, Aaron Villiam 413557511 | o
Search Results: I - |- '
Person Search Detail: = Non-Person Search Detail: E
Reduce Search By 2
® pPerson C Mon-Person C'Both o
| I——————— 1|
Enter search criteria then press Execute Query or select button to reduce search. E‘ o
Student Schedule City: ’— TSI ,7
Part of
CRN Term S State or Province: | Birth Date:
ZIP or Postal Code: ] Gender: [ =
Name Type: EI
Press Enter Query or select button to clear search. EI
O 0O o 0O o0 ooO
1 3
- -
-
ID; Press LIST forvalid ID's ‘
Record: 1)1 |1 . | <08C>

3. Doa ‘NEXT BLOCK’ (or press CRTL/Page Down).
4. In the Student Permits and Overrides block, put the cursor in the Permit field and click the pull down
arrow for permit options. Double Click on the appropriate ‘reason code’.



< Oracle Developer. Forms Runtime - Web: Open = SFASRPO
File Edit Cptions Block |tem Eecord CQuery Tools Help

B

AEREER Y DEE B S REIE 2 @ X

" Student Registration Permit-Override

¥ Fall Term 2008

ID: TOOODEE08 ¥ Hume, May T Term: 200330

Student Permits and Overrides

Course

-

Permit

Student Schedule

Subject

-

-

Number Section

-

Registration Permit-Override Codes

User Activity Date

16-MOY-2007

Part of Course
CRN Term Subject Humber  Section Available  Waitlistes
Find|%
80035 1 BICOL 6990 o7 " o
30039 1 POLE 1000 o003 74 o [ iy esmmln =
E CLOSLIRES Overtide Capacity
80058 1 S0C 1100 0ot 17 a COREQ Overide Co-reguisite
S0061 1 s0C 2200 001 39 0 DUFLICATE Overtide Duplicate Courses
30084 1 CHEM 2110 001 I8 o LIMK Override Linked Courses
MAIOR Cverride Major Prereguisites
FREREQ COwarride Pre-requisites
SPEAFPFR Qverride Department Approval
TCOMFLICT Override Time Conflict )
=
Find Cancel
Choices in list 8
Recard: 111 |1 . | Listofvau... | | <05c=

A

5. If CRN is known, enter it in the CRN field and tab. This will automatically fill in the other fields.

Verify that the correct course and section are displayed. If CRN is not known, click on the down arrow

in the CRN field. This will bring up the Section Query form. Tab to the Subject field and type in
subject area (for example: ENGL) and click on the Execute Query icon and select Execute (F8).

6. Scroll through the available sections and double click on the CRN for which you are issuing the permit.
This will automatically enter the course in SFASRPO.

7. Click the Save icon (or press F10). Check the Message Box in the bottom left of the screen to see

“Transaction Complete” or other messages including ‘Errors’.
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£ Oracle Developer Forms Runtime - Web: Open > SFASRPO |Z”E‘E|

File Edit Options Block ltem Record Query Tools Help
! 2 HEHEI@II%»%J @I%I%l B Lk @ T @1 X
Student Registration Permit-Cverride 5
ID: [roooossng [+ [Hume, Kay T Term: 200880 [ ¥ Fall Term 2008
Student Permits and Overrides Course
Permit CRN Subject Number  Section User Activity Date
[~] [] (7] - [
[cLosures overide Gapacity 0268 el fon oo [vemeste 18-NOV-2007 )
| \ | [ \ ;
— | | | | '
[ | \ | L \ <
Student Schedule
Part of Course Begin  End
CRN Term  Subject HNumber Section Available  Waitlisted Mon Tue Wed Thu Fri Sat Sun Time Time
80035 1 BI0L 6390 no7 11 0 O O 0. 0. 0O O O
80039 1 POLS 1000 003 74 ] M. O, . O. &. O, . phoo [p1os
80053 1 =0C 1100 001 17 ] L . L L L L L ieno (2050
B0061 1 =0C 2200 001 39 0 M. O, . O. . OO, 0. Josos | pooo
B0084 1 CHEM 2110 001 39 ] [ [ 0 [0 L [ 400 1aso B
A r | r
FRM-40400: Transaction complete: 1 records applied and saved \
Record: 11 | | | | =ogC=

8. To enter another Permit, for another student, click on the ‘ROLLBACK?’ arrow and enter a new ID.
9. Repeat steps 2 — 7.
10. To Exit the form, click on the black “X” at the end of the menu icons.

Removing a Permit

1. Repeatsteps 1-—3.

2. If the student is NOT registered (check schedule at bottom), in the Student Permits and Overrides
block, put the cursor in the Permit field. (This will highlight the entire line.)

3. On the toolbar, select Record. From the options, select Remove.

4. Click the Save icon on the toolbar. Check ‘Message Box’ at bottom left on form for “Transaction
Complete”.

Helpful Hint:
To check seat counts prior to issuing permits, click on the drop down arrow at the section number. The number

of seats available is reflected based on actual registrations. It does NOT take into account, Permits issued that
have not been activated by registration.
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£ Oracle Developer, Forms Runtime - Web: Open > SFASLST

File Edit Options Block Item Record GQuery Tools Help
BYECECAEE % BEE @IS KEI G H1@X
Term: [200880 [~ Fall Term 2008 CRN:  [30268 [* EnGL 1010 001 CIRolt Degree Award Status: |—
Status Midterm Final Grade
Sequence D Name Status Date Grade Grade Mode Rolled Hours
: [] (]
\ | = \ || B L -

Grade Comment: EI

\ | [ \ | [] O

Grade Comment: [T

\ | [ \ | (] &

Grade Comment: (*]

\ | ] \ | -

Grade Comment: [T

\ | [ \ | (] &

Grade Comment: (*]

\ | ] \ | ] .

Grade Comment: F = L
ar T a e r e a s s e e e e I »
FRM-40350: Query caused no records to be retrieved. |
Record: 171 | L | | =08C=

SFASLST (Screens107/1G7) CLASS LIST-GRADES

This is the Class List & Grade Roll form. You will need to enter the Term and the CRN to view students
enrolled in a course section. If you do not know the CRN, you can click on the drop down box. This will bring
up a box where you can execute a ‘Section Query’. This will take you to SSASECQ, where you can do a
‘Search’. Use the ‘ROLLBACK’ function to see other course sections. Click on the black X in the upper right
corner to exit the form. NOTE: Previous terms will not be displayed. This form begins with Fall 2008.
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< Dracle Developer Forms Runtime - Web: Open > SHACRSE [Q]
Eile Edit Options Block ltern Record Query Tools Help

BN EBEAERE B F REE DTS IEEIE S BT X

ID:  [roooozs0s [ Hume, ey T. Term: [2o0ss0 [

Part of Grading
Select Term  Term Campus Level CRN  Subject Course Section Hours Grade  Mode Repeat Course Title

1 [ (]

—1=

ARRRRARARRNRRRINND =
SRRRNRNRRRRRNRARY
T T T T
JTTTTITTTTTTT T T e

4] A A R | D
FRM-40350: Guery caused no records to be retrieved. |
Record: 11 | - | Listofvau.. | | =05C=

SHACRSE (Course Listing and Grades)

This is not a true transcript since a student’s academic statistics do not show. However, it does list all of the
courses a student has taken and the grades they received. This starts with the most recent term and goes
downward to the first course they ever took here. After entering the student T#, you must do a ‘Next Block’ to
view those courses. NOTE: Do NOT enter a Term to view this form. ‘ROLLBACK” to view another or click
on black <X’ to Exit form.
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£ Oracle Developer, Forms Runtime - Web: Open > SFASTCA

File Edit Options Block Item Record GQuery Tools Help

NEIREAEER ¥ BE@E &
Registration From Date: =]

Registration To Date: =]

Term Code:  [200sa0 [~

ID: oocozsne [+ |Hume, kay T

Sequence Grading Credit Bill
Number Term CRH Subject Course Section Campus Level Mode Hours Hours Source )
|200850 80035 EloL £330 oo7 S0M T GR ’E 2.000 2.000 TEMP = -
Course Status Add Activity Error or
Status Date Date Message User Date Flag
RE ‘SD-OCT-ZDU? 30-0CT-2007 LEVEL RESTRICTION KAYTHUME 30-0CT-2007 14:24 ’F—

Bill

Sequence Grading Credit
Humber Term CRN Subject Course Section Campus Level Mode Hours Hours Source
2 200380 50040 POLZ 1000 04 50Nt UG ’g 3.000 3.000 TENP
Course Status Add Activity Error
Status Date Date Message User Date Flag
RE ‘SD—OCTQDD? 30-0CT-2007 Department KAYTHUME 30-0CT-2007 14:24 F -l |
-
ar T a e r e a s s e e e e I »
Course Audit Trail Sequence Number. |
Record: 177 | | | =08C=

SFASTCA (Screen 139) Registration Audit Trail
This form shows all of a student’s course registration transactions that occurred for a specific term. These

transactions will begin with Fall 2008.



£ Oracle Developer, Forms Runtime - Web: Open > SFAREGQ

Eile Edit Options Block ltern Record Guery Tools Help
By &k
Term:  [o0sm0 [ Registration From Date: [ E regstratontopae: [  [F
ID: [rooncaens [+ |Hume, kay 7.
Registration Begin  End
Term CRN Subject  Course  Section  Status  CEU  CrossList Mon Tue Wed Thu Fri Sat Sun  Time  Time =

=R [sooss [poc 6350 o7 R W [ ] O 003000 B

Part of Term: |1_ Campus:  |50M Start Date: M Instructional Method: ’—

Grading Mode: |N— Building: ’PR— End Date: ’M

Credit Hours: ’m Room: 'F Instructor: |Ebeﬂu\i, Phillig vt [ Primary

200880 [ponza [poLs 1000 pos RE 3 [ ] ¥ O ¥ 0O ¥ 0O 0O (ool [ios ]

Part of Term: [ Campus:  fsoM StartDate:  [22-aUG-2008 Instructional Method: |

Grading Mode: |; Building: ,r End Date: ,W

Credit Hours: [ 2000 Room:  [205 Instructor:  [Gunter, Michael M 7 Primary

200860 [enoss [soc 1100 ot RE W [] 0D ¥ O 0O 0O 0 0O f[eo | [oso |

Part of Term: [ Campus:  fsom StartDate:  [22-a0G-2008 Instructional Method: |

Grading Mode: E Building:  [pn End Date: [r1-0EC-2008

Crediit Hours: [ om0 Room: [0 instructor: | T Primary -

Co-op Education: [E Total Credit Hours: ’m Total CEU Hours: 0an =
ar T a e r e a s s e e e e I »
Term Cade. | J
Record: 1/8 | | =08C=

SFAREGQ (Screen 109) Student Schedule

After entering term, student T #, and performing the ‘Next Block’, this form shows the student’s complete
schedule. To view all courses, you can ‘arrow’ down, or use the scroll bar to the right of the form. This is
NOT a printable form. Students who need a copy of their schedule will need to print it from Eagle Online, or
go to the Registration Center.



Most ALL forms are term dependent. 80 is FALL, 10 is Spring and 50 is Summer. This is based on the
starting month of the term, 1 = January, 5 = May, and 8 = August.

ALL courses are set up in a ‘PART of TERM”. For Fall & Spring term, 1 is FULL term, O is RODP term,
and SUP is for supplemental parts of the term. For summer term, you will be notified of the additional
coding that will be required.

Any time you need to know what the values of a field are and there is a drop down box, tab to that field, click
on the drop down box and it will show all of the valid options.

Students who audit a course, are not counted in enrollment statistics.
When inquiring about a course section, please include the CRN.

New terminology for prerequisites:

PIN/PDP DP(Department Approval)
RQ/R& Prerequisite required
QR/QS Restrictions

IMMBANNER DOES STUDENT RECORD LOCKS!!!

WHEN YOU HAVE TO ACCESS A STUDENTS’ RECORD, BE SURE TO REQUEST THAT THEY
EXIT EAGLE ONLINE ‘BEFORE’ YOU ACCESS IT IN BANNER.

On the bottom left of each form is a ‘Message Box’. Be sure to check that before requesting assistance.

For Course Schedule questions contact cwilliams@tntech.edu
For Permits/prerequisite and Registration questions contact sdyer@tntech.edu
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o

How do I check to see what a student’s major is?

Go to SGASTDN form.

Enter the student’s Banner ID in the ID field. If you do not know the ID, click on the search icon by

ID (inverted triangle). This takes you to SOAIDEN to do a person search.

Do NOT enter the term

Check “View Current/Active Curricula” if you only want to view the current major. If you want to

view all terms and majors, do not check this box.

Perform a Next Block.

The General Learner block will list the most recent term and will show a From Term and To Term.
Example: If the From Term is Spring 2008 and the To Term is 999999, this means the
curricula shown in the Curricula Summary block is effective from Spring 2008 forward.

If the From Term is Spring 2008 and the To Term is Fall 2008, this means the curricula shown
in the Curricula Summary block is effective from Spring 2008 and up to but NOT including Fall
2008.

Next Block to the Curricula Summary block to view the Program/Degree.

If the there is an active scroll bar to the right of the block, this means the student has multiple

Programs for that Term. The Priority number tells you which one is Primary and Secondary.

Next Block to the Field of Study Summary block to view the major and/or concentration. If there is

an active scroll bar to the right of the block, this means the student has multiple majors and/or

concentrations. The Priority number shows which one is Primary and Secondary.

Roll back to enter a new student in the key block area.

£ Oracle Developer Forms Runtime - Web: Open > SGASTDN [Q]

Eile Edit Options Block llem Record GQuery Tools Help

(avwE AEEE %7 FIEYEIEEIER I
SASTON 7.3 [MC'E.4.2] (TE
0 [womossrs (7] ssrrd redeick Studlent Summary [~ Term: [200830 [ [ View CurrentiActive Curricula
Curricula Activities Weteran Cornrments Academic and Graduation Status, Dual Degree Miscellaneous
General Learner
New Term: 200550) E Summer Term 2008 From Term: 200850 ToTerm: |999999 =
Student Status: a5 [=] Active
Student Type: E E‘ Cortinuing Additional Information Requirements
Resitence: F EI In State Site: EI Clage [Clpsp || |
Fee Assessment Rate: E[ Session: r EI @ Create AB9
Class: GR  Masters Candidate Block: d] (& createpsp
Full or Part Time: [] Citizenship: [y U3 Citizen [& Delete ag9
(& Delete DSP =
Curricula Summary - Primary Student Type: Rate:
Priority Term Program Catalog Level Campus College Deuree
i foosto | ueen 200730 Graduate Education Master of Arts =
Admission Type: Graduate Masters Admission Term: 200810 Matriculation Term: (200310 -
Field of Study Summary
Priority Term Tyne Field of Study Department Attached to Major E
1 200810 MAJOR Edu Psy ahd Coun Ed Counseling and Psychology =
d 200810 COMCENTRATION Schoaol Counselor- MA. Edu Psy and Coun Ed -
DUPREC - create new effterm, DUPFLD - go to Advigor Form, HELP - go to Degree. \
Record: 17 [ | Listorvau.. | | =0gc=
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ADVISOR ASSIGNMENT IN BANNER

=

Go to SGAADVR form.

2. Enter the student’s Banner ID in the ID field and the term (i.e., 200880=Fall 2008,
200910=Spring 2009, 200950=Summer 2009) in which the advisor should be effective. If you
do not know the 1D, click on the search icon by ID (inverted triangle). This takes you to
SOAIDEN to do a person search. After entry of name and term, NEXT Block into the form.

3. Review the From Term and To Term.

If the From Term is the same as the effective term in the Key Block area:

a. Next Block and do a ‘Record Remove’ for any incorrect advisor information and enter
the correct advisor. You will notice the Maintenance button between the From Term
and To Term is grayed out because the effective term matches the From Term.

b. The From Term is the start term and the To Term is up to, but not including the term
shown. The 999999 stands for end of time. In the example, Minnie Mouse has 2
advisors for Spring 2008 and up to, but not including end of time.

c. Be sure to select the Advisor Type and indicate the major faculty advisor as the Primary
Advisor.

d. Save the record and review your message line at the bottom of the form.

< Oracle Developer Forms Runtime - Web: Open = SGAADVR

File Edit Options Block ltern Record Query Tools Help
BAEREAEE P BEE I8 RMEIE EH1@X
TEMultiple & B G 0 e B e R e i ad
ID:  [Tooosssds [+ ouse, innie Term: [mos0 (7
Advisor Information
From Term: W Maintenance [@_ To Term: ’M
D Advisor Type Primary Indicator
F
|Duck, Datffy W Academic Advisor [w =
|T00086651 |Eiunny, Bugs W Academic Advisor O
| | m
| | o
| | o
| | m
| | O
| | o
| | m
| | o
| | o
| | o
| | o
| | o
| | m
| | o .
| | o ellc
K e [
Advisor ID; press LIST for valid advisors. | J
Record: 172 [ | <05¢=
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If the From Term is different from the effective term, then:
a. Click the Maintenance button between the From Term and To Term boxes.

D [Tooosesdd [+ mouse, Minnie Term: [mom0 (7
Advisor Information
FromTerm:  |EUNGN Maintenance [&] ToTerm:  |s9g9sg
D Advisor Type Primary Indicator
= &
[roossesn  [Duck, Datty scaD  Academic Advisor 7 -
[roooeesst  [Bunny, Bugs scaD  Academic Advisor O
| | O
| | o
| | 0
| | O
| | o
| | o
| | O
| | o
| | o
| | m
| | o
| | o
| | O
| | o .
| | C ullc
K e [
Frorm term not equal to key blockterm. Press DIUPREC to update. |
Record: 1/1 | o | | =05C= J
b. You then must choose to Copy Advisor OR End Advisor. If all advisors need to
change, then select End Advisor. If some advisors need to remain, then select Copy
Advisor.

£ Oracle Developer Forms Runtime - Web: Open = SGAADVR

File Edit Optiohs Block Itern Record Query Tools Help

NEIRAEER T RERE D EIEE G BE@ X
WO

FaMultiple

1D: TOOOS6644 ¥ Mouse, Minnie Term: 200880 @ 7
Advisor Infermation
From Term: 200810 Maintenance =) To Term: 993999
[} Primary Indicator
e Copy Advisor
TOODS6650  Duck, Daffy - [ 2
TOOOBEEST  Bunny, Bugs Endlidvisory O
O
]
O
O
O
( cancel o
O
O
O
O
]
O
]
EI —]
O = -
I e PP [

Record: 171 | | | =05C= J




If you select Copy Advisor: do a ‘Record Remove’ for any incorrect advisor and
then add any new advisors needed. You can Record Remove by selecting “Record”
and then “Remove” or you can select the 5" icon which is the paper looking icon
with the red < next to it. (Point your mouse and hover over the icons to see a title of
what each is.) HINT: Don't try to type over an entry already there. It will allow you
to type over it, however, it will not allow you to save. You must Record Remove the
old advisor and add the new one.

< Oracle Developer Forms Runtime - Web: Open > SGAADVR.

File Edit Options Block [tem JEEMIGE Query Tools Help
& 0 El [ 8 € B [ erevious FIEYEIEEIERIE IR
FEMultiple A g et i
Scroll Up
o [fooummsaa [ s, S Term:  [oosen [
erru:r-.-'e
Advisor Information Insert
Duplicate
FromTerm:  [oosso | Lok Maintenance & ToTerm:  [oassss
D Advisor Type Primary Indicator
o) &
|rooneessa  [puck, Datty lacep  Academic Acvisor " -
|Eiunny,Bugs WAcademicAdvisur [l
| | O
| | o
| | o
| | O
| | o
| | o
| | O
| | o
| | o
| | O
| | o
| | o
| | O
| | o L
| | o T =
‘l ’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’ | »
Rermove | J
Record: /2 || | | =08C=

i4 Start &=2 secureC...  + | [B2 Microsoft,.. ~ /76 Inkernet... ~| [® Banner Offic... O ADVISOR AS...
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£ Qracle Developer Forms Runtime - Web: Open = SGAADVR

File Edit Options Block [tem Eecord Query Tools Help

B ERAAEER $8 BEXR QIS KEIE & HT@X
Tom Multiple Advi SAADVR 7.3 e e~

ID:  [tooosss4s [~ [ouse, Minnie Term: [mosso (7

Advisor Information

From Term: W Maintenance [rﬁl_ To Term: ’M

D Advisor Type Primary Indicator
] =

0 7 |Pio, Porky W Acadernic Advisor v =

| | o

| | o

| | o

| | o

| | m

| | o

| | o

| | o

| | o

| | o

| | m

| | o

| | o

| | m

| | o .

| | O Gl
Y [
Advisor ID; press LIST for valid advisors. | J
Record: 111 | | | <08C=

":.l! start & ) 'E © T 6:'51r|terr|et... +| [® Ban



d. If you select End Advisor: then Rollback and Next Block in for the record to clear
and then you will see no advisors and you can make your new entries. You will also
see the From Term update to the effective Term you entered.

i B

Oracle Developer, Forms Runtime - Web: Open > SGAADYR
ile Edit Options Block ltern Record Query Toaols Help

78 Multiple Advis

BYE REEE Y DEE QB REIG £ H1@X

From Term:

D

M|

D:  [Tooosessd (7 Mouse, Minie

Advisor Information

200830

Term: [o0880 |7

1]

Record: 171

FRM-40350; Query caused no recards to be retrieved.

Maintenance [@_ To Term: ’M
Advisor Type Primary Indicator
I
T 5
[ O
[ O
[ O
[ O
[ ] O
[ ] O
[ O
[ O
[ O
[ O
[ O
[ O
[ O
[ O
[ O
[ ] O
''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' |
| | «<0gC=

|»
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e. You can search for the new advisor to enter by selecting the drop down box under
ID. This will bring up a search box where you can search only for those who have
the Advisor role based on Term needed. The search is case sensitive. You can
see from the message at the bottom that the example below was not successful
because it was lower case. You can search by name, role (faculty or advisor),
college, and department. Remember you can use the % as a wildcard when
searching. Use your Enter Query and Execute Query functions to search. Double
click to select the advisor you want to choose and it will return you to the SGAADVR
form.

< Oracle Developer Forms Runtime - Web: Open > SGAADVR - SIAIORY |Z||E|rz|
File Edit Cptions Block |tem Eecord Query Tools Help
NEBIEEAEE BT BHEK IS EEIE S &£1@X

Term: ’M F CIFacutty ¥ Advisor Categony I—F

Staff Type: ’— [7 Contract Type: ’_F Tenure Status: I_F Status: ’_ F

1D Last Name First Hame M Faculty Advisor  College Department
)

| ek e [ m v [ [ [ -

I I I [ = = [ [

I I I B O [ [

I I I L © O [ B

I I I [ O O ] [

I I I B O [ [

I I I B O [ [

I I I [ O O 1 [ [

I I I [l © O [ [

I I I B O [ [

I I I [ m m [ [ [

I I I B O [ [

I I I [l © O [ [

I I I [ O O ] [

I I I L © O [ B

I I I B O [ [

I I I [ = = [ [

I I I B O [ [ -

| | | 0 » o O 3 C Ec
F|Rru1-40301: Guery caused no records to be retrieved. Re-enIe'r. """""""""""""""""""" | |
Record: 111 | | Enterqu.. | | | =05C= J

f. After the advisor is entered, then select the appropriate Advisor Type. Select the
drop down box under Advisor Type for a list of options.
g. At least one advisor must be marked as Primary in the Primary Indicator field.

Remember to SAVE your entry by clicking on the Save icon.
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IMPORTANT NOTES:

Dual data entry between SIS and Banner must be maintained now through August 2008. If
you change an advisor in SIS, please also change it in Banner

Do not change an advisor in SIS or Banner until AFTER you have received the signed copy of
the Change of Major form back from the Records Office showing processed. If you change the
advisor PRIOR to the Records Office processing and the student decides NOT to submit the
change of major, the advisor will remain incorrect.

Advisor Type is not a required field; however, it is highly recommended that you complete this
field. Also, keep in mind this was not available in SIS, therefore, no converted records have an
Advisor Type.

From a data entry standpoint, it is recommended that you always select “Copy Advisor” rather
than “End Advisor” when doing an advisor change with a new effective term. This is
recommended especially when a student has multiple advisors and some of those are not
changing. Copy Advisor will pull all of the advisors over into the new effective term record and
then you can remove the ones that you are changing, thus requiring less data entry; End
Advisor creates a new effective term record with blank advisors and you must re-enter the
advisors.

If multiple advisors are listed, then a Faculty Advisor should always be listed as the primary
advisor if available.

If multiple advisors are listed, always check to see if the student is a double major or dual
degree student before you remove the other academic advisors.

The Primary Advisor should always be the advisor of Primary Major when a student has
multiple majors and, therefore, multiple advisors.

Keep in mind that Clerical Support Staff are coded as an Advisor only so the system will allow
them to view the student transcript in Self Service Banner. They should never be listed on
SGAADVR as a student’s advisor.

Who To Contact with Questions about Advisor Assignments or Majors:

Phyllis Miller
Student Records Supervisor
Phone: 372-3319
Email: pmiller@tntech.edu
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£ Oracle Developer Forms Runtime - Web: Open > SHATRNS |Z||E|E‘
File Edit Options Block ltern Record Query Tools Help

=1 ﬁIHEl@@.[%LVEG[@I%II[& B G @@ X

'ETl-m fer Course Information SHATRRE 7.3 [MC:9.0.4] (PRODY C-o-l-l-iiier

o = Transfer Institution Number: K
Attendance Period Number: ’72 F

Transfer Institution

Institution: TEE |~ [Roane State Community College
Transcript Receipt Date: 1 7-AUG-20065 @
[ Official

Transfer Attendance Peried

Attendance Period: 08M03-12003
Acceptance Date: @

Effective Term: 200380 [*] Fall Term 2003
Term Type: |

Apply to Level: ’I [*] undergraduate
Transfer Degree: li EI

Attendance Begin Date: Di-aUG-2003 (I
Attendance End Date: 20-DEC-2003 @I

T e e e N IO NI I e

Institution code; Press LIST or make entry & press NEXT FIELD. \
Record: 171 | N | | «0gC=

SHATRNS (OLD SCREEN 142)
This form shows the students transfer courses by institution and by term.
To view a student’s transfer work:

1. Enter the student’s Banner ID number

2. Tab to the Transfer Institution Number — click on the drop down box for a list of the schools that
the student has transfer work from. Double click in the Sequence Number and it will take you back

to SHATRNS.
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£ Oracle Developer Forms Runtime - Web: Open > SHATRNS - SHQTRIT

Eile Edit Cptions Block ftem Becord Query Tools Help
AR EEAEE BT BEE DS R E G S BI@X
Sequence

Number Institution Description Activity Date

b DD1856 [Roane State Community college [17-a06-2008 =

(] | |

[ | |

[ | |

L] | |

[ | |

[ | |

(] | |

[ | |

[ | |

L] | |

[ | |

[ | |

L] | |

[ | |

[ | |

(] | |

[ | | H

[ | | Ele
A I A O e e S D [N

g

Record: 11 |1 . | =050

a. Next tab to the Attendance Period Number — again use the drop down box for a list of all
the terms the student attended. There are separate terms for remedial and developmental
courses. Double click on the attendance period and it will take you back to SHATRNS.
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£ Oracle Developer Forms Runtime - Web: Open > SHATRNS - SHQTRAM

Eile Edit Cptions Block ftem Becord Query Tools Help

EEX]

BOBCEAEE %W 8

@ Transter Attendence Periods by Person Query SH

Institution: 001656

Sequence Number: |1

Attendance
Period Number

ENRNEEEEERENEEEE N

1

Record: 2/8

Transfer Attendance Period

Applied
to Level

T T T T T IEEEEEEIEE

HI I EIEEIE & 2@ X

tAM

Description: |Ruane State Community College

Attendance Acceptance
Description Period Date
[uncterarasuste 08021202 [
|undereraduate [perm3-12:03 [
|uncergrauste [mma-nsms [
[Undergracate [pma-nain4 [
|uncergrauste [psma-12m4 [
[undergraduste [t m5-05m5 [
[uncergrasuste [005-0805 [
[undergraduste [neme-nams [
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
. | | =050

Acthity Date: [17-aU6-2008

Activity
Date
s 206

17-AUG-2006
17-21G-2006
A
17-21G-2006
17-A1G-2006
fr7-Auc2ms
17-A1G-2006

-

b. Next Block and the Transfer Institution will appear

C.

Next Block and the Transfer Attendance Period will appear
d. Next Block again and it will show the courses for that period.
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< Qracle Developer Forms Runtime - Web: Open > SHATRNS |;||§|E‘

Eile Edit Cpfions Block ftem Record Query Tools Help
AEREBE BT BEE 6 & kE & & @X
“rTransier Course Information SHATR :9.0.4] (PROD) =
Sequence Number: ﬂ <
Subject: |APSU _
Course Number(s}: |1 ono 7
Hours: 1m0 Duplicate: | Group: [ primary: |
Grade: | D EI Title: |LIB ARTS IN UNIVERS]
TELS Exclude: O TELS Repeat Ind: [] .
Equivalent Course Detail Initiate RepeatEquivalent Course Checking [@_
Sequence Count Grading Repeat
Mumber Level Term inGPA  Subject Course Hours Grade Mode Repeat System Title
M ] 5]
[ 1 e |eoose N TYVR T [ om | o [ [ [ [Frst-vesr connestions =
O O o [ ] 0 0O 0O E
L [ o | | \ | O 0O O S
Course Attributes
Attribute Description
]
,_ |
e e e B L e e e e N N e [
Seq.no; Enter 000 if no detail is to be stored ;spaces if system is to calc ‘
Record: 117 (. N I | «osc>

e. At this point, you can use the scroll bar on the right
side to view each course or use your down arrow on your
keyboard. You will see in the Equivalent Course Detalil
block the TTU equivalent. Also if the course has been used
to satisfy a high school deficiency this will be noted in the
Course Attributes.
When you have viewed all the courses for that term and are
ready for the next term — click on rollback.
g. Tab to the Attendance Period Number — you can either
type in the next number or use the drop box. Double click
and proceed as before until you are finished with the institution.
h. To view another institution for the student — use the drop
Box at the Transfer Institution Number - double click on the institution and repeat the
steps as above.
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Only those who have access to INB will have query access to this form. If an advisor within the department
needs the information, they will need to come to the appropriate person in the department and ask them to print

the forms.
To print the forms:

1. Click on the printer button at the top of the form
2. A Print box should appear on your screen
3. Click on Page Setup and click on Landscape

4, PRINT
Print ['5__<
General Page Setup rﬂppearance |
Media
Size: |Letter b
Source: |Automatically Select -
Orientation Margins
[A] O Portrait
left {in) right {in}
@ Landscape 1.0 | 1.0 |
) Reverse Portrait top {in) hottom {in)
1.0 | 1o |
[¥3 ' Reverse Landscape
Print Cancel

For questions about transcripts contact Dhensley@tntech.edu
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