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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   
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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. 

 

 
 

 

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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SIAASGN (Screen 529)  Assign/Change/Remove Instructors  

 

1. Enter the Faculty member‟s T# (Faculty ID number. We will no longer use SSN) in the ID 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.   

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

3. 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. 

4. To change to another instructor‟s workload, click on the „ROLLBACK‟ icon or to Exit, click on black 

“X”. 
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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.  
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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. 
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SFASRPO (PERMITS) 

 

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

 

 CLOSURES  Override Capacity 

 COREQ  Override Co-requisite 

 DUPLICATE  Override Duplicate Courses 

 LINK   Override Linked Courses 

 MAJOR  Override Major Prerequisites 

 PREREQ  Override Prerequisites 

 SPEAPPR  Override Department Approval 

 TCONFLICT  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.   
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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  

(year10 = spring, year50 = summer, year80 = fall). 

 

 
 

 

3. Do a „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‟. 
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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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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. Repeat steps 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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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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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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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. 
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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. 
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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  

 

 

!!!BANNER 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 

 

 

 

 

 

 

 

 

 

mailto:cwilliams@tntech.edu
mailto:sdyer@tntech.edu
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How do I check to see what a student‟s major is? 

 

 

1. Go to SGASTDN form. 

2. 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. 

3. Do NOT enter the term 

4. 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. 

5. Perform a Next Block. 

6. 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. 

7. 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. 

8. 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. 

9. Roll back to enter a new student in the key block area. 
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ADVISOR ASSIGNMENT IN BANNER 
 
 
1. 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 ID, 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. 
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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. 

 
 

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.  
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c. 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 5th 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. 
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 22 

 
 
 
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. 
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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. 

 
 

 

 
 
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 

 
 
 
 
 
 
 
 

mailto:pmiller@tntech.edu
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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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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. 

 

 

 

 

 

 

 



 27 

 
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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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 Detail  

     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. 

f. 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 

 

  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

For questions about transcripts contact Dhensley@tntech.edu 


