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[bookmark: _GoBack]What is Banner?

Banner is a web based financial and human resources database used by the University System of New Hampshire.  
The system enables us to:
· Query financial information (Budget Information, Transaction history, Vendor information)
· Enter transactions (Requisitions, Direct Pays, Journal Documents)
· Apply approvals

How do I get into Banner?
1. Log into the USNH Junos Pulse VPN
· After initial download Junos Pulse VPN may automatically prompt you to log in each time you start your computer
· Enter in Username and Password
2. Log into USNH Finance/HR Banner (BPRD)
· USNH Gateway (www.usnhgateway.org)
· Gateway Quick Links
· Banner Finance/HR
· Enter in Username and Password
Note the first time you log into the VPN or Banner on a computer you may need to download software.  
Answer everything in the affirmative.

General Information
· Internet Explorer 10 or 11 are the preferred internet browsers
· Mozilla Firefox and Google Chrome are inconsistent 
· Safari does not work with Banner
· Set system webpages as …
· Trusted Sites
· Tools-Internet Options-Security-Trusted sites-(enter web address)Add-Close-OK
· Enable Pop-ups
· Tools-Internet Options-Privacy-Pop-up Blocker Settings- (enter web address for UNH.edu)Add-Close-OK
· Favorites
· Enterprise System Gateway (www.usnhgateway.org)
Banner Forms
· Main Menu Form appears when you log in.  This form gives you access to all other Banner forms and allows you to set up links to other websites and create a favorites form list. 
· Application Forms allow you to enter data into the Banner database
· Inquiry and Query forms allow you to lookup information in the database

	The majority of our forms are going to begin with the letter “F” for Finance.
	The second character distinguishes System 
		Purchasing and Procurement forms begin with FP
		Accounts Payable forms begin with FA
		General Accounting forms begin with FG
If you are looking in forms whose third character is an “I” you can’t break it. These forms are inquiry only.
	To update the database you will be using forms whose third character is an “A”. You still won’t break it but you do need to be thoughtful. These forms are updating the database.  If you put junk in you get junk out.
	
Banner Form Tools
Menu bar
· The menu bar is located at the top of every form and contains pull-down menus. 
Horizontal Toolbar
· The horizontal toolbar appears directly under the menu bar. 
· The icons can be used to perform common Banner functions.  
· A dimmed icon indicates when an function is unavailable.
Go To…
Allows you to directly access a menu, form, or job by its name.
Form names are given on all Quick Reference Forms and HowTos
Auto Hint
The area at the bottom of the main window where brief information appears about the field the cursor is in. The information may be about the purpose of the field, what you can do next, or how to move to another window or form.  Error messages also appear here.
Banner Navigation Tools
Next Block (keyboard: Ctrl + Page Down)
· Moves the cursor to the next block that has at least one enterable field. If the block is in another window, that window is opened.

Previous Block (keyboard: Ctrl + Page Up)
· Moves the cursor to the previous block that has at least one enterable field. If the block is in another window, that window is opened.

Enter Query (keyboard: F7)
Puts the form into query mode and/or clears a form already populated with data from the database (Banner). 

Execute Query (keyboard: F8)
Searches the database and displays all records that match your criteria. 

Exit (keyboard: Ctrl + q)
· Forms and windows
· Exits you from the form or window
· General Menu Form
· Exits you from Banner
· Query mode
· Cancels the query and takes the form out of query mode.

Rollback (keyboard: Shift + F7)
· Application and inquiry forms
· Clears all information (except key information) and returns you to the first enterable field in the key block. If you enter changes and do not save them before trying to roll back, you are prompted to save. 
· Validation forms
· Returns you to the first enterable field on the form.
· Query forms
· Returns you to the first enterable field on the calling form.

Wildcards
· You can use Oracle wildcards % and _ in the search criteria:
· The “%” character represents any number of unspecified characters
· The “_” character represents one occurrence of an unspecified character

Banner Favorites Tools
My Links
· Change Banner Password – click link to change password.  Note you will need to do this every 6 months.
· Check Banner Messages – notifications
· Pcard transactions
· Disapproved documents
· My Personal Link … set up quick links to external web pages like: WebI, Purchasing Manual, etc.
· Click on link
· My Links
· Enter Personal link description in Description Default Value (will only be visible after logging out)
· Enter Personal link URL in URL Default Value (will be active upon saving)
My Banner – Create a favorites Banner Form list
· Click on Organize My Banner (GUAPMNU) form
· Left side of form is a complete list of all Banner forms
· Right side is for creating your favorites list
· Direct enter 
· by typing a form name into the Object field 
· then tab
· Repeat or Save (click save icon on horizontal toolbar)
· Master list selection
· Select form from master list (double click in object field)
· Select right arrow to add to your list
· Repeat or Save (click save icon on horizontal toolbar)

