
Getting Started with Banner 9 

Overview of General Differences Between 
Banner 8 and Banner 9 
(Adapted from Andrews University)  



GENERAL MENU 
↓ 

LANDING PAGE 



MENU NAVIGATION 
↓ 

APPLICATIONS: MY BANNER, 
BANNER, 

BANNER SELF-SERVICE 

Ctrl +M 



NAVIGATION TO FORM 
↓ 

SEARCHING FOR PAGE 



RECENT FORMS 
↓ 

RECENTLY OPENED PAGES 

Ctrl +Y 



CLOSE FORM 
↓ 

CLOSE PAGE 

Ctrl +Q 



CLOSE/LOGOUT OF BANNER 
↓ 

SIGN OUT OF APP NAV 

Ctrl +Q 

Ctrl +Shift +F 



LOGOUT OF MULTIPLE 
SESSIONS 

↓ 
SIGN OUT OF LAST 

WINDOW 
OR AT END OF DAY 

Ctrl +Q 

Ctrl +Shift +F 



FORM ONLINE HELP 
↓ 

PAGE HELP 

Ctrl +Shift +L 



SEE DATA IN FORM 
↓ 

SEE DATA ON PAGE 

CTRL +PAGEDOWN 
↓ 

ALT + PAGEDOWN 



ROLLBACK 
↓ 

START OVER (REFRESH) 

SHIFT +F7 
↓ 
F5 



PERSON ID LOOKUP: 
DROP DOWN 

↓ 
ELLIPSES 



NAME QUICK SEARCH: 
TAB TO NAME FIELD 

↓ 
TAB TO HIDDEN FIELD 



KEY BLOCK: 
STATIC 

↓ 
COLLAPSED &VARIABLE 



OPTIONS MENU 
↓ 

RELATED & TOOLS MENUS 



ITEM, RECORD, TOOLS & HELP MENUS 
↓ 

TOOLS MENU 



EXTRACT DATA 
↓ 

EXPORT 



SUPPLEMENTAL DATA ENGINE FIELDS: 
LIGHTBULB 

↓ 
MORE INFORMATION CTRL +D 

↓ 
CTRL +SHIFT +U 

Data in field: document 
icon is filled in/darkened 



BANNER PRINT 
SCREEN 

↓ 
PRINT PAGE 

SHIFT +F8 
↓ 

CTRL +P 

Printing behaves 
best in Chrome 



INSERT RECORD/COPY 
ABOVE 

↓ 
COPY RECORD 

ON RECORD TO COPY: F6 
THEN F4 

↓ 
F4 ON RECORD TO COPY 



ERRORS (RED) 
WARNINGS (YELLOW) 

SUCCESS MESSAGES (GREEN) 

Click on number to 
make messages 
disappear 



ACTIVITY DATE & 
USERNAME 



TABLE/COLUMN NAME 



LOCATION OF 
ADDITIONAL TABS/DATA 

Tabs might be in a separate section 
below, search might be a new button 



PROCESS SUBMISSION 
CONTROL (JOBSUB) 



PROCESS SUBMISSION CONTROL 
(JOBSUB) – PARAMETER HELP 

PARAMETER DROP-DOWN LIST 
(MAY HAVE TO SCROLL) F9 

↓ 
F9 



QUERY IN FORM 
↓ 

FILTER: BASIC & 
ADVANCED 

In Banner 8: F7, type in 
field you want to query 
on, then F8 



QUERY IN FORM 
↓ 

FILTER: BASIC & 
ADVANCED 

In Banner 9 Basic Filter: click on Filter 
(F7), type data in the field(s) you want 
to query on, then click on Go (F8) 



QUERY IN FORM 
↓ 

FILTER: BASIC & 
ADVANCED 

In Banner 9 Advanced Filter: click on 
Filter (F7), select comparison operator 
and type data in the field(s) you want 
to query on, then click on Go (F8) 



QUERY IN FORM 
↓ 

FILTER: BASIC & 
ADVANCED 

Basic Filter is first 5 fields, can use 
wildcards, can add other fields 

Advanced Filter also 
defaults to first 5 fields, can 
add other fields, more 
options for comparison (e.g. 
Contains, Starts With, is NULL, 
etc) 



BANNER 9 RECORD 
NAVIGATION 
Things that are new to navigation in Banner 9 



PAGINATION 
FOR MULTIPLE 
RECORDS ON 

PAGE 

Use jump arrows to move forward to 
last page or backward to first page, 
can also type in page number and 
tab to jump to that page 

Use arrows to move forward or 
backward through pages 

Change the number of records 
displayed on the page 

See which record you’re on 
and how many total records 
have been returned 



MULTIPLE TO 
SINGLE RECORD 

TOGGLE 

Use to toggle (Ctrl +G) 
between multiple and 
single records, 
available on some 
forms 



SINGLE RECORD 
DISPLAY, MULTIPLE 

EFFECTIVE 
DATES/OTHER 

SINGLE RECORD 
DISPLAY 

Use pagination to move between multiple effective 
dates (changing number per page doesn’t work) 



SORT BY 
COLUMN 

Columns whose title is followed by an * (asterisk) 
can be used to sort the records, triangle displays 
once applied. (Some others MAY also sort.) 



CHANGE 
COLUMN SIZE 
(NOT STICKY) 

Hover on line between column headings until you see 
the move icon: 



DRAG COLUMNS (NOT STICKY) 

Click on Column Heading to drag that column, release to place 



ICON LABELS WHEN WINDOW 
RESIZED 

Labels by icons disappear when window is shrunk 



BANNER 9 TRANSITION 
Timeline and User Resources 



IMPORTANT DATES FOR BANNER 9 



https://www.nmu.edu/informationtechnology/banner-9


BANNER SUPPORT STRUCTURE AND PROCESS 

User (Issue) Functional expert (Troubleshoot) BIIS Support Staff (Troubleshoot) Development Team (Solution, Log a Case) 



Thank you for your time!  


