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See Academic Standing (SHAINST,
SHATERM, SGASTDQ)

There are three different ways of seeing a student’s academic standing in Banner
Admin. The first is the academic standing as of the end of a specific term. The
second is the current academic standing, and the last is via a snapshot of all terms
the student has been enrolled. Regardless of the particular view of academic
standing, the codes you will see will be the same. Those codes are listed below,
with their meanings.

WARNING: Information that is found on SHAINST, SHATERM, and SGASTDQ is
highly sensitive information and should be treated with the utmost confidentiality
as per Auburn University Policy.

Academic Standing Codes

00 Default CW  Continued Warning

1P Appeal — 1st Suspension Gl Good Standing

1S 1st Acad Suspension G2  Good Standing

2P  Appeal — 2nd Suspension G3  Good Standing

2S  2nd Acad Suspension GR  Graduate

AE  Academic Dismissal LW  Last Warning

AP  Appeal — Dismissal PR  Professional

AW  Academic Warning RE  Good Standing - Release

See Academic Standing — End of Term

1. Enter “SHAINST” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName and term code in the appropriate fields.
3. “Next Block” into the “Term Header” block of the form.

"t Tarm Course Maintenance SHAINST 7.3.1 {QAML)

T 1

Term Header

Dats Added by:
« Pre-Catalog Estry
Bwenrd States:

Dwplicete Mailer Kequest Date:
Original Grade Maller Sent Date:
Revised/Duplicate Grade Maller Sest Date:
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The Academic standing is listed in the “End of Term Academic Standing field. Note
that this academic standing is for the end of the term that was entered in the
“Term” field of the key block.

See Academic Standing — Current

1.

Enter “SHATERM” in the "Go To..." field of the main menu in Banner
Admin.
Enter the desired UserName in the “ID” field.

Enter the appropriate “Course Level” code in the “Course Level Codes by
Person” field. Use the drop down list if you need to see the available
codes for a particular student.

Leave the “Start Term” field blank.
“Next Block” into the “Current Standing” Block of the form.

’;";ETErm Sequence Course History SHATERM 7.3 (QUALY (-l 0l il ien

1D: |902#m# FlLast, First Middle Course Level Codes by Person: ’EF Start Term: F
4 1 4

Current Standing

First Term Attended:
Last Term Attended:

Academic Standing: Good Standing s——
Academic Standing Override:
Progress Evaluation:
Progress Evaluation Override:
Combined Academic Standing:

Combined Academic Standing Override:

The academic standing is listed in the “Academic Standing” field.

See Academic Standing - Snapshot (End of Terms

1.

Enter “SGASTDQ” in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired UserName in the “ID” field.
“Next Block” into the “Student Summary” field of the form.

1D: |9E|2mm F‘Last, First Middle Level: liF Campus: ’7[7 College: ’7[7 Degree: liF
Term: ’—F Program: ’7[7 Field of Study Type: ’7[7 Field of Study Code: ’_[7
Student Summary --- Academic Standing --- ---Progress Evaluation--- Combined Academic Standing
From To Student Student Override Override Override
Term Term Status Type Residence Code Term Code Term Code Code Term Code Code Term .
- T (R LT 4] ) ) [ -] [
gmm) Gl B B B EEm D ENE B W S = W
oo foorza | s e o fe feemo ([ [ [ [ [ [ [ |
ovsn | feoorsa | s e R fe s [ [ [ [ [ [ [
s [oosss | bs 6 R e fess [ [ [ [ [ [
zo0s10 | [znoseo las 3 3 o1 [zooeio [ (] [ ] [ T
ovsan | faoosa | s e e fe s [ [ [ [ [ [ [
el = - B N N =ull = S e o s o ol A
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The academic standing snapshot for each term is located in the “Academic
Standing --- Code” field. Note that the academic standing code has the effective
term listed immediately to the right of it on the form. This is the academic
standing as of the end of the effective term listed.

The “Override” “Code” and “Term” fields are located immediately to the right of
the populated “Code” and “Term” fields. These fields are used to indicate when
a student has had an override to his or her academic standing. The most
common reason for this to occur is when a student is suspended.

When a student is suspended, the “Academic Standing” code will be 1S (or 2S if
appropriate) with the effective term listed to the right. In order for that student
to be able to resume studies at Auburn, that academic standing must be
appealed. If a student does not appeal the suspension, that student will
prevented from registering for courses during the next registration period.

Therefore, the 1S academic standing code will be “Overridden” to AW or other
appropriate code. This will permit the student to register during the next
registration period. When the override is entered, the effective term for the
override is also entered.

See the Assigned Instructor for Class(es)

There are two ways to see the assigned instructor for classes. The first requires
access to Banner Admin, the second uses information that’s been made publically
available to all members of the Auburn Community.

See Assigned Instructor (Banner Admin)

Most general information about individual classes is stored on the SSASECT form
in Banner Admin. To see the assigned instructor:

1. Enter “SSASECT” in the “Go To...” field of the main menu in Banner
Admin, then strike the <enter> key.
2. Enter the appropriate term code in the “Term” field.

3. <TAB> to the “CRN” field, then enter the appropriate CRN for the desired
class section.

waSchedule SSASECT 7.3.1 (QUALY irirlriririr il el il lele el

Term: 200810 [¥] «— CRN: [101z6] [] <—

Section Details
Suhiart [l
4. “Next Block” until you are in the “instructor” block.

S. The assigned instructor and his/her Banner ID number will be
displayed. Multiple instructors may also be displayed if appropriate to
that class section. Note: If no instructor has been assigned (the
instructor block is blank]), “TBA” will be printed in the public access view
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of the assigned instructor.

w5 Schedule CT 7.3.1 (QUAL)

Term: (200810 ]| CRN: 10126 |~
%Ir‘u;trl,n:tn' '
Session
Indicator D l
: (~]
902008312 Wof, SaraE.

See Assigned Instructor (Public Access)
1. From the AU Homepage, log in to AU Access.

Click on the “Employee Services” tab.

Scroll down to the “Quick Links” channel.

Click on the “Schedule of Courses” link.

SR

click the “Submit” button.
Select Term or Date Range

Search by Term:

|Fa|| 2007 vl —
Submit | Resetl

Select the appropriate term from the “Term” dropdown menu list, then

6. Select at least one subject. You can select multiple subjects by either
<shift>+clicking (continuous list) or <ctrl>+clicking (discontinuous list).

7. If you want a single course, enter the course number in the “Course”

field. Otherwise, leave “Course” blank for all classes

subject area.
8. Click the “Class Search” button.

&R Use the selection options to search the class scheduls, You may choose any combination of fislds ta
narrow your search, but you must select at least one Subject. Click the Class Search button when your
selection is complete,

Subject: L tccounting
Adult Education
Aerospace Engineering LI
Course Number: — %
Title: |
Credit Range: | hours to I hours
Part of Term:
MNon-date based classes only
Instructor:
Abbas, Hassan
abell, Ellen Elizabeth =l
Start Time: Hour |00 = Minute | o0 vI am,v'pmlam -
End Time: Hour |00 = Minute | 00 vl amlpmlam &
Days: F men ™ Tue ™ wed T Thur T i T 2at T sun

Class Search Reset

within a particular

9. The results are listed by Subject, then course number, then in CRN
order. Assigned instructors may be seen by scrolling to the right and
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looking under the “Instructor” column. Note: “TBA” will be printed for
those classes that do not have an assigned instructor.

Sections Found
Mathematics {

Select CRN Subj Crse Sec Cmp Cred Title Days Time Cap ActRemXL XL XL Instructor
Cap Act Rem
SR 15606 MATH 6000 001 A 3.000 MATHEMATICAL MODELING: TR 09:30 27 0 27 0 o} o} TBA
CONTINUOUS am-

10:45
am

SR 15624 MATH 6010 001 A 3.000 VECTOR CALCULUS TR 03:30 22 0 22 0 0 0 Greg A.
pm- Harris (P)
04:45
pm

See The Registration Audit Trail
(SFASTCA)

To see the registration audit trail in Banner Admin:

1. Enter “SFASTCA” in the “Go To...” field of the main menu in Banner
Admin.

Go To... |SFASTCA B

2. Enter the appropriate term code in the “Term” field.

3. <tab> to the “ID” field and enter the appropriate student username. You
may use either the AU username or the Banner 902 number.

Term Code: |200810 E]

1D: ERPRRREER [~ ||Hearn, Sidney T

4. “Next Block” into the body of the form.

S. The registration activity for that student will be displayed. Multiple
transactions can be viewed by using the scroll bar at the right side of the

SCree€mn.
Sequence Grading Attempted Credit Bill
Number Term CRN Subject Course Section Campus Level Mode Hours Hours Hours Source

200810 15731 VMED 5601 ’E ’A_ ’a |§ | 3.000 3.000 3,000 TEMP

Course Status Add Activity Error
Status Date Date Message User Date Flag
RE |16—APR—2007 16-APR-2007 LEVEL RESTRICTION WOLFSAL 16-A4PR-2007 15:36 F

Sequence Grading Attempted Credit Bill
Number Term CRN Subject Course  Section Campus Level Mode Hours Hours Hours Source

2 200810 15742 WMED 5601 006 A ,a |§ | 3,000 3.000 3,000 TEMP

Course Status Add Activity Error
Status Date Date Message User Date Flag

RE |16—APR—ZDD7 16-APR-2007 LEVEL RESTRICTION WOLFSA1 16-APR-2007 15:38 F -
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SFASTCA is a searchable form. That means that users can enter a new query
(using F7 on the keyboard or the “new query” button, or “Query, New” from the
menu) to locate activities that are specific to a particular course, date, user, etc.
Any of the fields are able to be used as searching parameters.

Interpreting the Audit Trail

There are several pieces of information that are displayed on the registration audit
trail. Refer to the illustration below for the location of field names that are
explained. Some fields may have different information displayed for you than
appears in this illustration. Where possible, the various values are provided for
your reference. Questions relating to specific information that is displayed to users
should be directed to the Registrar’s Office

Sequence Grading Attempted Credit Bill
Number Term CRN Subject course Section Campus Level Mode Hours Hours Hours Source

1 200810 15731 VMED ‘5601 aos A IH E | 3,000 3.000 3.000 TEMP

Course Status Add Activity Error
Status Date Date Message User Date Flag

RE |16-APR-2007 |16-APR-2007 ‘LEUEL RESTRICTION WOLFEAL 16-APR-2007 15:38 |F—

Sequence Number

The order in which Banner attempted to complete the transaction

Term

The term code for the term in which the transaction took place

CRN

The CRN for the course the transaction covers

Subject
The 4 letter code of the class the transaction covers (ie. ENGL = English)

Course

The course number of the class the transaction covers

Section

The 3 character code for the specific section the transaction covers

Level

The level for which the student is enrolled in the section covered by the
transaction.

UG = Undergraduate

GR = Graduate

PR = Professional (ie. Nursing, Vet School, Pharmacy)
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Grading Mode

The type of grade that is attached to that student in that particular course covered
by the transaction.
S = Standard Letter Grades

P = Satisfactory/Unsatisfactory (Pass/Fail)
A = Audit
T = Thesis/Dissertation

N = Non-graded (ie. Many labs in the sciences have “N” grade types)

Attempted Hours

The Count in Attempted Hours checkbox is used to indicate if the credit hours in a
course to which the grade has been assigned should be added to the student's
hours attempted. When checked ('Y'), the hours will count in attempted hours.
When unchecked ('N'), the hours will not count in attempted hours.

Credit Hours

The number of hours the student will receive for the course.

Bill Hours

The number of hours the student will be charged for the course.

Source

The source of the information from within Banner.

TEMP = Temp table. This location is where data is stored while Banner works to
resolve registration issues. Information from the TEMP table does not get stored
permanently on a student’s schedule, but is still visible in the audit trail. TEMP
table information indicates that an attempt has been made to accomplish some
task (ie. Registration, dropping, etc.).

BASE = Base table. This is the permanent location for information in Banner that
relates to a student’s schedule. BASE table information indicates that a
transaction has been successfully completed (ie. Registration, dropping, etc.)

Course Status
The registration status for the course as it relates to the student’s schedule.

RE = Registered via Banner Admin

RW = Registered via the Web (this is what will be listed when students successfully
register for a class.)

DD = Drop/Delete

DW = Dropped via the Web (this is what will be listed when students successfully
drop a class)

Status Date

The date that the registration status was assigned.
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Add Date

The date the class was added to the student’s schedule. Also the first date that the
transaction occurred.

Message
Information regarding possible errors that may be associated with that transaction.

“Class Restriction” = Usually indicates that the class is limited only to students in
a certain classification (Juniors and above, for example).

“College Restriction” = Usually indicates that the class is restricted to student
enrolled in a particular college (College of Business students only, for example).

“CORQ_XXX### Error” = Co requisite error. Banner enforces co-requisites that
have built from the catalog. Banner expects the student to register for classes that
are co-requisites at the same time.

“Degree Restriction” = Usually means that the class is limited to students enrolled
for a particular degree (this restriction is likely not used very often at Auburn).

“Duplicate Course Section Error” = The student or someone else attempted to
register for two sections of the same class. Banner prevents this. Students
enrolling in special topics courses have had this error frequently. Most of the
causes have been corrected, however.

“Level Restriction” = Usually indicates that an undergraduate student attempted to
register for a professional or graduate level course.

“Major Restriction” = The student does not have the correct major attached to their
record in order to be eligible for enrollment in this class.

Prereq & Test Score Error” = The student is missing a pre requisite or test score
that is required prior to enrollment in this course.

“Program Restriction” = The student does not have the proper program code
attached to their record to be eligible for enrollment in this course.

“Repeat Hours Restriction” = The student attempted to register for too many hours
of this course (This may not be an error that is encountered very often at Auburn).

“Repeat Limit Restriction” = the student attempted to register too many times for
this course (this may not be an error that is encountered very often at Auburn).

“Special Approval Required” = This course requires some sort of special approval.
Usually this is department level or instructor approval.

“Time Conflict ##### Error” = The student’s schedule has a class that conflicts
with the class being requested from Banner. This will happen most often when a
student attempts to register for a class that begins at the same minute of the day
as another class ends (ie. Conflict = Class A ends at 3:00 pm; Class B begins at
3:00 pm.)

“Reserve Closed” = The limit for the reserved seats for students who meet the level
(UG, GR, PR, etc.), Major, or Class (FR, SO, JR, SR, etc.) has been reached.
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User
The user who initiated the transaction in Banner.

AU formatted usernames (ie. WOLFSA1) indicate that a person with Banner Admin
access initiated the transaction.

WWW2_USER = the student initiated the transaction via the Web.

Activity Date

The last date that activity took place on that transaction.

Error Flag

Whether an error was given to the student or user attempting to initiate the
transaction.

F = An error message was given to the user
O = An override was given in response to an error message.

W = An error warning was given to the student or user, but registration was not
blocked.

D = the class was dropped from the student’s schedule

See Class Roster(s) (SFASLST, Toolkit)

There are three ways for a class roster to be accessed. The first is through Banner
Admin, the second is via the Blackboard (WebCT) Toolkit, and the third is via
Banner Self-Service (for instructors of record only).

WARNING: Information that is found on SFASLST as well as roster information is
highly sensitive information and should be treated with the utmost confidentiality
as per Auburn University Policy.

See Class Roster (Banner Admin)

1. Enter “SFASLST” in the “Go To...” field of the main menu in Banner
Admin.

2. Enter the appropriate term code and CRN in the corresponding fields.

Term: [z00810 [¥]Fall 2007 CRN: [10126 [¥JEDMD 3300 003 Roll

3. “Next Block” into the form.

4. The class roster is displayed (6 names per screen). The full roster can be
viewed by scrolling through the list. Note: The “sequence” field displays
the order in which the corresponding student was enrolled in the course.
Gaps in the sequence indicate that that particular student dropped the
course. So, a course may have a limit of 25 students, but have students
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with 26, or 27 showing in the “Sequence” field. This indicates that 2
students registered for, then dropped the course. See the starred entries
on the illustration below for an example. Notice that whomever was
registered 5th for this class dropped the class. That Sequence number is
not reused.

Status Midterm Final Grade
Sequence ID Name Status Date Grade Grade Mode Rolled Hours

- & &
1 [902098265 |Coker, Mandy M. RE  |05-MAR-z007 | | | s | 2.000

Grade Comment: EI
2 (902144917 [Dean, Katherine E. [RE  [05-maR-zo07 [ [ [s] 2,000

Grade Comment: E
3 [a02129278 [Docley, Lauren R. R [05-maR-z007 [ [ [ 2.000

Grade Comment: EI
W 4 [oozovssar | [Gibson, Laura B. [RE [05-maR-z007 [ [ [=] 2,000

Grade Comment: EI
- 6 [90zoassse  [Mitchum, Lauren A. [RE [05-maR-zoo7 [ [ [ 2.000

Grade Comment: E
7 [a02129129 [Rape, Tabetha L. R [05-maR-z007 [ [ [ 2.000

Grade Comment: ’7@

WARNING: Notice that midterm and final grade columns are on these
results. Grades are highly sensitive information and should be treated
with the utmost confidentiality as per Auburn University Policy.

See Class Roster (Blackboard/WebCT Toolkit)
1. From the AU Homepage, click on “Employees.”

Click on the “Blackboard (or WebCT) Toolkit” link.

Log in with your regular username and password.

Click on the “Class rolls/email” link.

SR R

Select the appropriate term, department/interest area; course number,
section, call number and/or instructor information, then click the
“Search” button.

6. Highlight the specific class that is desired, then click the “View Class
Roll” button. Note: You can also elect to send the entire class an email
from this screen. Emails sent from this tool will be delivered to the
students’ TigerMail address(es).

See Class Roster (Banner Self-Service: Instructors of
Record Only)

From the AU Homepage, click on the “Employees” tab.

Click on the “AU Access” link.

Log in with your regular username and password.

Click on the “Employee Services” tab.

A

Click on the “Banner Self-Service” icon/link.
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6. Click on the “Faculty Services” tab.

Faculty Services s =317

AN

Personal Information

7. Click on the “Summary Class List” link (or “Detail Class List” link).

10.

Faculty and Advisors Faculty and Advisors
Student Information Menu Student Information Menu
Term Selection Term Selection
CRN Selection CRN Selection
Faculty Detail Schedule Faculty Detail Schedule
Week at a Glance Week at a Glance
Detail Class List Detail Class Liz}

Summary Class L& Summary Clask_\st

Detail Wait List Detail Wait List

Summary Wait List Summary Wait List

Midterm Grades Midterm Grades

Bimnl CEANGE™ & ot ae a4 Bimnl CEANGE™ & ot ae a4

Select the appropriate term, then click the “Submit” button.
Select Term
Select a Term: lm
Submit | T
Select the appropriate class from the CRN dropdown menu, then click

the “Submit” button. Note: Class titles are supplied in the dropdown
menu for your convenience.

Select a CRN
CRN: fUtilization Inst Tech For Ed - 10126 |
Submit T

The roster of that class will be displayed. Note: Envelope icons at the
end of each student’s entry indicate a link to that student’s email. You
may elect to send individual students email using this tool. If you
selected “Detail Class List” you will see both a “Record Number” and a
“Registration Number.” The “Record Number” is the place that student
occupies in the alphabetical listing of all students enrolled in that
course. The “Registration Number” is the order in which the student was
enrolled in the course (the first person to enroll will have “1” as the
Registration Number, even if they have 23 as the “Record Number” for
their last name beginning with Y or Z).



12 Look Up Information

“Four infomation Hone

Summary Class List Fall 2007

Apr 35, 37007 03:0% pm
An astensk will appear next to the appropnate fisld if any of the folawng conditions exist: 1) The student has mare than cna majer or department in his/her primary or secandany
curticulum, 2) The student has a program, lovel, colloga, or dogres in the secondary cumculum that is &ffarant fram that in his/her pamary curmiculum,

1f the word Confidential appears next to a student’s name, the parsonal mformation is to be kept confidental

Course Informalion

UTILIZATION OF INSTRUCTIONAL TECHNOLOGY FOR EDUCATORS - EDMD 3300 003 L;
CRN: 10126

Duration: Aug 16, 2007 - Dec 13, 2007

Status: Active

Enroliment Counts

Actual
Enrollment: 25 18 7
Cross List: 0 o o
Summary Class List
Record Student Name m Req Status Lewvel Credits Grade Detail
Number
1 Coker, Mandy M 02098265 ==Ragisterod== Undargraduate 2.000
2 Coopar, Laigh . WO6H002 = *Ragistarad =~ Undargraduate 2.000 @
3 902184529 " TRegistered™ ™ Undergraduate 2.000
4 902144917 = "Registered™ ™ Undergraduate 2.000 @
5 902129278 = “Rugistered == Undergraduate 2.000 @
Detail Class List Yourinfomitien
Ape 25, 2007 02:06 p
4n astarisk will appear next to the appropriata field if any of tha following conditions exist: 1) The student has mare than one major or department in his/her primary or secondary

curricubum. 2) The student has a program, level, college, or degree in the secondary cummculum that is different from that in his/her prmary curricuium

1f the word Confidential appears nest to a student's name, the personal information is to be kept confidential.

Course Information
UTILIZATION OF INSTRUCTIONAL TECHNOLOGY FOR EDUCATORS - EDMD 3300 003

CRN: 10126
Duration: Aug 16, 2007 - Dec 13, 2007
Status: Active

Enrollment Counts
Maximum Actual Remalning

Enrollment: 25 18 ?
Cross List: 0 o o
Detall Class List
Mecord Student Name m Registration Status Registration Number

umber

Eoker, Mandy M. 902096265 **Registered* 1 @

Current Program
Program-Undergraduate b
Level: underqraduate N

See Contact Information (SOADDRQ,
SPATELE, GOAEMAL, SPAEMRG)

WARNING: Information that is found on SOADDRQ, SPATELE, GOAEMAL and
SPAEMRG is highly sensitive information and should be treated with the utmost
confidentiality as per Auburn University Policy.

There are many codes that are used to describe the type of address associated with
a person in Banner. However, only a few are routinely applied to student records.
Those codes are listed below.

LO Local
MA  Mailing
N1 & N2 Next of Kin(s)

PR permanent
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See Contact Information: Address(es)

1. Enter “SOADDRQ” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.
3. “Next Block” into the body of the form.

DADDRG 7.0 (f

ID: |902 wF‘ Last, First Middle

Address Type: . Street Line 1: _

Sequence Number: . Street Line 2: _ From Date: _

Source: -- Street Line 3: _ To Date: _
City: _ Gtate or Province: - ZIP or Postal Code: _

Address Type: ’;E‘ Street Line 1: 123 Any Street [ Inactive

Sequence Number: ’_1 Street Line 2: From Date: m

Source: [[* streetLine 3: To Date: |
City: Lafayette State or Province: IT ZIP or Postal Code: [36562

Nation: us UMNITED STATES

Address Type: RF E Street Line 1: !123 Ay Street [ Inactive
Sequence Number: ’_1 Street Line 2: | From Date: 17-MAT-2006

Source: SIS F Street Line 3: | To Date: ’7
City: Lafayette State or Province: |aL ZIP or Postal Code: |36862
Nation:

See Contact Information: Phone Number(s)

1. Enter “SPATELE” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.
3. “Next Block” into the “Telephone” tab of the form.

eral P Telephone SPATELE 7.0 {CO

1D:  [sozsmes [+ [Last, First Middlz

Telephone

Totephone Types VN ) TR etoohone: 60 - (N
—

International Access:
Comment:

Address Type: -._ Sequence: -. Activity Date: _ User: _

Telephone Type: ’F‘R—EI Permanent Telephone: 'ﬁ —W l_ [#Primary [ Unlisted [ Inactivate
International Access: ’7

Comment: ‘

Address Type: ’FEI Permanent Sequence: II_EI Activity Date: ‘ZE-JAN-ZDDF User: [CTOOL

See Contact Information: Email address(es)

1. Enter “GOAEMAL” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.
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3. “Next Block” into the “Email” tab of the form.

wE-mail Address GOAEMAL 7.2 (CONM Jririee e e e e e e e e e et

ID:  [sozamssse (7| Last First Middle

E-mail Address:

E-mail Type: FE E Personal E-Maillapplicants Only)

E-mail Address: | User @yahoo.com
[~ Preferred [ Inactivate  Display on Web CJurRL

Comment: | Activity Date: |27-JAN-2007 User: |SCTCWT

See Contact Information: Emergency Contacts
1. Enter “SPAEMRG” in the “Go To...” field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.

nto the “’Emergency Contact” tab of the form.

Priority: !T
Contact Last Name: |Last First Name: |First Middle Initial: F

Relationship: FEI Father

Address Type: ’_EI

Street Line 1: Street Address

Street Line 2:
Street Line 3:

City: City

State or Province:  |vA | ¥]virginia

7IP or Postal Code: [ = Last Update

Nation: us [*JUNITED STATES User: W W 2_LUSER.
—_— Activity Date: [02-AUG-2006

Telephone: 555 - 56551212 =

Note: The information on this form is self-supplied by students and
employees via self-service. If this form is blank, the user did not provide
the information.

See Curriculum Designation (SGASTDN)

Only the office of the registrar has the authority to view or run official student
transcripts. However, advisors may need to see a list of courses taken, with
grades, in order to provide accurate guidance to students. That information is
available in Banner Admin on the SHATERM form.
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WARNING: Information that is found on SHATERM is highly sensitive information
and should be treated with the utmost confidentiality as per Auburn University
Policy.

See Curriculum Designation
1. Enter “SGASTDN” in the "Go To..." field of the main menu in Banner
Admin.
2. Enter the desired UserName in the “ID” field.
3. Leave the “Term” field blank to have information related to all enrolled
terms for that student available to you.
4. “Next Block” into the desired tab of the form.

Learner Tab

Term related information is presented with the most current term displaying first.
Past terms can be viewed by using the scroll bar (if activated) or the down arrow
key on the keyboard. The students program code is listed in the “Program” field of
the “Curricula Summary — Primary” block fo the form. The student’s major is listed
in the “Field of Study” field of the “Field of Study Summary” block of the form.

“pGeneral Student SGASTOR 73,0 (QILAL) oo i e s s e e e L T T s s s
1D:  [sozasest [ [Last, First Middle Student Summary [~ Term: [200720 [~
Learner Curricula Activities Weteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous
General Learner 1
New Term: 200720 7] Spring 2007 From Term: [200720 To Term: [339999 2
Student Status: A3 EI Active
Student Type: c [7] continuing Additional Information
Residence; ’FTE Resident Site: E
Fee Assessment Rate: EI Session: |—E[
Class: SR Senior Block: E
Full or Part Time: r Citizenship: ’Y_ US Citizen =
Curricula Summary - Primary Student Type: Rate:
Priority Term Program Catalog Level Campus College Degree
1 ‘200?20 |ED_B><_PRE ‘200?10 Undergraduate Auburn Main Campu College of Education Program-Undergrar |ﬁ
Admission Type: T Conversion Code Admission Term: |200720 Matriculation Term: zoo7z0 =
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major E
‘200?20 |MAJOR Pre-Early Childhood Education Curriculum & Teaching =

Note: the scroll bar on the right side of the “Curricula Summary” block of the form
will be activated if the student has a double-major. If this is the case, you will
need to use the scroll bar to see which major is listed as the second one of the
double-major.

Curricula Tab (Curriculum)

Detailed information about the student’s curriculum is presented, with the option
of viewing various terms via the “Record” field. By using the right and left pointing
arrows in the “Record” field, you can see the curricula that were assigned to the
student for various terms.



16 Look Up Information
| Learner mﬁ Activities Veteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous
Curric m Field of Study
Curriculum ———Record [t of [ [d][E
Current: |? Replace: @ Update: @ Duplicate: @ Roll Learner: ® Yes T'No T Default
Activity: F Rolled to Qutcome: |—
User 1D: STUCYT

Key Sequence: ’F Activity Date: ’m
Term: [z00720 [~ Spring 2007 Start Date: [ =
Catalog Term: WF Fall 2008 End Date: liﬁ
Priority: '1— End Term: I—F
Program: WF
Level: ’EFUndergraduate Student Type: |—F
Campus: IA_FAubum Main Campus Site: I_[T
College: ’EF College of Education Rate: ’—F
Degree: ’E\K—F Program-Undergraduate Leave of Absence: |—[T

From Date: [ 8
Admission Type: EF Conversion Code To Date: lif_
Admission Term: WF Spring 2007 Expected Graduation Date: lif
Application: l_ Graduation Term: I—F
Matriculated Term: WF Spring 2007 Graduation Year: I—F

Curricula Tab (Field of Study)

Detailed information about the student’s field of study is presented on th “Field of
Study” tab of the “Curricula” tab. The students 4-letter “major” is listed in the
“Field of Study” field. As with the Curricula tab, you can scroll through various
terms to see the majors that might have been attached to a student throughout his

or her attendance at Auburn.

Learner m“ Activities

Veteran

Comments

Academic and Graduation Status, Dual Degree

Miscellaneous

Curriculurn lﬁ!ﬂ&n

Curriculum

Current:|7 Activity: |ACTIVE Term:
Priority: |1 Program: |ED_BX_FRE

zoo720 Key Seq: |99
Catalog: |z00710 Level:

[os]

Campus: ’A_ College: ’E

—— Record ,1_ of ’7_@@
B

Degree:

Field of Study

Current: . Type:

Activity: . Priority:

Status: _. Catalog: _.
Term:  |zoora0 | End Term: [0

Academic and Graduation Status, Dual Degree Tab

WASORTTI I | Field of Study:
- Rolled: Department:

Attached Concentrations: E

Inactivate: @

Attached to Major: -.
Full or Part Time: -.

EndDote: [
user1o:  STUETEN
Activity Date: _

Start Date:

Detailed information about the student’s academic status and graduation status
are presented on the “Academic and Graduation, Dual Degree” tab.
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Learner Curricula Activities eteran Comments Academic and Graduation Status, Dual Degree ETEE=ERERE
Academic Status Graduation Status
Academic Term: 200720 Expected Graduation Date: 10-MAY-Z010 @
Academic Status: Gl Good Standing <———— Graduation Term: 201020 E
Academic Standing Override: [ =] Graduation Year: 2010 7]
Academic Status Override Term: =]
Progress Evaluaton: Dual Degree
Progress Evaluation Override: E
Progress Evaluation Override Term: EI Degree: EI

Level: E[
Combined Academic Standi College: E[
Combined Academic Standing Override: EI Department: EI
Combined Academic Standing Override Term: EI Major: EI

See Class(es) Enrollment (Counts)
(SSASECT)

See Enrollment Counts (Banner Admin Option 1)

Most general information about individual classes is stored on the SSASECT form
in Banner Admin. To see the enrollment counts for a specific class:

6.

9.

Enter “SSASECT” in the “Go To...” field of the main menu in Banner
Admin, then strike the <enter> key.
Enter the appropriate term code in the “Term” field.

<TAB> to the “CRN” field, then enter the appropriate CRN for the desired
class section.

v Schedule SSASECT 7.3.1 (QUALY fririiirie il feieie il et it Lt

Term: [z00510 [¥] «— CRN: [10126] [¥] <

Section Details

=

Cuhiart

“Next Block” until you are in the “section details” block.

10.Select “Section Enrollment Info” from the “Options” menu. Enrollment

counts are displayed in the “Enrollment Details” block. Note that the
limit is listed as the “Maximum” and the other numbers indicate how
many students are enrolled in the course (actual) and how many empty
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seats remain in the course (Remaining).

@ Enrollment Data

Enrollment Details

Maximum: @
Actual: 16| sp—
Remaining: 7

PE B A ettt it (P

See Enrollment counts (Banner Admin Option 2)
1. Enter “SSASECQ” in the “Go To...” field of the main menu in Banner

Go To...|ssasEcq «— [7] N

2. Enter the desired query information, then “Execute” the query.

Part Registration Registration Block Section
Term of Term From To CRN Schedule Subject Course Section Status Campus
T Schedule Instructional T T
CoursefSection Title Type Method Duration Unit

Cross  Reserved
Link List Seats

Syllabus

. . .
- nctual-:-

- Actual - = -

Enrollment: Maximum -

Long

Comments

Waitlist: Maximum

In this example, the query will return any section of EDMD 3300 from
the 200810 term (Fall, 2007).

3. General information is displayed. Multiple sections that meet the search
criteria can be accessed by using the scroll bar at the right side of the

SCreemn.
Part Registration Registration Block Section
Term of Term From To CRN Schedule  Subject Course Section Status  Campus l

m n

Waitlist: Maximum

Schedule Instructional
CoursefSection Title THB Mnﬁud Duration Iﬂt
Cross  Reserved q
Link List Seats Long Syllabus  Comments Enrollment: Maximum - - Actual - - -

B - ncrun 0 - [

See Enrollment Counts (Public Access)
10.From the AU Homepage, log in to AU Access.

Part Registration Registration Block Section
Term of Term From To CRMN Schedule Subject Course Section Status Campus
K] Ad] = E] K K] ]
200810 1 10125 ’— ECMD 3300 002 F i
Schedule Instructional
CoursefSection Title Type Method Duration Unit
] 5] K]
|utilization 1nst Tech For Ed LLE
Cross  Reserved q ,— ,—
Link List Seats Long Syllabus  Comments Enrollment: Maximum 22 - Actual = 2
,7 ,7 r O [ i Waitlist: Maximum 0 - Actual 0= 0
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11.Click on the “Employee Services” tab.
12.Scroll down to the “Quick Links” channel.
13.Click on the “Schedule of Courses” link.

14.Select the appropriate term from the “Term” dropdown menu list, then

click the “Submit” button.
Select Term or Date Range

Search by Term:

Fall 2007 x| =

Submit Reset

15.Select at least one subject. You can select multiple subjects by either
<shift>+clicking (continuous list) or <ctrl>+clicking (discontinuous list).

16.1f you want a single course, enter the course number in the “Course”

field. Otherwise, leave “Course” blank for all classes within a particular

subject area.
17.Click the “Class Search” button.

&R Use the selection options to search the class schedule, You may choose any combination of fields to
narrow your search, but you must select at least one Subject. Click the Class Search button when your
selection is complete.

Subject: L AcCcounting -
Adult Education
Aerospace Engineering ;l
Course Number: — [%
Title: |
Credit Range: | hours to | hiours
Part of Term:
MNon-date based classes only
Instructor:
Abbas, Hassan
&bell, Ellen Elizabeth x|
Start Time: Hour |00 Minute | 0o vl am;’pmlam hd
End Time: Hour |00 = Minute | 0o vI am,v’pmlam -
Days: T Mon I Tue T wed I Thur I Fri 7 Sat T 5un

Class Search Reset

18.The results are listed by Subject, then course number, then in CRN

order. Enrollment information is listed immediately to the right of the
meeting time information. Cap = Capacity/Maximum; Act= Actual
number of enrolled students; Rem = Remaining open seats.
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Accounting

Select CRN Subj Crse Sec Cmp Cred Title Days Time Cap Act Rem XL XL XL
Cap Act Rem
SR 12715 ACCT 2110001 A 3.000 PRINCIPLES OF FINANCIAL ~ MWF 08:00 90 87 3 10 o] o]

SR

SR

Cc

Notes: 1: this class has 3 open seats; 2: This

ACCOUNTING am-08:50
am
MWF 09:00 90 90 0
am-09:50
am
MWF 10:00 90 88 2 0 0 0
am-10:50
am
MWF 11:00 S0 90 0 0 0 0
am-11:50
am
MWF 12:00 90 89 1 0 0 0
pm-12:50
pm
11:00 0 19 -
am-12:15
pm

12722 ACCT 2110002 A 3.000 PRINCIPLES OF FINANCIAL 20 0 0

ACCOUNTING

12728 ACCT 2110003 A 3.000 PRINCIPLES OF FINANCIAL

ACCOUNTING

13404 ACCT 2110004 A 3.000 PRINCIPLES OF FINANCIAL

ACCOUNTING

13415 ACCT 2110005 A 3.000 PRINCIPLES OF FINANCIAL

ACCOUNTING

13425 ACCT 2110006 A 3.000 PRINCIPLES OF FINANCIAL TR

ACCOUNTING

class is closed; 3: This

class is closed, and is “over enrolled” with more students enrolled than
are permitted by the capacity.

Find A Person

If you need to find the username or 902 number for a specific person, but that
person has a very common name (such as “Smith”) you can perform a “person
search” from any “ID” field in Banner INB (Banner Admin):

D: |

|

In order to perform a person search:

1.

2.

Click the “search” button next to the “ID” field in any form.

D: |

Click the “Person Search” link.

Person Search (5GAIDEN) !

Non-Person Search {(SOACOMP) “’

<TAB> to the “Last Name” field and type the last name. Be sure to use
proper capitalization. You can perform the search at this point, but if
the name is very common, such as “Smith,” you’ll want to also <tab>
to the First Name field and enter the first name as well. Remember
that you can also use the “%” character as a wildcard. So, if you’re
looking for Talitha Smith (as in the illustration below), you would
enter “Smith” in the “Last Name” field, and “T%” in the “First Name”
field.

Change
1D Last Name First Name Middle Name Birth Date Indicator Type r
[
P CRE F e e
!ﬁ-—*"‘!—t__—“’ﬁ“ \!7-—--“""—.—— L—H“ilﬁ“--—_-[ /!_j
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4. When you’re ready for Banner to go look for the person, “Execute” the

query. (Use the menu, keyboard, or button option for your
navigational choice).

Menu: “Query, Execute”  Keyboard: F8 Button:

. The illustration below shows the results of the query of “Smith, T%”.

Change

1D Last Name First Name Middle Name Birth Date Indicator T&e
o0z333426 | [smith I - [aima | [1z-apro1ees :] :]
o0zzza140  [smith I  [ann | [2o-sEp-1983 :] :]
502293571 [Smith I  [chad | [30-mar-1974 :] :]
o0zz43258  [smith I " [pozier [ TR :] :]
b0zza143e | [smith L * [edith | [orauaser :] :]
902333425 [Smith I - [vers | [13-FEB-1980 :] :]
sozisssre | [smith | [rashara I | [oe-aui-1emr :] :]
buzisssre | [smith | [rashara ] | [peauassr E E
SMITHTY | [Smith | [rashars ] | [os-dutassr Z] 'E]
b0zzenzos | [smith | [radd e | [ee-mar-1ers ] :]
902130857 [3mith | [raffy e I EETECEE [ ]
[sMiTHTS | [Smith [Talitha s [e7-aPR-1964 [ leim
|poz1seasr | [zmith | raly e | [r3-sepasss | [ |
[s02153486 | [smith | [ramara | ] | ] D

Note that the Last and First names, the middle initial and the birth
date are all identical for the two records for Talitha. Also note that
the “Change Indicator” field for the record that contains the 902
number in the “ID” field is blank. This means that that is the original
record for Talitha. Talitha’s username is “SMITHTS,” you can use her
username or her 902 number to access her records.

Finding Persons: SOAIDNS

Sometimes it is difficult to tell the difference between all potential matches to a
search of “John Smith.” The use of the student’s major or program can provide
valuable additional information to aid Banner users in selecting the proper name.

1.

Enter “SOAIDNS” in the "Go To..." field of the main menu in Banner
Admin, then strike the <ENTER> key.

%m General Menu GUAGMNU 7.3 (PROD) - Monday June 11, 2007

Go To...|soaIDNs [*] welcome, WOLFSAL

Enter the desired information in the search fields provided. Be sure to
use capital letters when entering name information. The use of the
Banner Wildcard symbol (%) will yield a larger list of results. Note: Only
the highlighted fields are available for use in searching for persons on

this form.
"mPerson Search Detail SOAIDNS 7.3.0.1 (PROD) [ririiriiri il il e T
Middle Change
D Last Name First Name Name Birth Date Gender Indicator
N F e e e B -
| | | C Co0 [

| | — 0O 0=
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“Execute” the query by using either the keyboard (F8), menu (Query,
Execute), or toolbar button options.

Use the information provided in the results lists to select the proper 902
number for the de31red person as you need

PEDL PRODY i e e T

W Person Saarch Degail SOAIDNS

hany
ender I{ndlt:l';r @ SoNnzew Searcy
" B o || Soundsfike. Last Name  First Nome
" B
z2EEsds [Walf Staphen 3 12.N0V-1963 M v
Address Details @ Statear 217 ar tnactive @
Type Street City Province  Postal Code Telephone From Date Ta Date  Indicater
WA [3495 ver Lak Mosmell & 7 770 [s186758 7] [ 2
N1 [3495 Rver Lak Rasmrll A ‘
N2 495 Rever Lake Drive Posnell o -
General Learner @ Registration Terms
Term  Status  Residence Class Full or Part Time  Activity Date = Tarm 1
coumn Acove  Hon-Rasident Sanior 1-mN-2007 | = || [2o0ei0 Fal 2007 1
@Cllrrhmin Summary - Primery b Tops PR
Priority  Term Program Catalog  Level Campus College Degres =
1 200010 [BU_DSEA_LOGT 200310 Undergraduate fuburm Main Campu  College of Bugngss  Seence in Busines:
admission Tyne: Conversian Code Admisslon Term: [ooma Matriculation Term: [zon10

Ficld of Study Sulrlrlldl’\r

Prlority ~Term Flold of Study Departmant Attached to Major
1 ouRLe Mz Logistits avigtion and Supply Chain Mngt
1 200810 [MINCR Marksting

1) Banner Number and name information.

2) Birthdate information

3) Active scroll bars that indicate longer lists of information available
4) Address(es). Be aware that addresses are considered sensitive
information and should not be shared with unauthorized people.

S5) Curricula information: major, program, etc.

Finding Persons: Important Notes

The ability to search for and find a person is directly related to the accuracy of the
information that has been entered into Banner. Therefore, it is important to be
persistent when searching for persons in Banner, as the name may have simply
been entered differently than your search strategy.

For example:

Spacing and common misspelling issues in names (i.e., Mc Donald vs.
McDonald vs. MacDonald, etc.)

First name and middle name in same field (this is especially true for
names that have unfamiliar formats, such as some for international
students)

Inversion of first and last name in fields (Blake Edwards vs. Edwards
Blake)

Addition of suffix on last name (Bill Smith Jr — where the “Jr” is included
as a part of the last name, instead of in a separate field when his
information was first entered into Banner).
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It is also important to remember that the wildcard symbol (%) can be used
anywhere in a search string. Some acceptable examples of search strings using
the wildcard in a variety of positions are:

e Search string: Wit% J% (Last Name, First Name)
Returns include: Joseph Wit, James Witte, Jennifer Witten

e Search String: S%h A% (Last Name, First Name)
Returns include: Adam Scarborough, Ankur Shah, Adam Smith

e Search String %al % (Last Name, First Name)
Returns include: Jules Ackal, Ablani Al, Trevor Bal

See GPAs (SOAHSCH, SHATERM,
SHASUBJ, CAPP, SZFSHTM)

There are several different ways of seeing a GPA in Banner Admin. The most
important distinction to understand is that GPA is calculated “live” in Banner.
Therefore, an UNGAPPED GPA is not viewable in Banner Self-Service nor in Banner
Admin. Ungapped GPA information must be acquired from a report that is written
outside of Banner.

The following viewing options are available for GPAs. Transfer, Gapped (Auburn
Only), Within Major/Program, All Auburn, Overall, by Subject Area, from the High
School (if this information was entered during the admissions processing
procedures and lastly Ungapped cumulative GPA.

WARNING: Information that is found on SOAHSCH, SHATERM, SHASUBJ,
SZFSHTM and CAPP is highly sensitive information and should be treated with the
utmost confidentiality as per Auburn University Policy.

See GPA: Transfer Work

4. Enter “SHATERM?” in the "Go To..." field of the main menu in Banner
Admin.

5. “Next Block” into the “Current Standing” block of the form.
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Course Level Codes by Person; 6= [~ start Term:

Current Standing

First Term Attended: R
Last Term Attended: 00

Academic Standing: G1 | Good Standing
Academic Standing Override:

Progress Evalustion:

Progress Cvaluation Override;

Cambined Academic Standing:

Conshingd Academic Standing Owerride:

Attempted Passed Earnpd GRA Quality
Hours. Hours Hours Hours Points GPA
Institution: 30,000 30,000 30.600 27.000 165,00 249

Transter: 00 ) 080 i b o0

T ) I | |08 L]

The transfer GPA is listed in the middle line at the bottom of the block. Note that
the transfer GPA will only be accurate if the transfer work has been posted
correctly. Questions about listed “earned hours” in the transfer line should be
directed to the admissions person appropriate for the student (Graduate School or
Admissions office).

It is important to note that the GPA listed on SHATERM is the most recently
calculated GPA. That means that during certain times in the semester such as
when grades are being submitted and rolled to academic history, this GPA may
change on a day to day basis. There may be instances as well, when the GPA will
seem to change “overnight,” especially when students have had “IN” grades cleared.
Whenever a grade is rolled to academic history, the GPA fields are updated to
reflect the current GPA.

Students may find this confusing at first, especially when the first semester’s
grades are entered by faculty. Students should not assume that the GPA they see
on Self-Service is “final” until they can see grades from each course that they've
taken during any particular semester.

See GPA: Gapped (Auburn Only)

1. Enter “SHATERM” in the "Go To..." field of the main menu in Banner
Admin.

2. “Next Block” into the “Current Standing” block of the form.

1. The “Institution” line lists the GPA calculated over all courses that were
taken at Auburn. This calculation is a gapped calculation.
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Current Standing

First Term Attended: 200830
Last Term Attended: 200730
Academic Standing is "as of" the
Last Term attended
Academic Standing: AW Academic Warning
Academic Standing Override:
Progress Evaluation:
Progress Evaluation Override:
Combined Academic Standing:
Combined Academic Standing Override:
Attempted Passed Earned GPA Quality
Hours Hours Hours Hours Points GPA
Institution: [(@ =9.0m0 (@  4.000 3 so0m (@ 19.000 (5 13.00 [(6) F
Transfer: [ 65,000 [ 65.000 [ 65.000 [ 65.000 | 190,00 | 2.9z
overall: [ 104.000 [ 69.000 [ 69.000 [ 84.000 | 203.00 | 242
Notes:

1. The number of hours the student has registered for over time

2. The number of hours the student has passed over time

3. The number of hours the student has earned over time (usually the same as the

number of passed hours)

4. The number of hours that count in the student’s GPA. If the student has
GAPPED any grades, this number will be lower than the attempted hours

number.

5. The number of quality points (4 per credit hour of “A”, etc.) the student has

earned.
6. The GPA: #5 + #4

See GPA: Within Major/Program

In order to see a GPA of “within major” classes, a Compliance (CAPP) must be

run. This is done via Banner Self-Service, and will not be available until

Spring, 2008.
1. Login to AU Access.

SR R

6. Select the appropriate term, then click the “Submit” button.

Click on the Employee Services Tab.
Click on the “Banner Self Service” Link.
Click on the “Faculty Services” tab.

Click on the “Term Selection” link.

Faculty and Advisors

Student Information Menu
Term Selectig

CRN Select\orl}
Faculty Detail Schedule
Week at a Glance
Detail Class List
Summary Class List
Summary Wait List
Midterm Grades

Final Grades

Add or Drop Classes
Active Assignments
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7. Click on the “Student Information” link.

Faculty and Advisors

Student Informatios @enu
Term Selection I}
CRN Selection

Faculty Detail Schedule
Week at a Glance
Detail Class List
summary Class List
Summary Wait List
Midterm Grades

Final Grades

Add or Drop Classes
Active Assignments

8. Click on the “ID Selection” link.
Student Information

Term Selection

ID Selechrg

Student A¥dress and Phones
Student E-mail Address
Student Schedule

Academic Transcript

Degree Evaluation

Advisee Listing

View Test Scores

View Holds

9. Enter the desired student’s AU UserName in the “Student or Advisee ID”
field. Be sure to use ALL CAPS when entering this information, then

click the “Submit” button.
Student and Advisee ID Selection

&R You may enter:
1. The ID of the Student you want to process. Then select Submit. T

2. Only Faculty may enter partial names in the Student and Advisee s

Student or Advisee ID: [HEARNST

“ou MUST use All Caps for the UserMames

OR

Student and Advisee Query
Last Name: I

First Name: I
Search Type: © students
' Advisees
' Both
© Al

Submit | Reset
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10.Confirm that you've selected the correct student, then click the “Submit”
button.
Student Verification

&R Flease select Submit if the person you chose is correct. If this is incorrect, choose the IC

Sidney T. Hearn is the name of the student or advisee that you selected.

Submit |*—
11.Click on the “Degree Evaluation” link.

Student Information

Term Selection

ID Selection

Student Address and Phones
Student E-mail Address
Student Schedule

Academic Transcript

Degree Evaluating

Advisee Listing ‘E}

View Test Scores

12.Click the “Generate New Evaluation” link at the bottom of the screen.

13.Complete the compliance process as you were taught to do in your CAPP
training.

See GPA: Overall

1. Enter “SHATERM?” in the "Go To..." field of the main menu in Banner
Admin.

2. “Next Block” into the “Current Standing” block of the form.

3. The “Overall” line lists the calculated GPA for all courses that have been
included in the GPA, including transfer work. This is a gapped
calculation of GPA.

See GPA: By Subject Area

Note: Seeing a GPA by subject area is NOT the same as the within major GPA.

1. Enter “SHASUBJ” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the appropriate student ID in the “ID” field and the desired subject
code (EDMD, ENGL, MATH, etc.) in the “Subject Code” field to see
information beginning at that subject and continuing to the end in an
alphabetical arrangement. OR Leave the “Subject Code” blank to see the
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total list of subjects in alphabetical order.

%EI_ltnjen::t e e S SN

ID: (902 st (7] Last, First Middle Level: [GR [7] Start with Subject: d]

“Next Block” past the “Current Standing” block and into the “Subject
GPA and Course Information” block of the form.

" Subject GPA and Course Detail Information  SHASUBI 7,31 (QUALY ool e e e T et
Subject: &
Attempted Hours Passed Hours Earned Hours GPa Hours Quality Points GPA ,

Institution: | 31.000 ‘ 30.000 | 30.000 ‘ 30.000 | 11z.00 | 3.73
Transfer: | 000 \ 000 [ 000 \ 000 [ .0 [ on
Total: | 31.000 ‘ 30.000 | 30.000 ‘ 30.000 | 11z.00 | 3.73
Institutional Courses

Term Subject Course Title Grade Mode Hours Repeat Campus
[zo0310 [mus1 (7160 [Seminar [n Music History [ a |S— 2.000 |— =
|2c|ua1u |MUSI ‘?guu ‘Ind study-Ensemble | a |ET 1.000 r B
[z00310 [mus1 (7300 (Ind Study-Special Project [ a [s 3.000 [

[zo03z0 [mus1 (7130 [Band Arranging 11 [ a |S— 3.000 |— -
Transfer Courses .

Count in

Term Subject Course Title Grade Mode Hours GPA Repeat
| | | | | L o [~
| | | | | 0 3 © [ ‘
| | | | | L o L
| | | | | [ o O =©

4. Use the scroll bar if available in the “Subject” block or the down arrow on

the keyboard to scroll through the available list of subjects that the
student has taken. Note that the attempted, passed, earned hours
information as well as GPA information is calculated only across the
courses that fall within a specific subject code. Institutional (Auburn)
courses that have been taken are listed in the “Institutional block.
Transfer courses that have been articulated to Auburn courses are listed
in the “Transfer” block. Grades for the corresponding courses are
viewable in these blocks of the SHASUBJ form.

See GPA: High School

Enter “SOAHSCH?” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.
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3. “Next Block” into the “ngh School Details” block of the form.

%4 High School Information 50

High School Details

High Schoal Subjects

ID:  [onz weansss [ v | Last, First Middle

High Schoaol Address

High School Details

High School:
Graduation Date:

Class Rank and Size:
Diploma:

[/ College Preparation

Admissions Request:

Transcript Received Date:

SRR [~ | clay-Chalkville High School
25-mav-2006 [
fe1-auG-200¢ [

’— f ’— Percentile:
[ @

—

Enrollment Planning Service Code:

GPA: | 4.00

HSTF ElFinaI High School Transcript

The HS GPA (if captured) is listed in the “GPA” field. Note: This is an entered
value, that is entered at the time the application is processed during the

admissions process.

Please note as well that the graduate date listed on this form is the HS
graduation date. It is supplied by the student at the time the application is
completed online. It may or may not be accurate, depending on how accurate
the student was while entering information in the online application.

See GPA: UnGapped

2. Enter “SZFSHTM” in the “Go to..

Admin.

.” field of the main menu in Banner

3. Enter the desired UserName in the “ID” field.
4. Enter the correct course level code in the “Course Level Codes by Person”

"B Tarm Sequence Co

field. UG = Undergraduate; GR = Graduate; PR = Professional

se Histary Form

SHTM 7.1 (QU

D [pozzmees

7\Studem Joe

Course Level Codes by Person: ’EF

Start Term: F

S. “Next Block” into the “Current Standing” block of the form.

Current Standing

First Term Attended: 200630
Last Term Attended: 200730
Academic Standing is "as of”" the
|Last Term attended
Academic Standing: W Academic Warning
Academic Standing Override: ’_
Progress Evaluation: ’7
Progress Evaluation Override: ’_
Combined Academic Standing: ’7
Combined Academic Standing Override: ’7
Attempted Passed Earned GPA Quality
Hours Hours Hours Hours Points GPA
Institution: [ 39000 @ 4000 (3 4o @) 19000 [5) 13.00 [(6) 8
Transfer: [ 65,000 [ £5.000 \ 65,000 [ es.000 | 190,00 | 2.92
overall: [ 104,000 [ £9.000 [ 69,000 [ 84,000 | 203,00 | 242
Cum Hours Gap Hours
Unadjusted GPA: @ 26 |® F |@ 13 |@ 5

Notes:



30 Look Up Information

The number of hours the student has registered for over time
2. The number of hours the student has passed over time

3. The number of hours the student has earned over time (usually the same as the
number of passed hours)

4. The number of hours that count in the student’s GPA. If the student has
GAPPED any grades, this number will be lower than the attempted hours
number.

5. The number of quality points (4 per credit hour of “A”, etc.) the student has
earned.

6. The GPA: #5 + #4
7. The number of hours the student has earned including any GAPPED hours.

8. The number of hours the student has GAPPED (removed from the GPA
calculation and GPA hours).

9. The number of quality points the student has earned (should be the same as #5).
10. The UNGAPPED GPA: #9 + #7 (This will likely be LOWER than the value in #6).

See Grades (SFASLST, SHATERM,
SHACRSE, SHASUBJ)

There are two ways for grades to be accessed. The first is by class roster (for all
students enrolled in a specific class section, the next is for a specific student and
specific term. As always, students may see their own grades via Banner Self-
Service.

WARNING: Information that is found on SFASLST, SHATERM and SHACRSE is
highly sensitive information and should be treated with the utmost confidentiality
as per Auburn University Policy.

See Grades — by Class Roster (Banner Admin)

Grades for classes that were taken prior to Fall, 2007 semester are historical and
can be found in an external report outside of Banner. Seeing grades by class in the
manner described below is only effective for classes offered Fall 2007 and later.
S. Enter “SFASLST” in the “Go To...” field of the main menu in Banner
Admin.

6. Enter the approprlate term code and CRN in the corresponding fields.

Term: [200810 [+ Fall 2007 CRN: 11533 [ AGRN 1000 001

7. “Next Block” into the form.

8. The class roster is displayed (6 names per screen). If grades have been
submitted for the selected course, they will appear in the “Midterm
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Grade” and/or “Final Grade” columns.

Term: [200810 [+ Fall 2007 CRN: (11533 [+ AGRW 1000 0oL CRell Degree Award Status: ’— f
Status Midterm Final Grade
Sequence D Name Status Date Grade Grade Mode Rolled Hours
Ad] ()

[ 4 [oozmmmmwr |Last Frsthiodle  RE |oemar2007 | ] [ a0 E] [ 4000

2 [oozmms | [Last, First Middle [re  [07-mar-2007 [ [ B s 7 4.000
Grade Comment: B
3 [sozams  [Last, First Middle [re | [07-mar-z007 [ [ c [s7 7] 4.000
de € t: - ) — B
Qra ey_n‘?men’ : g e A g - R 5 Y ~— Y o

See Student Grades (Banner Admin):

By Student -- All Auburn Courses Taken

7. Enter “SHATERM” in the “Go To...” field of the main menu in Banner
Admin.

8. Enter the ID of the desired student.

9. Select the appropriate “Course Level Code” from the drop down list in the
“Course Level Codes by Person” field.

10.Leave “Start Term” field blank.

"?ETEH’ITI Sequence Course Histo

1D: \EUZW E” Last, First Middle Course Level Codes by Person; EEI Start Term; EI

11.“Next Block” into the “Current Standing” block of the form.
12.“Next Block” into the “Term GPA” block of the form.

13.Use the scroll bar (if available) or the down arrow key on your keyboard
to navigate through the terms that are available for the desired student.
Grades are available in the “Grade” column for each class listed.

Term GPA
Institution or Transfer: ’I— Transfer Number: ’7 Attendance Period: ’7
l Attempted Hours Passed Hours  Earned Hours GPA Hours Quality Points GPA
Term: |ENREER [ soon | soon | 2000 | 2000 | s6.00 | ERT—
Cumulative: [ 18,000 | 16.000 | 18,000 | 18,000 | 69.00 | 383 v

Institutional Courses

Subject Course Title Grade l Mode Hours Repeat Campus
[most [7130 [Band Arranging 11 [ 5 [ [ 5000 [ ]
[eou [7s10 [Research Studies In Music Ed [ ) [ [ 5000 [ [ ]
[must [7a00 [1nd Study-Ensembls [ [ [s [ 1000 ] ]
[must [7200 [seminar In Remantic Music [ ) [ [ 2000 [ [ ]
[ \ \ \ [ | [0 [
[ \ \ \ [ (1 [0 (]
| — r r r — | m— |

Note that the institutional courses information in the “Institutional
Courses” block change as you scroll through the available terms.



32 Look Up Information
By Student - Auburn Courses by Term
1. Enter “SHACRSE” in the “Go To...” field of the main menu in Banner
Admin.
2. Enter the ID of the desired student in the “ID” field.
3. Enter the desired term code in the “Term” field.
4. “Next Block” into the body of the form.

Part of Grading

Select Term Term Campus Level CRN Subject Course Section Hours Grade Mode Repeat Course Title
2 5 I 61 R ] (7]

=] [ [ ler eoer fermu 7sio oor [ mooo| A s | [Researchstdiestnmusioes °
B [eonseo [ [ [or [t7osz  [must  [reo0 [0 [ 2000 als [ [seminar tn Romantic Music
B [eo0zz0 [ [ [or [tarr [must  [7a00 [0z [ 1.000] als [ [ind study-Ensemble
B 1 [ 1 ] | | [ | L O
(= I I N I | | [ | [ [
e 10 100 | | [0 | [ Il

Each of the columns are self explanatory, except possibly for the “Grading Mode”
and “Repeat” columns. For Grading Mode: S= Standard grades (A-F); T =
Thesis/Dissertation; P= S/U (pass/fail); N = Non-graded; A = Audit. The “Repeat”
field is the “Repeated Course Indicator.” It is used to flag students course as
repeated for inclusion or exclusion in GPA calculation. The values you might see
are: (I)-include, (E)-exclude or (A)-exclude from earned hours but average into

GPA.

By Student - Gapped Courses

1.

Enter “SHACRSE’ in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired UserName in the “ID” field.

Leave the “Term” field blank if you want to see a snapshot of all courses
taken at Auburn.

“Next Block” into the body of the fom.

% Course Summary SHACRSE 7.2 (QUALY (il el el el el e Lo Lo oL Lo oL e Lo Do DL Do Do T DT T
ID: ‘guzm F‘ Last, First Middle —Term: F
Part of l Grading
Select Term Term Campus Level CRN Subject Course Section Hours Grade Mode Repeat Course Title
& & & [ =
EE | s hzesn e feio boz | wemo| s b0 [0 rientation To Teacher Edus |
B [eore [ [ [0 [1z473  [ECWD  [s100 [o0z | [ =000 4[5 [ [Media For Children
B [eoorie [ [ [us [tes1a  [matn  [esso [tz [ 000 c [s [ [math For Elem Eduestion 1
[E) [eooezs | [ | [us [1sssz  [rse  frozn [ore [ 4000 w s [ [Elementary Spanish 11
Bl [zo06z0 [ [ [oG [1sess  [pour  [10z0 [oze [ 3000 b [s] [ [political Econamy
B [eaoese | [ |ue [tezxzs  [cTEc  frown [ooz [ 1000 w [P [ |orientation To Teacher Educ
B [eoose [ [ [us [zarr  [eomo [s3e0 [ooa [ z.ooa w |5 [ [Utilizing nstructional Tech
Bl [eoos1e [ [ [us [1z374 [eoMD  [5100 [ooz [ 3000 %[5 [ [Media For children
B [eooes [ [ [us [1essr  [eouc  [soon [0z [ 6.000 ¥ |5 ] [ [piversity Learners & settings
B [eaoere | [ |ue [1eses [matn [esso [tz [ 2000 wf|[s [ [Math For Elem Education 1
=1 e I A R A B I T | [

The gapped grades are listed with “X” in front of the grade. Be sure to identify
the term code associated with the course that has been gapped.
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See Holds For A Student (SOAHOLD)

There are two ways for a person to see the holds that have been placed on a
student’s record. The first is through direct access to the hold screen, the second
is from the registration screen. Students can also see their holds via Tiger i.

WARNING: Information that is found on SOAHOLD is highly sensitive information
and should be treated with the utmost confidentiality as per Auburn University
Policy.

Seeing Holds (From Registration)

1. Enter “SFAREGS” in the “Go To...” field of the main menu in Banner
Admin.

2. Click “OK” to the SOADEST error message you see, or exit out of the

SOADEST form that appears. The SFAREGS form will display.
bt ﬂ e j View Current/Active Carricula n.“:ﬂ“;e.::p.ﬂm7 ; :"M": chedul =
m Time Status

|| Enrellment Intermation

Status: - Status Date; Accaptance: Maximan Howrs:
Raason: = Dalata Al CRNS Process Rlnek:

Course Informal ikt Methad

Timn

Gradn Cesdlt  RHl  Attempted Status Appr Partol ot Fre Stat
CRY  Subject Cowrse Section Mode Hours  Howss  Hours  Hours Status Lewl Recd Over Term Instruction Camp Flag Type
- - - - - - - =

|| — - - - - e S g gy = - & T P |J
3. Enter the appropriate term in the “Term” field.
4. <TAB> to the “ID” field and enter the student’s username.
5. <TAB> to the “Holds” field.

1 i i
Term: [zo0810 (| [D: [302391230 [*][Demarest, Bea Date: [26-4PR-2007 [@| Holds: | | |
["|¥iew Current/Active Curricula [ Print Bill ¥ Print Schedule

Note: You may use either the student’s 902 number or their username.
6. Click the “Search” button immediately to the right of the “Holds” field.

Holds: |_||—E|‘—

7. The holds for the student are displayed.

Hold Details

Amount: _ From: _E To: _E Origination Code:
[

Hold Type: |rRH BREg\strar Registration Hold Reason: ‘ [JRelease Indicator |WOLFSAL

amount: | From: [z6-aPR-z007 [E] To: 31-DEC-2009 [E] Origination Code: =

Notes:

The username of the person who placed the hold is indicated on this
form.

The holds displayed here are ONLY the holds that affect registration. If
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no holds are listed here, the student may still see a hold indicator in Self-
Service for holds that do not impact registration.

Seeing Holds (From Hold Screen)

1. Enter “SOAHOLD” in the “Go To...” field of the main menu in Banner
Admin.

2. Enter the student’s username in the “ID” field. You may also use the
student’s 902 Banner ID number.

3. “Next Block” into the form.
4. The holds for the student are displayed.

I0: (902391430 [= [tes Demarest

Hold Details

Hold Typs: @@WWM | Rascon: " ul_iﬂ’m Woirsal

amount: | From: | SSAARRSS0NT :ﬂ To: .&I-HOW.GJ Origination Code: [0 5]

Hold Type: A | ¥ |Rogistrar Begistration Hold Heason; Release Indicator | wOLFSa1
Amount: Fram: |26-4P.2007 ] Ta: 3-pEC-209% 5| Origination Code:

Hold Type:  [RT | ™ |Regrstrar AD Hold-Trans Reason: |¢ Release Indicator  |VALENDC
Amount: From: |25-ape-2007 OH] Te: 31-DEC-208% 70| Origination Code:

Important Information Regarding Holds

The most recently placed holds will be closer to the top of the list. Holds have a
“From” (the date placed) and a “To” (the last date the hold will be applied) date.
Most “To” dates will be sometime in the year of 2099; forever, for all practical
purposes. Holds that have been removed from a student’s record will have a “To”
date that matches the date that the hold was removed. Holds are instantaneously
applied and instantaneously removed once the record is saved. This means that if
a hold is placed or removed at a particular minute of the day, the action is effective

as of that minute. Overnight updates are not necessary for activation or removal of
holds.

Finding Meeting Time/Place For Class(es)

There are two main ways to find the location and time for a particular class. The
easiest way to do this is to use the “Schedule Building Report” that is available to
anyone who can log in to AU Access. The second way is to use Banner INB to find
the same information. The steps for using Banner INB are located in the “See
Room Usage...” help file.

Finding Meeting Time/Place for specific courses:
1. From the AU Homepage, log in to AU Access.
2. Click on the “Employee Services” tab.
3. Scroll down to the “Quick Links” channel.
4. Click on the “Schedule of Courses” link.
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5.

Select the appropriate term from the “Term” dropdown menu list,
then click the “Submit” button.

Select Term or Date Range

Search by Term:

Submit | Reset

Select at least one subject. You can select multiple subjects by either

<shift>+clicking (continuous list) or <ctrl>+clicking (discontinuous

list)
".

If you want a single course, enter the course number in the “Course”
field. Otherwise, leave “Course” blank for all classes within a
particular subject area.

Click the “Class Search” button.

The results are listed by Subject, then course number, then in CRN
order.

Finding Room Sizes (Capacities)

In order to see the listed room capacities (seat limits) for classrooms, the following
steps should be followed. Please note, room capacities are set by the FIRE
MARSHALL. While departments can request that a room capacity can be lowered
(for instance, a computer classroom has 15 computers, but has a listed capacity of
20) quite easily, requests to increase room capacities must be approved by the
FIRE MARSHALL prior to entry into the system. Specific requests to change room
capacities should be sent to Samuel Potts via an email memo from the appropriate
person of authority (department head, associate dean, etc.).

Finding Room Capacities
Enter “SLARDEF” in the "Go To..." field of the main menu in Banner
Admin, then strike the <ENTER> key.

Enter the desired building and room number in the appropriate fields of
the keyblock. Leave the “Term” field blank.

1.

" Room Definition SLARDEF 7.3.1 (PROD) iririririeirisieiririeirirrle ool el e e e e e e e e e

Building: [Hatev  [7][Haley Center Room: 1454 5| Term: [ [T
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3. “Next Block” into the body of the form.

4. Note the seating capacity and affiliation of the room in the body of the
form. In the example below, the room is listed as having a maximum
capacity of 49, and being affiliated with the EFLT department in the
College of Education.

Building: [HALEY [ ¥ [Haley Center Room: 1454 [~] Term:

Room Definition

New Term: (W (] From Term: [00oooo | To Term: [599599

Description: __[HALEY1454 - .

Copacity: | 4% Masimum: | 42 Dimensions

Gender: Male Female ® Not Available Width (feet):

Room Type: Residence Hall  ® Classroom Other Length (feet):
Area(Square Feet): ’7

College: [Eo [*)College of Education

Department: EFLT ﬂ Educ. Found,, Ldrshp. & Tech,

Status: [ac [=)active

Category: T

Partition: AL

Find A Room Usage (SSAMATX)

Sometimes, it is important to know what classes are scheduled in specific rooms.
This may be for special event scheduling or maintenance purposes. In these
circumstances, the Room Matrix form can be used to see a room’s usage schedule.

To see a Room’s usage schedule, enter “SSAMATX” in the “Go To...” box of the
main menu screen in Banner INB. The resulting query form can be used in a
variety of ways. The simplest search is to find all classes that are scheduled into a
particular room in a specific building. You can also use SSAMATX to see where all
instances of a particular class (ie. ENGL 1100) are being held. You can also check
the checkboxes for various days of the week to see what classes are scheduled in a
particular room at a particular time on a specific days.

An important feature of SSAMATX is the ability to search by TERM or by EVENT.
Scrolling horizontally along the initial search fields will reveal a “hidden” field,
called “TERM.” This field will be used to display the characteristic of the room
usage in your search results. It can also be used to tell Banner to limit the search
only to full term uses (classes) or events (single day or shorter than full term). If
you forget to tell Banner which term you’re searching within, or to only look for
events, your results list will include ALL scheduled uses of a particular
building/room combination, for all terms that are in Banner. As time progresses,
the results lists in this situation will become very large.

Simple Room Usage Search

1. In the “Building” field, enter the building code for the desired building.
Remember, if you don’t know the building code, you can find a list of
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them by clicking on the “search” button just below the “Building” field

name.

2. <tab> to the “Room” field and enter the desired room number.

Remember, most rooms that had leading 0 in OASIS, have had those O’s
removed (Wallace 0116 is listed in Banner as Wallace 116, for example).

3. Scroll to the right using the horizontal scroll bar. Enter the desired term

(for full term classes) in the “Term” field.

Begin End
Building Room Campus it Sun Time Time Term
Ad (~] [
walce e . zoos0
| | | = LA
| | | = L L/
| | | = L L/
| | | = LA
| | | = VAR
| | | O L/
| | | = /L
| | | O L
| | | O LI
| | | = )
| | | O )
| | | L
| | | = L0 ]I

Scroll bar used to access

the "Term" field J

| 3

4. “Execute” the query using either the menu, button, or keyboard options.

S. The results are listed first by hour of the day using military time (all 8:00

classes listed first), then by day (8:00 Monday classes are listed before
8:00 Tuesday classes). Courses as well as CRNs for scheduled classes

are available for you to see in the results.

Meeting Patterns

Building Room Campus Days Times Subject Course CRN
[~] ] [7]
e fw  osoo-nsso | ferer | fs2as | hozms
lwalce | [t1s [a W osoo-osso [eTer [3240 [10238
WALCE 116 [« w [osoo-peso [eTeT 3240 [102s8
(waLce | [11e [ kR [opao-1100 [eTer [7a00 [10z74
watce | fiie [ kR osso-100 [eTer 7306 [10275
WALCE 116 [« w  [tooo-1iso [eTeT [000 [102s6
(waLce | [11e [ Ww  [tooo-1130 [eTer [z003 [1ozs7
lwalce | [t1s [a T [tioo-1150 [eTer 5050 [10286

Room Assignments by Class/Course
1. In the “Subject” field, enter the desired course.

2. In the “Course” field, enter the desired course number.
Building Room Campus Mon Tue Wed Thu Fri Sat Sun Subject

[
[
[
[
[
[
[

Course

j
-
.
-
-
-
-

d M M
-—.- OO00000 A
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3. “Execute” the query using either the menu, button, or keyboard options.

4. The results are listed first by building, then by room, then by time using
military time, then by day.

Meeting Patterns
Aullding Roam Campus Days Times Suhject  Course CRN  Crass List

WALCE 116 0 cToT 2200 10360

[ever [e203 10981

w
w

et [sam ans
= : et [nm L0367 oS
00145 [ 2 !
001045

™ ©230-1045 cTeT 3250 10370

™ 5301045 s [unar

WALGE | [116 n o fecoa1as cTerT 4200 10374 lea
w 1000-1145 crct | famoa | [unar D oq

waLCE | 116 a F 1100-1135 f

1400-1515

wace [ = ™
EES SN N .

Query Term: [200020 #— Chuery lem Seld reminds you which tem was used

Room Usage by Day of the Week
1. Enter the appropriate “Building” and “Room” information in those fields.

2. Check the checkbox for the particular day of the week you’re interested
in finding for that room.

Building Room Campus Mon Tue Wed Thu Fri Sat Sun

d A
e EEE N EA O O O OO O
| | | [ e O A .

3. Enter desired term in “Term” field if needed.

1L
1L

4. “Execute” the query using menu, button, or keyboard options.

S. The results are listed first by hour in military time, then by day

combinations.
Meeting Patterns
Building Room Campus Days Times Subject Course CRMN
M M M
s A Mw 11001215 EoMD 5100 14ses
HALEY 1454 ’A— M F 1300-1450 |FOUN |31DD |10206
HALEY 1454 ’A— M 1600-1550 |EDMD |5100 |14593

I R | | |

Room Usage for Non-Class Related Uses

SSAMATX can be used to see the room usage of a specific classroom. In some
cases, a room will be “booked” with a CRN that begins with the letter “A” and does
not have a corresponding subject and course number to go with it. You may also
see “EVENT” entered in the “Term” field, along with dates in the “Begin and End
Dates” field that do not match the beginning and ending dates for the semester.
These are all indications of room usages that have been scheduled outside of the
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normal class schedule.

Building Room Ccampus Term Begin and End Dates Subject Course CRN
- G <)
pasz 1 ||emoon [ie-auc-zoori-pec-zae7 | RseD | aseo | fsses |
HALEY 3442 o |[zooeto  [re-aus-2007/13-DEC-2007 EDMD 3300 10124
HALEY 3442 These are all | [zo0810 | [16-A0G-2007/13-DEC-2007 RSED 4910 15027
HALET 3442 full-term |200310 |15.AUG.2007/13.DEC.2007 EDMD 3300 10125
HALEY 3442 Classes | 200810 | [16-AUG-2007/13-DEC-2007 FOUN 3320 10232
HALEY | |3442 |a |zo0810 | [16-A0G-2007/13-DEC-2007 FOUN 7310 10220
HaleY | [saaz [ | [eo0810 | [16-a0G-z007/13-DEC-2007 EDMD 7o10 10129
HaLEy | |maas le | [event | [16-AuG-z007/06-DEC-2007 \ \ 40020
HALEY These are all special |Event  [16-auG-2007/06-DEC-z0tNOte these special CRNs for | [aoozo
HaLer evenFs. Note the [EvenT | [18-auG-2007/18-AUG-z0r Use in SLAEVNT fo find out lanoe?
HALEY effective dates for [venT  [z1-auG-2007/21-A0G-zoc the specifics of each usage. [ [apzos
HALEY  jummre Eac:rl event. [event  [21-auG-2007/21-AUG-2007 [ [ [ao0zs

In order to see the specific information regarding the use of rooms in this manner,
the contact person to call is Joan Bishop. There is also a form that can be
accessed in order to get more specifics about these room usages.

Make a note of the CRN code that is used to hold the room that is not
attached to a specific course. In the example above, that code is

1.

“A0020.”

Enter “SLAEVNT” in the "Go To..." field of the main menu in Banner
Admin, then strike the <ENTER> key.

Enter the code from SSAMATX in the keyblock of the form.

Fvent:  [AD0Z0

= Foundabons Lab Class

Event Details

Description:

system;
Event Type:

agency or Commerclal 10: |

Contact 1D:
Adddreas Type:
Phone:

Campus:

Site:

District or Division:
College:
Department:

= | Harriette Huggins

=

|334 | |eadaazo

=
=
=
7
(]

i = |Departmental Event

S. Note the contact information for the event in case further inquiries are

needed.

Extracting Room Usage Information

The results from queries to SSAMATX are extractable. This means that users can
pull the information from Banner Admin and use it as external data within a
spreadsheet program such as Microsoft Excel. It is important to remember when
completing this process, however, that the use of the <ctrl> key to control the
appearance of pop-up blocking software is VITAL to the success of these
procedures.
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There are three main steps to extract the results of a query from SSAMATX. First,
run the desired query. Be sure to indicate whether you are looking for information
about room usage for a particular term or range of dates to ensure that you receive
the shortest possible list. This will help avoid confusion. Second, extract the data
and save it as a .csv (Comma Separated Values) file that can be read by
spreadsheet programs. Last, import the data into the spreadsheet file. There are
still users on campus who are using Excel 2003 and some who are now using
Excel 2007. The steps in this document assume that you are using Excel 2007. If
you are using Excel 2003 the steps are similar but the location of some menus for
some procedures is slightly different. Where possible, these differences are
indicated in boxed text.

The information provided in the following steps will assume that the user has
already run a successful query for room usage. It will continue from the second
major step, extracting the data from the query.

Extracting query data from Banner

1. Once the query results are displayed, select
“Extract Data No Key” from the “Help” menu. Be online Help
sure to hold down the <ctrl> key until the dialog Dynamic Help Query
box for step 2 appears. Dynamic Help Edit
Help (Item Properties)
Show Keys
List

Display Error

Display ID Image
Calendar
Calculator

Extract Data Mo Key

Technical Support

About Banner

2. Click the “Save” button on the “File Download” dialog box. Be sure to
hold down the <ctrl> key until the “Save As” dialog box appears.
X

Do you want to open or save this file?

@ Mame: gokoutp.csv
EHL

Type: Microsoft Office Excel 97-2003 Worksheet, 13.2KB
From: banssb.qual.auburn.edu

Cpen Save ! i Cancel

¥ Mways ask before opening this type of file

l--"\] While files from the Intemet can be useful, some files can potentially
\d harm your computer. f you do not trust the source, do not open or
= save this file. What s the risk?

3. Give the file a new name (the provided name is not memorable).
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4. Change the “Save In...” location to one that you will remember contains
the file when you’re finished.

5. Click the “Save” button. Be sure to hold down the <ctrl> key until the

“Download Complete” box appears.
5avaW|E>‘DataEmm EFG @ =

\

Select a location to save the file

that you will remember so that

you can find it when you need it.

Be sure to rename the file

} ®
File name @Ignkuulp csv j Save

Saveastps:  [Microsoft Office Excel Comma Separated Value = Cancel
-

6. Click the “Close” button on the “Download Complete” dialog box.

Il

7
—7:4/ Download Complete

gokoutp.csv from banssb.qual.auburn.edu
(NENNEEEEEENEEENEENENNEENEENENNNNNNEENENNEED
Downloaded: 13.2kB in 1sec

Download to: C:\AAA_Wo...\ssamatx_data_HC3442.cav
Transfer rate: 13, 2KB/Sec

[~ Close this dizlog box when download completes:

Il
Open | Open Folder Close Ei!

Importing data into Excel (2007)

1. Open a new workbook in Excel 2007.
2. Navigate to the “Data” tab.
3. Select “From Text” on the “Get External Data” group.

s - [ ) -
|'/I:!% H9-o-2GRQ )+
- Home Insert Page Layout Formulas % Review
N 5 @31 5 5 P, || Connections || 4
o e e | e & S |
From From | From |From Other Existing Refresh 3
Access Web | Text | Sources~ | Connedtions Al = Edit Links
Get Bxdfernal Data Connections
| Al ~ (> £ |
A B C D E F (
[
2
3
a
5
S

4. Locate the .csv file containing the extracted Banner data using the
“Import Text File” dialog box. Highlight the desired file.
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Click the “Import” button on the “Import Text File” dialog box.

import Text Mile

Lokt

=

biE.:|
A %53~

e
Ll [
. ]
= A @

B

My Network
e

L |

LI perey ey

Teck -

Click the “Delimited” radio button on the first screen of the “Text

Import Wizard” dialog box.

Click the “Next” button on the first screen of the “Text Import Wizard

screen 1 of 3” dialog box.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your dats is Fixed Width.

If this is correct, choose Next, or choose the data type that best describes your data.

6 )al data type

2lx

file type that best describes your data:
e

 Fixed yicth

- Characters such as commas or tabs separate each field.
-Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 2 Flegrign: | 437: OEM United States

Preview of file C:\AAA_Walf_Files\AU_General\Banner _Training\How_...\ssamatx_data_HC3442.csv.

"Building”, "Room", "Campus”, "Days",

"Meeting Patterns
HALEY 2 9,

"HALEY
"HALEY
"HALEY

|

B

|+ FEEFE]

7

Times|=

3

Enish |

Cancel | < Back Next > -’q
ly

8. Uncheck the checkbox next to “Tab” on the “Text Import Wizard

9.

10.

screen 2 of 3” dialog box.

Check the checkbox next to “Comma” on the “Text Import Wizard

screen 2 of 3” dialog box.

Click the “Next” button on the “Text Import Wizard Screen 2 of 3”

dialog box.

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your textis affected in the preview

below.

21|

rData previ
uilding com ampus -
EY 242
EY 4432
EY 442
EY 442

(10) =

Cancel | < Back I Mext > j:i_i Einish |
L

11.Click the “Finish” button on the “Text Import Wizard Screen 3 of 3”

dialog box. You may also elect to format your columns on this
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screen, but it is not necessary for the success of the procedure.

Text Import Wizard - Step 3 of 3 2 x|

This screen lets you select each column and set the Data Format.

rColumn data format
% General . )
r ‘General converts numeric values to numbers, date values to dates, and all
Text remaining values to text,
" Date: MDY M Advanced... |
" Do not import column (skip) \

Using these options to
format your data is
optional but not
necessary

rData preview

enerzl

[Campus

O

|rm===o

Cancel | < Back | MNext > |

12.Click “OK” on the “Import Data” dialog box. You'll notice that one of
the cells in the workbook is selected. This step tells Excel where to

begin pasting the data. -
AL ¢ x|«

1, Where do you want to put the data?
2 % Existing worksheet:
: |=m |
4 The selected  New worksheet
s | cell and the -
P ties... Ok : C |
6 | address here | Eot= N— |
; will match

13.Verify that your data has been imported. At this point, you can
format the spreadsheet as you desire for usability and readability.
Notice that all data from the query was imported and is visible
without having to scroll for screen shots or scroll horizontally in the

window.

m 1050
0 10063
1500 12887

VNt
EVENT
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See Student Schedules (SFAREGQ)

There are two ways to see a specific student’s schedule. The first is in Banner
Admin, the second is via AU Access. Students can access their schedules via Tiger
i

WARNING: Information that is found on SFAREGQ is highly sensitive information
and should be treated with the utmost confidentiality as per Auburn University
Policy.

See Student Schedule (Banner Admin)

1. Enter “SFAREGQ” into the “Go To...” field of the main menu in Banner
Admin.

Go To... |SF.|5.REGQ F

2. Enter the appropriate term in the “Term” field.

3. Enter the appropriate student username in the “ID” field.

Term: 200810 gi
ID: BLEVIDL <= fi—

Note, once the username is entered in the “ID” field, strike the <enter>
key to see the student’s name fill the empty field to the right of the “ID”
field. The student’s 902 (Banner ID) number will replace the username.

Term: IMB

ID: 1902008958 [ ¥||Blevins, Teresa L. «—

4. “Next Block” into the body of the form.
S. The student’s schedule will display.

Registration Begin End

CRN Subject Course Section Status CEU  Cross List Mon Tue Wed Thu Fri Sat Sun  Time Time
2005100 UEEL [Foum 7300 joor RE [ ] H 0 EF N0 S
Part of Term: ’1_ Campus: IA_ Start Date: ’m Instructional Method: ’—
Grading Mode: |§ Building: W End Date: m
credit Hours: ,m Room: W Instructor: ‘Rnss, Margaret E. =l primary
Znnatn [12263 [PoLs 5970 oo RE W (] 10 ]
Part of Term: 1 Campus: 'A_ Start Date: ’7 Instructional Method: ’—
Grading Mode: |§ Building: ,7 End Date: ’7
Credit Hours: ’m Room: ’— Instructor: ‘ Primary

Note the meeting days/times are indicated in these results, as well as the
location of the class. Blank fields indicate information that was not
provided in the schedule of classes.
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See Student Schedule (AU Access)

1.
2.
3.

From the AU Homepage, click on the “AU Access” link.
Log in with your regular username and password.

Scroll down to the “Quick Links” channel, then click on the “View/Print
Student Schedules” link.

Quick Links

Faculty Quick Links
QASIS Web for Faculty & Advisors
Advisement Schedule
Biggio Center
Schedule of Courses
IMG (Blackboard, WebCT, and software
support for faculty)

Student Schedule Quick Links
View /Print Student Schec'5=|:'§9

IT Quick Links
Administrative Computing Coordinators
Help Desk
Office of Information Technology
AU Install
Banner Web Site

Click on the “View Student Schedule” link.
Student Schedules
View Student Scheiite

Displays schedule for a J}n student
Select Term

Set a term to view

Select the appropriate term from the term dropdown menu, then click
the “Submit” button.

Select a Term: ||:a|| 2007 vl
Submit | W

Enter the appropriate username in the “Student or Advisee” field. Note:
You MUST use all capital letters in this field if you are using usernames.
You may also use the student’s 902 number if you know what it is.

&R You may enter:

1. The ID of the Student you want to process. Then select Submit. The ID you enter must belong to a
person with valid student status for the selected term. (AU UserMames must be in ALL CAPS)

2. Only Faculty may enter partial names in the Student and Advisee section to search for a student in
their assigned class.

Student or Advisee ID: IEILEVIUl .

Note: You may NOT use the “Student and Advisee Query” fields to select
a student’s schedule this way.
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7. Confirm that you've selected the intended student, then click the

“Submit” button.

&R You may enter:

1. The ID of the Student you want to process. Then select Submit. The ID you enter must belong to a
person with valid student status for the selected term. (AU UserNames must be in ALL CAPS)

2. Only Faculty may enter partial names in the Student and Advisee section to search for a student in
their assigned class.

Student or Advisee ID: IBLEVIOI —

The student’s schedule will display.

S Fall 2007

Apr 25, 2007 04:11 pm

Information for Teresa L. Blevins

Current Schedule

&R Click on the Class for detailed information.

Total Credit Hours: 6.000

ADVANCED PRACTICUM: SUPERVISION - COUN 8910 - 401

Status: **\Web Registered** on Apr 15, 2007

Fall 2007 12837 Satisfactory/Unsatisfactory 3.000 Graduate

Class 4:00 pm - 6:50 pm R Haley Center 1126 Lecture Debra C. Cobia (P) @ —

LEARNING AND CONDITIONING - PSYC 7140 - 001

Status: **\Web Registered** on Apr 15, 2007
Fall 2007 15560 Standard Grades 3.000 Graduate

Class 3:00 pm - 4:15 pm MW Haley Center 3212 Lecture M C. Newland (P)

Note that the semester for which the schedule is current is displayed in
the upper right corner of the screen. Also note the meeting time/place
information for each course is listed on the same line as the envelope
icon. The envelope icons will initiate email to the listed instructor of
record.

See Test Scores (SOATEST)

WARNING: Information that is found on SOATEST is highly sensitive information
and should be treated with the utmost confidentiality as per Auburn University

Policy.

See Test Scores

6.

Enter “SOATEST” in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired UserName in the “ID” field.
“Next Block” into the body of the form.
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2 Test Score Information SOATEST 7.3.1 (COMV) i
Confidential «———

ID:  [sozmumeme [~ [Last, First Middle

.
Percentiles G -ERRNE Teost Scores (2) Test Scores (3)
Test Test Test Admission Equivalency Revised or
Code Description Score Date Request Source Indicator Recentered
[] = (7] (]
GRE “erbal Code |520 |17-JUL-2002 | ’T— Testing Servio |—
W GRE Quantitative |420 |17-JUL-2002 | ’T— Testing Servic |—
[cR03  GRE analytical Code lasn [17-70L-z002 [ [T Testing servic [
[eri0  GRE Total 220 [17-200z002 | | [T Testing servic [
[aor  acTEnglish ez [er-ocTm98 | | [T Testing servio [
,F ACT Math |18 |21-OCT-1998 | ’T— Testing Servic |—
’F ACT Reading |30 |21-OCT-1998 | ’T— Testing Servio |—
W ACT Science Reasoning |22 |21-OCT-1998 | ’T— Testing Servic |—
[a05  acT composite |24 [er-ocT-1998 | [tsTs  sAToracTTes [T Testing Servio [
W GRE Werbal Code |49D |23—AUG—1998 | ,Ti Testing Servio r
W GRE Quantitative |290 |23-AUG-1998 | ,Ti Testing Servio r
’W GRE Total |780 |23-AUG-1998 | ’T— Testing Servic |—
| | | L
| | | [
| | | [
GRO1 Scores must be |? - W characters in range of; ,ﬁ - ,F

Notes:

If the student has made their own information “confidential” the “Confidential”
indicator is located immediately above the “ID” field in the key block of the form.
The Test Scores (2) and Test Scores (3) tabs are not being used by Auburn.

See Transfer Work (SHATRNS, SHATERM)

Viewing transfer work in Banner Admin can take a little while to become
accustomed to. For students who are transferring work from a single institution
the transfer work is a bit more straightforward to view. However, there are times
when students bring in transfer work from multiple institutions. Additionally,
students may have multiple “attendance periods” from each institution. These are
roughly equivalent to the terms that were attended at the other institution.
However, if a student has attended a single institution for a continuous period of
time (even if that period of time covers multiple semesters) the admissions officers
may enter those courses under a single attendance period. Therefore, it is
important that when viewing transfer work, you be diligent in making sure that all
work has been posted to the student’s record. Please be aware, as well, that only
work that has been provided via an official transcript from the student will be
posted to the record.

WARNING: Information that is found on SHATRNS and SHATERM is highly
sensitive information and should be treated with the utmost confidentiality as per
Auburn University Policy.
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See Transfer Work

1. Enter “SHATRNS” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.

3. Select the desired “Transfer Institution Number” from the drop down list
provided.

4. Select the desired “Attendance Period Number” from the drop down list
provided.

ID:  [s0z mw [~ |[Last, First Middle Transfer Institution Number: [ 1%
Attendance Period Number: ,TF

S. “Next Block” past the “Transfer Institution” and “Attendance Period”
blocks into the “Transfer Course Detail” block of the form.

6. Use the scroll bar (if activated) or the down arrow key on the keyboard to
navigate through the list of courses that were taken at the transfer
institution.

Equivalent Course Detaid
Sequencs Coun rading Bepest
Swmber Level Term InGPA Subject Course Hours  Grade  Mode Repeat  System Title
4l ] - B

Il - oo .

There are different ways that transfer courses can be applied to a student’s
record. The first (pictured above) is fairly straightforward. In this case, ENG
101 from the transfer institution has been articulated to ENGL 1100 for the
Auburn equivalent. However, sometimes, coursework from other institutions
isn’t as straightforward in interpretation. Notice in the following illustration,
the PEND as the articulated course in the “Equivalent Course Detail” block of
the form.

"a Transfer Course Detail SHATRNS 7.3 (CONW)

Sequence Number: _ﬂ

Subject: ORI10L

Course Number{s):

Hours: [ 1000 Duplicate: | Group: | Primary: |
Grade: a EI Title: |Or|ent

Equivalent Course Detail

Sequence Count Grading Repeat
Mumber Level Term in GPA Subject Course Hours Grade Mode Repeat System Title
] [ M -
HOME G mEE v peo fwom WEES | - 5 [ [ foen
0 L o [T | | | I
O] [ oo [T | | (0 O

In this example, the course ORI101 from the transfer institution has been
articulated as PEND, meaning that further analysis is needed before an
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accurate articulation can be credited for the student. Another example of the
way courses are articulated is when a course from the transfer institution is
“split” to fill more than one Auburn articulation. Notice in the following
illustration, the PEND for a portion of the articulated courses.

@ Transfer Course Detail SHA

Sequence Number:
Subject: THR114
Course Number{s):
Hours: Z.000 Duplicate: l_ Group: |01 Primary: |Y—
Grade: Title: |Theatre Workshop 1T
Equivalent Course Detail

Sequence Count Grading Repeat

Number Level Term inGPA Suh]el:t Course Hours Grade M[ge Repeat System Title

Ad

THREI s --li 5 [ [ [Produwonsuser
[ [ 1 [us [zooe1n W  [pEno | [oooo [ 1000 | 5] [] [ [Theatre workshop 11
O] 0 T o | | | 0O 0O

In this example, the student took THR114 at the transfer institution, but only 1
credit of it has been applied to Auburn’s THEA 2020. The other credit is still
listed as PEND, since further analysis is needed.

7. “Next Block” into the “Attendance Period” block of the form.

s attendance Period GPA SHATRMS 7.3

Attendance Attempted Passed Earned GPA
Period Term Level Hours Hours Hours Hours Quality Points GPA
200610 uG [ 7a000 7ooon [ 7eooo o000 | 225.00 285

The hours the student attempted, passed, earned and applied toward the GPA
are listed in the corresponding fields. The GPA listed in this block is the GPA
for the courses that were applied to this attendance period. There is a different
procedure for finding the GPA of all transfer work from all institutions.

See Transfer Work: Total Transfer GPA (All Transfer

Institutions)
1. Enter “SHATERM?” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.

3. Enter the correct “Course Level” from the drop down list provided in the
“Course Level Codes by Person” field.

4. Leave the “Term” field blank.
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5. “Next Block” into the “Current Standing” block of the form

SHATERM 7.3

1:  [s0z s [~ [Last, First Middle Course Level Codes by Person: [UG [~ Start Term: ™

Current Standing

First Term Attended:
Last Term Attended:

Academic Standing:
Academic Standing Override: ’7
Progress Evaluation: ’_
Progress Evaluation Override: [
Combined Academic Standing: ’_
’7

Combined Academic Standing Override:

Attempted Passed Earned GPA Quality
Hours Hours Hours Hours Points GPA

Institution: [ 29,000 [ 10.000 [ 10,000 [ s.a00 | 2100 | 2.33

— 79,000 [ 79.000 [ 79,000 [ 7a.000 | zz5.00 | 2.85

overall: [ 108,000 [ 59.000 [ 89,000 [ sa.000 | 246,00 | 2.80

The “Transfer” information include all transfer work that has been applied to
the student’s record.

See Transcript Information (SHATERM)

Only the office of the registrar has the authority to view or run official student
transcripts. However, advisors may need to see a list of courses taken, with
grades, in order to provide accurate guidance to students. That information is
available in Banner Admin on the SHATERM form. Students can access unofficial
copies of their own transcripts via Banner Self-Service.

Some units on campus may have a legitimate need to have copies of student
transcripts run for reporting to outside agencies (eg. ROTC Units). In these
situations, the unit should provide the registrar’s office with a list of student
names, userids, and a statement of release so that the registrar’s office can assist
the unit with the acquisition of transcript printouts.

WARNING: Information that is found on SHATERM is highly sensitive information
and should be treated with the utmost confidentiality as per Auburn University
Policy.

See Transcript Information

1. Enter “SHATERM?” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.

3. Enter the appropriate “Course Level Code” in the “Course Level Codes by
Person field. Use the drop down list if you are unsure which codes are
available.

4. Leave the “Term” field blank to have all term information available to
you.
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5.

“Next Block” into the “Current Standing” block of the form.

File Edit Options Block Item Record Query Tools Help

(@

CEEEE W

W EREE SR

T2 @1 X

%A Term Sequence Course Histo ATER]
ID: |guzm Fl Last, First Middle Course Level Codes by Person: ’EF Start Term: F
3 3

| I I
Current Standing
First Term Attended:
Last Term Attended:
Academic Standing: 51 Good Standing
Academic Standing Override:
Progress Evaluation:
Progress Evaluation Override:
Combined Academic Standing:
Combined Academic Standing Override:

Attempted Passed Earned GPA Quality
Hours Hours Hours Hours Paoints GPA

Institution: [ 95,000 [ 79.000 [ 79.000 [ 77.000 | 219,00 | 2.84
Transfer: [ 21,000 \ 21,000 [ 21,000 [ 21000 | 57.00 | 271
overall: [ 116,000 \ 100,000 [ 100,000 [ 98.000 | 276.00 | 2.82

The student’s GPAs for institution (Auburn) and transfer coursework is
displayed, along with the overall GPA. Also displayed is the student’s academic
standing.

6.

“Next Block” into the “Term GPA and Course Detail Information” block of

the form.
?‘ZETE!IT\'I = O s N S S NN
Term GPA
Institution or Transfer: 4;|1— Transfer Number: ’_ Attendance Period: ’_
1 Attempted Hours Passed Hours Earned Hours GPA Hours Quality Points GPA
0 [ 14.000 | 10.000 | 10.000 | s.000 | 18.00 | 2.00 i
Cumulative: ———>| 26,000 | zzoon | zz.000 | 2000 | 5100 | 243 v
Institutional Courses
Subject Course Title Grade l Mode Hours Repeat Campus
(3= [Loz0 [Principles of Biology \ %D s 4.000 []
[scmn 1930 [Pre-Health Prof orientation \ s 3 1.000 []
[poL [1oz0 [Palitical Economy \ c [s] 3,000 []
[maTh [L1z0 [Pre-caleulus algebra \ c E 3.000 r
[eEos 1010 [slobal Geography \ I E 3,000 r
| \ | \ [ (]

Information about student course work is presented on a term by term basis.
Use the scroll bar (if activated) on the right side of the screen in the “Term GPA”
block of the form to scroll through the list of terms. Note: The “Institution or
Transfer” field indicates whether the displayed work was completed at Auburn
(I) or is Transfer work (T). The illustration above shows work for the term
200510 (Fall, 2006). This student has a grade that was gapped (BIOL 1020) as
indicated by the XD grade, and has a GPA for that term of 2.00. The
cumulative GPA is different because there has been transfer work applied to
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that same term, as illustrated below.

@ Term GPA and Course Detail Information  SHATERM 7.3

Term GPA { l
Institution or Transfers ——> F Transfer Number: l_z Attendance Period: |_1

Attempted Hours Passed Hours  Earned Hours GPA Hours Quality Points GPA
Term \ 1z.000 | 12000 | 12.000 | 1z.000 | 3300 | 2.75 ﬂ
Cumulative: \ z6.000 | zz.o00 | 2z.000 | z1.000 | siao | 243w
Transfer Courses

Count in

Subject Course Title Grade Mode Hours GPA Repeat
[EmaL 1100 [English Compasition 1 | B [s 3.000 [ 8
[EnaL 1120 [English composition 11 [ c s 3.000 [
[HrsT 1o1o [world History 1 [ c [s 3.000 [
[comm 1000 [Public Speaking | 8 s 3.000 []
[ \ [ [ [ [

Note that in the illustration above, the same term is displayed as from above,
which means that the courses were applied to the Fall, 2006 term. Also note
that the number of hours applied is 12, which when added to the 14 from
previous, adds to the 26 that are displayed in the “Cumulative field. The
“Transfer Number” field indicates which transfer institution is being referenced.
In this case, the 2nd. If we were to keep scrolling we would find the first
institution has been applied to another term. The “Attendance Period” field
indicates the period of time the students work was used for posting to the
Auburn record.

7. Continue scrolling until you reach the desired term of information you
seek, or until you reach the end of the list.

Running Reports in Banner Admin

Various information types are not delivered by the baseline Banner product.
Therefore, Auburn has written reports in some cases that will fill information
needs. These are usually similar to the reports that were found in WebFocus.
Banner reports work the same general way, regardless of the type of information
that is being delivered. The following two examples illustrate how to run reports.

Specific information regarding parameters for reports generated at Auburn will be
provided to the users who are given access to those reports.

Class Schedule Report (SSRSECT)

The “Class Schedule” Report can be used to verify the schedule that is built each
term, especially during the first three terms of hand-building that must occur with
the transition to Banner Student System.

Once sections have been built into the Banner system, the Class Schedule Report
can be run. The report can be set to run directly to a printer in your office, or it




Look Up Information 53

can be set to print to an electronic file that can be saved on a shared network
drive.

Accessing the Class Schedule Report

From the General Menu, enter “SSRSECT” in the “Go To...” field. The Class
Schedule Report Form will display.

0 Profoss Submission Controls | GAMPCTL 7.2 (QUALY iria it el e e e e e e e e e e e e e

Process; (SSASECT [ = [Class Scheduls Parameter Set:

Printer Control

1 K
Printer: | Aud | Special Print: Lines: |55 Submit Time:

Parameter Values
Number Parameters Values
- -

Submission

Save Paramu tor Set as P Deseription: Huold = Submit

Destinaon Printer, DOUBLE.CLICK for avatable printurs, NOPRINT for i pringoul, DATABASE 1o reew online.
Record 11 (I | ustorvan_ | | ~osc-

The general areas of this form are numbered in the graphic above. They include:

1 The Printer Control Field. This field controls where the output of the
report will be stored. You may either have it sent directly to a printer, or
you may save it electronically for future reference.

2 The Parameter Values. These values control the general appearance of
the report.

3 The Parameter Value Explanation Area. This area helps explain the
various options for each parameter value. Of particular interest is
whether or not a value is required for the report to run.

Creating an Electronic Class Schedule Report

In order to create an electronic file of the class schedule, you must first enter
SSRSECT. Second, you must indicate where the report will print in the “Printer”
field of the “Printer Control” block. You must then populate values for each of the
parameters that are required in the “Parameter Values” block. You are able to save
the parameter set if you like, so that you can reuse it in the future. Execute (run)
the report by clicking on the “Save” icon.

In order to see the results of the report, you must select “Review Output” from the
“Options” menu. Once there, you have the option of viewing the report in a new
browser window where you can then save it to your desktop or removable storage
media on your computer.
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Generating Class Schedule Report

The first step to generating a class schedule report is to enter SSRSECT from the
General Menu. The “Process Submission Controls” screen will appear for
SSRSECT.

B Protess SUbMISSION COMTOIS GMPCTL 712 (ML oo e e A i i P A A e P B P P S A P 2 s, i X

Process: |Clags Schedule Parameter Set:

Printer Control

Printer: | = Special Print: Limes: |55 Submit Time:

Parameter Values

Submission

Save Parameler Set a5 MName: Description: Hold * Submit

Destinaion Printer, DOUBLE-CLUCK for available printers, NOPRINT for no prinkoul, DATABASE 10 review oovline.
i

Record 11 i | | Listofvab_ | | 0% J

“Next Block” to the “Printer Control” block of the form. Then, enter the location
where you would like the report results to appear. You have a choice of “database”
(you may type it in directly or choose it from the list after clicking on the down-
arrow), or another listed printer. If you’d like a specific printer, it will need to
appear on the list that you see when you click on the down-arrow next to the
“Printer” field.

2 Pro
Process: [SSRSECT [~ [Class Schedule Parameter Set: ?‘

1
Printer Control -
Printer: | . Special Print: Line;?
%, Click for list of printers or "database” option. You -
can also enter "database” directly into the field. 5
|}aj:ami)'5r\f}lllag Y B P ‘. P ,/, o, r’

“Next Block into the “Parameter Values” block of the form. Please note that while
eight parameters are immediately visible, there are ten on the list. If you’d like to
change the last two you’ll need to scroll down the list by using the scroll bar at the
right of the screen.

A brief description of each of the parameters follows. Note that at the bottom of the
visible list of parameters is a description line that tells you what sorts of values are
acceptable for each parameter value. It will also tell you whether that parameter is
required for the report to run.

Schedule Term. Use the term code in the yyyytt (i.e. 200810) format that you used
when creating the schedule.

1 Part-of-term. For Fall and Spring semesters, you can enter “1” for the
value, for Summers you may want to select the part of term from the
drop down list that appears when you click on the down-arrow at the top
of the “Values” column. You can also enter the Banner wildcard symbol:
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%, to get all parts of a term. If you always use %, you'll always get all
parts of term, and only have one symbol to remember. Don'’t forget that
you can also use the down-arrow to select the appropriate part of term
from the available ones on the provided list.

2 Order. This is the order in which the classes on the report will be
organized. The parameter value of “1” will yield a report that is organized
by subject (the four-letter subject codes), and a value of “2” will yield a
report that is organized by College, then Division, then Department.

3 Campus. For most instances, you will likely enter “A” for this value.
Note that it must be a capital “A” and not lowercase. If you have a
different campus that you’d like to print a schedule for, you can select it
from the list that appears when you click the down-arrow at the top of
the “Values” column.

4 Course Status. If you enter % (the Banner wildcard) you will get all
classes in your report. You can also create a report that will display only
active classes, inactive classes, or cancelled classes.

5 Use Schedule Results. This is a pre-populated value. It is not suggested
that you change it at this time. It may be useful in the future if Auburn
University elects to use an auto-scheduling program to schedule classes.

6 Schedule Type. This is also a pre-populated value. The default value is
the wildcard so that all classes (distance, lab, lecture, etc.) will appear on
the class schedule report.

7 Instructional Method. This is another pre-populated field for the same
reasons as “schedule type.”

8 Print long Course Title. This is a pre-populated field, with a default of
“NO,”

9 Print Long Section title. This is the last pre-populated field, with a
default of “No.”

Enter the appropriate parameter values in the “Values” column of the “Parameter
Values” Block. To move from one value field to the next, either use your mouse to
click in the next field, or use the down-arrow key on your keyboard.

A sample list of parameter values (with explanations) is illustrated below.

Farameter Values § i Click to see more acceptable & 4
Number arameters values for each parameter, fiues L
) P ““‘ﬁ-‘_‘_‘. !
o1 |Schedule Term 200810 Fall, 2007 - |la
oz e 1 Full term _ |}
[oa [o apt [ “Sections organizd by subject codes =
ot h Sections on just the Auburn Main Campus Fa
[os % Al sections [active, inactive & cancelled) f
| N 7
b = & Dolault vahues, do notchingy B &
[oa a P I
LEMGTH R S o Parameters § £ 10 are at end of list, scroll o+ A
rapart will includs anly spacfiad instnactional mathods wiew them. Default valuss, do not change.
. b - - . - g L = b . , oo

I - R

“Next Block” into the “Submission” Block of the field. Save the report.

Note that at the bottom of the Banner screen you’ll see a message indicating your
report was successfully generated. There will be two files, one ending in .lis and
one ending in .log. You do not need to make a note of these file names. You
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should be aware that if you want to view the report, you’ll access the “.lis” file in
the next process.

Submission 4
-

["'Save Parameter Set as Name: Desl{g
o

Log file: ssreect_8189451og Listfile: ssrsect_91945 is | £
Record 171 1 1 | | <osa’
3

Generating Class Schedule Report - Summary

1 Enter SSRSECT.

2 Enter the desired printer name in the “Printer” field (most people will
likely use “database”).

3 Enter appropriate parameter values in the “Parameter Values” block.
4 Enter the “Submission” block and save the report.

5 If you give the parameter set a name, you can access that set of
parameters again in the “Process” Block of the form.

"w Process Submission Controls GIAPCTL 7.2 (QUAL) 1110

@
Progess:  [SSRSECT |7 [Class Schedule Paramuter Sl v
«
F o
Printer Control !
printer: | 7l speclalprine | 7 ] Lines: [o Submit Time: |
T -
Parameter Values 3
NuirabiaF Paramelers Values
| |senedute Term F
|2 [Part-af term (% far all) J
o3 |order 1-Suly, 2-Coll,Crv, Cept i
[oa7  [campus (wioram 7 I
o5 |course Status (% tor i) /
e [rse Scheduler Results ! n
[0z K ™
|ow | o Hssll) . -
LEMGTH: & TYPE: Characker O/R: Reguired M/S: Single
/
Submission (4) Save when in this block  /(5)
Save Parameler Sl a5 - Name: Nescription: | Hulil * Sulimit
Diestination Printer, DALBLE-CLICHK for avallable printers, NOPRINT for o printout, DATABASE to revew an-line |
.Record: 11 1 | ugtarvaiu_ | | <osC=

Viewing Class Schedule Report

Once you've successfully saved the report and gotten the confirmation message at
the bottom of the screen, you can view the report (as long as you sent it to
“DATABASE” in the “Printer” field) to verify that the schedule building data entry
was accurate.

The first step to viewing a report of the class schedule is to create the report. The
steps for that process are described in the above section(s).

From the SSRSECT form, you should select “Review Output” from the “Options”
menu. You will be returning to the “Options” menu several times in this process,
but the choices you will see each time will vary slightly from visit to visit.
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(Blallalal=l Elock [tern Recor
Enter Parameters Values
Enter Submission Options

Output [GIIREWVD]

The “Saved Output Review” screen will appear. You need to tell Banner which
report file you’d like to view. You can select the correct file by double-clicking on it
from the list that appears when you click on the down-arrow after the “File Name”
field. You should select the “.lis” file rather than the “.log” file.

Click for file choices to view 1
Process: |3SRSECT E]C\ass Schedule I
Number: 91945 E‘ File Name: || E Lines: f
. = A -_" N S SR S it s g g

Find[ssrsect_21945 1%

Output File Name
g1 <

ssrsect_91945 log @

Eind Cancel

Rl

The report of the schedule of class sections will display. While this can be printed
from the “File” menu, it may not format correctly for easy review and auditing
purposes. Therefore, you may want to “show” the document in a separate browser
window. This will allow you save it to a separate file and refer back to it during
future review procedures.

Process: |SSRSECT [7 Class Schedule

Number: (91345 [*]  File Name: |ssrsect_51345 lis [*]  Lines: 1,010
31-AUG-2006 13:45:02 Auburn Tniversity PAGE 1 =l
200810 Class #chedule SSRIECT

Fall 2007 / Full Term

Auburn Main Campus

—_ R BUBJ CRSE TITLE

ACCT 2110 Principles 0f Financial &ccty College of Business School 0f Accountancy

o CRWN  2EC § TITLE

10007 0 & Principles 0f Financial acctg 3.000 TR 1100-1215pm  TBA TB& Siegel 7
Lecture e
10088 0 & Principles 0f Financial accty 3.000 HUF 1200-1250pm  AERQ 200 STAFF
Lecture provsed
10093 0 A Principles Of Financial Acctg 3.000 TBA TB& TBA TBA STAFF
Lecture provsed
10103 o & Principles 0f Financial acctg 3.000 HTWRTF 0100-0200pm  AERQO 200 STAFF
Lecture el
ACCT 2110 Principles 0f Financial &ccty College of Business School 0f Accountancy
RN [ S

Showing Class Schedule Report

Once you've displayed the report in the “Saved Output Review” screen, you can
save it to a separate file for later review.

First, while you are viewing the report in the “Saved Output Review” screen, select
“Show Document” from the “Options” menu.
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Options

Block Item Record Query

Show Document {Save and Print File)

A confirmation window will appear asking you if you’d like to continue. If you've
accidentally selected the wrong file, click “Cancel” and repeat the “Show
Document” step and select the correct one. If you have selected the correct one
(with the .lis extension), click “Yes” to continue to the next step.

Farms

You have selected to Show File (ssrsect_91945.0is) in a
browser. Do you wish to continue?

Warning! If you have a pop-up blocker activated on your computer,
be sure to hold down the “Ctrl” key while you click the “Yes” button.
Otherwise, your new browser window will not appear. You may see
a reminder bar at the top of your browser window, but you may not.
It’s more straightforward to use the “Ctrl-click” method in order to
show the file in a new browser window.

A new browser window will appear that contains a formatted view of the class

schedule report. You can save this as a complete webpage or as a text file that you
can review at a later date.

Y
Process: [FSRSECT _[¥|Class Schaduls f
number:  [rsas  [F] FlleName: [ssreec_sisasiis =  umes: [ 3020 >
—
A-APG-2006.13:45:02 2 bt/ /banssb.qual aubism. edu, pls/ QUAL gokoutp.#_Showk eafpipe_niie =ORASRIN T =10 x| ?
— |[Bn] 2w Favorte ook B *
Do D - (=] (2] G| sy grmene D) 03~ L O L) D
Coogle -] =] [Clgeach = | b Prfab By sobioded | 9 Check = % 35
| At |NW:M¢.M P T e e pree——y e - L ?
200810 Class Schedule
WCT 2110 Frinciples O0f Financial Acccg Use "Save 25" 1o save the file b
in the format you desire. Fall 2007 / Full Term
Jubuer Main Campus

10007 0 A Principles Of Finanetal Act|| —— — —— — —
3UBJ CHIE TITAE COLLEGE pIvVIS

1008E 0 L Principles OF Fineneial hee{| ACCT 110 Frinciples Of Financial Acctg College of Dusiness

10053 0 A Prineiplen 0f Financial Ace TRN 3EC 3 TITLE TREDITS DATS
. 10007 O A Principles Of Financial Acstg 2.000 TR

- Lecture
L0103 0 A Principles Of Financial Act 10088 0 A Principles Of Fimamcial Acecg 3.000

-ACCT 2110 Principles Of Financial eeeg
L

NOTE: You may have a printed copy that is more pleasing to the eye if you
set your printing orientation to “Landscape” rather than the default “Portrait.”
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Scheduled Section Tally Report

Running a “Scheduled Section Tally Report” is done in a similar manner as the
“Class Schedule Report,” except the specifics of the report request will be slightly
different.

Creating an Electronic Scheduled Section Tall Report

In order to create an electronic file of the scheduled section tally, you must first
enter SSRTALY. Second, you must indicate where the report will print in the
“Printer” field of the “Printer Control” block. You must then populate values for
each of the parameters that are required in the “Parameter Values” block. You are
able to save the parameter set if you like, so that you can reuse it in the future.
Execute (run) the report by clicking on the “Save” icon.

In order to see the results of the report, you must select “Review Output” from the
“Options” menu. Once there, you have the option of viewing the report in a new
browser window where you can then save it to your desktop or removable storage
media on your computer.

Generating Scheduled Class Tally Report

The first step to generating a class schedule report is to enter SSRTALY from the
General Menu. The “Process Submission Controls” screen will appear for
SSRTALY.

Printer Contrel

Printer: =] Special Print: Lines: Submit Time:

Parameter Valses
Nusmber Parame ters values

Submissien

Save Parameter Set as Name; Description: Haold * Suhmit

Process Name, press SEARCH far vald processes | ]
Raceed 10 [ | | | <08

“Next Block” to the “Printer Control” block of the form. Then, enter the location
where you would like the report results to appear. You have a choice of “database”
(you may type it in directly or choose it from the list after clicking on the down-
arrow), or another listed printer. If you’d like a specific printer, it will need to
appear on the list that you see when you click on the down-arrow next to the
“Printer” field.
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Printer Control Click for II.S.t of prlnEer_s or da_tabase. Y_ou can
also enter "database” directly into the field.
Printer: | iEIlK Special Print:

Parameter VYalues
Number Parameters

“Next Block” into the “Parameter Values” block of the form. There are seven
parameters on the parameter value list.

A brief description of each of the parameters follows. Note that at the bottom of the
list of parameters is a description line that tells you what sorts of values are
acceptable for each parameter value. It will also tell you whether that parameter is
“required,” or, must have a value entered for the report to run.

Parameter Values Click to see more acceptable

Number Parameters values for each parameter. Values
[Schedule Term [z00810 Fall, 2007 El
Part-of-term (% for all) 1 Full term

Order 1-Subj, 2-Call,Div,Dept Sections organized by subject codes

Sections on just the Auburn Main Campus
All sections (active, inactive 8 cancelled)

Carnpus (% far all} A

Course Status (% for all} %

Use Scheduler Results M

B ERERIE

Schedule Type (% for all) % -«—— Default values, do not change Ed
[Instructional Method (%=3ll) 2] i
________ . d
LENGTH: 5 TYPE: Character O/R: Optional M/S: Single 7777 "= mmmmmee » Parameters 9 8 10 are at end of list, scroll to o
Report will include only specified instructional methods view them. Default values, do not change.
s -t B em ks

S T

“Next Block” into the “Submission” Block of the field. Save the report.

Note that at the bottom of the Banner screen you’ll see a message indicating your
report was successfully generated. There will be two files, one ending in .lis and
one ending in .log. You do not need to make a note of these file names. You

should be aware that if you want to view the report, you’ll access the “.lis” file in
the next process.

Submission 4
+

Save Parameter Set as Name: Desc’;

o

Log file: ssrsect_81945.1og Listfile: ssreect_919451is | [
Recard: 11 1 ] | | <05d
L

Generating Scheduled Section Tally Report - Summary
1 Enter SSRTALY.

2 Enter the desired printer name in the “Printer” field (most people will
likely use “database”).

3 Enter appropriate parameter values in the “Parameter Values” block.
4 Enter the “Submission” block and save the report.

5 If you give the parameter set a name, you can access that set of

parameters again in the “Process” Block of the form as in the SSRSECT
report.
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Viewing a Scheduled Section Tally Report

Once you've successfully saved the report and gotten the confirmation message at
the bottom of the screen, you can view the report to verify that the schedule
building data entry was accurate.

The first step to viewing a report of the class schedule is to create the report. The
steps for that process are described in the above section(s).

From the SSRTALY form, you should select “Review Output” from the “Options”
menu. You will be returning to the “Options” menu several times in this process,
but the choices you will see each time will vary slightly from visit to visit.

malock Item Recorc

Enter Parameters Walues

The “Saved Output Review” screen appears. You need to tell Banner which report
file you’d like to view. You can select the correct file by double-clicking on it from
the list that appears when you click on the down-arrow after the “File Name” field.

Qlick for file choices bo view

Process:  SSRTALY ¥ Scheduled Secton Tally ~ b
Number: 52004 = File Name: [T
N o P S e e v S— =7

The report of the scheduled sections tally will display. While this can be printed
from the “File” menu, it may not format correctly for easy review and auditing
purposes. Therefore, you may want to “show” the document in a separate browser
window. This will allow you save it to a separate file and refer back to it during
future review procedures.

' £ 400 OURDUE ROV, BIIRBUE T (ALY T3t e e A e T S
Process:  [$SRTALY | = Schaduled Sesicn Taly
Number:  [12080 = File Name: [ssctaty_920840s = Lines: 1,038
[pa-skr-2006 17: 45048 hubuzn thazerrity PAEE L
o810 Sehedaled Saceion THIlY SIETALY
Fall 2007 £ Full Tera
Aubarn Mein Cagus
Hwa CHSE TITLE coLLese vivision SEPARTRERT
MEET 2LU0 Feaneiples 0F Finmeial Acety College of Business Sereel 0f Avemmtscy

CEN  SKC CEEDITE DAYE  TINE BUELD ROON PRIOR PROI CMI CNZ EMRL-CRED MAX EMWL BEN CL ST WNAY WACT UM

Frinciples Of Financial kcceg

L0907 0 TR LL00-13155m won e 0 w0 AD o ]
3.000 0,000

Principles O neial hectg

L0ga o WY F  1200-1250pm AFRG 200 o LI R o 0 = A0 o 0
2,000 0.000

Feineiples OF Fipancial hectg

Press KITY-COMMIT lo save, KIY-CELRIE o delels the setiul, TAD or INTER 8 shi e, |
Recors 117 i | | | | =0sce



62 Look Up Information

Showing a Scheduled Section Tally Report

Once you've displayed the report in the “Saved Output Review” screen, you can
save it to a separate file for later review.

First, while you are viewing the report in the “Saved Output Review” screen, select
“Show Document” from the “Options” menu.

Block Item Record Query

ave and Print File)

Show Docurnent [

A confirmation window will appear asking you if you’d like to continue. If you've
accidentally selected the wrong file, click “Cancel” and repeat the “Show
Document” step and select the correct one. If you have selected the correct one
(with the .lis extension), click “Yes” to continue to the next step.

® You have selected to Show File (ssrtaly_92084.)is) in a

browser., Do you wish to continue?

A new browser window will appear that contains a formatted view of the class
schedule report. You can save this as a complete web page or as a text file that
you can review at a later date.

e Eurt Opoons Biowk lWem Record Query Tools Help M
BN EBAEBE % B S RE ¢ S @ X

HSay Cutput Re

+
Process: E]Schedu\ed Section Tally f
Number: [nonea =] Eila Name:  locaaly aonea lic =1 tinpe 1 nee 3
A https://banssb.qual.auburn.edu/pls/QUAL /gokoutp.P_ShowRea?pipe_name=0ORASPIPE$002C152D0001 &:sess. iy [=] ] 7
S—
T || Fle Edt Wew Favortes Took  Help \ "
. T ; r
200810 \J’é«\' o Iﬂ IEI i | e i €‘?| Tt A el i
| Coogle -\ || [Clzarch - | g8 PeseReank B oo biocked | A% Check ~ ' Autolink - | Autofil [ options & b
address |g‘| http})‘&anssh qual.auburn.edu/plsiQUALjgokoutp. P_ShowReq7pipe_name=CRASPIPESO0ZC 15200001 Bsess_id=44173258user_name=WOLFSA1 ¥ Ga Hunks b
‘ 5
05-SEP-2006 17:48v48 Ruburn University :’ f
\ 200810 . . $cheduled Section Tally 2
Use "Save As" to save im
i the reportin the format LETL EITE R R e )8
i Auburn Main Campus
U8y crs you desire -
‘ {
ACCT 2110
‘ SUBJ CRSE TITLE COLLEGE DIVISICN DEEAR: (J
I
RCCT 2110 Principles Of Financial Acctg College of Business Schoo t
: Lecture
CRN  SE 4
¢ Principl| cEN SEC CREDITS DAYS TIME BUILD ROOM PRIOR PROJ CN1 CN2 ENRL-CRED MAX EMRL REM }
S © Principles Of Financial Acctg ¥
10007 O TR 1100-1215pm 18 0 0 0 10 o 10
2 3.000 0.000 {
[ Principles Of Financial Aectg 4
i 10088 0 M WF  1200-1250pm AERO 200 ] ] 0 ] 20 0 20 =
10088 0 Ry LA = e
' 3 | 3
\ oo Trr T Bews — B¢
PEANCIP Lo P
!
1
| A R I
]
Cress KEY-COMMIT to save, KEY-DELREC {0 delete the output, TAB or ENTER: to shift view. '
Semriiare L -le P =T . o

£

NOTE: You may have a printed copy that is more pleasing to the eye if you
set your printing orientation to “Landscape” rather than the default “Portrait.”
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Preparing Banner Reports as Text Files

Once you've viewed the report you have chosen in a separate browser window, you
are ready to save it as a text file so that you can make it readable for yourself or
someone else. Except for the first step, this process does not take place in Banner.

The first step in saving Banner reports as text files is to “show” the report in a
separate browser window. This process is described in previous sections.

The result is a browser window that displays the report to you.

4B QRoins B e Bosord Ty Tools oo M

-,Snm Favorees 4] i [ o

the report in the formar
ot desire

Sehas

i

fel P S
e

"-lm!"_‘ KEF-DELAEC 10 deiete b 2utp mq_an_ggbn-m - S

T =i B > e

e

At this point, you are no longer working in Banner, you are working in your web
browser. You are now ready to save the report in order to format it for readability

Saving Banner Reports for Formatting

»

From the “File” menu, select “Save As.” You will then give the file a name that you
can remember, change the file type to “Text File” and save it in a location that you
will remember.

Once you've saved the file, you are ready to use a word processor to open it for
formatting. The suggestions made here are for a format that seemed readable
during the production of this document. If you have other preferences, please feel
free to implement them once the document is open.

To format the text file so that it is easily readable, you’ll need to first open your
word processor. Then, from the “File” menu, select “Open.” Navigate through the
dialog box until you find the file that you saved. You may need to tell the word
process or to look for “all file types” if you can’t immediately see it in the proper
folder.

Once the document is open, you will notice that the formatting is “clunky,” it might
not be easy to read. Even though this is true, you should select “Save As” from the
“File” menu. Be sure to change the file type to “Word Document” (or whatever word
processor you are using). This will give you the opportunity to save the file in the
format that your word processor likes and will allow you to continue to make
formatting changes that aren’t applicable in files in text-only formats.

The formatting choices made for this documentation are as follows:
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e Page orientation = landscape
e Font size = 8

¢ Font name = Courier

Saving Banner Reports — Step by Step
Within the browser window, select “Save As” from the “File” menu.
Change the file name to one you can remember.
Change the file type to “Text File .txt”.
Verify the location where the file will be saved
Click the “Save” button (See illustration below for steps 2-5)

Save jn: Iﬁ Banner_Training Q’«) j J ? 3 '

Banner _Workbooks

Brandon's Work.

Doreen's Trip Reports
General_Screens

INE_Screens

ORSIS_Screens

Open_Issues

Self _Service_img

i Training_Docs_Wolf

E] 200810_practice_verification, bxt
@ sample_report, kxt

@ schedule_classes_mary-helen_sample bxt

Deskiop

My Documents

”

My Computer

(9

File name: Isample_report_sections.txt @) j Save I

Save as lype: IText File [*.txt]) @ j Carcel

Encoding: IWestern European (I150) j

Open your word processor (the illustrations in this document show
Microsoft Word features).

From the “File” menu, select “Open.”

File
1 Hew
5 Open.., o |
Save As
Page Setup. .
=4 Print.., ChrHP

1. \5ched_bdg_advanced_master.doc
2 .. \Sched_Building_MasterList_Rewl...
3. \WorkingParadigm_wolf .dac

4 <., \Update_schedule_building_progr...

¥

Find the text-only document of the report and open it. Don’t forget
that you might have to look for “all documents” in order to see the file name
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of the text file you saved.
open 21|

Look in: IE EBanner_Training j @ -3 QK - Toas
Mame | Size | Type = | Date MDdiF:I
ﬁ @rl_key.png SKE PNG File 11fza]200:
My Recent ‘@fs_key.png 4KE PHG File 11}27 200
Documents | 50610 key.prg SKE PNGFie 11j27/200:
= ‘@pagefduwn‘png SKE PNG File 11fz5/z000
mary_helenl,sM ZZDKE SMFile 6J2512006
Deskkop E] 200810_practice_verification,bxt 139KB  Text Document 9/2812006
83 KB Text Document 9/9/2006 1
N L 1S5 KB  Text Document 9/2912006
__J cneduls_classes_mary-helen_sa. .. B3 KB Text Document 8/31/2006
My Documents -—Eﬁdmlsslon Trng Docs.zip 1,557 KB WinZip File 4242006
-—Efs_key.zm 3KB WinZip File 8/4/2006 1
- -—Epage_un.zin 4 KB WinZip File 9/9/2006 1
335 -—ESampIe Training Materials. zip 1,175KE  WinZip File Siz2412006
My Computer | £3) 55 Sy, Fac, Adv Training Materisl. . 3,338 KB WinZip File B{19}2006 |
‘—-’ | | »
;')] File name: I =] open | v
My Metwaork,
Places Files of vpes [al Fies (%) | Cancel

From the “File” menu, select “Save As.”
Give the file a name you will remember.

Change the file type to the word processor type you are using (Word,
in this documentation).

Verify the location where the file will be saved
Click the “Save” button. (See illustration below for steps 10-13).

Y —— 2] x|
Save in IE Banner_Training @ j g - ] Q A Ca j ~ Tools =
. : 50060830 Self-
\_-\3 |- Banner_workbooks 20060713 Lac M
Iy Recent |Z)Brandon's Work 20060802 Wee
DLz \__)Dareen's Trip Reparts lﬂ_]ncad_nffairs_s
e \)General_Screens lﬁ_]auaccess porka
[B \ ) INE_Screens lﬂ_].ﬂ.uburn Abroad
Desktop | I0ASIS_Screens lﬂ_]nuburn Sample
\)0pen_Lssues lE_]Banner R
\ |1 5elf_Service_img lﬂ_]Banner Admissi
__J 18 Training_Docs_wolf @Banner_adding_
My Documents IEl]2DDE‘—D?’-14 full Open Action Items and Issues.doc lﬂ_]banner_training
1 2006 08 02 DD ¥1.0.doc 3 Classroom sche
'."'L Iﬂl]20081DJ:ractice_ver'ification.cloc IE_]COB_Notes.dot
e Iﬂl12006l3424 Adrnissions Procedures For Graduate Admissions.doc @Faculty Mermbe
My Computer W 20060627 Training-Self Service For Students, Faculty and Advisors v.7.2.doc - @] Faculty Member
\..\g ] - E1 33 2
o File pame: Isample_report_sections.doc @ j Save
Iy MNetwork,
Places Jave as bype! IWord Document (¥, doc) QD j Caricel

Change the orientation of the page to “Landscape.”
=  Choose “Page Setup” from the “File” menu.
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From the “Margins” tab, select “Landscape,” then click the “Save” button.

File | Edt Wiew Insert Format Tools  Tab

Page Setup llél

Margins | Paper | Layouk I

Margins

Top: |D.92“ 3‘ Eattom: |D.92" E‘
Left: |1" 3‘ Right: |1" E‘
Gutter: ID" 5‘ Gutter pasition: ILeFt 'I

Orientation
" =
=
Lam:lgcape=

1 hew... { Pages

Portrait

”«

5 Open... Ctr|+O’ Multiple pages: Marmal >
Save As...

| Page Setup. .. Pr:;::l:tn-

= Print... ctrl+y W e
1. sample_report_sections.doc ‘{ e
2 .. sample_report_sections, kxt —

3. A5ched_bdg_adwanced_master.doc

4 C:\...\5ched_Building_MasterList_Revl..
Y ) R ra Dafault... | -OK [ Cancel |

Verify the font name is “Courier”, change if necessary.

From the “Edit” menu, select “Select All” (the entire document will become
highlighted).
Select “Courier” from the font name drop-down menu.

Edit | ¥iew Insert  Format ,.*,
¥} Undo Page Setup Ctrl+21
lfr?l; COffice Clipboard. .. f
Select Al Chrl+h 1 File Edit Wiew Insert Format  Tools
Fird. .. CtrI+F§ 23S A ?ﬂ % B
. .“R;J_:'EEE"' _ ’CtrII+HJ£ A4 Plain Text + ¢ -|Cu:uurier| |v|

Change the font size to 8.

From the “Edit” menu, select “Select All” (the entire document will become
highlighted).
Select “8” from the font size drop-down menu.

Edit
hf]
)

Views  Insert  Farmat

1
L ]
Undo Page Setup  Chrl+Z 1
4
1

COffice Clipboard. ..

Seleck Al Chri+-A File  Edit  Miew Insert  Format  Tools  Table  Window  Help
|

Find... CtrI+F§ S3 VE| 4EBEIN 9™

Replace. .. Ckrl4+H ; /i-[ Plain Text + & = v B 7 U |E 2

T A ——— - w-Z-EH-5-E3-6EE
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From the “File” menu, select “Save” to save the changes to your
report.

At this point, you are ready to delete any unneeded information or to format the
sections in your department in a specific manner that will allow you to easily find
them within the report.

Two illustrations are provided for your reference. The first is what the report
information looks like before you've formatted it for readability.

"Before” formatting for readability

25-5EP-2006 14:41:05 Luburn University
PAGE 1
200810 Class Schedule
SSRSECT

Fall 2007 / Full Term

huburn Main Campus

SUBJ CRSE TITLE ~ COLLEGE
DIVISION DEPARTHENT

ACCT 2110 Principles Of Financial Accty College of Business
School Of Recountancy

CRN SEC 5 TITLE CREDITS DAYS TINE
BLDG ROOM INSTRUCTOR (3)
10007 O & Principles Of Financial dcctg 3.000 TR 1100-
1215pm  TEL TEL Siegel J
Lecture
EEEXEX
10088 O & Principles Of Financial dcctg 3.000 nuF 1z00-
1250pm  AERO 200 STAFF
Lecture

The second is what the report looks like after you've followed the formatting
directions provided here.

"After” formatting for readability

29-3EP-2008 14:41:05 Auburm University PAGE 1
200810 Class Schedule SSPSECT

Fall 2007 / Full Tern
Auburn Main Canpus

SUET TFSE  TITLE TULLECE DIVICION DEFEFRTHENT
BCCT 2110 Principles Of Financial Amctg College of Business School 0f Accountancy

TIN  SEC T TITLE TREGITS TETE TIFE EIIG  IM

10007 0 A Principles Of Financial Acctg 3. 000 TR 1100-1215mm  TBA  TEA Siegel J
Lecture

10088 0 A Principles Of Finamcial Acctg 3,000 HUF 1200-1250pm  AEED 200 STAFF
Lecture LA

10083 0 A Principles Of Finamcial Accog  3.000 TEA TEA TEA  TBA STAFF
Lecture 200000

10103 0 A Principles 0f Financisl Acctg 3,000 MTUERF  OLO0-0200pm ABRD 200 STAFF
Lecture

10178 0 & Principles Of Financial Acctg 3,000 HUF 0200-0850sm LOWDR 110 Clark R
Lecture

10212 001 A Principles 0f Finsncial Acctg  3.000 HUF 1000-1050am  LOWDR 110 Clark R
Lecture

10222 002 A& Principles 0f Financisl Acctg 3,000 HUF 1200-1250pm  LOWDR 110 Clark R
Lecture 300000

10229 0 A Principles Of Finsmeisl Acctg  3.000 TEA TEA TEL  TEA STAFF
Lecture P

10230 0 & Principles Of Finsmcial Acctg 3,000 TEA TEA TEA  TBA STAFF
Lecture 200003

Note that the biggest difference between the two output samples is that the second
contains all of the information about each section on a single line and that the font
is smaller. If you choose to print your schedules on legal size paper rather than
letter size, you can select a larger font size than 8 as the information will have
more room on the paper for printing. In trials of this setup, size 11 or 12 was the
most effective for legal paper, depending on the length of some course titles.

Sample Schedule Report Output

Several samples of output are provided as illustrations for the various types of
information that result from decision made during the schedule building process.
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The first illustrates:

SUEJ TESE TITLE COLLEGE DIVISICON DEFARTMENT

ACCT 2110 Principles Of Financial Aectg College of Business

Instructional Method
Schedule Type

S, 3) —_ N R ——
BN SEC 5 TITLE o CREDITS DAYS TIME @\ BELDG ROCM INSTRUCTOR(3)
@ 10007 |0 A Principles Of Financial Acctg 00 T R 1100-1215pm¥ TEA TEA Siegel T

School Of Accountancy

Lecture EEEYXEX

10088 0O A Principles Of Financial Acctg 3.000 MW F 1200-1250fm AER 00 STAFF
Lecture EXEXEX

@D A Principles Of Financisl Acctg 32.000 TEBA TEX TEA TEA ITAFF

TLecture HEEEEX

10103 0 A Principles Of Financiasl Acctg 2.000 MTWEREF 0100-0200gm AER 00 STAFF
Lecture EEIIIX

10179 0 A Principles Of Financisl Acctg 32.000 MW F 0800-085049m LoOWDER 110 Clark R
Lecture EXEXEX

10212 001 A Principles Of Financial Acctg 3.000 MW F 1000-10504m Lowpg 110 Clark R
Lecture

TN222 NNZ & Prinrinles Of Financdial Accto 3,000 ™ W F 120N=-125MNnm  T.OWDR 110 Clark R

1 That CRN 10007 does not have a building or room assigned. The
building and room fields on the “Meeting Time” block of SSASECT were
left blank.

2 That CRN 10093 had the meeting time left blank as well as the building
and room left blank on the “Meeting Time” block of SSASECT.

3 That the sections of ACCT 2110 listed here had LEC selected for the
schedule type, and LEC selected for “Instructional Method.”

4 Notice that the instructional method decision caused “XXXXXX” to be
printed on the report. This is what students will see when they search
for information about the classes.

The second sample output illustrates:

EDMD 3300 TUtilization Inst Tech For Ed Zollege of Education Educz. Found., Ldrshp. & Tech
TRH SEC 3 TITLE CREDITS DAYS TINE BLDG RODH INSTRUCTOR (5]
10 4 Utilization Inst Tech For Ed z.000 F 0900-1200pw AEROC 300 Tolf 3
Labhoratory EHEEXXK
10086 4 Utilization Inst Tech For Ed z.000 HUF 0500-0550=an  AERO 300 Tasylenko D
Laborator EEEEXK
10182 A Ttilization Inst Tech For Ed z.000 @ HUuF 0100-0150pm | TEL TEA @
T R 0930-1045s | TEA TEA Wolf 5, Watcs I
3 Laboratory H

1 CRN 10182 had two lines completed on the “Meeting Time” block of
SSASECT. One for a MWF meeting time, and one for a TR class meeting
time.

2 CRN 10182 had two instructors listed for the faculty assignment.
CRNs 10091, 10096, and 10182 are all still listed as section O

The third sample output illustrates:
Ed Psych And Ed Implications College of Education Educ. Found., Ldrshp. & Tech

CRM SEC § TITLE CREDITR DAYS TINE ELDG ROOH INSTRUCTOR (3)
10150 001 4 Ed Psych And Ed Implications 3.000 T 0400-0650pm HALEY 2346 Eingmwan R
Lecture
FOUN 7426| Disted Learn Thry And Ed Prac College of Education Educ. Found., Ldrshp. & Tech
CRM ZEC 3 TITLE RED DLYS TINE BLDG ROOH INSTRUCTOR (3]
10023 0 4 Disted Learn Thry ind Ed Prac 3.000 B 0800-0915gm  THL THAL Haywood C
Lecture |Dist.ance Learning Video |

CRN 10150 is an “on campus” class of FOUN 7400 while CRN 10023 is a distance
education version of a class — FOUN 7426. Note that the “Instructional Method”
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field of SSASECT was correctly selected to reflect the distance education
instruction. Failure to properly select either DL1 (Distance Learning Internet) or
DL2 (Distance Learning Video) for the “Instructional Method” will prevent the
bursar’s office from collecting accurate course fees for these classes.
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Quick Reference:

Navigation in Banner

Function Menu Option Keystroke Option Toolbar Button
Next Record Record /Next Down Arrow
Previous Record Record /Previous Up Arrow @
Clear or Record/Clear or Shift + F6 @
Delete Record Record /Remove
Insert Record Record /Insert F6 ﬁ
Next Block Block/Next Ctrl + Page Down VIEF
Previous Block Block/Previous Ctrl + Page Up g
Enter Query Query/Enter F7 @
Execute Query Query/Execute F8 it
Cancel Query Query/Cancel Ctrl + Q @
Rollback File/Rollback Shift + F7 Y
Save or Commit File/Save F10 =
Next Field Field /Next Tab none
Previous Field Field/Previous Shift + Tab none
Exit File/Exit Ctrl + q X
Select File/Select Shift + F3 =y
I}*Ss;lrifl’flr:)(;n(:sggr—lgp Item /Duplicate F3 Return button on

window

called form
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See Academic Standing

End of Term

1. Enter “SHAINST” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName and term codes in the appropriate fields.

3. “Next Block” into the “Term Header” block of the form.

Current

1. Enter “SHATERM?” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName and course level code in the appropriate
fields..

3. “Next Block” into the “Current Standing” block of the form.

Snapshot
1. Enter “SGASTDQ” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.
3. “Next block” into the “Student Summary” field of the form.

See Assigned Instructor

Banner Admin
1. Enter the “SSASECT” form.

2. Enter the appropriate term and CRN in the corresponding fields.
3. “Next Block” into the “Instructor” block.

Public Access
1. Login to AU Access.

Click on the “Employee Services Tab.
Click on the “Schedule of Courses” link.
Select the appropriate term, then click the “Submit” button.

S

Select the desired subject(s), course, and/or instructor information, the
click the “Class Search” button.

6. Assigned instructors are printed to the right of the enrollment
information for each class section.

See the Registration Audit Trail
1. Enter “SFASTCA” in the “Go To...” field of the main menu.
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2.

3.

Enter the appropriate term and ID information in the corresponding
fields.

“Next Block” into the body of the form.

See Class Rosters

Banner Admin

1.

2.

Enter “SFASLST” in the “Go To...” field of the main menu in Banner
Admin.

“Next Block” into the form.

Blackboard/WebCT Toolkit

1

. From the AU H omepage, click on “Employees.”
2. Click on the “Blackboard (or WebCT) Toolkit” link, then log in.
3.
4

. Select the appropriate term, department/interest area; course number,

Click on the “Class rolls/email” link.

etc., then click the “Search” button.

. Select the desired section of the class, then click the “View Class Roll”

button.

Banner Self-Service (Instructors of Record Only)

No g s =

Log in to AU Access

Click on the “Employee Services” tab.

Click on the “Banner Self-Service” icon/link.

Click on the “Faculty Services” tab.

Click on either the “Summary Class List” OR the “Detail Class List” link.
Select the appropriate term, then click the “Submit” button.

Select the appropriate class from the CRN dropdown menu, then click
the “Submit” button.

See Contact Information

Addresses

1.

Enter “SOADDRQ?” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.

3. “Next Block” into the body of the form.

Phone Number(s)

1. Enter “SPATELE” in the "Go To..." field of the main menu in Banner

Admin.
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2. Enter the desired UserName in the “ID” field.

3. “Next Block” into the “Telephone” tab of the form.

Email Address(es)

1. Enter “GOAEMAL” in the "Go To..." field of the main menu in Banner
Admin.

2. Enter the desired UserName in the “ID” field.

3. “Next Block” into the “Email” tab of the form.

See Curriculum Designation

1.

4.

Enter “SGASTDN” in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired UserName in the “ID” field.

Leave the “Term” field blank to have information related to all enrolled

terms for that student available to you.
“Next Block” into the desired tab of the form.

See Enrollment Counts

Banner Admin - Option 1

1.

2.
3.
4.

Enter the “SSASECT” form
Enter the appropriate term and CRN in the corresponding fields.
“Next Block” to the “Section Details” block.

Select “Section Enrollment Info” from the “Options” menu.

Banner Admin - Option 2

1. Enter “SSASECQ” in the “Go To...” field of the main menu in Banner
Admin.

2. Enter the desired information into the query fields.

3. “Execute” the query.

4. Scroll to see information for multiple sections.

Public Access

1. Login to AU Access

2. Click on the “Schedule of Courses” link.

3. Select the appropriate term.

4. Select the desired Subject(s), course, etc.

5. Click the “Class Search” button.
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Find A Person

Find a Person - General

1.

Click the “search” button next to the “ID field on any form that contains
it.

Click the “Person Search” link.

Enter the desired information in the appropriate fields.

“Execute” the query.

Find a Person: SOAIDNS

1. Enter “SOAIDNS” in the "Go To..." field of the main menu in Banner
Admin, then strike the <ENTER> key.

2. Enter the desired information in the search fields.

3. “Execute” the query.

4. Use the information provided in order to select the desired Banner 902
number.

See GPAs

See GPA: Transfer Work

1. Enter “SHATERM” in the "Go To..." field of the main menu in Banner
Admin.

2. “Next Block” into the “Current Standing” block of the form.

See GPA: Gapped (Auburn Only)

1.

2.

Enter “SHATERM” in the "Go To..." field of the main menu in Banner
Admin.

“Next Block” into the “Current Standing” block of the form.

See GPA: Within Major/Program

1.

nal I

® N oo

Log in to Banner Self-Service via AU Access.
Click on the “Faculty Services” tab.
Click on the “Term Selection” link and select the desired term.

Click on the “Student Information” link and select the desired student.
Be sure to use ALL CAPS when entering the student’s UserName.

Confirm that you've selected the correct student.
Select the “Degree Evaluation” link.
Click the “Generate New Evaluation” link at the bottom of the screen.

Complete the Degree Evaluation process according to the CAPP training
you've already received.
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See GPA: Overall

1.

2.

Enter “SHATERM” in the "Go To..." field of the main menu in Banner
Admin.

“Next Block” into the “Current Standing” block of the form.

See GPA: By Subject Area

1.

Enter “SHASUBJ” in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired ID and subject code information in the appropriate
fields. You can leave subject code blank if you wish.

“Next Block” past the “Current Standing” block and into the “Subject
GPA and Course Information” block of the form.

Scroll or use the down arrow on the keyboard to see the various
information for each specific subject code group of classes that the
student has taken.

See GPA: From High School

1.

2.
3.

Enter “SOAHSCH?” in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired UserName in the “ID” field.
“Next Block” into the “High School Details” block of the form.

See GPA: UnGapped

1. Enter “SZFSHTM” in the “Go to...” field of the main menu in Banner

Admin.
2. Enter the desired UserName in the “ID” field.

3. Enter the correct course level code in the “Course Level Codes by
Person” field. UG = Undergraduate; GR = Graduate; PR =
Professional.

4. “Next Block” into the “Current Standing” block of the form.

See Grades

By Class Roster

1. Enter “SFASLST” in the “Go To...” field of the main menu in Banner
Admin.

2. Enter the appropriate term code and CRN in the corresponding fields.

3. “Next Block” into the form.

By Student - All Auburn Courses Taken

1.

Enter “SHATERM?” in the “Go to...” field of the main menu in Banner
Admin.
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Enter the ID of the desired student.
Select the appropriate “Course Level” code.
Leave “Start Term” blank.

“Next Block” past the “Current Standing” block, and into the “Term GPA”
block of the form.

6. Scroll through the terms available to see applicable student information.

SR

By Student - By Term
1. Enter “SHACRSE” in the “Go to...” field of the main menu in Banner
Admin.

2. Enter the desired ID and term code in the appropriate fields.
3. “Next Block” into the body of the form.

Seeing Holds

Banner Admin (Option 1)
1. Enter “SFAREGS” in the “Go To...” field of the main menu.

2. Enter the appropriate term, and username in the corresponding fields.
3. Click on the “Search” button to the right of the “Holds” field.

Banner Admin (Option 2)
1. Enter “SOAHOLD” in the “Go To...” field of the main menu.

2. Enter the appropriate student username in the “ID” field.
3. “Next Block” into the body of the form.

Finding Meeting Time/Place For Class(es)
1. Login to AU Access.
Click on the “Employee Services” tab.
Click on the “Schedule of Courses” link.
Select the appropriate term, then click the “Submit” button.

SRl

Select the desired subject(s), Course Number, etc., then click the “Class
Search” button.

Finding Room Capacities
1. Enter “SLARDEF” in the "Go To..." field of the main menu in Banner
Admin, then strike the <ENTER> key.

2. “Next Block” into the body of the form.
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Finding Room Usage

Finding Room Usage - SSAMATX
1. Enter the SSAMTAX form.

2. Enter the appropriate information in the desired fields (ie. Building and
room; subject and course; desired term, and/or days of week).

3. “Execute the query.

Finding Room Usage - SLAEVNT
1. Note the usage code for a specific event from SSAMATX

2. Enter “SLAEVNT” in the "Go To..." field of the main menu in Banner
Admin, then strike the <ENTER> key.

3. Enter the code from SSAMATX into the key block of SLAEVNT
4. “Next Block” into the body of the form.

Extracting Room Usage Information

Extracting query data from Banner

1.

6.

Once the query results are displayed, select “Extract Data No Key”
from the “Help” menu. Be sure to hold down the <ctrl> key until the
dialog box for step 2 appears.

Click the “Save” button on the “File Download” dialog box. Be sure to
hold down the <ctrl> key until the “Save As” dialog box appears.

Give the file a new name (the provided name is not memorable).

Change the “Save In...” location to one that you will remember
contains the file when you’re finished.

Click the “Save” button. Be sure to hold down the <ctrl> key until the
“Download Complete” box appears.

Click the “Close” button on the “Download Complete” dialog box.

Importing data into Excel (2007)

1.

o

Open a new workbook in Excel 2007.

2. Navigate to the “Data” tab.
3.
4. Locate the .csv file containing the extracted Banner data using the

Select “From Text” from the “Get External Data” group.

“Import Text File” dialog box. Highlight the desired file.

Click the “Import” button on the “Import Text File” dialog box.
Click the “Delimited” radio button on the first screen of the “Text
Import Wizard” dialog box.

Click the “Next” button on the first screen of the “Text Import Wizard
screen 1 of 3” dialog box.

Uncheck the checkbox next to “Tab” on the “Text Import Wizard
screen 2 of 3” dialog box.
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9. Check the checkbox next to “Comma” on the “Text Import Wizard
screen 2 of 3” dialog box.

10.Click the “Next” button on the “Text Import Wizard Screen 2 of 3”
dialog box.

11.Click the “Finish” button on the “Text Import Wizard Screen 3 of 3”
dialog box. You may also elect to format your columns on this
screen, but it is not necessary for the success of the procedure.

12.Click “OK” on the “Import Data” dialog box. You'll notice that one of
the cells in the workbook is selected. This step tells Excel where to
begin pasting the data.

13.Verify that your data has been imported.

Seeing A Student Schedule

Banner Admin

1. Enter “SFAREGS” in Banner Admin.

2. Click “OK” past the error message on SOADEST, OR exit out of the
SOADEST form.

3. Enter the appropriate term and username in the corresponding fields.

4. “Next Block” into the “Enrollment Information” block.

AU Access

1. Login to AU Access.

2. Click on the “View/Print Student Schedule” link.

3. Click on the “View Student Schedule” link.

4. Select the appropriate term.

S. Enter the desired student’s AU username or 902 number in the “Student
or Advisee ID” field.

6. Confirm that you've selected the correct student.

7. Click the “Submit” button.

See Test Scores

1.

2.
3.

Enter “SOATEST” in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired UserName in the “ID” field.
“Next Block” into the body of the form.

See Transfer Work

1.

2.

Enter “SHATRNS” in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired UserName in the “ID” field.
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3.

Select the desired “Transfer Institution Number” and “Attendance Period”
from the drop down lists provided.

“Next Block” into the “Transfer Course Detail” block of the form.

“Next Block” into the “Attendance Period” block of the form to see
transfer GPA and hours for that particular attendance period.

View the GPA and hours information for all transfer work applied to the
student’s record on the “SHATERM” form.

See Transcript Information

1.

Enter “SHATERM” in the "Go To..." field of the main menu in Banner
Admin.

Enter the desired UserName and Course Level Code in the appropriate
fields.

“Next Block” into the “Current Standing” block of the form.

“Next block into the “Term GPA and Course Detail Information” block of
the form.

Scroll through the list of term information until the needed information is
displayed.

Running Reports in Banner Admin (Samples)

Generating Class Schedule Report

1
2

3
4
5

Enter SSRSECT.

Enter the desired printer name in the “Printer” field (most people will
likely use “database”).

Enter appropriate parameter values in the “Parameter Values” block.
Enter the “Submission” block and save the report.

If you give the parameter set a name, you can access that set of
parameters again in the “Process” Block of the form.

Generating Scheduled Section Tally Report

1
2

3

Enter SSRTALY.

Enter the desired printer name in the “Printer” field (most people will
likely use “database”).

Enter appropriate parameter values in the “Parameter Values” block.
Enter the “Submission” block and save the report.

If you give the parameter set a name, you can access that set of
parameters again in the “Process” Block of the form as in the SSRSECT
report.
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Viewing Generated Reports

1

2
3
4

Generate your desired report.
Make a note of the report “number.”
From the “Options” menu, select “Review Output”

Select the .lis file to see the results of the report. (If your report is blank,
or looks wrong, you may want to view the .log file to see what Banner can
tell you regarding the report generation.)

If you want to print the report in a nicely formatted manner, select “Show
Document” from the “Options” menu. Be sure that you do not exit out of
the “Review Output” mode before you do this.

Click “Yes” when asked if you wish to continue to show a report in a
browser.

Use the browser’s file menu to print the report, or to save it in a .txt file.
(The .txt file can then be opened by a word processor and formatted or
culled to include only the portions that you desire.)

Formatting Reports for Readability

1
2

© 00 3 O W

Create the report you desire.

View the report, then show it in a browser window (Directions for these
two steps are listed above).

Save the report as a .txt file from the browser window (File, Save As).
Open a word processor.

Open the report you saved as a .txt file.

Save the report in the word processing format.

Change the page orientation to “Landscape.”

Change the font (if necessary) to “Courier.”

Change the font size to 8.

10 If printing on legal paper rather than letter sized paper, the font size can

be set as large as 12 and still yield readable results.

11 Re-save the report so that your changes don’t disappear when you close

the document.



