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How to Log in to INB Banner

Go to http://www.apsu.edu/banner

Banner Resources

Use the links options below to access Banner or Argos resources.

Banner Production ~

Access Banner PROD (requires VPN) _

Banner Test ~
Argos Resources b
Banner Classes and Forms ~

CAS Logins
Admin Pages [PROD]

e Banner (SSB)
CAS Logout

Banner 9 Logins

Banner 9 Admin Pages [PROD]

Evision Products (Argos, FormFusion, IntelleCheck)

Self-Service Banner (SSB)

Production Database [PROD]




Enter the Banner screen

Main Campus

BANNER Terms

Banner terms

Year ends in a certain number
YYYYS8# = Fall terms YYYY1# =
Spring terms

YYYY5# = Summer

Fall 84
Spring 14
Summer 54
Fort Campbell Terms

Fall | 81
Fall Il 87
Spring | 11
Spring |l 17
Summer lll 57




Common Screens

ltem

Banner

Catalog

SCACRSE, SCADETL, SCAPREQ

SSASECT, SSADETL, SSAPREQ,

Classroom Info

SSAMATX

Faculty Info

SPAIDEN, SOAIDEN, SOAIDNS

SIAINST, SIAFPER,
SPAPERS

SIAASGN (2" block)

SIAASGQ

SPAIDEN

General Student

Item

Banner

Screens

SGASTDN

SGASTDN (Veteran), SPAPERS

Admissions

Item

Banner

Screens

SOAHSCH

SOAPCOL

SOATEST

SDACRV

Item

Registration and Fees

Banner

Screens

SGAADVR

SFASRPO

SPAAPIN




General Menu Screen (Direct Access Screen)

After you log in, the General Menu Screen will appear

At the Go To... line you will type in the form you want to access. All forms are seven
characters.

Note: if you are in another form and you wish to go to another one, you may press your F5 key
and across the top of the page the Go To... will appear so you may direct access to another
form without closing your current form. Don’t open too many windows at once or it will freeze
and you will have to close out of Banner completely and log back in.

My Banner
« This allows you to customize your own menu. It is used to build a menu that is specific to you

and the forms you most frequently use or want to access without having to go through the
Banner menu.

FORMS

General Person, Admissions and Student Information

SPAIDEN - General person information (current identification, alternate identification, address,
telephone, biographical, e-mail, emergency contact

SOATEST - Students test scores (ex: ACT, GRE, Compass, SAT, etc)

SAADCRYV - Admissions application information (admissions decision, test scores, high
school, college)

SOAHSCH - High School information a student attended

SOAPCOL - Prior college student attended

SGASTDN - Learner information such as summary curricula

SOAHOLD - Hold screen shows holds placed on student

Catalog

SCACRSE - Form used to build a new course

SCADETL - Form used to build specifics about a course such as equivalent courses (ex:
course has been renumbered), course description, co-requisites

SSAPREQ - Prerequisites built at the schedule level

SCAPREQ - Prerequisites built at the catalog level

Schedule

SSASECT - Form used to build a new course in the schedule. This is where the CRN (course
registration number) is generated

SSADETL - Form used to build specifics about a course in the same manner as in SCADETL
(catalog) but at the schedule level

SSAAPREQ - Prerequisites built at the schedule level

SSAMATX — Used to see what rooms are being used for the term/semester — can also query a
specific building

Registration

SGAADVR - Assigned advisor to a student
SFASRPO - Registration Permit-Overrides assigned to a student for a given term
SPAAPIN - Alternate PIN assigned to student (student must have this in order to register for
classes)
5



+ SIAASGN - Faculty assignments for a given faculty and given term

« SFAREFQ - Students schedule for a given term

+ SZAREGH - Students Registration History w/grades — does not reflect grade changes
+ SFASTCA - Student Course Registration Audit Trail

+ SFASLST - Class roster w/mid-term and final grades for a given course/term

Academic History
+ SHAINST - Students Academic Standing at the end of a given term

« SHATERM - Students stats for a given term or multiple terms (GPA information, term grade
information

+ SHACRSE - Query of all or by term course work for a given student
« SHADEGR - Degrees awarded for a given student

Faculty Load - (forms used for faculty load)
. SIAISNT - Faculty Load Information

. SIAASGN - Faculty assignments for a given faculty and a given term

SCACRSE
(Catalog)

(Ctrl + page down) — this will show you if the course is active and how many credit hours it is worth
» Enter subject — « Course number —
« Term-—
+ Go

X @eludan  Bask: Cousse lfurmetion SCACRSE 93 13 (PROD)

sutjees | TR0 = | Aoouring Couss: (2010 o [ G

Tem: | 202004 - Course Te:  Princples of Arcountirg I

(Get Szriedt Complete e B2k abave and cick G To search by name. press TAB fom an 1D e, enter your sezrch antesiz. and fen press ENTER



Click RELATED for additional information about the course

X @elucian  Basic Course Information SCACRSE 9.3.13 (PROD) RREAED  $TO0LS
Subject: ACCT Accounting ~ Course: 2010 Tem: 202084 Course Title: Principles of Accounting [
" COURSE DETAILS Ginset @0ekle Tucopy | ¥, Fier
FomTem | 204914 ToTem 969959
Course Tile* Approval Approved
College* Collage of Business P Accounting
Division ‘:E] Prerequisite Waiver ‘:E]
Department Accounting Finance and Econ Durafon : :E]
Status* Active
[7] Gontinuing Ecucation ] Tuiton Waiver [7] Addtonal Fees
Prerequisile Check @ Basic or None O CAPP O DegreeWorks Syllabus Exists Long Title Exists
Method:
Hours
Low None/OrfTo High
Repeat Details
Limit : Maximum Hours : Repeat Status :B

Use the RELATED to see the list of screens available for information.

s
Qs
Course Details [SCADETL]

Reg. Restrictions [SCARRES]
Schedule Restrictions [SCASRES]
Pre-requisites [SCAPREQ]

Base Course Maintenance [SCABASE]
College/Department Text [SCATEXT]
Syllabus [SCASYLB]

H  Mutually Exclusive Courses [SCAMEXC]



SCADETL

(Course Detail Information / catalog level)

X @eluclan  CourseDetad information SCADETL 5.3 14 (PROD)

o JARELATED 4 TOOLS

Course: | 2010

Term: [ 202084 Course Title:  Frinciplas of Accounting |

X  @ellucian  Course Detail Information SCADETL 9.3.14 (PROD) ADD B RETRIEVE R RELATED  $§T00LS
Subject: ACCT Accounting  Course: 2010  Term: 202084 Course Title: Principles of Accounting 1 ‘Start Qver ]
(WP FeeCodes DegreeAftributes  Transferinstifutions  SupplementalData  CourseDeseripion  CourseText  Integration Partners
" COREQUISITE COURSE Binsert D Delete  TaCopy Y. Filler
FromTerm | 201311 | & Maintenance | ToTem 999999
Subject * Course *
JaccT] [} 2011
Record 1 of 1
" EQUIVALENT COURSE Birson Eocklc T Copy | Y, Fiter |
FromTerm 200781 |2 Maintenance | ToTerm 999999
Subject * Course * Start Term * End Term *
ACCT 201 000000 200754
ACCT 201 200781 999999
ACCT 201F 000000 200754
ACCT 201F 200781 999999

Record 1 of 4

e View Corequisite courses/Equivalent courses (for repeats) > Next Tab
e View Fee Codes > Next Tab

e Degree Attributes > Next Tab

MIL = FC Military/Family member discount
BUS = Business Course Fee

DIS = Disability Fee Waiver

TRAD = Traditional Courses

e Transfer Institutions > Next Tab
e Supplemental Data > Next Tab
e Course Description > Next Tab
e Course Text > Next Tab

¢ Integration Partners > Next Tab



SCAPREQ

Pre-requisites (built at the catalog level)

This form will show prerequisites built at the catalog level.
e Go

¥  @ellucian Catalog Prerequisite and Test Score Restrictions SCAPREQ 9.3 14 (PROD)

Subject: \ Accounting Course: 2010 =

Term: |202084 ‘ = Course Title:  Principles of Accounting I

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

x @ olucian  Catalog Presequisite and siricians SCAPREQ 9.3 14 (PROD)

Subject: ACCT Accounting Course: 2010
Course Prerequinite informasion UL EL U L SRR o

T COURSL INFORMATION -+ R R Tacopy V. Fne

201814 5=

Fremqusss Check () Basicorbone  (C) CAPP Degreaiens

To view prerequisites (includes courses and test scores)
+ Tab over

SSASECT

(Class Schedule) Search Function in BANNER

In the “Go to” field, type in “SSASECT”




Enter “Term”

Enter the six-digit term

May also click on the drop-down arrow and choose the option “List of Existing Terms — choose
the correct term and click “OK”

Enter CRN (course registration number) — if you do not know the CRN click the drop down
arrow next to the field and it will take you to SSASECQ where you can query for CRN

X @elcion  Schedde SSASECT 93131 (PROD)

Gat Suartad: Complath e fads above 3nd clek Go. To saarcy by name. press TAB fom am 1D fiald. sater your saareh crtaria, and ®an press ENTER

REVE S RELTED ¢ Toors [

X @eliucian  Schedule Section Query SSASECQ 9.3.15 (PROD)

¥ SCHEDULE SECTION QUERY
Basic Filter  Aovanced Fiter [x]

Term Q@ PartofTerm ©  Registration From @  Registration To @ CRN (-]

| - | [ || J

Add Another Field ... v|

Term Part of Term Registrstion From Registration To CRN Block Schedule Subject Course Section Section Status Campus CourseiSection

Record 1 0f 1
Maximum Actual Remaining
Enroliment

Waitlist

At this point, you may use any of the open fields to search for a course enter the term and
click Add Another Field drop down for the subject, the course number, section number,
course/section title, et cetera

Enter the information in the field and hit the Go key or execute query to begin the search.
Example: entering HIST in the subject field will display all History classes offered for the term
You can further narrow the scope of the search by entering additional information. Example:
entering HIST in the subject field and 2010 in the course field will display only the HIST 2010
courses offered for the term.

Once the courses are displayed, you can scroll down the page until you find the course you are
looking for and then double-click in any field to return to SSASECT for a display of the courses.
Double click on the course you are searching for and it will populate in SSASECT.

10



~ SCHEDULE SECTION QUERY @ Enteraguery; press F8 lo execute.

Clear All Go
Section Status
202184 1 A
202184 1 1262 A
202184 i 170 A
202184 1 1869 A
202184 i 1411 A
202184 1 1418 A
202184 4 1412 A
202184 1 1209 i A
202184 | 1248 A
202184 1 1210 : A
X : - > |« »
[1]of5 10 v Per Page Record 1 of 48
Maximum Actual Remaining -
= =

Schedule SECT 9.3.19 (PROD) o RELATED  $§ TOOLS

Term: 202184 CRN: 1168 Subject HIST  Course: 2010 Title: Early United States History

Course Section Information

¥ COURSE SECTION INFORMATION S inset @ Delete T Copy V. Filter

Subject |HIST |[-.| HISTORY campus* [14M [ .| APSU. Clarksville Campus Grade Mode
Course Number 2010 B Status * Active Session [:E]

Title [Eariy United States History ] Schedule Type  LEC E] Lecture Special Approval [:E]
Section * Instructional Method ~ CON E] Face-to-Face Instruction Duration E]
Cross List I ‘ ] Integration Partner [:IZ] |:| Override Duration
T CLASSTYPE Binset @@ Delete "acCopy | V. Filler
Traditi Class
Partof Term 1 B 08/23/2021 1211072021 16
Open Leamning Class
First Last
Registration Dates
Start Dates
Maximum Extensions 0
¥ CREDIT HOURS ESinsetr M@ Delete "mcCopy | V. Filter
Credit Hours
Credit Hours 3.000 Lecture 3.000
CreditHours (@ None (D To (O or Lecture Indicator (@) None (O To () or
Indicator
TRy p——— .. pr— T

[ -]

Check Enroliment
+ Section Options on the menu bar
+ Select Enroliment info
* The class cap, number of students enrolled and the seats remaining will appear in the bottom
half of the screen
* Roll Back by clicking on the arrow next to the Save icon

1"



X @ ellucian

Schedule SSASECT 9.3 1% (PROD)

Term: 202184 CRN: 1168  Subject: HIST] Course: 20

Course Section Information Section Encollment Information
Reserved Seats

¥ ENROLLMENT DETAILS

o e )
Ll

Actusl &

Remaining 26

Autherization Codes Active for Section
Census One

Enrollment Count 3
Census Two
Enroliment Count 0

Add Authorization Registration Dates
Calculated Section 08232021

Start Date

10 Title: Early United States History
Meeting Times and Instructor Section Preferences
Waitlist Maximum © | 0]
Waitlist Actusl 0
Waitkst Remaining 0
Generated Credit Hours ~ 24.000

Freeze Date

& RELATED 3% TOOLS
[ startover
Dinset B Dekelc "WCopy | Y. Filler |
Projected = \ D|
Prior 0
Reserved

09052021

Freeze Date | m

Add Authorization
Start Date

Wartlist Nofification

Ending Date

4l
14

Days/Times/Location

To check the days/times a course is offered as well as the room, make sure you are in
“‘SSASECT” with the course information displayed

Then either Next Block to display the Meeting Time portion of the screen:

x

@ ellucian  Schedule SSASECT 9.3.19 (PROD)

Term: 202184 CRN: 1168

Subject: HIST  Course: 2010

Course Section

Early United States History

%, RELATED

(_startover

£ T00LS

)

Saction Meeting Times and Instructor Saction Preferences
Times and Instrucions Scheduler Preferences
Meeting Location and Credits
¥ SCHEDULE nset @ Deete "Woopy Y. Fiter
Time Meeting Type Start Date * End Date * Monday Tuesaday Viedneaday Thursday Friday Saturday Sunday Start Time End Time
- | CLAS 08123/2021 121072021 | O ] = | O L1 0800 0855
4 »
Racord 1 of 1
¥ INSTRUCTOR Binset E0cicte "8 GCopy | ¥ Fikter
Session Indicator * D Name Instructionsl Workload Percent of Responsibility Primary Indicator Override Indicator Percent of Session
01 Aol Buts, Michele T. 3.000 100 | O
. »
Racord 1 of 1
T

SAVE

12




» This will display o Days/times/location a course is offered

* o Meeting type start and end dates of the course

You will need to scroll over to the right using the scroll bar at the bottom of the page in order to see
the location of the class and instructor assigned

X @elucian  Schedue SSASECT9.3.19 (PROD)

oh RELATLD 3 TO0LS

Term: 202184 CRN: 1158 Subject: /HIST Course: 2010 Tiwe: Early Urited States Hstory Start Over
Course Secion information ctigf Envolinent intymation  [JITETNRETETER g coction referesces
Times and hatuctors [0 ) -
Meeting Daes. Meetisg | ocation and Credies
~ scuEDULE £ incent Bovers Tacopy  Y.Fier
Automatic Scheduler Bulding Rosm Sehotule Type * Hours per Week * Override Indieator Seasion Credit Hours Parteion Detaits Reom Ateibute Detalls
- | HH 344 LEC 275 3.000
Record 1 of 1
 INSTRUCTOR ol
Seasion Indieator * ] Name Inatuctionsl Workiond Percent of Respensibality Frimary Indicater Override Indicator Percent of Sessicn
01 Ao ouus, Micheie T 3.000 100 = O

»
Racord 1 of 1

M
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Return to original SSASECT

* Next Block located in the lower left hand or click the Course Section Information Tab to return
to the original SSASECT screen

SSAMATX

(Building Room Schedule)

At the “Go to” field type “SSAMATX”
» Enter Building Code and Room number

» Click on the down arrow under “Building” to choose the building if you do not know the Banner
Building Code (you can query this form by any of the fields) use the Add Another Field to add
the Term

X @ ellucian  Building/Room Schedule SSAMATX 9.3.20 (PROD) RELA
¥ BUILDING/ROOM SCHEDULE Boe s Filte
Basic Filter  Aovanced Fiter o
Building © Room @ Campus (-] (-] -]
T [ [ = ] Mon [] Tue Add Another Field ... v
J ] [] ] 202134
Record lcf:

13



BUILDING/ROOM SCHEDULE Dinset Qopokte "mCopy | Y. Fiter

- Bullding: KE @ = Room: 111 @ = Term: 202184 @

Building Room Campus Meeting Patterns Days Meeting Patterns Times Term Begin and End Dates Subject Course CRN Cross List Function

= m 14M WF 0600-0855 1202184 23-AUG-202110-DEC2021 APSU 1000 1445

KB m 14M TR 0830-0925 202184 23-AUG-2021/10-DEC-2021 :APSU .1000 1465

KB ‘mn 14M WF 0905-1000 1202184 23-AUG-2021/10-DEC-2021 APSU (1000 1454

KB m 14M R 0935-1030 202184 23-AUG-2021/10-DEG-2021 APSU 1000 1473

KB 11 14M WF 1010-1105 202184 23.AUG-2021/10-DEC-2021 APSU 1000 1470

KB m 14M R 1110-1206 202184 23-AUG-2021110-DEC-2021 | APSU 1000 1498

KB 111 14M WF 11151210 202184 23-AUG-2021110-DEC-2021 : APSU 1000 1488

KB .111 14M WF 1220-1315 202184 23-AUG-2021/10-DEC-2021 :APSU .100(] 1507

KB n 14M ™ 1245-1410 1202184 23-AUG-2021/10-DEC-2021 MGT ‘4090 1808

KB ‘m 14M MW 1325-1420 202184 23-AUG-2021/10-DEG-2021 APSU 1000 1530

KB 11 14M = 1420-1515 202184 23.AUG-2021/10-DEC-2021 APSU 1000 1540

+ »r
[T of 1 Per Page Record 1 of 11

Query Term | 202184

SPAIDEN

(General Person Identification)
Next Block
Enter ID (a warning will appear if the student has requested their information be confidential)

Student’s preferred (current name)

e enter the students A# or if you do not know the A# click the 3 little dots to bring up the search
engine.

X @ellucian  General Person Identification 9.3.18 (PROD) &% RELATED  § TOOLS

— o BED

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Option List x

Person Search
Non-Person Search

Alternate ID Search

Cancet

X @ ellucian Person Search SOAIDEN 9.3.12 (PROD) S5 RELATED ¢ TOOLS

~ PERSON SEARCH @ enteraquery; press Fg 10 axecute.

Clear All

Per Page Record 1 of 1

(®) Case Insensitive Query () Case Sensitive Query

14



* Click to see previous names or IDs

X @ellucian  General Person Identification SPAIDEN 9.3.18 (PROD) A A RETRIEV o5 RELATED 3§ TOOLS

ID: A L Start Over |
Cumrent dentification Alternate Identification Address Telephone Bicgraphical E-mail Contact
" IDENTIFICATION G inset @ Dcicte "mCopy | Y. Filter
"~ PERSON £ nsedt B Delel= "m Y. Filte
Prenx |
LastName | (N Sufix |
First Name - preferred Frst Name (NN |
Middie Name [N Ful Legal Name |
" NON-PERSON (-] - B Deel= "a Y. Filte
Name
" 1D AND NAME SOURCE = e B Deicte "mcCop
Last Update
Origin  GOAMTCH
Original Creation
User WESTS Create Dats
- i Activity Date 09/09/2020 02.23. 44 AM  Aclivity User WESTS

“Address” tab

» Click to view all addresses (campus, local, permanent, mailing, etc.) by using the scroll down
button.

“Telephone” tab
* Click to view telephone numbers.

“Biographical” tab
» Click to view gender, birth date, citizenship, etc.

“Email” tab
* Click to view the student’s email addresses.

“Emergency Contact” tab
» Click to view emergency contact information.

SOATEST

(Test Scores)

TEST SCORES
» On SOATEST, you can view

o ACT scores = AO01: English

= A02: Math

= AO03: Reading

= AO04: Science Reasoning

= AO05: Composite o SAT scores = S01: Verbal

=  S02: Math
=  S10: Combined Scores o COMPASS

= CWO01: COMPASS Writing
15



= CMO1: COMPASS Math (Pre-Alg)

= CMO02: COMPASS Math (Alg)

» CRO1: Reading o Best Scores for Placement
o Developmental Placement
Enter the A# and Go

X  @ellucian  Test Score Information SOATEST 9.3.15 [TBR: 1.8] (PROD)

| L] I (& Rebuld LS Requirements

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

|¥ TEST SCORE INFORMATION

nsert @ Delete TmCopy Y, Filter
Test Code * Description Test Score * Test Date *

@ ACT Best English 20 1011712017
AD4B ACT Best Science Reasoning 22 10i17/2017
A0ZB ACT Best Math 17 10/05/2017
A03B ACT Best Reading 22 10/05/2017
A05B ACT Best Compaosite 20 10/05/2017
DSPM Developmental Studies Math 3 10/05/2017
DSPR Developmental Studies Reading 4 10/05/2017
DSPW Developmental Studies Writing 4 10/05/2017
Al ACT English 20 10/01/2017
A2 ACT Math 17 1010172017
[ € [Tof2p M ‘ Per Page Record 1 0f 20
[l = e T e

SAADCRV

(Admissions Decision)

Admissions Decision
« On SAADCRYV, you can view o

Entry Term o Admissions
Decision o Admission
Status o Admission Type
o StudenType Residency

o On Tabs, you can review

= High School
= Prior College = Test Scores

X  @ellucian  Admissions Decision SAADCRV 93 12 (PROD)

&% RELATED ¥ TOOLS

D | [0 | Term: ==

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

16



X @ellucian  Admissions Decision SAADCRV 9.3.12 (PROD)

&% RELATED  ¥§ TOOLS

e

High School Review  Prior Collage and Degree Review  Test Score Review
~ APPLICATION SUMMARY

é = 3 nsert Q, fac Y, Filter
| Entry Term * i ision D i Status * Status Description ication Date * ication Number * Admi Type ission Type D ion Session
201784 Al Admit, Uncond , AC D Decision Made 11/28/2016 1:GC Freshmen with College Credit
L] >
Record 1 0f 1
¥ CURRICULUM Eiinset @ Doete TmCopy | V. Filter
Priority Program Level College Campus Degree Catalog Term
1 BS_CSC UG SM BS 201734
Record 1 of 1
~ FIELD OF STUDY fRinseit @@ Decete "mcCopy | Y. Filler
Type Code Department
MAJOR csc CSCl
Record 1 0f 2
Application Decision Letter  Decision Calculator  Rating Review
~ DECISION DATA nsert @ peete Twcopy T Filler
Decision Code * Descripti Significant Decision fitution A Appli B itution Rej Inactive Application Maintained Ind Maintaincd by
Al Admit. Uncond., ACT 26 or o | k] ¥ | 1] u USER
L) »
Record 1 0f 1
= | = ' Activity User WESTS SAVE
Prior High School and Colleges
[ I B
In the “Go To” field, type in SOAHSCH
X @ ellucian High School Information SOAHSCH 9.3.13 [TBR: 1.4] (PROD) 1

o: (..

Get Started Complete the flelds above and dick Go. To search by name, press TAB from an ID field enter your search criteria, and then press ENTER

High School Details High Schocl Subjects High School Address

¥ HIGH SCHOOL DETAILS Inset @ Celote TmCopy Y. Filter

High School m -» Gillespie High School Percentile
Enrollment Planning

GPA | 141
Service Code

Graduation Dale | 05/30/1997 m| Diploma  |RD .- | Regular High School Diploma

Trenscript Received | 12/21/2020 E' Ccllege Preparation

Date

Class Rank and Size |4 |

Admissions Request | =

Record 1 of 1

Exit out of this form

* Inthe “Go To” field type in “SOAPCOL” at the “Go To field”
+ hit Go.

» Next Block type in the students ID

17



X  @ellucian  Prior College SOAPCOL 9.3.13 (PROD) B ADD B RETRIEVE  JR RELATED ¥ TOOLS

iD: | [l ] ( Ge )

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Prior College and Degree Majors, Minors, Concentrations Prior College Address

¥ PRIOR COLLEGE & nset @ Delete  TmCopy | . Filter
Prior College MEI Miller-Motte Tech College Transcript Reviewed \@\
Date
Transcript Received \m\ Admissions Request \:I:l
Date
D Official Transcript Enroliment Planning
Service Code
4 [Tofad M| Record 1 of 4
™ DEGREE DETAILS ERinsert B Delete " Cop Y. Filtes
Degree |NDUG |- | Mondegree Undergraduate College \:I:|
Degree Date \:li\ TransferHours | |
[ Primary Degree Indicator GPA |
Attended From \@\ Honers \—|
AttendedTo (122372015 [m) Goa [ [-]
Year \W\

Record 1 of 1

4l
14

SAVE

This form will show the transfer institutions for the student if they have any. If they have more than
one, use the next arrow to move to the next file.

The Transcript Received Date will show when the transcript was received by the Admissions Office.
The Transcript Reviewed Date will show when the Registrar’s Office has completed that transcript.
Official Transcripts will be marked if the transcript received was official.

On the form under Degree Details, you will see if the student complete a degree at the transfer
institution.

SGASTDN
(General Student)

In the “Go To” field type “SGASTDN” enter

ANAS L‘% NNAE

« Type Banner ID or Last Name, First Name (upper and lower case)

18



» Hit Go (this will bring up the General Person Record for the student selected) < Next Block
into the student’s record

[e— End [——— AowawsaTyme  Asew o

Er
{ ]

et for Teaaking & Lerning

As we move through each of the tabs, we will see historical information:
This is a screen shot of the curriculum tab.
This is a “snapshot” of the student (learner) by term and you can go from term to term by using the
arrows at the right of the screen.
» Under the Curricula tab we can look at every term the student attended and what their major
was at that time in SIS Plus.
* Note: the “Curricula” tab has two additional tabs, “Curriculum” and “Field of Study.” In Banner,
you will not have a different “SGASTDN” record for each term unless there is a change.

Major changes
As we move to the Field of Study Tab, we see the degree was awarded as well as a concentration in
Management.
« Once again we change terms with the arrows on the right.
“‘Next” tab
Shows any activities the student may have been involved in: Ex: (Greek organizations, etc.).
“‘Next” tab
Shows whether the student was a veteran, and what type and list certification hours.
“‘Next” tab
Allows you to see/make any comments about the student.
“ Academic Graduation Status, Dual Degree” Tab
Shows the graduation status of the student and/or if they were pursuing a dual degree.
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SOAHOLD

SOAHOLD on the home page and enter

You can enter a hold on this form.
* Next Block—Enter Student ID

X @ellucian  Hold Information SOAHOLD 9.3 22 (PROD)

SLRELATED  ¥% TOOLS

o | ] ) e )

Get Started: Complete the fiekis above and click Go. To search by name. press TAB from an ID field, enter your search criteria. and then press ENTER

» Choose “hold type” and save

+ Toremove hold, enter yesterdays date in the “To:” field and save or choose record remove and save
located in the lower right hand corner or F10.

" HOLD DETAILS inset @ Dewte "WCopy Y, Filter
Hold Type * | Hold Type Description Reason Release Indicator Amount From * To* Origination Code Origination Code Createl
»E Transcript SEE SPACMNT E 011192021  02/262021 ADMS Office of Admissions ADNME
« »
¢ Record 1 of 1

SGAADVR (Advisors)

Enter the students A# and Go
To Change advisor
» Insert and enter the new Advisors A# tab and Save
» Be sure to check primary indicator on the primary advisor.

X  @ellucian  Muliple Advisors SGAADVR 9 3.13 (PROD)

R AC RETR &, RELATED
Ne
10: = || Term: 202184 |-) ( Go ) Em
“|
Get Startad: Complste the fislds above and click Go. To search by name, press TAB from an ID fisld, enter your search criteria, and then press ENTER 1
 ADVISOR INFORMATION Bioset @0cier "WCopy Y. Fiter
From Term | 202111 |;; Maintenance ToTerm 999999
D Name Advisor Type Advisor Type Description Primary Indicator *
AD- Barger Allen B MAJR Major Advisar g
Record 1 of 1

SFASRPO

Course permits and schedule

At the menu—type: “SFASRPO”
Student A# and Term > Go

X  @ellucian  Swdent Registration Permit-Overiide SFASRPO 9.3 15 (PROD)

FTRIFVE  JLRELATED  $§ TOOLS

ID: AOO_ Term: 202184 Fall Semaster 2021 [ swrover

T STUDENT PERMITS AND OVERRIDE S

B inseit @ Dekete "mCopy Y. Filler

Permit * Permit Description CRN Subject Course Number Section

Record 1 of 1

Einset @ Dete TmcCop Y, Filter

¥ STUDENT SCHEDULE

CRN Part of Term Subject Course Number Section Available Waitlisted Mon Tue wed Thu Fri Sat Sun  Begin Time End Time Emor  Link  Crosslist Group Campus

{ 3 K

Record 1 of 1
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» Enter Student ID or Name (Person Search) and Term,

* Use Drop three dots to view Permit Description Codes

* Enter desired code and CRN

* Tab (Permit code and course will appear)

* You can choose to enter a permit for a specific section Example: (SPEC and CRN) > Save

¥ STUDENT PERMITS AND OVERRIDE S nsert @ Deiete "mCopy Y, Fiter

Permit * Permit Description CRN

Subject Course Number section
SPEC COwerride Instr Pesm Approval 1236 pMus) - | 1710 34
Record 1 of 1
~ STUDENT SCHEDULE Sinset oot Tm
CRN PartofTerm  Subject  CourseNumber  Sccion | Avallable  Wartisted  Mon |Tue Wied The Fn |Sat Sun BeginTime |EmaTime | Emor Link  CrossiistGroup Campus
»

Record 1 of 1

* Next Block and Save Transaction. The student’s schedule will appear at the bottom of the form.
» Exit form once transaction is complete

@ eucen  Shdest Rageiabion Pt Overrids SFASRPO 9395 (PROD)

R RELNTED g 00Ls

o I o FiCary

¥ STUDENT PESMITE AND OVERRIDES

o Over

H TS - [ T
Perni * Fomt descipion Ry

e Course Nembey Seaue
SPEC (Owveeride bty Paee Appeoeal 253 ENG) - |01 0E
R 114
~ STUOENT SCHEDILE 3 .
o PartofTems  Sebiect  Cowrms Nawher o Al Neteed Mon T e The ™ 5S¢t Sar CegaTaw OxiTes O Lk Crosstet G Cawpss
1 1 ART N £ bl ] ms 195 Al
; ¥ 165 1915
;[ oy
! 1a]

SPAAPIN
Alternate PIN for Registration

On “SPAAPIN” you will find the alternate PIN (currently RUN number in SIS) that is needed for the

student to register in self service. The advisor can view the Alternate PIN through faculty self service
only if they are the advisor listed on “SGAADVR”

X  @ellucian  Altemate Personal Identification Number SPAAPIN 9.3 (PROD)

From Term: 202181 10: /A

T ALTERNATE PERSONAL IDENTIFICATION NUMBER

Start Over ]

B insert @ Dekcte "mCopy Y. Filler

Term Code * Process Name * Alternate PIN *
202181 | ADVISED 773942
202184 TREG 000393
202187 ADVISED 824270

Record 1 of 3
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SIAINST

Activating Faculty
To make a Faculty Member Active
* Enter faculty ID (“A” number) if you don’t know the ID tab over and enter their name (last name, first
name).
* Enter term (the term should always be for Fall | YYYY81 or Spring YYYY11).
* Click next block (or key combination CRTL/Page Down)
* In the Status Block put AC for active
» Click the faculty box so that the box will be checked
» Click the Advise Block so that it will be checked if this faculty member will advise
* We are not using the Category or Staff Type so please leave these blank
* Click the Save button in the lower right hand corner

X @suoms  Faoufiyihen insmotion SRS TS 18 (PROO) K setEd S pEATED g OIS
e -~ I e [EEET ]--
Gt Bawtad: Cramies e Rl 5hass sl ok G T s5areh by name: preas TAB Fom 52 00 ekl o oo ssarch oilsls, andthen jesy ENTER

X @ eiucn  Feouiyihdvinor Informaiien SLAHST 3 18 |PROE |

;I i 0

- FRCALTY MEMSER SA L (1R Bimwi Bowss %ogs T

You will then need to assign the college and department in order for the faculty member’s information to print
on the SYRTRAL report:

» Click options, then Faculty Contract, College, Department info

*  Click next block

* Choose the college and department to which the faculty member is assigned, click the home box

+ If a faculty member is also teaching in another area you must choose that department on the next line

» If there are other departments listed, do not delete them

* The percentage is not required but can be used

+ Click the Save button in the lower right hand corner

* You will now be able to add courses to this faculty member
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SIAINST

Inactivating Faculty

To make a Faculty Member Inactive

- Enter faculty ID (“A” number) if you don’t know the ID tab over and put in their name, last, first.

» Enter term (this should be the term in which the person’s status changed).
» Click next block

» Click on the maintenance icon (the little yellow guy in the middle). If the status change is the
same term they started then the maintenance button will not be yellow and you will not have to

click it.

» In the Status block type IN or choose inactive from the dropdown, the date will automatically

populate.
» Click the Save button in the lower right hand corner.

e Facfiydviaor rfserodion SRS T S 3 8 (FROO) ) £ oms

o | — o SN

Get Sartad. Complets s Fedde sbass and Gick Go To saarth by o, oréss TAB Fam oo I Tiedd. satr phor searth ofleriy, ged then pess ENTER

wn P acatUAdvinor inkorraten SLUHST 9 38 (IR0

0 e 0 T ket O
* PRCATY MEMSEE AL DE TR S Biuwt Bosse Bcey Y.roe
Furw m L Narimance B
R " L e 1 ©
et Dot (3515 » et
Duw
Fax "o
v| Advear oull Tipe
v Prowany R Seourty WO Rde

Apod trus Dube L]

SGAADVR Assigning Advisors
To Assign a Student an Advisor for the First Time

e Go to form SGAADVR.
e Enter student ID and Term > Go

Artumn @ Toos

[ . Tesrc [223714

lan Madtiphe Advisors SGAATIVE § 1 13 PROOO

T MUVASON INPCRMATION Biww Bowe B Y

AR e AR T O AR e

© e
A ssoe Enaren WAR Waks Aerbs Il
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If a student already has an advisor and you need to change it:
* Enter the student ID and the new effective Term (this will be the term you want to end the old
advisor and start a new one) and then Go

Matple Advmers SCAANVH 9 371 (FR0U) & Fruaen & s

Gut Sarted Complews the baic above are Sck Co. e saarch by mama. sesas [AE from an 1D a2, evler poar search crlara, and then prass ENTER

X @ehuchan  Muiphe Addsors SGAATIVR § 113 (PRODD SALATID @ TOMS
e _ Torwe 200 et e
T ALPASON IRRCRIMA TN Biwwt Bows Scun Trae
frwe Tors (30900 ] Nabtesarce T
" e Adrnis e R T s BT
M- Jubw, Clumpn X wAn Wepr Aertror Il

¢ Then page down using arrows in the left hand corner to get to the Advisor Information. Click Insert
and enter the new advisor’s ID. Be sure to check Primary Indicator on the primary advisor tab.
Under the Advisor Type you can enter whether it is their Major. Be sure to save or F10.

Matiple Advmacs SGCAAAH 9 571 (PRO0 Arrumtn @ Toos

Got Swrted Complete e baids sbove sed cick Go. T saarch by nama sesss TAE from an 1D Seid, erler poar search criana, sad then prams ENTER

X @ehmian  Vaiiphs Advsors SGAATIVE § 1 13 PROOS JAROATED @ ToNS
TOALASON INTCMMAL N Bt Poese iy ¥ it
frow e [2001 | & Makvesarce I
L L A fae Dk b Mivas b i
SR sebe Earen K Noix Advier |

Hgooed 1 ot 1

Figure 1 If type of Advisor is unknown use the three dots to look up advisor type.

*  Minor
IMPORTANT NOTE: If you are changing an advisor for the same term the original advisor was
assigned (the term in the key block matches the From Term), the maintenance button will not be
yellow. You will simply need to remove record the current advisor, click save and then enter the
new advisors’ A number.
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Assigning Courses

Assigning a Course to a Faculty Member

Enter faculty ID (“A” number) if you don’t know the ID use the three dots to bring up a search feature
and enter the last name then first name.

Enter the term

Click Go

Click Record then Insert a new record

Enter the CRN and then tab—the remaining fields will automatically populate

Click the Save button in the lower right hand corner

A& FEATED  f§Tos

X @echuoian  Faoulty Assigrament SIASGN 93 53 (PRODY

Gon Stared Complate the Sein above and ciick Go. Te 2eorch by nemva. penss TAE om on 1D Seia. endsy your search orteda. and then press ENTER

x

[S T

Faculy Assgrmant SAASEN 9119 %00

O

= PACULTY ASSIGRMENT Bwwe Bows SNowe Yrae

“n R Coe

Changing Instructors

If you wish to change the instructor of a course, you will need to delete the course from the current instructor
and then add the course to the correct instructor.

To delete a course from an instructor use the following instructions:

Enter “A” number in ID block or last name, first name in the next block

Tab over and enter the Term

Next Block using the arrows in the lower left hand corner

The faculty member’s schedule will automatically populate

Click on the CRN for the course you wish to delete from the faculty member
Click Record then “Delete” and save located in the lower right hand corner
The course will be removed from the faculty member

Click Save in the lower right hand corner

Start Over to go to another instructor

To add courses to an instructor use the following instructions:

Enter “A” number in ID block or last name, first name in the next block
Tab over and enter the Term

Next Block

The faculty member’s schedule will automatically populate
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+ Click on any CRN and from that block select Record “Insert” on the right hand side of the Faculty
Assignment box.

* Type in the CRN—the remaining fields will populate

» If aninstructor is teaching a dual-taught class (or “piggyback” class as some call it) the instructor will
have to be entered on both classes individually and then the second course will require an override to
be entered on the instructor form. This is done by clicking the “Override Conflicts” box so that a check
mark appears in the box.

Override Workload

At this time, BANNER is only set up to calculate faculty loads for lecture and web classes by our workload
policy. There may be time when the workload will have to be adjusted. Follow the instructions below when
this is necessary:
*  Enter “A” number in ID block or last, first name in the next block
+ Tab over and enter the Term
» Next Block using the arrows in the lower left hand corner
» The faculty member’s schedule will automatically populate
+ Click the “Override Workload” box in the course in which the load is incorrect and enter the correct
amount of load the faculty member should receive
» If the course is being taught by more than one faculty member you will need to enter the percent
responsibility. Say the course is being split two ways you will enter 50 in the percent responsibility
space, the workload will automatically populate. If the course is being split three ways, you will enter 33
percent for two faculty members and 34 percent for one.
* Click the Save icon in the lower right hand corner

Check Workload
Enter “A” number or tab over and enter faculty name, last, first
Enter Term
Next Block

Look at “Work Load” on right hand
Press your enter key
Note: the rest of the information will automatically populate the fields
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SIAASGN

Non-instructional Assignments

Full Work load for full-time faculty = 15 hours. In the past we have used 12 hours although the value has been
15. We must track the entire 15 hours. Institutional Research and Effectiveness will assign all full-time tenure
track faculty members 3 hours of non-instructional assignments (re-assign time) each semester, this will be
done two weeks prior to the first day of class. Departments can remove the non-instructional time from a
faculty member and they can also add additional non-instructional time to a faculty member. In order to assign
non-instructional time to a faculty member, the faculty member must have a course assigned to them.

To add non-instructional time to a faculty member, follow these instructions:
+ Enter “A” number for faculty member in ID block or last, first name in the next block
+ Enterterm
* Next block
+ Select Options then choose “faculty Non-instruct Assignments”
* Click the down arrow under type
* Choose the type of non-instructional time you wish to assign the person, do not use the values that
start with W
» Type in the hours the faculty member will receive for this non-instructional assignment
+ Click the Save icon in the upper right hand corner of your screen

* You may also view a list of non-instructional assignments by going to STVNIST and then clicking Next
Block

» If you wish to remove a non-instructional assignment, follow the first five instructions from above, then
click in the type box of the assignment you wish to remove

+ Select Record, then “Remove”

SIRCTAL

Faculty Load Contract Analysis

. Go located in the right hand corner

. “Printer Control”

. This will bring you to the printer which should state DATABASE (you may have to type this in the
first time)

. Next block using the arrows at the bottom of the page to the “Parameter Values” block

. Set the Parameters as follows:

o Schedule Term

Instructor/Assignment Indicator = |

College = abbreviation for your college

Department = abbreviation for your department

Sort Field = 2 (this will print faculty in alphabetical order)

O O O O

. Next block using the arrows at the bottom of the page to the “Submission” block
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. Click the Save icon, lower right hand corner

. Write down the job number which shows at the top right hand corner of your screen.

S& RELATED E TOOLS

Give the system a few minutes to run
. Click on Related “Review Output”

Q, [search
Review Output [SJIREVO] g— |

Delete Multiple Saved Output [GJIREVD)

Upload File [GUAUPLP]
Upload file [GJAJFLU]

Review PDF/plain text output [GJAJLIS]

. If the report number is not in the Number enter the number saved and the

File Name —sirctal_9199634.log

X @elucan  Saved Output Review GJREVD 9.3.11 (PROD)

Process: |SIRCTA] = | Facuby Load Conmart Analysis Number: | $154634 = Go |
Saved
Lines:

Gel Started Complele the fids above and cick Go. To search by name, press TAB Fum an 1D fiehd. enier your sarch criterie, and then press ENTER

@ellucian  Saved Output Review GJIREVD 9.3.11 (PROD) B B % FELATED ¥ TO0LS

Process: SIRCTAL Fac

Load Contact Andlysis ~ Number: $195634  File Name: srctal 919934 log  Beginning Date Saved: Lines: 76 | swtowe |

™ SAVED DUTPUT REVIEW Bt @oeet: % Y. il

<« »
W« [Dof2p N 20 v | Per Page Record 10f28
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Follow these instructions to view this report in a separate window and to save as a file or you can print
the report.

Select Options — “Show Document”

Hold down the CTRL key at the same time you click YES

The file will open in your browser

Click file, save as, and then change file name and location, select TEXT as file type

NOTE: If you have problems with this document showing you will need to turn off the pop-up
blocker

Get out of Banner

Open Internet Explorer

Turn off Pop-Up Blocker

SYACMAX

Updating Course Capacities

Log in to BANNER and go to the form SYACMAX

Enter the term for the course

Enter the CRN for the course in which you would like to increase its cap
Click the Save icon

Note: You will only be permitted to change the caps for the courses which fall within your department

FIELDS

Term Term that the course is in that you wish to update the Cap

Subject Course Subject — not updatable

Course Number Course Number — not updatable

Section Title Course Title — not updatable

Enrolled Number of students currently enrolled — not updatable

Course Cap Capacity you want the course set at — only updatable field

Building Code Code used to identify the building — not updatable

Room Code Room Number — not updatable

Fire Code Room Capacity prurse C}flalg) cannot go over this number — fire code capacity for room set by
ire marsha
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SSRTALY

Schedule Section Tally
Instructions on Running Report

Type SSRTALY at the menu prompt and press enter

X e Pores Sk CURCTL 010D

Pcess; vl = Parmnezr &2 1

(e e ol e s s ek i s by name, s T8 Fom an ) i ey s e, and e ENTER

Go: located in the upper right hand corner

X  @ellucian  Process Submission Controls GJAPCTL 9.3.10 (PROD) B a0

B RETREVE  JLRELATED 3§ TOOLS

Process: SSRTALY Scheduled Section Tally Parameter Set: Start Over ]

~ PRINTER CONTROL Ginset @ Delete TmCopy . Fiter
Printer \ Submit Time ‘:| PDF Fon! Size
specalPint [ | MIME Type | None Delete After Days
Lines \E\ PDF Font Delete After Date
™ PARAMETER VALUES Pt MDelle mCopy | Y. Fille
Number * Parameters Values
01 Term
02 Part-of-tarm (% for all)
03 Order of Report (VALUES 1,2.3)
04 Campus
05 Instructional Method
06 Print Long Course Title N
07 Print Long Section Title N
Record 1 of 7
LENGTH: 6 TYPE: Character O/R: Required M/S: Single
Enter the term for which you want the scheduled sections to be printed.
™ SUBMISSION Pt MDelle mCopy | Y. Fille
D Save Parameter Set as Hold / Submit O Hold @ Submit
Name: \ Description |

30



Once you click on next block you will be taken to the Printer Control portion of the job submission. Be
sure to enter DATABASE at the Printer cue.

» Click next block using arrows in the lower left corner of the screen which will take you into the
Parameter Values portion of the job submission.

X  @ellucian  Process Submission Controls GIAPCTL 9.3.10 (PROD)

B a0 | RETREVE  JLRELATED % TOOLS

Process: SSRTALY Scheduled Section Tally Parameter Set:

~ PRINTER CONTROL
Printer | DATABASE
Special Print |

Lines (55

T PARAMETER VALUES

Number * Parameters

[ surover

B Submit Time |

FOF Font Size
\ MIME Type  None Delete After Days
POF Font Delete Afier Date

Insert @ Delete TmCopy | Y Filter

Values

02 Part-of-term (% for all)

03 Order of Report (VALUES 12 3)

04 Campus

05 Instructional Method

06 Print Long Course Title N

07 Print Long Section Title

Record 1 of 7

LENGTH: 6 TYPE: Character O/R: Required M/S: Single

Enter the term for which you want the scheduled sections to be printed

T SUBMISSION

[7] save Parameter Set as

Hold/submit (O Hold  (8) submit

Neme |

Description I

Below are the following Parameter Values (you may click on the down arrow under Values for possible

values to enter):

01
02
03

04
05
06
07

Term Enter Valid term (Ex: 200784)
Part-of-term (% for all) Enter % to catch all courses included in the term
Order of Report (VALUES 1, 2, 3) Enter your selection

1 = Subject Order

2 = College, Division, Department order

3 = Department order

Campus Enter 14M for Main Campus or AJA for Fort Campbell
Instructional Method Enter %
Print Long Course Title Enter N
Print Long Section Title Enter N

Enter Values based on the information above and your needs

Click next block using arrows in the lower left corner of the screen which will take you into Submission

portion of the job submission.
+ Page Down a second time to Submit
* Click on the Save located in the lower right hand corner.

e Remember to record or clip the information that appears in the upper right hand corner. You will
need this information to retrieve the report
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B oo B ReREVE  RRELATED ¥ TOOLS

Parameter Set: | L | Q Log file: ssrtaly_9207996.log List file: ssrtaly_9207996.lis

NTER.

Used the Related in the upper right hand corner to Click on Review Output (GJIREVO)

Q. search

Review Output [GJIREVO] <*——w |

Delete Multiple Saved Output [GJIREVD]

Upload File [GUAUPLP]

Upload file [GJAJFLU]

Review PDF/plain text output [GJAJLIS]

The form will have Process as SSRTALY; Number will have the number assigned to the process you
just ran.

There may be an error at the bottom on the status line (where you see on the form below File Name,
double-click for valid file names). This is just because the process has not completed running.

Use the three dots on the File Name Block to bring the Available Files

Once you have the message in the status line File Name, double-click for valid file names and it will
automatically populate
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X @ellucian  Saved Output Review GJIREVO 9.3.11 (PROD)

Process: [SSRTALY — | Schaduled Saction Tally Number: (9207956 =
File Name: [9207996.l0g Bl Beginning Date: [ @)
Saved
Lines:

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER

Available Files x

Criteria [ Q| l
Output File Name Record Count | Date Saved
ssetaly_9207996 lis 0 05/18/2021 11:50
ssrtaly_9207996 log 28 : 05/18/2021 11:50
4 14
Record 1 of 2
o T o]
#

« The report will appear in the window
« To save the file to a Text file, click on Options from the menu
» Select Tools > Options >Show Document (Save and Print File).

X @ellucian  Saved Cutput Review GJIREVO 9.3.11 (PROD)

Process: SSRTALY Schadulod Section Tally ~ Number: 9207995  Flle Name: scrtaly 920799 log  Beginning Date Saved: Lines: 28

T SAVED OUTPUT REVIEW

Usernswe: Connected.

M« [Moi2p M 20 v| PerPage




ORDERING ENROLLEMNT VERIFICATIONS ONLINE THROUGH AP SELF SERVICE
You can now order your Enrollment Verifications online by following these simple steps:

* Go to www.apsu.edu and click on Quick Links

+ Click on AP Self Service

* When the page changes click on “Enter Secure Area”

* Type in your Banner ID and PIN and hit the enter key

* When the page changes choose the option: “Student, Financial Aid, Veterans Affairs, and Housing’

* When the page changes choose the option: “Student Record”

* When the page changes choose the option: “Request Enrollment Verification”

* Fill out this form and click the “Submit Request” button—your form will be processed within 1-2
business days
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