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How to create a link (shortcut)
In “My Banner”



Purpose: How to create a link in “My Banner”
Function: Useful for creating links to the forms you use most often in Banner

& Oracle Developer Forms Runtime - Web

File Edit Options Block Item Eecord Query Tools Help
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Go To.. D Welcome, MGODWIN Pruducts:E

:!My Banner
‘ABanner
[1Student [*STUDENT]

L:]AIumni/Deuelnpment [F*ALUMMNI]

CIFinancial [*FINANCE] My Banner is a folder where you
(IHuman Resources [*HRS] can create shortcuts to all of the
LIFinancial Aid [*RESOURCE] forms you use most often in
_JGeneral [*GENERAL] Banner.

Double click =My Banner 314 you will see one of the following:

1. If you have never created a link in my Banner:

=] Empty; Select to build. [GUAPMN

Double click

2. If you have have created a link in my Banner:




Once you double click = EMBEy; Select to build. [GUAPMNU] o

B organize My Banner [GUAPMNU] the screen shown in Exhibit 1 will be

displayed:

Exhibit 1 (My Banner Maintenance GUAPMNU)

& Oracle Developer Forms Runtime - Web: Open > GUAPMNU
File Edit Cptions Block Item Record Query Tools Help
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"7 My Banner Maintenance GUAPMNU 7.3 (

MGODWIN's Personal Menu

Type: |Oracle Forms module v| @ Object Description

Object Description
|FI'MITYP |1099 Income Type Code Maintenance [~
[Fanto9s [1093 Reporting
[Foato9e [1099-MISC Magnetic Tape Transmitter D

[sTvSCFF [A/F/1 Fund Source validation

|STUGSTA |»Q.-"F.-"I Status Walidation
[sTeTask [a/F/1 Task validation

[sTvGTYP [a/F/1 Type validation :: =
[ausaBOT [About Banner

<]
|STUACCL |ncadem|c Calendar Type Validation D
|ST\.-'SIZE |Acadernic: Dress Size Validation E‘
|ST\.-'TYPE |Academic Dress Type VYalidation o @

|ST\.-'E\.-'EN |Acadernic History Event Code Walidation

|STUASTD |ncademic Standing Caode Walidation

|ST\.-'ACYR |Acadernic: ear Walidation
|ST\.-'TAAU |Acceptance Authaority Code Validation

|ST\.-'ACPR |Acceptance Practice Code Validation

|STUTRAC |ncceptance Reason Yalidation

|FFMACCT |Account Code Maintenance

|FI'\.-'ACCT |Accuunt Code validation

|FGQACTH |Account Hierarchy
|FI'IACTH |Account Hierarchy Query -

The left-hand side of the screen provides a listing of available objects in Banner based on
what is selected in the “Type:” field. In this example we are seeing a partial listing of
Forms within Banner. The right-hand side of the screen is where you will indicate which
objects (forms in this example) you wish to have in your “My Banner” or commonly
referred to as favorites in other applications.

If you know the name of a form you wish to add to “My Banner”, such as FPAREQN,
type it in the Object field on the right-hand side of the screen and press either the Enter or
Tab key on your keyboard. The Banner description of the form will be displayed. As
shown in Exhibit 2.



Exhibit 2 (Banner Description)

MGODWIN's Personal Menu

Type: |Orac|e Forms module '| @ Object Description

[FrarEQn [Reaquisition

Object Description | |

|FI'MITYP ‘1099 Incorne Type Code Maintenance ] | |

[Fa41099 |1099 Reporting | |

You can either keep this description or type in a description which makes sense to you,
maximum 80 characters. As shown in Exhibit 3.

Exhibit 3 (Personal Description)

MGODWIN's Personal Menu

Type: ‘Oracle Forms maodule " @ Object Description

|FPAREQN |Forrn for Creating Requisitions - POs|

Object Description ‘ ‘
[ [ . .

You can also search for a particular form using the query function in Banner as follows.

Once you have pulled up the screen shown in Exhibit 1 click in either the “Object” or

“Description” field and select enter query &% or F7 on your keyboard and you will see a
cleared screen as in Exhibit 4.

Exhibit 4

@ Oracle Developer Forms Runtime - Web: Open > GUAPMNU

File Edit Cpftions Block Item Record Cuery Tools Help
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"\ My Banner Maintenance GUAPMNU 7.3 (

MGODWIN's Personal Menu

Type: |oracle Forms module - & Object Description

Object Description
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Now key in your search term in the “Description” field

@ oracle Developer Forms Runtime - Web: Open = GUAPMNU

File Edit Options Block Item Record Query Tools Help
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' My Banner Maintenance GUAPMMU 7.3 |

MGODWIN's Personal Menu

v| @ Object Description

Type: |Oracle Farrns module

Object Description

%R equisition %

Select Execute Query or F8 on your keyboard and you will receive a listing of forms
based on your search criteria. In this example we searched on Requisition and was given
the following list of forms with the word “Requisition” somewhere in the description.

@ Oracle Developer Forms Runtime - Web: Open > GUAPMNU
File Edit Cptions Block Item Record Query Tools Help
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My Banner Maintenance GUAPMNU 7.3 (TRING il T

MGODWIN's Personal Menu

Type: |Orac:|e Forms module vl @ Object Desc

Object Description

|»

|Open Requisition by FOAPAL Query

|FParEQN [Requisition

|FOQRACT |Requisiti0n Approwval

|FPP.RDEL |Requisition Cancel

|FPICOMS |Requisitic-n Commodity Summary

|FPIREQN |Requisitic-n Query

|FPIREQS |Requisiti0n Suspense List [EI

[FPIRQST  |Requisition validation -
| | o <

Double click the form you wish to add to your “My Banner” and select the right pointing
triangle ] .

Note: the Object and Description will change to blue in color when you double click.
This tells Banner that this is the form you wish to select. If you simply select the form
without double clicking you will not be able to move it over. Just make sure the form
you wish to add is in blue.



After you have entered all of the forms you wish to have in your “My Banner” click the
save icon then the X. You will not see your changes until you log out and back into
Banner.

Example of the results:

& Oracle Developer Forms Runtime - Web: Open > GUAPMNU

File Edit COptions Block Item Record Query Tools Help
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BYED REER ¥V @

MGODWIN's Personal Menu

Type: |Orac:|e Farms module v| @ Object Description
[FParEQN [Requisition
Object Description
L b |FOAAINP |Document Approval
|FI'MITYP |1099 Income Type Code Maintenance = |FOIDOCH |D IR
ocument History
FA&1099 1099 R rti .
| | SRS |FOIAPPH |Document Approval History
[Fos1099 [1099-MISC Magnetic Tape Transmitter D |FRIGITD |G T ——
rant Inception to Date
|ST\.-'SOFF |A.-"’F.-"’I Fund Source Validation |FGIBDST |Organizati0n Budget Status
|ST\.-'GSTA |A.-"’F.-"’I Status Validation |FOAUAPP |User Aerers)

[sTWTASK [A/F/T Task validation [ |

[sTvGTYR [8/F/1 Type validation g = i
|cUA&BOT [about Banner

<]
|ST\.-'ACCL |Academic Calendar Type Validation D
|ST\.-'SIZE |Academic Dress Size Validation @
|ST\.-'TYPE |Academic Dress Type Validation _ @

|ST\.-'ASTD |Academic Standing Code Validation

|ST\.-'ACYR |Academic rear Validation
|ST\.-'TAF\U |Acceptance Authority Code Validation

|
|
|
|ST\.-'E\.-'EN |Academic History Event Code Validation I
|
|
|
|

|ST\.-'ACPR |Acceptance Practice Code Validation

- Fri Feh

Welcome, MGODWIN Products: B Menu | Site Mag

My Links

B Requisition [FPAREQN]
B pocument Approval [FOAAINP] Change Banne
B pocument History [FOIDOGCH]

B Document Approval History [FOIAPPH]
B Grant Inception to Date [FRIGITD]

[2 organization Budget Status [FGIBDST] IRS
B user Approval [FOAUAPP]

Check Banner

E~print

AICPA
B Organize My Banner [GUAPMNU]
‘dBanner BASh
[ student [*STUDENT] IMA

& Alumni/Development [*ALUMNI]
[Financial [*FINANGE]

MIHnman Pacnnrrac FEHBQ1

Banner Booksh
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