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Menu Icon: Click on this icon to open the Banner menu.
This can be found on the top left hand corner.

Search Icon: Click on the icon to open the search
window. It is the magnifying icon located next to the
Menu icon at the top of the page. You can enter either the |
descriptive name of the page or the Banner acronym.

Search Field Icon: In this box, you enter either the
descriptive name of the page or the Banner acronym.
Find the desired entry and click to Enter.

Recently Opened Icon: This will display after opening
the first page. It will list recently opened pages for easier
access.
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Get Started: Fill out the fields above and press Go.
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Click Go to activate the page.
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Click the ‘X’ icon to close the current page
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Last Update
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Original Creation
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Save button is at the bottom of the page.
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Get Started: Fill out the fields above and press Go \ Click the search ( )

Option List x
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button to open the Option List shown below.

Person Search

Non-Person Search
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Cancel




Texas A&M University - Kingsville & Sign Out

Person Search SOAIDEN 9.3.5 (BANPROD) R ADD B RETRIEVE g&RELATED ¥ TOOLS

¥ PERSON SEARCH Insert @ Delete ¥g Copy | Y. Filter
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Options used to search for a person will appear here. You may choose more
Add Another Field ... v
| Add Another Field .. than one.

ID

Last Name
First Name
Middio Narie (O Case Sensitive Query
Change Indicator )
Name Type Click go to execute search.

ClearAll | Go




Press the tab button and a search box will appear.
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Get Started: Fill out the fields above and press Go.
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The search box will allow you to enter a full name (last name, first
name) or type a portion of the name and enter the wildcard (%) then
press ENTER to execute.

ID and Name Extended Search

Search Detail
@ Press To See Results | Person/Non-Person Count 14

|@ Person Search Detail | (@ Non-Person Search Detail |

Reduce Search By

Group Type o Person O Non-Person @ Both Name Type | |
city | | Birth Date | |
State or Province I ] Gender | |

ZIP or Postal Code I .- |

Press Enter Query or select button to clear search \_I
Enter search criteria then press Execute Query or select button to reduce search. \ =3

If there are multiple searching, this window will allow you to view the results.
Or you may enter more criteria to narrow down your search.
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Last Update
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Original Creation
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/ Previous/Next section icons to navigate tabs.
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Start O er

ID: K00

Telephone Biographical Additional Identification

~ ALTERNATE NAMES OR IDS / Insert (@@ Delete ¥ C}y ¥, Filter

Name Type -..| SSN Change First Name
Change Type ID Middle Name

© Related Icon: Some of the
functions in the Banner 8 Options
menu are shown here. It gives you .
easy access to pages that are
related to the data on the current

page.

Current Identification Address E-mail Emergency Contact

Last Name

4 »

4 4 [[Jof3p M ] ‘71 v | Per Page Record 1 of 3

/

Tools icon: Some of the functions in the Banner 8
Options menu are shown here. It gives you
access to standard tools and actions such as:
Print, Export, Clear Data and Exit Workflow. The

options and functions available are based on the
page you are viewing.

e ‘ 2l Activity Date 04/11/2017 08:00:06 AM  Activity User ISJEB

EDIT Record: 173 SPRIDEN_PREVIOUS.SPRIDEN_NTYP_CODE [1] ellucian
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Get Started: Fill out the fields above and press Go. System Data Summary [GUASYST]

ommon Matchings [GOAMTCH]




Q ?b Texas A&M University - Kingsville 0 & Sign Out ?

General Person Identification SPAIDEN 9.3.8 (BANPROD) ADD a RETRIEVE ﬁ?ﬁ RELATED

Q, lsearch

ACTIONS

xport Shift+F1
Print CurksP

Tools menu: Contains actions, functions and management functions
based on the page you are currently viewing. Clear Record SIS
Clear Data Shift+F5

To close the Tools menu just click the Tools button again.

Item Properties
Display ID Image
Exit Quickflow
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Current |dentification

| 4

d
14



Q '.‘b Texas A&M University - Kingsville
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Get Started: Fill out the fields above and press Go.

Alert Levels

Warning

0 & Sign Out ?

ADD a RETRIEVE ﬁ‘i‘ﬁ RELATED # TOOLS [

*ERROR* New ID must be created on since
Common Matching is enabled and user is set
up to run Common Matching

Notification Center indicates the number of alerts. To
clock them re-click on the number.




Contact L

For specific questions about Banner 9, please contact Office of the Registr:

» by email at reqgistrar@tamuk.edu
» by phone at 361-593-2811

Please visit
for training material.
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