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INB Banner





Banner Finance Version 9.3.8.0.4
This section is intended to provide the user general information and tips to make navigation with Banner easier.  



General Navigation in INB (Internet Native Banner)
	1.  The Banner Website is located at:  http://valenciacollege.edu/banner
Or you can type in banner at the URL

Different ‘instances’ will be available.  Please pick the appropriate database.
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	2. Whatever instance you pick, it will tell you what database you are about to enter.  In this example, the Banner Training database was selected.

Click on Banner
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	3. Enter your user ID and password.
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	4. After you sign into Banner, you will see your Home page.  By clicking on the Toggle Menu [image: image4.png]


, it will open up your menu bar.
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From here you can go to Applications, due a search, see recently opened forms, get online help and sign out.


	5. If you would like to add a form to “My Banner”, type GUAPMNU in the search field and hit enter.  
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	6. The My Banner Maintenance form will open.  Double click on the forms you wish to have in “My Banner”, (they will turn blue), the click on Insert Selection.  These forms will now be added to “My Banner”.  To remove items from “My Banner”, double click on the forms on the right side and click on Remove Selection.
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TSA1098 1098-T Tax Information SAAEAPS Electronic Application Process

FTMITYP 1099 Income Type Code Maintenance TSA1098 1098-T Tax Information

FAAT099 1099 Reporting RFRBASE Fund Base Data

FOA1099 1099 Transmitter Data Form PEILHIS Employee Leave History

PXA1099 1099R FTMAPPQ Approval Queue Maintenance

PTV1099 1099-R Distribution Code Validation FOMAQRC Approval Queue Routing Codes

RNAOV14 2013-2014 Applicant Override FOIAPPH Document Approval History

RNIMS14 2013-2014 Miscalaneous Results Inqiry _ FOIAINP Approvals Notifcation

RNANA14 2013-2014 Need Analysis FOMUSRG Rule Group Security Maintenance
RNAVR14 2013-2014 Need Analysis Document Verlfication FOMRGRC Rule Group/Rule Class Securty Maintenance
RNRGL14 2013-2014 Need Analysis Giobal Policy Options Rules [ msenar ] GUAABOT About Banner

RNAPR14 2013-2014 Need Analysis Processing Remove All FOMPRRG Form/Process To Rule Group Maintenance
RNARS14 2013-2014 Need Analysis Result FOAAINP Document Approval

20132014 Student Loan Data NBIPINC Position Incumbent List

RNASU14 2013-2014 Supplemental Need Analysis FGRBIEX Bank IIF Exception Report

RNAOV15 20142015 Applicant Override STVTOPS Taxonomy of Program Code Validation
RNIMS1S 20142015 Miscalaneous Reslts Inqiry FOMFSEQ Document Code Maint

RNANATS 20142015 Need Analysis FTMPCLS Purchase Order Classffication Maintenance
RNAVRIS 2014-2015 Need Analysis Document Verlfication

RNRGL15 20142015 Need Analysis Giobal Policy Options Rules
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	7. Shortcut for Dates
In the date field, you want to enter….

· System date = type “S”

· Today = “T”
· 091418

	8. Always check the top right hand corner of the form for information regarding the transaction processing.  If you get stopped in the form, the message will tell you how to proceed.
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	9. Required Fields

Most of the required fields will have a * by the field.
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