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Personal Menus

A personal menu includes the forms, jobs, menus, and QuickFlows that are most important in
your daily work. You can access your personal menu from the Banner Main Menu. The
personal menu is unique to you.

e The Personal Menu Maintenance Form (GUAPMNU) lets you create and change
your personal menu. The section above the left pane shows the Oracle User ID
associated with the person logged on to the system.
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To add an object to a personal menu if you know the object’s seven-character name (this
process is recommended):

1. Access the Personal Menu Maintenance Form (GUAPMNU)

2. Inthe right pane, click under the Object column. You may add a form to your
personal menu by entering the seven-character form name in this area.

Note: To enter more than one form, arrow down after entering a form. You may
also click your mouse below the last entry to add another form.

3. Select the Save function. =l
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|SAARRCT |Admissinns Estnagiipelioles m ‘GT\J‘LETR |Letter Code Validation Form
|STURATP |Rdmissions Rating Type Validation ” |
|SAAWAAD|Admissinns web Calendar Rules ‘
|STVWSCF |Rdmissions web Page Element Validation

|APCADDR |Advancement Address List } L
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|AGACREU |Rdvancement Cashier Session Review

|AGACTRL |Advancement Contraol R
|ALIAMAIL |Advancement General Mail %
|APAIDEN |AdvancamentIdentiﬁcatiun R
|APIBRWS |Advancement Individual Browsing @
|F\PACONS |Advancament Individual Inforrmation @I

|APAIGRP |Advancement Individual Interest Group
|F\OAIDEN |Advancament Individual Search

|APASBIO |Advancement Individual Surmrmmary

|F\PACOMT |Advancament Individual/Organization Co

|APANAME |Advancement Individual/Organization Na

[aPamalL |[advancement mail
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|F\OCCONL |Advancament Organization Contacts List  +
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If you know the object’s seven-character name,

enter the name in a blank Object field and press
Enter. Arrow down or click with your mouse to
add more.
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Creating My Menu:

To add an object to a personal menu by object title:

1. Use the pull-down list above the left pane to select the object type you want to
display. The left pane lists the objects of the selected type.

2. In the left pane, select each object you want to add to the menu. When you select an

object, the name is highlighted.
Click in the right pane where you want to place the new menu item.

4. Click the Insert Selection button in the middle of the form & (right arrow button).

The selected objects are added to the right pane below the place you clicked.

5. Select the Save Function. (=l

Select the object type. This will display the list of objects with the
type requested. The example below has FORM as the type.
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‘GLRVRBL |\.-'ar\able Rules Definition Form

Object Description - .
J Ld ‘GLRSLCT |Pnpu\at|on Selection Definition Rules Form

[RE1coDD [coD Decument Cantral -
TR ode Yalidation Farm

[reasTID |[coD 1dentifier <m =

[RTVCDNT [coD Nation Codes

[RerECH |[coD Pell Recandliation

[RTvCDST [COD State Codes

|REIYTDD |COD rear to Date Pell Disbursement

|REIYTDO |COD “rear to Date Pell Origination @

|RNINAIQ |Ca|cu|ated Meed Analysis Detail Inquiry

[suacaLc][caleulator B2

BN |Calendar [

\
\
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|SOACALD |Ca|enda*)ay Information

|STUCALD |Ca|endar ype Code Walidation

[prve7TR_[California ReRs MR-57 Transsction valids
[PoarERS |[california *RS Monthly Report of Contril P

|PT\.-'ASSN |Ca|ifornia S\RS Employee Assignment Vi

[PoAFass |[california 31‘5 F-496 Activity

[PoamRE7 [California STAS Status/Name Change Ma

|AFADESG |Campa|gn Des‘natlnns

\
\
|F\FACOMT |Campaign Co\ments J }
\
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|AFAEXPN |Campaign Expclses - |
X e R e
Record: 4012 | | <05C= \ \
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GUACALN button; The form was then added to the personal
menu.

In this example Calendar Form was After selecting Calendar form in the left pane (double
selected by double clicking on click on GUACALN); Then click on the right arrow

(SCT Banner General User Guide documentation referenced for this document)
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To delete selected objects from a personal menu:

1. Access the Personal Menu Maintenance Form (GUAPMNU).

2. Inthe right pane, select each object you want to delete. When you select an object,
the name is highlighted.

3. Click on the Remove Selection button in the middle of the form <1 (left arrow
button). Then the object is deleted from your Personal Menu.

4. Select the Save function. &l

To delete all objects from a personal menu:
1. Access the Personal Menu Maintenance Form (GUAPMNU).

2. Click on the Remove All button in the middle of the form < (double left arrow
button).

3. Select the Save function. &l

Note: It is recommended not to use the M= (double right arrow button) to add all objects
to your personal menu. The Personal menu should contain objects that you
routinely access.

(SCT Banner General User Guide documentation referenced for this document)
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Viewing your Personal Menu

To view your personal menu, return to the Banner Main Menu. If you are in the
GUAPMNU, you can exit to return to the Banner Main Menu. Your Personal Menu
link will appear in the right pane as displayed below. When selected, the objects you
have assigned will display in the right pane.
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[*] welcome, ALETGEN products: [~] Menu | Sits Map | Help Center

My Links

Bl variable Rules Definition Form [GLRYRBEL]
B Population Selection Definition Rules Form [GLRSLGT]
Bl Letter Code validation Form [GTYLETR]
B calendar Form [GUACALN]
B organize My Banner [GUAPMNU]
—ISCTBa Personal Link 2
LI1Student [*STUD 1
LlAdvancement [*AR UMNI]
nu [*FINANCE] Personal Link 4
L IHuman Resources F*HRS]
_IFinancial Aid [*RESPURCE]
L1General [*GENERAL]

_IBanner XtenderSol&ions System Menu [*BXS]

Change Banner Password

Check Banner Message

Personal Link 1

Personal Link 3

LIFinance System

Personal Link &

Personal Link 6

My Institution

Banner Broadcast Messagds

Record: 171 | L | <0gC=

Press ENTER to start selection or expdndicollapse menu. | J

My Menu will now contain your selections
made on GUAPMNU

(SCT Banner General User Guide documentation referenced for this document)



Personalize Banner
My Menu & My Links

Page 6 of 9

Creating My Links:

My links allows you to insert web sites in the banner client that are most important in your
daily work. You can access your My Links from the Banner Main Menu. My Links are
unique to you.

e The General User Preference Maintenance Form (GUAUPREF) lets your My Links.
You can maintain up to 6 Personal Links.
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My Banner My Links
2 variable Rules Definition Form [GLRYRBL]
Bl Population Selection Definition Rules Form [GLRSLCT] Change Banner Password

Bl Letter code validation Form [GTYLETR]
Bl calendar Form [GUAGALN]
B Organize My Banner [GUAPMNU]
ASCT Banner
Istudent [*STUDENT]
L1Advancement [*ALUWNI]
_IFinance System Menu [*FINANGE]
L 1Human Resources [*HRS]
L IFinancial Aid [*RESOURCE]
_lGeneral [*GENERAL]
_1Banner XtenderSolutions System Menu [*BXS]

Personal Link 1

Personal Link 2

Personal Link 3

Personal Link 4

Personal Link &

Personal Link &

My Institution

Banner Broadcast Messages

Enter the ohject name; Press CQUERY for messages, LIST for listing |
Record: 11 | | =osC=
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To update My Links in Banner:
1. Access the General User Preference Maintenance Form (GUAUPREF).
2. Click on the My Links tab at the top of the form

3. Enter your own User Links in the User Value: fields for the “Enter the description for
the “My Personal Link 1’ link” entries.

4. Select the Save function. &l

Select My Links tab to
enter your My Links
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Display Options  Directory Options My Links Menu Settings (LR

Description: |Enter the URL for the "My Institution” link, (=]

Default Yalue: |http:ff‘www.iup.eduf

User Value:

Description: |Enter the description for the "My Persanal Link 1" link,

Default Value: |Yuur first personal link description

User Value: |Techno|ogy Services Center .

Description: |Enter the URL or Banner object for the "My Personal Link 1" link.

Default Yalue: |Your first personal link URL

User Value: |http:f/www.iup.eduftscf —
Description: |Enter the description for the "My Personal Link 2" link.
Default Value: |Your’ second persanal link description

—
User value: |ursa
Description: |Enter the URL ar Banner object for the "My Persanal Link 2" link.

Default Yalue: |Your secand personal link URL

User Value: |http:f/www.|up.edufursa 4— -
Enter user specific sefings ‘
Record: 1413 |1 - | <ogc=

Enter the User Value for your Personal Links.
Please do not change the My Institution Link.
You may enter up to 6 links.

(SCT Banner General User Guide documentation referenced for this document)
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5. You will receive a Dialog box stating that you must exit Banner and log back in to
see your new My Links. Click Ok.
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Display Options  Directory Options Menu Settings 0, VA

Description: Enter the URL for the "My Institution” link.
Default Yalue: http: /s sungardsct. com/

User ¥Yalue: http:/fwmw . iup.edu

Description: Enter the description forth

Default Yalue:  vour first personal link g

User Value: http/Awww iop.edufurss . o i
&l Your "Hyperlink description” changes will on¥ be seen
after you exit and log back into SCT Banner.,

Description: Enter the URL or Banne

Default Yalue:  our first personal link

User Value:

Description: Enter the description for the "My Personal Link 2" link.
Default Yalue:  vour second personal link description

User Value:

Description: Enter the URL or Banner object for the "My Personal Link 2" link.
Default ¥alue:  rour second personal link URL

User Value: -

q
FRM-40400: Transaction complete: 1 records applied and saved.
Recard: 0113 | . |
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6. After exiting and logging back into Banner, you will see your new My Links options.
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Banner Broadcast Messages

My Links

Change Banner Passwaord

Check Banner Message

Technology Services Center

URSA
Perso
Personal Link 4
Personal Link &
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