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Banner 9 Keystrokes
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Functions Keystroke (Windows) Keystroke (Mac) Banner 8 terms Banner 9 terms
Next Field/Item Tab Tab

Forms ——— > Pages
Previous Field/ltem Shift + Tab Shift + Tab -

Blocks ———> Sections
Up Up arrow Up arrow

Next Block —> Go

Down Down arrow Down arrow
Previous page up Page up Page up Rollback ——> Start Over
Next page down Page down Page down Query > Filter
First page Ctrl + Home Ctrl + Home Toolbar > Tool menu
Last page Ctrl + End Ctrl + End

Page tab 1, Page tab 2,...

Ctrl + Shift + 1, Ctrl + Shift + 2, ...

Ctrl + Shift + 1, Ctrl +
Shift+2, ...

Edit Ctrl+E Ctrl+E
Choose/Submit/Action Return/Enter Return/Enter

List of values F9 F9
Cancel/Exit/Close Ctrl+Q Ctrl+Q

Save F10 F10

Clear One Record Shift + F4 Shift + F4

Delete Record Shift + F6 Shift + F6
Duplicate Selected Record F4 F4

Insert/Create Record F6 F6

Clear Allin Section Shift + F5 Shift + F5

Open Menu Directly Ctrl+M Ctrl +M

Previous Section Alt + Page up Option + Page up
Duplicate Item F3 F3

Clear Page F5 F5

Search/Open Filter Query F7 F7

Execute Filter Query F8 F8

Export Shift + F1 Shift + F1

Print Ctrl+P Ctrl+P
Refresh/RollBack F5 F5

Change MEP Context Alt + Shift + C Option + Shift + C
Open Related Menu Alt + Shift + R Option + Shift + R
Open Tools Menu Alt + Shift + T Option + Shift + T
More Information Ctrl + Shift + U Ctrl + Shift + U
App. Navigator Display Openitems | Ctrl+Y Ctrl+Y

Application Navigator Search

Ctrl + Shift +Y

Ctrl + Shift +Y

Application Navigator Help

Ctrl + Shift + L

Ctrl + Shift + L

Application Navigator Sign Out

Ctrl + Shift + F

Ctrl + Shift + F

Copy Ctrl+C Ctrl+C
Cut Ctrl + X Ctrl+X
Paste Ctrl+V Ctrl+V
Undo Ctrl+2Z Ctrl+Z
Redo Ctrl + Shift + Z Ctrl + Shift + Z
Cancel action Esc Esc

Select on a Called Form Alt+S Option+ S
Retrieve BDM Document Alt+R Option + R
ADD BDM Document Alt+A Option + A
Submit Workflow Alt+W Option + W
Release Workflow Alt+Q Option +Q

RUNNING JOBSUBS

1. Typethe jobsub nameinto Search field.

2. Enterthe parameters and click Save. A message
message about report will appear.

3. Click Related, then Review Output.

S% RELATED [ - RO

Q, [search
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4. Next to the File Name field, click the Search
button.

File Name: |

A ~—

5. Find the number of your report and select it,
then click OK.

6. From the Tools menu, pick Options, then Show
Document.

Q, |search

ACTIONS

Ref About Banner

Exp{ OPTIONS

O

Dolats Ouitnut

7. Youwill be asked if you wish to view the
document in a browser. Click Yes.

You have selected to Show File (nopeama_5106931.1is) in a

browser. Do you wish to continue?
)

ReMEMBER T0 USE CHROME TO
ACCESS BANNER 9 CJ
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Banner 9 Functions

N

BANNER 8 FUNcTION | BANNER 9 FUNCTION LocATION / DESCRIPTION gEYBOARD
HORTCUT
ADD 1 = = You can add a document by clicking on the ADD buttonin the
DOCUMENT App L upper right of the page header.
N e BT Messages will appear when appropriate, color-coded with
green being informational, yellow being a warning, and red
AuTo HINT e ; ; I
aaED % ToOLS ) being an error. You can click on the yellow Notification Center
= square to toggle messages on and off.
CANCEL @ CANCEL CANCEL Click the Cancel button in the lower right to cancel your query. Ctrl+Q
QUERY
DispLAY ﬂ.:l RETRIEVE RETRIEVE will access Xtender to display needed documents.
DoCUMENT The buttonis found in the upper right of the page header.
ENTER oo - Use the Filter button in the upper right of the section to enter
QuUERY E_'?ﬁ FiLTeR " Copy G F'"ﬂ> the parameters of your query. F1
EXECUTE f—11 . : .
QUERY THI | Go ﬁ Click the Go button in the upper right to execute your query. F8
ExiT x ExiT To exit a page, click the X button in the upper left. Ctrl+Q
INSERT The Insert button is in the upper right of the section. Your
REcoRrD E INSERT @ = DEI{ cursor must be in the section for the buttons to be active. F6
NEXT Use the Next arrow at the bottom of the page to move to the Alt+Pg Down
= v
NexT BLock % SECTION = next section or tab. (Opt+Pg Down)
NEXT = NEXT —
Bl E‘I i h 4]of 7T M Use the DVD type buttons to go to the Next record. Down Arrow
You can access the online help by clicking on the ? in the upper Ctrl+
?
ONLINE HELP @I ? right above the page header. Shift+L
PrREVIOUS %_ PrEvioOus - Use the Previous arrow at the bottom left of the page tomove | Alt+PgDown
BLock SECTION between sections or tabs. (Opt+Pg Down)
PrREVIOUS PrREVIOUS — Use the DVD type buttons at the bottom of the section to go
REcCoORD @ RecorD M« [4)of7 to the Previous records. Up Arrow
PRINT |E| PRINT . o The Prlpt command can be found in the Tools menu in the Ctrl+P
upper right of the header.
RELATED RELATED RELATED in the upper right of the page header will bring up a Alt+
DocuMENTS — menu of related documents for forms or for jobsubs. Shift+R
REMoVE B - The Delete button s in the upper right of the section. To :
(= : - . +
RECORD 4 DEEE g w remove a record, bring it up on your screen and click Delete SnifeFS
RoLLBACK : -'1': START OVER The green Start Over button is in the upper right. F5
SAVE B SAVE W Located in the bottom right corner of the window. F10
Double click on the list choice or click on the choice and then
SELECT SELECT click the Select buttonin the lower right.
VIEW MORE : This button only displays for sections that have supplemental
SUPPLEMENTAL I [ More Information data and is called More Information. It can be found in the
= NFORMATION . :
DaATA upper right of a section.




