Performing a Person Search using Banner 7.x

HOW DO | SEARCH IN BANNER?

1. At the General Menu Application Form GUAGMNU, where it says ‘Go To..." type: GUASYST
GUASYST is the System Identification Form. It is used to display the Banner modules where this
ID has a record.

2. Click on the down arrow at the end of the ID field and select Alternate ID Search GUIALTI or hit
F3.

Note: Some forms do not have GUIALTI as an option from the down arrow menu, i.e. APAIDEN. In
this case, you need to go to GUIALTI from the General Menu. Also, some forms do not use the F3
function key to access GUIALTI, i.e. SPAIDEN uses F4.

3. The GUIALTI form will open. Perform your search!

IMPORTANT: If you have performed a search based solely on SSN and the search returned nothing,
please do not assume the person is not in the database! You MUST also perform a NAME
search.

WHAT IS A NAME SEARCH?

e A name search is a way to search Banner to find the ID# of someone who may or may not have a
record in the system.

e |tis a way to identify if a person has multiple IDs within the system.
*** Be careful when searching on first names that could be nicknames.
HOW DO YOU PERFORM A NAME SEARCH?

1. Perform steps 1-3 above

2. Tab to the Last Name field

3. Type a % symbol, the first 2 letters of the last name, a % symbol, then the last 2 letters of the
person’s last name, and a % symbol

4. Tab to the First Name field

5. Type the first 3 letters of the person’s first name and then a % (you may change this depending
on the name — see Thomas McManus example and Gotcha’s on last page)

6. Make sure ‘Case Insensitive Query’ is selected

7. Then click F8 to execute the query or click the 11™ icon from the left on the tool bar [note: if you
put the cursor over the icon it should say ‘Execute Query’]. Execute Query icon looks like:
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8. The system will return the names that “match”

Example, if document indicates the Person’s name is: Brian Moseley.
In Last Name field type: %Mo%ey%

In First Name field type: Bri%

Make sure ‘Case Insensitive Query’ is selected

After executing the query, Banner will produce the following results:

o
File Edit Options Black Item Recard Query Tools Window Help ORACLE
(BB AAEE Y9 RER @ & ME ¢ $@X
Y] M Alternate ID Search GUIALTI F.I:Ii:TF!.I"-JIZEF:I::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::_E'fii'if.
SSMNFSIN/TIN D Entity Last Name First Name Middle Name Birthdate Change
| [*1z345673 [Maoney [Brian [14-mar-1982 &)
[s00010098 [Maoney [Brian [14-Mar-1982
[anoo10097 [Mooney [Brian [16-NOw-1383
|a0o010096 [Maeney [Brian |01-0cT-1985
[s00010093 [Maoney |Bridget [13-MaR-1989
[sn0010100 [morey [Briana [03-mav-1988
987654321 400010101 [Moseley [Brian |27-DEC-1083

EEEEEEENEEEENEEREEEREE |
IEEEEEEEDEEEEEEEEEEED

1

® Case Insensitive Query

-

Case Sensitive Query

4

SEMNISIMITIN: Social Security Mumber, Social Insurance Number or Tax [dentification Mumber. |
Record: 117 [l il | | =o5C=

9. If no “matches” are found by the system, then the Hint Line (at the bottom of the form) will say
“FRM-40301: Query caused no records to be retrieved. Re-Enter.”

10.To select a person, do one of the following:
o down arrow to the proper record (record will be highlighted) and hit [Shift]+[F3]
or
o double click on the record you want to select
or
o click the 3" icon from the left on the tool bar [note: if you put the cursor over the icon it

should say “Select”]. The Select icon looks like: - =_
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(Note: You must select the record that does NOT have ‘I’ or ‘N’ in the Change column, which
indicates either a Name or ID change.)
11.Now you should be at the GUASYST form

12. GUASYST shows all the Banner modules for which this person has a record, indicated by a
checkmark.

You can run the same search process in any other Banner form that is ID driven (for example,
SPAIDEN, APAIDEN, SPAPERS, SRARECR, RPAAWRD, APACONS, SGASTDN, etc.)

Example: For Brian Moseley, the following will appear in GUASYST:

& Oracle Developer Forms Runtime - Web | =lai ]
File Edit Cptions Block Item Record Query Tools Window Help ORACLE
(BVE PRABE/ YT BER Q& BE ¢ &1@X
"em System Identification GU T 7.0 (Tl el
1D: E|Brian Maoseley
STUDENT HUMAN RESOURCE ADVANCEMENT FINAMNCIAL AID FINAMNCE ACCOUNTS
RECEIVABLE
¥ Recruiting [ applicant [ Constituent [ Applicant [ Agency [l &ccounts Receivable
[ Admissions [Employee [ Organization [ Bank
[ Transfer Work [ Beneficiary [ Customer
[ General Student [ Cobra Person [Employee
[ Registration ["IFinancial Manager
["'Housing [¥endor
[ Faculty
*ERROR* Invalid function; press SHOW KEYS for valid functions. |
Record: 111 | ] | | =08C=
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HOW IMPORTANT ARE WILD CARDS WHEN SEARCHING?

In this example, we are searching for Lori Castaldo.
In Last Name field type: Castaldo

In First Name field type: Lori

Make sure ‘Case Insensitive Query’ is selected

After executing the query, Banner will produce the following results:

@ Oracle Developer Forms Runtime - Wehb i ;'Qlﬂ
File Edit Cptions Block Item Record Query Tools Window Help ORACLE
(YR AAER ST BB @IS BEE L OX

Alternate ID Search GUIALTI 7.0 (TRMGT) -iriririririiieiriniels L L T L L L L [

SSNSSIN/TIN ID

m
=
=]
-

-

Last Name First Name Middle Name Birthdate Change

castaldo |I0ri

IEEEEEEEEEEEEEEEEEEEE

IEEEEEEREEEEEREEEEEER

1

® Case Insensitive Query

-

Case Sensitive Query

-

FRM-40301: Query caused no records to be retrieved. Re-enter. |
Racard: 11 | | Enteru.. | | | =osC-

The above search returned no matches. This is not correct because we didn’t perform a proper name
search. The wildcards are missing and the search includes full last name and full first name!
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Let’s add wild cards to this search and perform a proper name search.
In Last Name field type: %Ca%do%

In First Name field type: Lor%

Make sure ‘Case Insensitive Query’ is selected

After executing the query, Banner will produce the following results:

=l
File Edit Options Block Item Record Query Tools ‘Window Help ORACLE
(BB ARAEBEER Y% 2ER QI SIEEI¢ £ 1@1X
7mi5 IHAltErma e IR S EaREhs T A ETEIN E SR R e e e e e e e e e e e e e e e i e e X
SSMNFSINSTIN 1D Entity Last Mame First Name Middle Name Birthdate Change
[ |a0oo10112 |caicedo |Lory [r. [19-5EP-1988 +]
55555555 [*9a7endaz |Castaldo/schulz |Lori [a
|sss555555  [AnO010102 |castalda/schulz |Lori [a
555555555  [*9s765432 |Castaldo/Schulzs |Lori [a

EEEESEEEEEEEEEEEEEGEE
EEEEEEEEEEEEEEEEEEEORe

1]

@ Case Insensitive Query

-

Case Sensitive Query

A4

SSMNISIMITIN Social Security Mumber, Social Insurance Rumber or Tax ldentification Mumber. |
Record: 1/4 | ] | | =08C=

Now that wild cards are used and we performed a proper name search, she is found when the search
is performed.
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In this example, we are searching for McManus, Thomas.
In Last Name field type: %Mc%us%

In First Name field type: Tho%

Make sure ‘Case Insensitive Query’ is selected

After executing the query, Banner will produce the following results:

£ oracle Developer Forms Runtime - Web ] =lai ]
File Edit Cptions Block Item Record Query Tools Window Help ORACLE’
(BYE RAABR Y9 BEE QI & BEI ¢ 4 @X
7] ESlEEER S Fes TR S E SRehR G AN RS S ERR N G e e e e e e e e b S p e e e e e e e e e e e e e o %
SSMNASIN/TIN iD Entity Last Name First Name Middle Name Birthdate Change
[ [*ec6e6686 [me manus [Thomas [+
| |A00010103 |Mc: Manus |Th0mas
|a00o10104 [Memanus [Thomas

IEEEEEEEEEEEEEEEEEEOE
IEEEEEEREEEEEREEEEEED |

1

® Case Insensitive Query

-

Case Sensitive Query

4

SEMISIMITIMNG Social Security Murmber, Social Insurance Number or Tax ldentification Mumber. |
Recard: 1/3 [ il | | =osC-

The above search returned no matches. This is not correct because we know he is in the database.
Either we are not using enough wild cards in this search or we need to reduce the number of letters
in our search!
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Let’s reduce the number of letters in our search.

Example, if document indicates the Person’s name is: Thomas McManus.
In Last Name field type: %Mc%us%

In First Name field type: T%

Make sure ‘Case Insensitive Query’ is selected

After executing the query, Banner will produce the following results:

& Oracle Developer Forms Runtime - Web

File Edit Opftions Block Item Record Query Tools Window Help

=10l x]
ORACLE

EBAEE 7 BEE &I M ¢

SSNFSIN/TIN D Entity Last Name First Name Middle Name

M Alternate 1D Search GUIALTT 2.8 (TRMGTZ) rirria ettt et e e e e e et et e e e e e e e e e e el e e e i e e Lo e e el

Birthdate Change

-

® Case Insensitive Query Case Sensitive Query

Last Mame.
Record: 7114 || | =05C=

[111112111 [reeergiay [P [mcmanus [Tamson [, l3-mar1ser [ &
[111112113 [reeerggay [P [mcmanus [Tamson | [3-mar-1381 [w
[111111111 [ao0010105 [P [Mcmanus [Tamnson | [z3-mav-1981 | [1]
| [s0o010106 [P [mcmanus [Tara | | []
| [*66686686 [P [mcmanus [Thomas | | []
| [#00010103 [P [McManus [Thomas | | (1]
| |aoon10107 I - s [Tom | lrmar-azea [
| [s0o010108 [P [meManus [Terrance M. | []
| |P.00010108 IT |McManus |Terrance | | W
| [s0o010104 [P [mcManus [Thomas | | []
22222222 [a0nD10109 [P [meManus [Tiffanie b [t6-DEC-1984 |
[zzzzzz222 [A00O10L09 [P [Memanus [Tiffanie . [t6-DEC-1384 | [n]
| [soo010110 [P [memanus [Timathy | [0-auG-1987 |
333333333 [a00010111 [P [memanus [Turner | [o7oun-1983 | [
| | [ ] | | | [
| | [ ] | | | [
| | [ ] | | | [
| | [ ] | | | [
| | [ ] | | | [
| | [ ] | | | [
| | [ ] | | | [
| | [ ] | | | [ =

A

NOW he appears in the search results.
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WHAT ARE SOME GOTCHA'’S IN PERFORMING A PERSON SEARCH?
o Nicknames - Tom vs. Thomas
o Different Spellings - Robin vs. Robyn and Brian vs. Bryan
o Maiden Names — Castaldo vs. Castaldo/Schulze
o If you have performed a search based solely on SSN and the search returned nothing,

please do not assume the person is not in the database! You MUST also perform a NAME
search.
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