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Once you begin your search, a menu list will pop up below the Search Block with all forms that meet your search
criteria. Simply select the appropriate form from the menu and you will be redirected to that form.
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HELPFUL TIPS & TRICKS:
It is not necessary to search for these forms in , though CAPS is the standard in Banner.
You may also press ENTER to proceed to the form.

Upon completing your work within your originally selected form, simply click the Home Icon at the top of the screen
to be redirected to the home screen so you may search for another form.

Old Dominion University
Home Icon:
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[l may use this block to search for a function housed within the Tools

Clear Data

ltem Properties

Retrieve Documents

P
Lo EENEETAL:

View Status Indicators

About Banner

HELPFUL TIPS & TRICKS:

menu (i.e.: Print, Export, etc.).

same as the Start Over button listed above. Will take you back

You will also notice keyboard shortcuts (i.e.: F5, Ctrl-P, etc.) listed next to some menu items. You may use
these keyboard shortcuts in place of the relevant Tool menu items when working within Banner Forms.
The menu items may change depending on the form you are viewing and/or working in, however those

mentioned in the table above are seen within most forms.

A reference video is available online for Basic Navigation and Features: http://odu.edu/facultystaff/university-

business/banner/inb/banner-xe-forms
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To add a form to your Personal Menu, locate the form on the |
button to add it to your Personal Menu.

Hit the Button at the bottom left of the screen and return to the ODU Home Screen to view your Personal Menu.
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found below:

banner/finance
lhess/banner/financialaid
[ siness/banner/student

For further step-by
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