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“l GUAPMNU: My Banner Maintenance

_Object Selection

Object Description

Organization Budget Status

FGITEND Detail Transaction Activity

FGIDOCR Document Retrieval Inguiry

FGANCD Journal Voucher Entry

FRAGRNT Grant Maintenance

FWREXDF Ledger Repaort - Non Education and General Funds
*FINBASIC Basic Departmental Finance Menu

* Insertrecords on the right side of the page.
* Click Save.

 Exitandlog back into see your changes.
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| My Links

<

Back to Main Menu

Applications

|
Banner Manage My Links
: (GUAUPRF)
My Banner

My Links

Applications My Banner GUAUPRF
Menu Menu




III GUAU PRFI General User Preferences Maintenance

i | MISSISSIPPI STATE  General User Preferences Maintenance GUAUPRF 9 3 ADD B RETRIEVE £ TOOLS
Display Options Directory Options. Menu Settings
~ GENERAL USER PREFERENCES MAINTENANCE FORM £ Settings Insert [ Delete ¥mCopy . Filter
Description Default Value User Value
Enterthe-URiforte-"ivy-trstitatron’-ime hitpefferrrwemsstateedar ihup.mmn msstateedul
Entorthe-d iptian-for-the-hly-R =i IS B Hoertd + WELRAdmin-B Hoarh + < BacktoAppIications
Enterthe-tURierBanrerebjeetfor-theMy-Persenatbrictint RitpsHmybannern duBarmerd-pdf Reparfybanners dutBanrerS-pdf
Enter the description for the "My Personal Link 2" link Your second personal link description PERS ¢ My Links
Enter the URL or Banner object for the "My Personal Link 2" link Your second personal link URL https://www.pers.ms.gov/
Enter the description for the "My Personal Link 3" link Your third personal link description IHL Reporting Schedule
Enter the URL or Banner object for the "My Personal Link 3" link Your third personal link URL https://www mississippi.edu/data-reports Manage IVIy Links
Enter the description for the "My Personal Link 4" link Your fourth personal link description Your fourth personal link description (GUAUPRF)
Enter the URL or Banner object for the "My Personal Link 4" link Your fourth persenal link URL Your fourth persenal link URL
Enter the description for the "My Personal Link 5" link Your fifth personal link description Your fifth personal link description MSU Admin Banner User
Mot2p M | Per Page Record 1 of 13 Manual

* Go tothe My Links tab. FERS
* Do NOT change the first three records.

* Modify remaining descriptions and URLs as desired.
* Click Save.

* Exitand log backin to see your changes.

IHL Reporting Schedule




| Favorites *

<

Back to Applications  Make a page a favorite by selecting the star —
< Basic Departmental by the name of the page. < Back to Main Menu
<« From the Application Menu
Eur;}:haje Orders - _ F h S h b Fa\forftes
AL W rom the Search bar
S * Favorites are displayed immediately in the :
Bll;;gjag:ltzgtt:ms ) . Document History *
(FGIBDST) Application Menu fFebeds)
Fomocr Vendor Detail e
v History (FAIVNDH)
B : ~» —
® Search O Direct Navigation faibdst ® Organization Budget *

Vendor

. Status (FGIBDST)
(FIMVEND) -

Organization Budget Status
(FGIBDST)

~
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MY BANNER MY LINKS FAVORITES RECENTLY
OPENED PAGES



“l Recently Opened Pages

Click this to see recently opened pages
and quickly navigate back to one of these

pages

NI



| Tips and Tricks
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DATA EXTRACT HEADER DATA EXTRACT FORMAT

GJIREVO



“l Data Extract Header

:i :2-4 :352142 140900 205795 021000 ;CCIH' III:rFiscal‘“l"E-ar' 'Index’ r'Fund' r'lD rganization' r'ﬁu.cc
405795 '440900 T 6/18/24, 10:45:02 2 INNI  KJ018701 University of Missis 1 24 262142 140900 05
405795 240900 T 6/5/24,13:10:02a INNI  KJO18601 University of Southe '‘Account’ 'Organization’ 'Program’ 'Activity Date' Type' 'Don
405795 440000 T 6/5/24,13:10:02 2 INNI  KJ018602 University of Southe 7105795 440900 21000 6/18/24, 10:45:02 a INNI KIO:
405795 440000 T 5/22/24, 16:11:15a INNI  KJ019401 University of Missis 7105795 140900 21000 6/5/24, 13:10:02 a INNI KJD:
405795 440000 T 5/1/24, 16:05:02 a INNI  KJ019301 University of Missis 7105795 240900 21000 6/5/24, 13:10:02 a INNI KIO:
7405795 140900 T 4/22/24,16:25:02a INNI  KJ019201  University of Southe 105795 440900 521000 5/22/24,16:11:15 a INNI KI0:
405795 440000 T 3/4/24,13:55:02 2 INNI  KI389501 University of Missis 7105795 240900 21000 5/1/24, 16:05:02 a INNI KIO:
405795 440000 T 3/4/24,13:55:02a INNI  KI389601 University of Southe 7105795 140900 21000 4/22/24,16:25:02 a INNI KJD:
'.'1!"|F.7CIR r.d.dl"lCH"li"l ri' BFAMA A2RRMT A TRIRI [T B dwlnTmdy T ] I lminsmreitne ~F Qmnathae .;n:ﬂn: r.-iunn.nn K’\.ndnnn FRFA SR A AMGCCL T - IRIRIE [T

« GUAUPREF: Display Options tab
 Data Extract section
* |Include Header Row in Data Extract




Jl| Data Extract Format =

Trouble with date format on data extracts?

« GUAUPRF: Directory Options tab
e Data extract format
e User Value: WEBUTIL

X gy | MISSISSIPPI STATE  General User Preferences Maintenance GUAUPRF 9.3 31 (DEVL)

UNIVIRSIT Y.

Display Options My Links Menu Settings
+ GENERAL USER PREFERENCvEs MAINTENANCE FORM £ Setting
Description Default Value User Value
Local directory for saving output. citemp |c:\temp

Data extract format: FILE(.csv), TEXT or WEBUTIL. FILE WEBUTIL




|l Quickly Review Output

 Submit a report with DATABASE in the Printer field
;%vraél;l%llale * Click Related and choose Output Review [GJIREVO]
report * Choose the appropriate Process, Number, and Filename

 Click Go if necessary

 Submit a report with DATABASE or NOPRINT in the Printer field
Available Click Related and choose Review PDF/plain text output [GJAJLIS]
igg%?g:e  Enterthe appropriate Job if necessary

* Click Go

 Choose the appropriate file and click Download File




M| Getting Help ©
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DEPARTMENTAL MSU ADMIN BANNER ITS SERVICE DESK
DOCUMENTATION USER MANUAL



Ml MSU Admin Banner User Manual

* Access My Links in Admin Banner
e Choose MSU Admin Banner User Manual

* This document contains
information about most-used
functionality

< Back to Main Menu < Back to Applications

Applications < My Links

Banner Manage My Links

(GUAUPREF)

My Banner
MSU Admin Banner
User Manual

My Links




| TS Service Desk

* If you still need assistance after reviewing available
documentation and asking your fellow staff members

* You can get assistance from ITS by emailing
servicedesk@msstate.edu

©

-



| BoNUS
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BANNERLINK COMING XTENDER
CHANGES



| Bannerlink

* Bannerlink is used to send important notifications to
campus Banner users

* If you’re not subscribed

* Find the ITS Service Desk KB Article about Bannerlink for
more information and instructions for subscribing
Article - Bannerlink Listserv .  eimssenicenesk x

e Email the ITS Service Desk ce

Subscribe to Bannerlink

Subscribe the email, (netid@msstate.edu), to Bannerlink



https://servicedesk.its.msstate.edu/TDClient/45/Portal/KB/ArticleDet?ID=2170
https://servicedesk.its.msstate.edu/TDClient/45/Portal/KB/ArticleDet?ID=2170
https://servicedesk.its.msstate.edu/TDClient/45/Portal/KB/ArticleDet?ID=2170
https://servicedesk.its.msstate.edu/TDClient/45/Portal/KB/ArticleDet?ID=2170

| Xtender Changes

* Navigation from Admin Banner is changing

* The Xtender button is going away [ xender |

* Use the Retrieve button instead
* You can also access Xtender from myState

* [nstructions available on an ITS Service Desk KB
Article
Article - Accessing Xtender for Finan...



https://servicedesk.its.msstate.edu/TDClient/45/Portal/KB/ArticleDet?ID=2217
https://servicedesk.its.msstate.edu/TDClient/45/Portal/KB/ArticleDet?ID=2217
https://servicedesk.its.msstate.edu/TDClient/45/Portal/KB/ArticleDet?ID=2217
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