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Reserving a Room Using Banner  
 

These instructions are designed primarily to illustrate how we can use Banner to schedule 

nonacademic events.  

 

 

The Event Form, SLAEVNT   
 

Go to the Event Form, SLAEVNT, from Banner. 

 

 

 

 

The SLAEVNT form looks like the below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Event:  A unique number associated with a particular event. This number is 

automatically assigned when you add an event 

• Description: The title of the event, which has a limit of 30 characters 

• System: This field  always should contain “S” for “Student” 

• Event Type: The type of event, chosen from a list  
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Adding an Event 

 

To add a new event, choose Add Event from the Options 

menu. 

 

You should see “ADD” appear in the Event Reference 

Number field. 

 

 

 

 

Enter a description of the event in the Description field 

(30 characters limit). 

 

Enter “S” in the System field 

 

 

 

 

 

 

 

 

 

Double-click on the 

Event Type field to 

display the possible 

event types.  

 

Click on the Code 

you want and then on 

OK. 
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Enter the Banner ID of the Contact Person for the event.  

When the Contact ID is entered, the name will appear 

automatically. 

 

If you do not know a person’s Banner ID, see Appendix 

A for a description of how to find it. 

 

Leave the other fields on the form blank. 

 

 

 

 

 

To schedule the event, choose Schedule from the Options 

menu. 

 

 

 

 

 

 

 

In the Meeting Times form that 

appears, enter the Start Date with 

the format DD-MON-YYYY.  

 

You may double-click on the Start 

date field to display a calendar and 

choose the Start Date. 

 

  

 

 

 

 

 

 

Banner assumes that an event begins and 

ends on the same date, so when you click on 

OK, this date will be displayed in both the 

Start and End fields and the corresponding 

Weekday will be checked. 

 

 

If the event ends on another date, double-click on the End field and choose the date for the end 

of the event. Add or delete the correct Weekdays. 
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Enter the Begin and End Times of the 

event using a 24-hour clock. 

 

 

 

 

To find rooms that are available at this time, click on 

the information arrow below the Building: field.  

 

In the options list, click on the Available Room 

Search. 

 

 

 

 

You can help narrow down the 

search by entering the room 

Capacity, the Building, and a 

code for Attributes of the room 

(e.g., equipped with a PC) if 

you so desire. 

 

If you do not know the code for 

a building or attribute, click on 

the Information Arrow  

beside the field to see a list of 

codes. 

 

 

 

 

Choose Options, Available Rooms 

 

 

 

 

 

 

In the list of the available 

rooms with the attributes you 

requested, double-click on 

the room you want. 
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NOTE: There are multiple sections in which to enter Meeting Times. If an event requires 

multiple rooms or multiple dates you can fill in more sections, which will be stored under the 

same Event Reference number. 

 

 

 

 

You also can choose Options, Comments to keep detailed 

notes about the event, such as reminders about A/V 

equipment or room setup. 

 

 

 

After you have entered the comment, 

you can click on the Event 

SLAEVNT heading to return to the 

other window. 

 

 

 

 

 

 

 

 

 

 

When you are finished, save the event. 
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Viewing Scheduled Events 
 

To view information about a scheduled event, go to SLAEVNT and click on 

the information arrow beside the Event Reference Number fields. 

 

 

 

 

Suppose you are interested in events involving speakers 

scheduled by the Biology Department. You aren’t quite 

sure how the event has been entered so you enter Bio% in 

the Description field of the Event Query form. The % 

symbol is Banner’s wildcard symbol, which stands for any 

number of characters. Thus “Bio%” will find anything 

starting with the three letters “Bio.”   

 

 

Click on the Execute Query icon  . 

You should retrieve a list like this one. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To retrieve information about an event, double-click on 

its name. For example, click on the first “Biology 

Speaker” phrase. 
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 You will see a window with the event number, but the other 

fields blank. 

 

Double-click on the blank field by “Description” to see this 

information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: To see all events, you can click on the Execute Query icon without entering any 

information in the Description field. There are a lot of events, though, so it probably is a good 

idea to look for something more specific. 
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Viewing Scheduled Rooms 
 

When you are scheduling rooms for events, it may be useful to see 

what rooms are already reserved for a given date 

 

Scheduled rooms can be viewed from the Building/Room 

Schedule form, SSAMATX. 

 

 

 

 

 

 

When the Building/Room 

Schedule form appears, it 

probably will show checkboxes 

for Weekdays in the center. 

 

 

 

 

 

 

 

 

You can use the scroll bar at the 

bottom to display other search 

criteria. 

 

 

 

 

Although you can use the scroll bar to find fields within which to make entries, 

it is convenient to use the Options menu. For instance to enter dates, choose 

Options, Dates. 
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Suppose you would like to view all rooms scheduled in the Olin Building on February 6, 2008. 

In the SSAMATX form, enter the building code (click on the information arrow below 

“Building” if you do not know the code. In this case, the code is simply “OLIN.” 

 

Choose Options, Dates from the mqin menu and enter the date, 06-FEB-2008. You 

also can double-click on the date field to use a calendar to enter the date. 

 

 

 

 

 

 

 

 

 

 

Execute the Query.  The results of the search are shown below. There are a lot of classes 

scheduled for that day. 
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 If you scroll down to the 

bottom of the list, you will see 

that both classes and events 

are scheduled for that day.   

 

The identification number of 

an event is preceded by an 

“A”. 

 

 

 

 

 

 

 

 

If you want to see only scheduled events, include the search term A%  in the CRN field when 

you build the query. 

 

 

 

 

 

 

 

 

In this case, you will only see events, all of which have a Reference Number beginning with A. 

 

 

 

 

 

 

 

 

 

 

If you want to do another search, click on the Enter Query icon. 
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Suppose that you would like to list all classes meeting in Olin 114 on MWF 

in the Fall, 2008 term. First, choose Options, Term to move to the Term 

field to select it.  

 

 

 

 

 

 

 

 

If you don’t know the code for the Spring 2008 term, you may double-

click on the field to display a list of the codes. The code for the Spring 

2008 term is 200802. 

 

 

 

 

 

Scroll back to the Weekdays and check M, 

W, and F. 

 

Enter the name of the building and the 

room number. 

 

 

 

When you have the search criteria 

specified, click on the Execute Query 

icon to display the list of rooms. 

 

 

  



Banner Event Management 2009 

February 6, 2009 

12 

Click on the New Query icon to clear the fields for another query.  

 

 

 

 

 

Suppose that we want to find a list of Olin classrooms that are scheduled between 1:00 PM and 

2:30 PM in the Spring Term of 2008 

 

 

 

 

 

 

 

Enter the Term, Begin and End Times, 

and the Building. 

 

Execute the Query. 

 

 

 

 

 

 

 

 

 

The list of the rooms 

then will be displayed. 
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Appendix A:  Finding a Banner ID 
 

If you do not know the contact person’s 

Banner ID, click on the information arrow 

icon by the Contact ID fields. 

 
 

 

 

 

 

 

 

 

 

 

Select Person Search 

 

 

 

 

 

 

 

Enter the person’s last name (e.g., “whisnant”) in 

the Last Name field and click on the Execute 

Query icon. 

 

 

 

 

 

 

 

 

Double-click on the name of the person you want in the Person Search Form that appears. The 

Contact person’s ID and name should appear in the Contact ID field. 

 

 

 


