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: =]

Event Details

Description:

System:

Event Type:
Agency or Commercial ID:
Contact ID:
Address Type:
Phone:

Campus:

Site:

District or Division:
College:
Department:

[l Committee or Service Indicator
[ [
]
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[ [
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[ [

[ =

[ [

[ [

4| Oracle Developer Forms Runtime - Web

File Edit Optinns Block Item Record Query Tools Help

= I SlE =R (=
?‘zglswera\ Menu GUAGMMU 7.4.1.1 (TRNG) - Friday February (

[*] welcome, WHISMNANTDM

_IMy Banner

JBanner
Istudent [*STUDENT]
1 Advancement [*ALUMNI]
[ JHuman Resources [*HRS]
LIFinancial Aid [**RESOURCE]
L 1General [*GENERAL]

e 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
e 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 —_——————
| £| Oracle Developer Forms Runtime - Web: Open > SLAEVNT [Q]

menu. MMEDCK Itern Record Query Tools H

=K Add Event I
You should see “ADD” appear in the Event Reference Event Information
Schedul
. achedule
Number field. Comments

Yiew Existing Ceremonies [SHACRMQ]
Committee/Service Information [SHACOMI]

Enter a description of the event in the Description field
(30 characters limit).

Enter “S” in the System field
Ewvent Details

Description: |Status Meeting

L Cammittee or Sei
System: ’S_ Student
Event Type: E]
Agency or Commercial ID: | El

Double-click on the Event Details
Event Type field to Description: Status Meeting
dlSplay the pOSSIble Sommitteely E:.-'Ent_.-"Fur'u::tin:nr'u Type Walidation {
event types System: s ¥ Student
Event Type: D’ Othe
Find|%
. Agency or Commercial I1D: v
Click on the Code Contact ID: v || Code  Description Activity Date
ALUM Alumni Event 24-4PR-2007
Add Type: v
you want and then on (s 1T DEPT Departments & Offices 12-4G-2003
OK. Phone: FaC Indiv. faculty members 12-AUG-2003
Campus: A MAIN Maintenance 2 repairs 12-A41G-2003
Site: - OFF Off-campus groups 12-AG-2003
] Other 1 ]
District or Division: STDT  Student groups 12-AG-2003
College: v
Department: -
Find Cancel
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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.

Event Details

Description: ‘Status Mesting

System: ’S_Estudemt

Event Type: Wﬁother
Agency or Commercial ID: ‘ E”

Contact ID: [w00001015 [ *][Dr. David M. Whisnant
Address Type: ’7[3

Phone: ’7 ,7 ,7
Campus: ’_E

Site: ’7@

District or Division: ’75

College: ’7@

Department: T

| £ Oracle Developer Forms Runtime - Web: Open > SLAEVNT [Q]

Block Item Record Query Tools He

[

Options
" Ewvent Information
Schedule

Comments
Wiew Existing Ceremonies [SHACRMQ]

E t: . . .
ven Committee,/Service Information [SHACOMI]

In the Meeting Times form that Schedule

appears, enter the Start Date with Start Date  End Date  Mon

the format DD-MON-YYYY. o)l remRuARY 2000 )05z

09-FEB-Z009 09-FEB-2009

You may double-click on the Start I S:N I MjN I TZE IV\ED I T:U I le I ST

date field to display a calendar and _ el (10 (11 (12 [15 [ 14

choose the Start Date. Double-Click [15 [16 |17 |18 [13 [20 |21
| zz |23 |24 |25 |26 |27 | 28
_ § & 8 8 3 3
5 1 3 8 3
(W\.I {’ QK } ( Cancel )

Banner assumes that an event begins and

ends on the same date, so when you click on =chedule

OK, this date will be displayed in both the Start Date  End Date  Mon Tue Wed Thu Fri Sat Sun

Start and End fields and the corresponding = =

Weekday will be checked. IDQ_FEB_EDDQ IDQ_FEHDDQ Y

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 Seedulz
1 - Start Date End Date Mon Tue Wed Thu Fri Sat Sun |Begin Time End Time] Buill
event using a 24-hour clock. . o !
09-FEB-2009 09-FEB-2009 [ L] L1 L] L1 L] L1 1315 1430 ,_
\ [ O O o o o o O T \ []
To find rooms that are available at this time, click on 5 et G G T Erl i Q

the information arrow below the Building: field.

In the options list, click on the Available Room
Search.

1315

1430

Building Search

I Available Room Search I

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 E'
beside the field to see a list of
codes.

|£:| Oracle Developer Forms Runtime - Web: Open > SLAEVNT [Q] - SLIAEVN [Q]

File Edit Qptions Block Iterm Record Query Tools Help

BAEIEEEE ¥H HEK @ S BB &

End Time:

“gm Event Available Room Que 7.5 [TRNC
i Start Date:  [0s-FEB-2008 [ Mon Tue Wed Thu Fri Sat Sun Building: [oum  [7]
End Date: 0o-FEB-2000 [ ¢ 0O O O O O O Campus: [=]
Begin Time: |1315 Site: EI

1430

Capacity: 15

A

Desired Room Attributes

Attribute / If desired

e e -

— -
] d

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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Optio

A Block Iter

Available Rooms

Building Room Description Campus  Site Capacity Room Type
[oLn [101 [olin Theatrs fwe [ [ e
oL 103 [ we [ [ & [c
oL [11a [ fwe ™ [ [ m [c
e | weo [ [® [
[oLin [e13 | we [ | 4 e
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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.

B Meeting Times  SLAEVNT 7.5 [(TREGY il e e e e e e e e e e e e el

Schedule

Start Date End Date Mon Tue Wed Thu Fri Sat Sun Begin Time End Time Building Room
= = -~ =

09-FEB-zOOS  |09-FEB-2009 W [ [ [ [ [ [ 11315 11430 OLIN 113

I | aaaoaaaa | | | |

| | O O O O O O O | | | |

[ [ [ = (m - = [ - [ [ [ I

You also can choose Options, Comments to keep detailed
notes about the event, such as reminders about A/V
equipment or room setup.

T ——
| £:| Oracle Developer Forms Runtime - Web: Open > SLAEVNT [Q]

File EditMﬂlock Item Record Query Tools

" Event Information

Schedule
comments
Building/Room Schedules [S5AMATN]

nlél Oracle Developer Forms Ru n;:;'le - Web: Open > SLAEVNT [t ]

After you have entered the comment,

File Edit Options Block Item Record Query Tools Help

you can click on the Event

RO EBAEE W

P BER & EE

SLAEVNT heading to return to the
other window.

g8 Event Comments

SLABMMNT 7.5 (TRMG] ol el el el

Comments

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 HITH

You should retrieve a list like this one.

To retrieve information about an event, double-click on

Event:

[

"HEvent SLAEVNT 7.5 (TRMG)

]

| £| Oracle Developer Forms Runtime - Web: Open > SLAEVNT [Q] - SLQEV!

File Edit Options Block Item Record Query Tools Help

Description System Type
[*] (7]
I\Bio% | [
\ [ L
Description System Type

|Bin|og\,r Speaker

|Bi0|0g\,r Speaker

|Bin|og\,r 212 - Dr. Moss

|Bin|og\,r 212 class meeting

|Bi0|0g\,r Z1Z lunch mtg.

|Bin| 111B&C Review sessions

|Bi0|0g\,r 342 Help Session

Biol 111B and 111C exams

|Bin|og\,r 111B&C Review Session:

|Bi0|0g\,r Z1Z Review Session

|Bin|og\,r exam

|Bin|og\,r 342 meetings

|Bi0212 Review

|Bin|og\,r Lecture - Lincoln

|Bin|og\,r dinner

Biology Review 2006-2007

Kl

IHEEEEEEHEEEEEREE

CEFT
DEPT
DEFT

e

FacC

;

DEPT
Fac

g

DEPT
FAC

;

CEPT
FaC
CEPT

'|'|
i

&

'|'|
i

KRR

1
h
DEFT

'|1
]

I
FA

i1

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

Speaker” phrase.
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| £/ Oracle Developer Forms Runtime - Web: Open > SLAEVNT [Q] :

You will see a window with the event number, but the other
fields blank. &l @

75 Event S

File Edit Options Block Item Record Query Tools Help

EEEE wF

BEI ey &I

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

information.

Event Details
Description:
[l Committee or Service Indicator
System: [
Event Type: ’—E
Agency or Commercial ID: | E”
I I

mEvent SLAEVNT 7.5 (TRMG) -

Event: |A0086 F Biology

Speaker

Ewvent Details

Phone:

Description: |M Speaker

[JCommittee or Service Indicator
System: ’S_Elstudent
Event Type: ’FE]Departments 2 Offices
Agency or Commercial ID: | B|
Contact ID: [woooo1008 | ¥|[Dr. Douglas A, Rayner
Address Type: ’_El

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.

|| Oracle Developer Forms Runtime - Web

File Edit Qptions Block Item Record Query Td

= I EREI N

1.1 (TRMG) - Fridz
E‘ welcome, WHIG

_1My Banner

dBanner
_Istudent [*STUDENT]
LlAdvancement [*ALUMMNI]
LI1Human Resources [*HRS]
L IFinancial Aid [*RESOURCE]
_IGeneral [*GEMERAL]

When the Building/Room -

Schedule form appears, it Bgne  Reem Cempus Mon Tue
probably will show checkboxes
for Weekdays in the center.

You can use the scroll bar at the
bottom to display other search

RERRARRARRAND

Wed Thu Fri Sat Sun Subject Course

I o o o S N S S S [

ARRRRRRRRRNND -
m

-

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 mgin 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.

Start End
Building Room Campus Date Date
] i
oL | | \06-FEB-2008  |06-FEB-2008

| £:| Cracle Developer Forny

Filr Edit Eﬂ!ﬂﬂ al

| Days E

Courses
4]
Function

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

scheduled for that day.
Meeting Patterns
Building Room Campus Days Times Subject Course CRMN Cro
] ] M
OLIN [101 wre [P {0830-0920 HIST 10z 2138 I
[OLIN 101 e [ [0930-1020 aRT 201 3545 1
[oLIN 101 e R [0930-1050 B10 l423 3194 1
[OLIN [101 we [ [1030-1120 |aRT |z01 3549 1
[oLIN 101 e [ 1130-1220 aRT |281 3714 1
[OLIN 101 e R 1300-1420 REL |z00 3669 1
[OLIN [101 we TR 11430-1550 REL |z00 3670 1
loLn 103 e TR [0930-1050 sPAN 308 2254 1
[OLIN 103 e [ 1030-1120 PHIL 120 2213 1
[OLIN [103 we [ivF 11130-1220 [PHIL [120 2214 1
[oLIN 103 e [ 1300-1350 lBUS 449 3554 I
[OLIN 103 e TR 1300-1420 \cosc 330 3560 1
|OLIN 103 |wre [ [1300-1350 BUS 449 3555 1
loLin 103 wc [ 14001450 laccT a1z 2008 |
4] r
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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 ’)'

A Buildir

4.0.1 (TRNG)

Building Room Campus Days Times
- o
oLin 218 we WE [1a00-1350
OLIM 218 wc TR 1300-1420
oLIn 218 we i 1430-1550
OLIM 219 wc TR 0930-1050
oLin 213 we ™ 1300-1420
oLin 220 lwe wF 0830-0920
220 "= M 0930-1020
oLIn 220 lwe ™ 09301050
oLin 220 lwe wF 1030-1120
oL 220 lwe G 1130-1220
oLin 220 lwe wF 1300-1350
oLin 220 lwe ™ 1300-1420
oL lwe
oLin 101 we w 1600-1700

Meeting Patterns

Query Term: |aLL

FRN-40352: Last record of query retrieved

'

Subject  Course CRN  Cross List Function
: ]

Lacs 321 160 -
PHIL 210 2219 | |

FL 223 2631 [

EDUC 200 3208 [ |

Ise 400 2159 [

SPAN 202 2250 [

GER 102 2118 7

SPAN 305 3626 [

GER 202 2113 [

FREN 308 2112 [ ] [ ]

GER 306 B [

SPAN 308 2255 [

GEOL 201 3318 [ ] 4‘
S TN S E—

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

you build the query.

[+] (]

Building Room Campus

Start End
Date Date

oL | |

|o6-FEB-2008  |06-FEB-2008

Subject

Course CRN &

| |

| &%

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

Meeting Patterns

oL [101 |wre

Building Room Campus Days Times
[7 [T
|W |1600-1?DD

Subject

|

Course CRM Cro

| |a4379

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.

E%‘:Dracle Developer |

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 e Term

2008 term is 200802. Ad
,— ,— 200802
[
[ [

i" racie Leveloper Forms huntime - en en >

File Edit Options Block Item Record Query Tools Help

NEH I BEEE R REE &S EE

AMATH 7.4.0.1 (TRNG) [riririririririiie il

Scroll back to the Weekdays and check M,
W, and F. &l

7m Building/Room Schedule

Enter the name of the building and the
room number.

Building Room Campus  Mon Tue Wed Thu Fri Sat Sun
o (] ]
When you have the search criteria oun  [114 el OF 4 O & OO O
specified, click on the Execute Query I I — S
. . . O O O o O o O
icon to display the list of rooms. | | — R EEEER
[ [ S Yo o Ym0 [
Meeting Patterns
Building Room Campus Days Times Subject Course CRM Cross Li
] ] [
oL [114 lwe i lo830-0920 lBUs 331 2626 [
loLIN 114 lwe mwF [0930-1020 lBUs 331 2827 [
loLIN 114 lwe wF 1030-1120 lcosc EEN 2026 [
loLIn 114 lwe G [1130-1220 lcosc 370 2027 [
loLin 114 e wF 1300-1350 MATH 175 3232 lcc
loLin 114 e wF 1300-1350 lcosc 175 3204 lcc
| | | | | | | | [
| | | | | | | | —
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rd Query Toals Help

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

T4 0.1 (TRMGEY 0000

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

File Edit Options Block Item Record Query Tools Help
B

Enter the Term, Begin and End Times,
and the Building.

Execute the Query.

Begin End
Building Room Campus Time Time Term

[~ &4 &

[oLn | | [1300 [1430 [200802
| | | [ [ ]
The list of the rooms Meeting Patterns
. . Building Room Campus Days Times Subject Course CRMN Cross

then will be displayed. 5] M (-]
101 [we R [rs00-1420 [reEL [z00 3860 [
[oum [ [we R [t430-1550 reEL [200 3870 [
o ez [we [w — [tsoo-13s0 [pus 449 [ass5 [ ]
[oumw [tos [we [ [t300-1420 [cosc [330 3560 [ ]
foun s fwe [ [tzoo-a3s0 [pus |4aa [a554 [ ]
e [z [wc [mwr [tano-14s0 [aceT 412 2008 [
[oun  [103 [we [ [t430-1580 [cHIn 412 3558 [ ]
e [ [wc R [t3oo-1420 [Epuc 240 2843 [
oo [ue [we [mwr [t3oo-13s0 [cosc [17s 3204 ec|
[oun [12e [we MwWF [t300-1350 [maTH [17s [z232 [oc |
oo [ue [we [w — [tano-1gz0 [pus EE [ae72 [
[orm | [1ae [we R [wa30-2550 [pus 448 2828 [
[oun  fuas [we R [t300-1420 [ 403 3583 [ ]
[on i [we i [1300-1350 [sPan |20z 3825 [ ]
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Appendix A: Finding a Banner ID

If you do not know the contact person’s Event Details
Banner ID, click on the information arrow Description: Status Meeting
icon by the Contact ID fields. [Jcommittee or Service Indicator
System: ,S_EStudent
Event Type: Wgother
Agency or Commercial ID: | [T
Contact ID: | |
Address Type: ’_E :
Phone: | | |
R [ [+l

Select Person Search

Non-Persons Search

| £:| Oracle Developer Forms Runtime - Web: Open > SLAEVNT [Q] - SOAIDEN [Q]

File Edit QOptions Block Item Record Query Tools Help

BYEEEAEE %7 BB & & EE

Search SOAIDEM 7.3.3.1 (TRMNG) - 0]

Enter the person’s last name (e.g., “whisnant”) in
the Last Name field and click on the Execute
Query icon.

ID Last Name Fi

| |Wh\snant |

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.
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