Logging on:
1. Go to http://banner.gardner-webb.edu which is the Entry point for Native Banner. At the top of
the page under Internet Native Banner Access click on Production Database [PROD]
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2. Logon with your Native Banner Username and password. If this is your first time on Native
Banner, your password will be changeit.
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3. This will bring you to the main menu screen.
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Enter the object name, Press CQUERY for messages, LIST for listing
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Schedule Entry:

1. If this is your first time, you w | | need to cl i ck dnGheaghtgiégandB a n n e
change your password. You can also use this form to change your password should that ever becc
necessary.

2. For Schedule Entry, ty@SASECTIn the Go: box. This will bring you to the Sadule form.

&2 =18]x]
File Edit Options Block [tem Record Query Tools Help ORACLE
i I>EI<E]@I[%»%1III@I@I%[ %) (6] [T m k%@ X
‘mSchedule SS5A 0D

Section Details

Subject: ’—[_ CEU Indicator: |—

Course Number: ,7[_ Title: credit Hours: | r |

Section: ’7

Cross List: l_f Billing Hours: | ’_ |

Campus: ’_F l—

Status: [ = Contact Hours: [ [

Schedule Type: ’_[T ’7

Instructional Method: ’—[7 Lecture: | ’_ ‘

Integration Partner: EI

Grade Mode: ’_F Lab: | ’_ ‘

Sessiom: ’_F ’7

Special Approval: ’_[7 Other: | ’_ ‘

Duration: ,7 ,7[7 ,7

Part of Term: ’_F | F | F l_ Link Identifier: l_

First Last Attendance Method: ’_F

Registration Dates: | [_ | [_ EI Weekly Contact Hours: l—

Start Dates: | [_ | [_ Daily Contact Hours: ,7

Maximum Extensions: ,7 ¥ Print Voice Response and Self-Service Available

v Gradable CAPP Areas for Prerequisites
Tuition and Fee Waiver
Term code; press LIST for valid codes | J
Record; 111 [ | Listorvalu... | | =05C=

a/Start| & |j ﬂ 2= (B} | & GardnerWebb Intemet M.. é Oracle Developer Fo... ) InstructionsforS cheduleE... | B irstructionsforscheduleent.. | « EJ 10:10 A4

3. Enter the term. (i.2000201 Spring 2010)

4. Tab to the next box. If this is a new class, enter ADD, if you are working with an existing class,
enter the Course Ref. Numhb@rdouble click in the CRN: box arsgarch for the clas§o to the

next block (<CTRL><Page Down>)

5. Enter the Subject letters in the Subject: box (3 letters for GOAL classes, 4 letters for everyone
else).

6. <TAB> to the next box and enter the Course Number in tlues€ Number: box.

7. <TAB> to the next box and make sure the Course Title is correct. For Honors classes add the
word Honors to the end of the title (abbreviate as necessary). If the class is a Special Topics class,
you may want to rename the class appropriately.

8. <TAB> to he next box and enter the Section letter. (refer to the following website for a list of
Section lettershttp://gardnewebb.edu/academics/acaderaarvices/reqgistrar/schedule/ltr.hml

9. <TAB> to the Campus: box and enter the campus on which tewik be taught (doublelick

in the box for a list of campuses).

10. <TAB> to the Status: box and enter AAO0 f
back to the box and enter a ACO0 for r@ancel | €
times).

11. <TAB> to the Sabdule Type: box and enter the type of the course (Lecture, Lecture/Lab, Lab,
etc). Doubleclick in the box for a list of option®Never enter WCT irthis box!



http://gardner-webb.edu/academics/academic-services/registrar/schedule/ltr.html

12. <TAB> to the Integration Partner: box (skip the Instruct Meth: hds@.this box only ithe

class is online or iis to be WebCT enabled. Otherwise, it remains blafér online classes, enter

A O0 , to8laclboardenable the class, enté&iWCT0 in this box. This can be done later

13<TAB> to the Grade Mode: box and enter the Grade Mode.sTh wi | | usually b
Standard, but o c-€aldfyoo ar@aunsdune, déuBtdick if therboxFos gptons.
14<TAB> to the Sessioncammpysaaddamfusr f dNoOoOf b1
15<TAB> to the Part/Term: box (skippecialApproval:and Duration: ) and enter the Part of Term

It is of utmost importance that you enter the correct Part of Term the first time! If you have any

doubt, call the Registrards Office for cl ari
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15. Save your work at this point (<F10>).

16. Click on Optiong Section Enrollment Info.
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17. This will take you to the Enrollment Data box where you enter the Maximum Enroliment for the
class in the Maximum: box. This is all the information you enter here.

& =8 ]
File Edit Options Block Item Record Query Tools Help ORACLE
(BYE RABEE %9 2EE @ & MR SR GIEQ1X

mschedule ECT 7.2 (PROD)

Term: 200630 ¥ CRM:  ADD v

Section Details

Subject: MTH ¥ Mathematics-GOAL Pragram CEU Indicator: i}
Course Number: 316 M Title: Fund Statistics & Probability Credit Hours: 3.000
Section: A -

’213 Enrollment Data 5

Enrolliment Details

Maximum: EE] Waitlist Maximum: 0 Projected: ]

Actual: 0 Waitlist Actual: 0 Prior: ]

Remaining: ] Waitlist Remaining: 1] [Reserved

Generated Credit Hours: .0oo

Census One Census Two

Enrollment Count: 0 Enrollment Count: 1]

Freeze Date: 01-JUM-2007 Freeze Date:
niax enroliment for section; press CAH or Maximum button to enter reserved seats |
Record: 111 | o | | z08C=

i Start| | & [w] @ [z] A [ »® | & Gardner'webb Irtemet N.. & Dracle Developer Fo... ) Instructionsforchedulsk . | ] instructionsforscheduleent___‘ « B9 0] 10:32 AM

18. Save your work (<F10>) and goth® next block (<CTRL><Page Down>) (You may have to go
next block twice).

19. You should now be in the Meeting Time block.

20. <TAB> across the Start Date and End Date boxes, even if you are not going to enter any days
times. Select the Days the dasill meet, fill in the Start and End time using 24 hour time.

21. <TAB> to the Builthg box and enter thelBg. and <TAB> to the Room box and enter the

Room in which the class will meet. Bldg. abbreviations are available at the following website:
http://gardnemvebb.edu/academics/acadersarvices/registrar/schedule/abbrev.html
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22. If the class is TBA theenter TBA in the Builthg box andeave the Days, Times, and Room

blank and enter the same number from theiSe€xedt box into theHours per weebox.

Othemise you will receive an error message. If there are additional meeting times, enter them on tf
next lines and zero out tt8es#on Credt box for each additional time you enter.
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23. Save your work (<F10>). I f i conflittoCosuitdhe s a
bottom of the screen for the error message and make the appropriate corrections. If you cannot fin
room, email Lisa Kindlerat mailto:lkindler@gardnewebb.edufor assistance.

24. <CTRL><Page Down> to the Instructor block and enerth nst ruct or 6s | D#.
it, click on the arrow above the IRbx.
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25. This will bring you to the Faculty/Advisor Query screen. Place your cursor in the Last Name bo:
(it may jump around so make sure it is firmly in the box) and typéthes t r uct or 6 s | a s
Letter in Caps followed by the rest in small type). Type <F8> to perform the search. To select the
Instructor, doubleclick on their ID#.
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26. Save your work (<F10>) and Roll back (<Shift><FRw®)l Back(See Banner Basics above) t
perform the next entrgr exit the form if you are finished
27. If you have to change instructors, choose Recé&dmove, then enter the new instructor as

shown above.



