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Frequently Used Banner 9 Screens

1.	 SPAAPIN 8.	 SHACRSE 15.	 SOATEST
2.	 GPAPRXY 9.	 SHASUBJ 16.	 SPAIDEN
3.	 SFAREGQ 10.	 SHATERM 17.	 SAAADMS
4.	 SGAADVR 11.	 SOAHOLD 18.	 SFASRPO
5.	 SGASTDN 12.	 SOAHSCH 19.	 SFASTCA
6.	 SGAUSDF 13.	 SOAIDEN 20.	 SFARHST
7.	 SGASPRT 14.	 BDM

SPAAPIN - Removing a Pin
1.	 Within the Banner main screen, search for SPAAPIN, the screen on which you can release 

students’ pins after meeting with them so that they can register for classes. 
•	 Within the Search bar, begin typing the first few letters of SPAAPIN.

•	 Potential matches appear. Click the correct match.

For detailed information on searching methods, please review the Banner 9 Navigation 
PDF on the Banner 9 Project Information page.

https://wvu.teamdynamix.com/TDClient/KB/ArticleDet?ID=49119
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2.	 The SPAAPIN screen appears.  Enter the From Term field and the student’s ID.

•	 Click the ellipsis to the right of the From Term field to access a list of available terms. 

•	 After choosing the term, enter the student’s ID number, or click the ellipsis to get help in 
locating the student’s ID.

•	 Clicking the ellipsis brings up a Filter screen. Complete one or more fields and then press 
F8 or click Go.

•	 A list of matches appears. Click the name of the correct student and click Select.
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3.	 In the student’s PIN record, click the row that needs to be deleted. In this example, the sec-

ond row will need to be deleted.
4.	 Click the Delete button. Click Save or hit F10. (MAC users, fn + F10.)

•	 The pin has been removed. 

•	 Click Start Over to search for a different student who needs a PIN removed.

Filtering

•	 Click the Filter icon.

Basic Filtering
•	 Basic Filtering appears first. Complete any combination of fields.
•	 Switch to Advanced Filter by clicking the link.
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Advanced Filtering
•	 Advanced filtering enables you to performed more detailed searches by clicking the drop-

down arrows for some fields.

For more information about filtering choices, please review the Banner 9 Navigation PDF on 
the Banner 9 Project Information page. 

GPAPRXY 

View individuals with access to the student’s record.

•	 For example, a student’s parents.

Page Authorization List

•	 Shows what pages the individual with proxy access may view.

https://wvu.teamdynamix.com/TDClient/KB/ArticleDet?ID=49119
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Access List

Communication Log

•	 Indicates actions and expiration dates for proxy.
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SFAREGQ - Review a Student’s Registration

•	 Populate the term and student ID fields.

•	 Click Go.

•	 View student registration information.
•	 Scroll right to reach additional information.
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SGAADVR  - Viewing, Changing a Student’s Advisor
1.	 Viewing the Advisor’s Name

•	 Within the main Search screen, enter SGAADVR (Multiple Advisors).
•	 Input the Student ID and Term.
•	 Click Go.
•	 The advisor for the term is displayed in the Advisor Information > Name field with the ac-

tive terms.

2.	 Removing the Advisor
•	 Select the name of the advisor you want to remove.
•	 Click the Maintenance button.
•	 The Option List screen appears. Click End Advisor.
•	 Click Save.
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3.	 Assigning a new Advisor

•	 Input the advisor’s ID number or use the ellipsis to search for the advisor in Banner.

•	 When the correct name is displayed, click Select to choose the advisor.

•	 Check the Primary Indicator box and then click Save.
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SFASRPO - Permitting Overrides for Courses
•	 The top portion of the SFASRPO screen shows existing permits for a student.
•	 The bottom portion shows the student’s registered courses.

1.	 Click the Insert button to add another permit. 
2.	 Enter the permit name in the field or click the ellipsis to view a list of codes.

3.	 When you click the ellipsis, a list of codes is displayed. Select a code and click OK.
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4.	 Enter the CRN, Subject, and Course Number.
5.	 Click Save or press F10.

6.	 To delete a permit that is incorrect, highlight the permit and select Delete.

7.	 If the student has multiple permit records, scroll using the right-facing arrow or expand the 
number listed.
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SGASTDN
Comparison of General Student Record (SGASTDN) in Banner 8 and 9

1.	 Tabs at the top.
2.	 From/To Term moved from right of screen to top center of screen.
3.	 Information in General Learner section spread across multiple columns.
4.	 Additional Information moved from right hand side of the pane to below the General informa-

tion.
5.	 Notice the need and use for the scroll bars (all three) .
6.	 General Learning scrolling from record to record on the right is now listed as page informa-

tion below additional information.
7.	 Field of Study scrolling from record to record on the right is now listed as page information 

at the bottom of the page.

Banner 8

Banner 9
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BDM - Accessing and Reading

1.	 From the main Banner Search screen, enter the name of a screen.

•	 You no longer need to go through SAAADMS to access BDM - it can be accessed through 
any screen.

2.	 Enter the student ID number.

3.	 After the screen populates, click the Retrieve link.

4.	 If you get a message that no document (has been) found, click OK.

5.	 Click New Query.
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6.	 Search by ID or Last and First Names, and then click Run.

7.	 When the query results is displayed, click the drop-down menu to the right of the ID num-
ber, and then click Open.
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Additional Note:
In any Banner screen, after entering the ID Number and clicking the green Go button or Start Over 
button, an error message or text message may appear and cover the green Go button.  To be able 
to access the button again, click the yellow icon above the message. This action removes the 
message so you can click the green button.

8.	 Within the document, you can:
a. Preview this document using the 3-box icon.
b. Go to other pages using the arrows.
c. Go to the next listed record - transition from high school to college files.
d. Close the tab to return to the previous screen on the first Banner 9 tab. 

This screen is accessible in a screen reader.
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Other Screens

The following screens utilize the same functionality. SHACRSE will be demonstrated below.

SGAUSDF SOAHSCH SFASRPO
SHACRSE SOAIDEN SFASTCA
SHASUBJ SOATEST SFARHST
SHATERM SPAIDEN SGASPRT
SOAHOLD SAAADMS

1.	 Search for SHACRSE.

2.	 Enter the ID and click the Go button.

3.	 In the Course Summary screen:

a.	 When relevant, go to the next list of courses by clicking the blue arrow. Reach the last 
set of courses by clicking the last record symbol.

b.	 By default, twenty course records are displayed.  You can change this at the bottom of 
the page to a maximum of fifty records per page.

c.	 Click the Start Over button to display a different student’s record.
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