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REVISION HISTORY 
 

Version Date Name Description 
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INTRODUCTION AND PURPOSE 

The purpose of this document is to explain how Banner users can modify sections of pages to maximize their efficiency.  This has the 
potential to accomplish the following: 

• Increase the usability of the pages  
• Increase the visibility of data  
• Prioritize fields that mean the most to you as an user  
• Settings persist over logins and sessions  
• Reduce clicks and maneuvering within the pages 

These changes are optional and will persist after the user logs out. 

RELATED POLICIES, REGULATIONS, GUIDING PRINCIPLES, AND COMMON PRACTICES 

Some pages will be set up with master settings that are seen for all users on campus.   Any personal settings you place will override 
the master settings and display for you, the individual user, only.   

Users are responsible for the changes they make and any fields that are hidden or obscured as a result of making preference changes.   

It is recommended that the instructions below are followed but if an user wants to save or remove multiple preferences 
simultaneously, they can access the Save All option to retain all changes or the Restore All option to remove all of their personal 
preferences in bulk. 

Please note that preferences apply to one section, tab, or block within a page.  Therefore if there are multiple sections on a page you 
want to modify, you will need to repeat the steps for each section. 

 

IMPACTED DEPARTMENTS, UNITS, PROGRAMS, AND CENTERS  

All Banner users who wish to utilize page preferences 

BEFORE YOU BEGIN 

If this is the first time you are reviewing this procedure, open Banner Training (bannersbxe.ucr.edu) to follow along. 
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FORMS 

Any pages with the Settings menu displaying can have these preferences applied. 

Form Form Name Description 

   

PROCEDURES 

CHANGES TO THE FILTER (OR QUERY) SECTION OF A PAGE 

This section describes how to change whether the page filter defaults to the basic or advanced filter, which fields show on the page to 
filter with, and if any values or operators are pre-filled for the filter. 

STEPS 

1.  Go to the page in Banner you wish to apply a preference to.  In this example, SSASECQ is accessed. 

 
2.  If the page offers a choice between a Basic or an Advanced Filter, decide which filter you want to default.  Verify that this 

filter is displaying before proceeding. 
3. Decide which fields you want to show for your filter on this page.   

a. You can remove the fields that Ellucian provides by clicking the black circle in the upper right corner of the field. 

 
b. You can select fields to display from the drop-down menu called Add Another Field by clicking on the menu and 

selecting the field. 

 
c. You can save values in the fields for either the basic or advanced filter or operators on the advanced filter that will 

pre-fill each time you perform a filter.  For example, you could enter a term code that you want to appear each 
time you go to this page to expedite your inquiry: 
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You can also enter a value (like a term code or subject) and an operator (like Starts With) to pre-fill in the 
Advanced Filter: 

 
4.  Once you have made these selections, click the Settings menu in the upper right corner and select Save Filter Settings.  

These settings will now be available to you in current and future Banner sessions.  If you save settings on the Advanced 
Filter, that is the filter that will default the next time you access the page but the Basic Filter can still be accessed, and vice 
versa.   
To remove your personal preferences, access the page and go to the Settings menu and select Restore Filter Settings. 
 

 

CHANGES TO THE COLUMN WIDTH OR ORDER OF COLUMNS 

This section describes how to change the column width or the order of the columns on a page. 

STEPS 
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1.  Go to the page in Banner you wish to apply a preference to.  Enter the required information at the top of the page and 
press Go.  In this example, SFASTCA is accessed. 
 

 

2. To change the width of a column, hover over the area between two columns until the arrows appear.    Drag the 
column width to where you want it to be. In this example the width of the Subject, Course, Section, Campus, Level, and 
Grading Mode columns are modified to be skinnier.  Here is the page before the width adjustments: 
 

 
 
Here is the page after the width adjustments: 
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3.  You can also change the order of the columns on the page.  Do this by clicking on the title of the column and dragging it left 

or right to where you want it to be.  In this example the Credit Hours will be moved to be between the Section and the 
Campus. 
Before the change is made: 

 
After the change is made: 
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4. Once you have made these selections, click the Settings menu in the upper right corner and select Save Column Settings.  

These settings will now be available to you in current and future Banner sessions.   
To remove your personal preferences, access the page and go to the Settings menu and select Restore Column Settings. 

 

 

CHANGES TO THE NUMBER OF RECORDS PER PAGE 

This section describes how to change the number of records per page that defaults when there are multiple records. 

STEPS 

1.  Go to the page in Banner you wish to apply a preference to.  Enter the required information at the top of the page and 
press Go.  In this example, the telephone tab of SPAIDEN is accessed. 
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2. To change the default number of records per page that displays, utilize the drop-down menu at the bottom to select a 

different number: 

 
3. Once you have made the selection, click the Settings menu in the upper right corner and select Save Pagination Settings.  

These settings will now be available to you in current and future Banner sessions.   
To remove your personal preferences, access the page and go to the Settings menu and select Restore Pagination Settings. 
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FINAL QUIZ 
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