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Adding Items to “MY BANNER”

1. Log into Banner INB

2. Double click “My Banner”

3. Double click “Empty: Select to build” (GUAPMNU)

4. Type name of form you wish to add under OBJECT and hit tab – description will fill in
Or
5. Scroll through list on left hand side and select item you wish to add and hit arrow to move to other side

6. Continue adding all the forms you wish to add

7. Click save and close (X)

8. Log out and back in to see your changes

Or
9. While in most forms in INB you can right click on a non data enterable part of the form and select “ADD TO PERSONAL MENU” and this will add the form to My Banner (This does not work on all forms)
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