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Logging into Web Access

Open Internet explorer.

Welcome To ApplicationXtender Web Access - Microsoft Internek Explorer

Enter URL on
address line. File Edit Wiew Favorites  Tools  Help

Address http: ) flocalhost Appikender [Login, aspx

URL
http:// /Appxtender/login.aspx

Server name or IP

a Welcome To ApplicationXtender Web Access - Microsoft Internet Explorer

File Edit View Faworites Toaols  Help

‘= Back + = - @ il | @Search [32] Favorites @Media @ | %v =

Address I@ hktp: fflocalhostf Appitender fLogin, aspx

EMC‘dOCUmentum ADbp lltat_X

Login

Welcome to ApplicationXtender Web Access, please provide
yaur user name and password:

Cata Source ISMF‘L ;I

User Name |

Password |

¥ Request Full Text Search Suppart

Login I Cancel

e for mare information, see Logging into Application¥tender Web fdccess.

Copyright @ 1994-2008 EMC Corporation. all rights reserved.

Enter Banner user name and password.
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Opening Batch list

File Edit ‘“iew Fawaorites Tools

Help

Address @ http:filocalhost) Apprtender iMain, aspx?DataSource=5MPL

File Edit Wi Help

= il
ISREES
= sMeL

I _RSTaMP-
I3 B-a-10- BANNER 4D

[ B-F-10- BANMER FI
[ ) B-F-PROP- BANNER

&=

UBBERTTAMP APPLICATION

ANCEMENT COMMON
DWANCEMENT GIFT / PLED'GE
INANCE PURCHASING / AP
NAMCE GRANT

CE COMMON
AMCE PROPOSAL

3 B-R-ID- BANMER FINANCIAL A
L3 B-R-TREQ- BANNER FINANCIAL

COMMON
D TRACKING REQ

[ ) B-5-DGRE- BANMER STUDENT DEGRE
[ ) B-5-10- BAMNER STUDENT COMMON
[ 3 B-3-3ECT- BAMMER CATALOG / COURSENECTION

Select “View” or the folder icon then select “Batch List”
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Selecting Batch to Index

File:

Edit el

4]

Help

&8s 8 2 2

Application Batch List Current Application |B-5-1D =
Batch 1 - 5 of 5

r Name Pages Timestamp Scanned by State

r =% Batch 1 1 Z005-07-14 z1:45:07 ST SOP Idle

[ & Batchz 1 2005-07-14 21:48:19 =S OP Idle

- =) Batch 3 z Z008-07-14 21:485:32 TSOP Idle

r = Batch 4 2 Z005-07-14 21:45:46 S0P Idle

[ 5 Batchs 1 2005-07-14 21:49:03 Hrsop Idle

Select the application from the Current Application drop down list
File Edit Wiew Help
1 L= L g

&|Blte 3 O &
application Batch List Current Application |B-5-1D =
Batch 1 - 5 of 5

o MName Pages Timestamp Scanned by State

O & Batchi 1 2005-07-14 21:48:07 SYSOP Idle

[ [ Batchz 1 2005-07-14 21:458:19 SYSOP Idle

r = 2 Z008-07-14 21:485:32 SYSOP Idle

[ & Batcha4 2005-07-14 21:48:46 SYSOP Idle

[ [ Batchs 1 Z003-07-14 21:49:03 SYSOP Idle

Left mouse click on the yellow folder next to the batch that you want to index.
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Indexing a Document

File Wi Batch Help

S
=)

Index Mame Field ¥alue

D

PIC

DOCUMENT TYPE

LAST NAME

55N

BIRTH DATE

Ll B

TERM CODE

|
|
|
|
FIRST MNAME I
|
|
|
|

APPLICATION NUMBER

ADMISSIONS REQUIREMENT I

L+

IMSTITUTION MUMBER I

ROUTING STATUS |

ACTIVITY DATE |z008-07-14 22:06:10

L+

Save | |

=l =IE vl Felpal fal oy e

k@ 2N Q00X (D |2 % B
9 =

THE SLEREXE (OMPANY LIMITED
Sas LSE | BSGLIL  pERSET . BHE §aR
R T T |

Tar Raf. 193/PICEAL 1BEN dwwaiis, LAPE

Beprmrt o Pt
Nl B e rmny Lasa b Tmms L

Application: B-3-A0MM Page Z aof &0

The first document in the batch will be displayed and is ready to be indexed.
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File  View  Batch  Help

+]

HEEE
2582 9

Index Name Field ¥alue

ID |258674535

PIDM |30838

DOCUMENT TYPE SUPPLEMEMT AL INFO

LAST NAME [GReen

FIRST NAME [avia

55N |255-67-4535

BIRTH DATE [t3-00t-1983 ez
TERM CODE [ |
APPLICATION NIMBER |

ADMISSIONS FEQUIREMENT | |
INSTITUTION NUMBER |

ROUTING [ |

ACTIVT

ATE |2007-11-05 21:51:44

Ent

e[kl Elk=11=¥el Fel Pl o o [ Y [y S

k@2 2]\ |7 |0o|oz|B]2]% R -

~ICOHIE]

You cannat save data typed inta this Farm,
Please print your completed Form if you would ke a copy For wour re

Cormments: .\‘ AﬂachmeIE Pages\‘\ Signatures

— T
AoGOMMON  2007-08 TEACH

o b s by s g piying for e Spring 2008 Fa0 2005, or Spring 2009 cadege trm.
ol this farm. Mo distinction will be made between this form and a college’s cwn. Pleas
on the cover page of the Common Application bocklet to complete, copy, and submi

TO THE APPLICA

ter completing a2l the rekvant questions bekay, OV This 10Tt 2 tascher wha has taught yo
Tiath, skencs, ar snclal studkes). lease 350 glve It taacher samy=a envelopes andnssed b

Eirlh date Sockl S201
AL
Legal name
LasFamly (Enlar Aama fup Oy as & 4 paars o a/Pala) fazsmants | g
Adarass
Mambar 257 Sraat Apartnast & Sata’Pria

Sehoul you now sting

I IMPCATANT PRIVACY MOTICE: Undar th 1eme of the Family Baucational RiJrs and Privacy.
o merculate UNLESS 3 |east one of e lowing i frus:

the Banner ID # in the first field Then Select the TAB key.

The following fields will populate with data from Banner:

PIDM

Last Name
First Name
SSN

Birth Date.

Select the Appropriate document type for the document being displayed

Then click on Save.
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Important Indexing Rules

File: Wiew Batch Help

&8 e 6Bl

o) @y §| (?) BlIEsE L2 0 aln|@nl &fs 5 = - |alm|@]

. k@] 2IN 000X |2 % B |5 | [&|#fv - =

Index Name Field Yalue —
D [ezsooooon |
PIDM |14?1—
DOCUMENT TYPE W
LAST NAME |SMITH—
FIRST NAME |JOHN—
SSN Fezarses |
BIRTH DATE W
TERM CODE |—
APPLICATION NUMBER |—
ADMISSIONS REQUIREMENT |—
INSTITUTION NUMBER |—
ROUTING STATUS |—
ACTIVITY DATE m

The next documents displays.

* THREE IMPORTANT RULES *

1. Ifthedocumentis the second page of the
previous document, click on the single page
green plus.

2. If the document belongs to the same Banner ID #
as the previous document, but the Document Type is
different then click on the “New Document” icon

Then:

A) Click on the “Last Modified Index” icon
The fields will auto populate with the
Previous index values.

B) Select the new document type
From the drop down list and
click on save

3. If the document belongs to a different Banner ID #

click on the “New Document” icon and enter in the
new ID and Document Type and then click save.
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Unique Key Violation

Microsoft Internet Explorer x|
L] "-\ & unique kew wiolation has occured!
.

If the following message appears after indexing a document this means that a document with the exact
indexing data already exist in the system and this document will need to be appended to the existing
document.

Click on the “Select Indexes” icon

File View Batch Help

&1B 35

=) =2l = = PPl sl fal oY Y S

Document 1 - 1 of 1 |5 @] s 2N\ |0l0l0Z D |2 2| B |3
1D PIDM DOCUMENT TYPE LAST NAME FIRST NAME

J ‘5’_] 239000000 1471 ADMISSIONS AFPP SMITH JOHN £TAB

LISSEMENTS ABCDEFG
SOCIETE ANONYME AU CAPITAL DE 300000 F
20, UE DU XVUTRSTESL F 00000 NTBCLAG
Tl ; (35] 244832 Adr. Tg. : NAVLIROLM
Télex : 31588 F IN : T1B4000T025T
Transporteur (ou Tranaitaire)
M. M. DUPONT Fréres
& qual des blcdfsh F 0000 NTBCLAG

The system will search for existing documents with the same index values
When the index value is displayed

Select the green plus on the page and the present document
will append to all previous documents with the same index values. :
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Indexing By Last Name, First Name or SSN #

File

B fae 53
= o9 5 9

%

Inde
1D

PIDM

Wigw Batch Help

H Name

DOCUMENT TYPE

LAST NAME

FIRST MAME

55N

BIRTH DATE

TERM CODE

APPLICATION MUMBER

Field ¥alue

EREEREREERREE]
NNV == EEEE

999-558-7766

| B

ADMISSIONS REQUIREMENT |

INSTITUTTION MUMBER

ROUTING STATUS

ACTIVITY DATE

L]

L+

|2UUB—D?—14 23:09:31

Save |

i ar-boy
1w s2-1
a3

Cirauit inthg
Ceanmeteur
Compoanat ind

If Banner ID #is not known, you can index by Last Name, First Name, or SSN#

Enter information into the field and click
on the “Key References and Index “icon

File
&

—-=
-=

Docu

B

Wigw Batch

+

K2

ment1-1of1l

ID PIDM DOCUMEMNT TYPE LAST MAME FIRST NAM

123123003 865

Help

B alE 5

SMITH

"

COMMOR

The system will search for the information based on the SSN# that was entered.

Click on the page icon and the field will auto populate with the data.
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File Wi Batch Help

&l tals 8

= = = 32| @ | Q|| 2| 2] 2] 0] 6| 0 | (2] |
e mEls/elele 0|l &)
Index Name Field ¥Yalue R |||§/|I’|\|/|D|D|O|‘?\ |D|Q|<%|
ID [tz3123003 P A T T

Rn ¢ TR P M TVRRHT

e im @i s
PIDM 665 A e i
DOCUMENT TYPE y =] :
LAST NAME SMITH asoms vitsa
FIRST MAME [conmoRr U

SO kel O Gy Ciwril Cumw
55N [999-58-7766 S I~

Faya 1 Etat 2 LTH

BIRTH DATE [01-0ct-1982 ] e Y
TERM CODE | = AT  comp
ARPPLICATION MOMBER | T,

ay
ADMISSIONY REQUIREMENT | =] so

R - R i
INSTITUTYON NUMBER | | m7 | Cempasmat iod
ROUTING STATUS | =]
ACTLFITY DATE [z008-07-14 23:456:06
Save |

elect the document type from the drop down list.

Then click on SAVE
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Modify an Index

£ a8 Bl
= BRI

Index Name Field ¥Yalue

D J123123003

PIDM Jees

DOCUMENT TYPE JADMISSIONS REQS
LAST NAME [EmrTH

FIRST MAME Jconnor

SEM |o93-88-7766

BIRTH DATE Joi-oct-1982

TERM CODE JeBAYIO
APPLICATION MUMBER [

AOMISSIONS REQUIREMENT I-':'-LE"-"

INSTITUTION NUMBER [iz3a

ROUTIMNG STATUS I

ACTIVITY DATE Jz008-07-14 23:54:18

Modify

To mogfy the index data click on the “modify “button

* IMPORTANT *

Do not click on Modify to index a “new document”
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WE2S5ED 39

Index Name
[123123003 )

e (=24

ID

PICM

DOCUMENT TYPE

LAST NAME

FIRST NAME |conmnoR
SSN [999-88-77686
BIRTH DATE [01-0ct-1082
TERM CODE [BBAT30
APPLICATION MUMBER. E

ADMISSIONS REQUIREMENT I":"LEI"'I

INSTITUTION NUMBER [z3a

ROUTING STATUS | |

ACTIVITY DATE |z008-07-14 23:54:18

Save Cancel |

The “ID” and “Document Type” fields are the only index fields that can be modified

Term Code, Application Number, Admissions Requirement,
Institutional Number are defaulted to read only after indexing
(The read only setting can be turned off these fields)
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Icon Descriptions

@
s

LOGOUT ATTACH CURRENT PAGE

F

VIEW/MODIFY

=51  YOUR USER
SETTINGS ATTACH ALL PAGES

MODIFY

1
' F

[

BATCH LIST

3

RETURN TO BATCH SCANNING

BATCH IMPORT

.

LAST MODIFIED INDEX
APPLICATION LIST

L=
| +
i
B
ﬁ CLEAR INDEX
DELETE BATCH
-
[ %

il

CHANGE BATCH STATUS

REFRESH BATCH LIST

SELECT INDEXES

KEY REFERENCE & INDEXES
= AUTO INDEX
— NEW DOCUMENT

VIEW LAST INDEX DOCUMENT
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Confidential Business Information

This documentation is proprietary information of Ellucian and is not to be copied, reproduced, lent or disposed of, nor
used for any purpose other than that for which it is specifically provided without the written permission of Ellucian.

Prepared By: Ellucian
4 Country View Road
Malvern, Pennsylvania 19355
United States of America

© Ellucian. All rights reserved. The unauthorized possession, use, reproduction, distribution, display, or disclosure of this material
or the information contained herein is prohibited.

In preparing and providing this publication, Ellucian is not rendering legal, accounting, or other similar professional services.
Ellucian makes no claims that an institution's use of this publication or the software for which it is provided will insure compliance
with applicable federal or state laws, rules, or regulations. Each organization should seek legal, accounting and other similar
professional services from competent providers of the organization’s own choosing.

Ellucian, the Ellucian logo, Banner, Luminis, PowerCAMPUS, fsaATLAS, Matrix, Plus, and PocketRecruiter are trademarks or
registered trademarks of Ellucian Data Systems Inc. or its subsidiaries in the U.S. and other countries. All other trade names are
trademarks or registered trademarks of their respective holders.
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