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Banner Workflow Guide

 

Banner Workflows are used to update a student’s record in Banner when a status or academic 

change is required.  The most commonly used Workflows are as followed:  

- Grade Change 

- Student Readmit  

- Student Withdrawal 

- Study Abroad  

Getting Started with Workflow 

Access 

If you are a new user, supervisor approval is required for ITS to grant access to Workflows.  The 

request must be submitted via the ticketing system in my.Fairfield by the supervisor.  If for 

some reason, the supervisor is not able to submit the ticket, the new user or a department staff 

member can submit a ticket, but it must include the supervisor’s approval.  The request 

requires the following information for the new user:  

- Name 

- Fairfield ID #  

- Workflow(s) type requested (reference the list above) 

Tickets will be assigned to the Enterprise Computing (EC) Analysts and can take two to four 

business days to process.  The ticket submitter will be notified via the ticketing system when 

the request has been completed.    

Workflow Navigation  

Workflow is accessed via my.Fairfield.  You must be on VPN or on-campus in order to access 

Workflow.  For VPN instructions, please visit the Wiki.  

Once logged into my.Fairfield (with Net ID and password), search ‘Workflow.’  This search will 

return the Ellucian Workflow – Banner Workflow task.  

 

 

 

 

https://wiki.fairfield.edu:8443/pages/viewpage.action?pageId=2490506
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Click the star icon to make this task a favorite.  The next time you log into my.Fairfield, the task 

will display in the My Favorites section.  

  

Click the task to open Workflow.  

Log in with your Net ID/password. 

 

The home page will have a new look, feel, and slightly different navigation.  

 

The home icon will open a menu in the left margin.  This icon will bring you back to your 

Worklist from other pages.   
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Initiating a Workflow  

Click the person icon (User Profile) in the left panel.  Click My Processes.   

 

 

Select the Workflow you would like to start.  The list shown below is that of a Workflow Admin 

user.  Users are assigned Workflow roles varying by their department and/or position.  Not 

every user will see this complete list.  Workflow roles permission accounts so that users can 

initiate Workflows or process data in the Workflow directly or in Banner at key points 

throughout the process.   
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Naming Conventions 

Naming conventions are required when initiating a Workflow. The naming conventions help 

other users easily identify the Workflow type they must process.  For example, if someone does 

not use a naming convention that provides the type of Workflow and student name, it will 

appear as “Undefined” and it will be more difficult for a user to know which Workflow they are 

processing.  And, it makes it even more difficult to search for a Workflow.   

The naming conventions noted below have changed slightly from what has been done for many 

years.  It is best to maintain consistency across all Workflows, which will increase ease of use 

and the overall user experience.  

Please use the naming conventions below:  

- Grade Change  

o GRADECHANGE_(student ID #)_(student first and last name) 

o Example: 

 GRADECHANGE_01234567_SallyMartin 

- Readmit 

o READMIT_(student ID #)_(student first and last name 

o Example:  

 READMIT_01234567_JohnMurphy 

- Student Withdrawal 

o WITHDRAWAL_(student ID #)_(student first and last name) 

o Example:  

 WITHDRAWAL_01234567_JosephSmith 

- Study Abroad   

o STUDYABROAD_(student ID #)_(student first and last name) 

o Example:  

 STUDYABROAD_01234567_EmilyJones 

Workflow Activities  

The first activity of a Workflow is entering the appropriate naming convention and student ID.  

In order for the second activity to populate in your Worklist, you must refresh your Worklist a 

few times.  You can either do this by using the circle/arrow icon in the top left of your browser 

or by clicking Worklist a few times.   
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Remember, as you refresh the Worklist, Banner is performing a data check behind the scenes to 

locate the student’s name based on the ID # submitted.  Once the Banner check is complete, 

the same Workflow will display in your Worklist.  The next activity should be “Correct Student.” 

Click on the Workflow (name will be highlighted blue) to open the form.   

 

This form will default to “Yes” to the “Is this the correct student?”  Review the name and all 

other student data displayed on this form.   

- If the data is correct, click Complete.   

- If the name is correct but you suspect other data is incorrect, you can click Save and 

Close.  This will keep the Workflow in your Worklist to return to at a later time after you 

perform additional verification.  

- If the name is incorrect, click “No” and Complete to end the Workflow.  A new 

Workflow will need to be initiated with the correct ID.   

 

You may add comments to any workflow when prompted with the Comments box.  Comments 

will be displayed in the Workflow throughout all the activities so other departments can note 

any important information you provide.  

Refresh your Worklist a few times.  The Workflow should disappear from the Worklist if there 

are no other activities for you to complete.  If the Workflow is still in the Worklist, open it, 

process it, and be sure to click Complete.  If you click Save & Close, the Workflow will remain in 

your Worklist.   
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Depending on the Workflow type, an activity may be one that opens Banner in a new tab.  In 

order for Banner to open from your Workflow, pop-ups must be allowed in any browser you 

use.   

Some Workflows open to Banner forms such as:  

- SPAIDEN 

- SGASTDN 

- SFAREGS 

- SOAHOLD 

- SLARMAP 

- SLARASG 

- SHATCMT 

Departments should update the Banner forms as they are prompted and click Complete.  

Searching Workflows  

At times, it may be necessary to inquire about the status of a Workflow.  For example, a student 

calls your office to see if their readmit request was approved.  Any Workflow user can search a 

Workflow to see what activity is still outstanding and by which department.   

Click the home icon, then Workflow Status Search.  
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There are several search options.  For a narrowed search, which will return the best results, 

click the down arrow on the Business Process Name menu.  This will display the list of 

Workflows.  Select the Workflow to search. 

 

In the same search (or a new one), select a time frame for when the Workflow was submitted 

(if you are aware of the time frame/exact date). Use the calendar icon to select the Start and To 

Dates.   
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There is also a search by Status.  Stopped means that the Workflow is stalled in a particular step 

or cancelled by a user.  The Completed status means that the Workflow has been completed by 

all departments.  Ready means that the Workflow is still in process with a user.   

 

See the example below:  

 

 

The search results will display the Workflow name, Business Process Name, Status, Created 

date, and Completed status (if complete).  The Organization will always display as FFLD_UNIV. 

In order to see the Workflow status (the activity/step it is in), click the Workflow Specifics Name 

(highlighted blue).  
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The Workflow Status will be your default view and look something like this:  

 

The green check mark(s) mean the Workflow has successfully moved through the required 

activity.  The activities perform a data check in Banner (Get_Primary_Advisor, 

Current_Term_Code, etc.) to verify the student’s information is meeting the Workflow activity 

requirements.  

When you see the ‘running person’ icon in a colored box, this means the Workflow is in a 

pending activity, awaiting processing.   

  

In this example, and for every Workflow, the Correct_Student activity is required of a Workflow 

initiator.   
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Or, you may see a Workflow that looks like this:  

 

 

Support  

If you experience any issues during your Workflow processing, please submit a ticket in the ITS 

Ticketing System via my.Fairfield.  Please include screenshots of any error(s) and the steps 

taken prior to receiving errors in the ticket.    

 

   

 

 

 

 


