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Log into Banner Document Management (BDM) Web Access

opentext” | ApplicationXtender

BDMTEST

B Request Full Text Search Support

Enter your name and password

opentext-| ApplicationXtender - BDMTEST L srsop - o - -EI

Applications

» B-A-ID

—

B-A-IDGP

-

B-F-DOCS

—

B-F-GRNT

—

o Welcome to ApplicationXtender Web

Access
B ApplicationXtender Web Access allows you to
I manage all types of ApplicationXtender documents.

-

B-F-PROP

—

B-F-TVLEXP

—

-

B-H-APPL

—

B-H-EMPL By using ApplicationXtender Web Access and a
B-H-ID standard Web browser, you can create, index,

—

E-RJID retrieve, access, view, and manage
ApplicationXtender documents through the Internet.

=

—

B-R-TREQ
B-S-ADMN

—

=

B-5-CRSE

—

B-5-DGRE

—

B-S-1D

—

B-S-SECT

You will see the welcome screen and a list of applications on the left side of screen that you have access too.
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B-S-ADMN - BANNER STUDENT ADMISSIONS

&

NEW QUERY NEW DOCUMENT NEW BATCH

MANAGE BATCHES

Select the application that you want to work with and select one of the function boxes.

New Query - Opens the document search window

New Document — Scan or import documents and index to one value

New Batch — Scan or import documents into a batch and each page Individually

Manage Batches — Opens list of batches that need to be indexed

SCAN & INDEX a DOCUMENT

~ &
(LI Select New Document Click on the Scan icon

[} Applcsionxtendar ie: % | () Dawnlosd fie x

=

C | O localhost/AppXtender/da!

DOCUMENT TYPE *

LAST NAME *
J’ . FIRST NAME
TR W20
Direct Student Loan Application amd Instructines SSN

BIRTH DATE

TERM CODE
l APPLICATION NUMBER
ADMISSIONS REQUIREMENT
INSTITUTION NUMBER
ROUTING STATUS
ACTIITY DATE Timestamp
VPDI_CODE

DISPOSITION DATE

,
v (D

After the documents finish scanning the index box will be displayed.

All the scanned documents will be indexed to this information.

Page 4 of 25 |
MVP Contract — Higher Education Data Model (HeDM)

© 2013 Ellucian. All Rights Reserved - Confidential & Proprietary |



ellucian.

SCANNING A BATCH

H- Select New Batch
MEW BATCH

Upload New Batch ®
1. Select the application that you want to scan into.
Application* B-S-ADMN v
Name * STUDENT RECORDS 2. Enter the batch name
Description Do these ASAF 3. Optional — Enter a note or description

O o |

[E'] Click on the scan icon

opentext"| ApplicationXtender - BDMTEST

B-S-ADMN » Uploaded Batches » Student record

Batch Page Scanner Rotate Zoom Annotation

ER® 1 GO0 A6 00 —e +E@EEE Ke-O TL L toe-

B

2012-2013

Direct Student Loan Application and Instructions

TBefore sabmitting this request far 2 student boan, you mast alsa complete the
“Dircet Student Loan Instructions” o the other side of this form.

Namer B |
=
Chech Uni
(RSB PY R
Vsl ke the masimum lons smowat
Please note: You must be curslicd for 2 minimum of & crodit Bours #s receive 4 seodeat loas.
Lsam Prried (seiect enh ONE):
_ FULL YEAR [Augusi 2012 to May 1013)
_ FALLSEMESTER ONLY (Awgust 2912 t December 2013)
5% For stadens gradussing or ransferring in December***

SPRING SEMESTER ONLY. (Jsnwary 2013 to May 2013

55500 Froshinan Dependent S50 Freshman Independest
S4%80 Sophomers Dependent (241 credits carmed)  S10500 Sophomore ndependent

received

Please note, you may not igible maximum
and enrollment statas will affect kan eligibility amount.

Sigmature Date

The documents will scan and display in Banner Document Management
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opentext"| ApplicationXtender - BDOMTEST

B-S-ADMN }» Uploaded Batches » Student record

Batch Page Scanner Rotate foom
R 36%
EmR®\ | 1 1 (4 A &H&&- OO0 —e =
Click on Upload batches to see the batch list
Manage Batches O-
B-S-ADMN » Uploaded Batches -
Name Description Create Time ~ CreatedBy Y Pages State
Studentrecord (W) dofirst 2018-03-08 15:15:47 SYSOP 1 Idle
BASTCH 2 Q) 2018-03-08 09:41:20 SYSOP 6 Idle
BATCH 1 ©O) 2018-03-08 09:40:08 SYSOP 19 Idle
fay Select Manage Batches to index documents
MANAGE BATCHES
Manage Batches o- Q-
B-S-ADMN » Uploaded Batches <
Name Description Create Time ~ Created By Y Pages State
STCH2 2018-03-08 09:41:20 SYSOP 8 Idle
BATCH 1 ‘= Index 8 09:40:08 SYSOP 19 Idle
& Import
TEST DO, 809:39:12 SYSOP 10 Idle
/' Edit
Batfhes 1 #of 3 <Previous | 1 Nexts [temsperpage: |25 ~ |
1/
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Double click on the batch name or select the blue arrow and click on Index.

B-S-ADMN ) Uploaded Batches » BASTCH2 = EE E‘v E!! ﬁ
Batch Page Scanner Rotate
5 ‘
g B & <« 1 8> [k f 5- O C ID*
PIDM
® [ i) veus ] biowi g v | g Iopapeires || we voisa g - DOCUMENT TYPE *
e S T e i [ =
Tm‘@;[_m s s LAST NAME *
2 FIRST NAME
SN S S et &
Bl e
: Frtn sl PSR BIRTH DATE
2 | Ghreour Comegz) | trmowr Comeid)
2| Dalta Tazpe Bpsllos et Kappa Bpeilon
3 e 7 ikt et st AT TERM CODE
| wanpsrt Baswsall - ¥
I”' G G APPLICATION NUMBER
ADMISSIONS REQUIREMENT |
INSTITUTION NUMBER
ROUTING STATUS
ACTIVITY DATE Timestamp
VPDI_CODE
DISPOSITION DATE
] »

The document and index screen will appear. Enter the Banner ID into the ID field and the PIDM, LAST NAME, FIRST
NAME, SSN, and BIRTH DATE will auto populate.

You will have to select the Document Type from the drop-down list and when you click on save the ACTIVITY DATE will
populate with today’s date. All other fields are optional.

[

ID* 900012121
PIDM 1234
DOCUMENT TYPE * COLLEGE TRANSCRIPT
LAST NAME * MERENDINO
FIRST NAME BOB
S5N *EEREI323
BIRTH DATE 01-Jan-2020
et cone . Note: Do not use the Modify button during indexing
APPLICATION NUMBER “Modify is for mistakes”
AOMISSIONS REQUIREWERT If you come across a document that has been indexed incorrectly or the data
INSTITUTION NUMBER needs to be changed then you click on modify and make the change.
ROUTING STATUS
ACTIVITY DATE 2018-03-08 10:40:18
VPDI_CODE
DISPOSITION DATE
. '

[ woorrr |
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IMPORTANT INDEXING RULES

* THREE IMPORTANT RULES *

1. If the document is the second page of the previous G
document, click on the single page blue arrow.

2. If the document belongs to the same Banner ID # '
+

as the previous document, but the Document Type is different then
click on the “Create Another Document”

Then:

A) Click on the “Last Modified Index” icon

The fields will auto populate with the Previous =
index values. - "‘Fl

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 E_
“Create Another Document” icon and enter in the new ID and
Document Type and then click save.
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INDEXING BY LAST NAME, FIRST NAME, SSN OR DOB

ID*

PIDM

DOCUMENT TYPE *

LAST NAME *

If the Banner ID #is not known, you can index by any

of the following or a combination of following Last

FIRST NAME

SSN | 111111111

BIRTH DATE

TERM CODE (
APPLICATION NUMBER
ADMISSIONS REQUIREMENT |

INSTITUTION NUMBER

a-
E

ROUTING STATUS |
ACTIVITY DATE Timestamp

VPDI_CODE

DISPOSITION DATE

4 13

v (T

Name, First Name, or SSN# or DOB

Enter the information into the field and select the
Key Reference and index icon

Select Index

D PIDM DOCUMENT TYPE LAST NAME

FIRSTNAME  SSN

901234567 MOUSE

5 o01234567 COLLEGE TRANSCRIPT ~ MOUSE

MICKEY

MICKEY

BIRTH DATE TERM CODE
FEEE]I1L 02-Feb-2020
111 02-Feb-2020

7

The data will display based on the information entered. Always select the row where the document type is blank
unless you want to append the current document to the document type that is listed.
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DOCUMENT TYPE * ‘ =
LAST NAME * | Dy
e e
COLLEGE TRNSCRPT
SSN
CONTRACT INFO
BIRTH DATE DEATH CERTIFICATE
TERM CODE EMAIL
ﬁNROLL VERIFICATION
ROUTING STATUS
HOLD INFO
ACTIVITY DATE - | 2alatatalalala il Sl Rl

Select the document type from the dropdown list and click on SAVE

COPY OR MOVE A DOCUMENT

Examples of using Copy/Move Feature:
1. One or more pages of a multiple page document were indexed to the wrong person

2. Multiped documents indexed to one index value need to be sent back to the batch list, so that each page
can be indexed separately

3. A page that is indexed needs to also be indexed to another person

STEP1
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/ [ ApplicationXtender Wet X

&« & ’ @ localhost/AppXtender/datasources/BDMTEST /applications/509/batch/3/INDEX

%@ O

B-S-ADMN )» Uploaded Batches )» BASTCH2

Batch Page Scanner Rotate
™ R
or B m <« 1 j/6r» [x (i 5 O Q0
® |n::._u.‘__v_.;.v.-q_-m_,\ Fap vk a8 =

Rt

Tavanport Factball

Tesran Bascball

YALE ACTIVITIES RECCRD
i

__”ﬁzlﬂ%

Taverpart Feathall

Tavanpsrt Soclal Comn
! (Armour Comneql)
Dalta Zazps Bpsllea
Cavanport “E"

avanpert Fosthall
[Ravenpart Toush Feothall
Rughy Clud

Dav Sea Corm

(Armoar Cowneil)

Seita Kappa Bpellon

Davenport Tackles Fsattall
Caplain

Duvarpert Basusall

Capt.
DC Fasakall

ID*

PIDM

DOCUMENT TYPE *
LAST NAME *

FIRST NAME

SSN

BIRTH DATE

TERM CODE
APPLICATION NUMBER
ADMISSIONS REQUIREMENT
INSTITUTION NUMBER
ROUTING STATUS
ACTIVITY DATE
VPDI_CODE

DISPOSITION DATE

4

Query the document that has a page the needs to be moved to another person.

STEP 2

901234567

MOUSE
MICKEY
eraaryyyg

02-Feb-2020

Timestamp

o
0]
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Document Page

ﬁ Check Out

ﬂ]]] Revision History
ﬁ Print Document
Email Document

% Export Document

Ii Copy or Move Pages

ﬁ Delete Document

Select MOVE
STEP 3
Copy or Move Pages to New Batch ®
Document Pages ‘ 2 |
Include Page Versions
Target Application ‘B-H_EHPL
Batch Name | sysop - 11/8/2017 10:50:01 AM |

¥ Index New Document

CANCEL COPY m

Enter the page that needs to be indexed to another value
Check the Index New Document box. Click on Move

IMPORTANT: if you don’t check the Index a New Document box the documents selected with go back to the batch
list and will be indexed with the batch name {user name — date - time}
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[ ApplicationXtender Wet X

& (&) | @ localhost/AppXtender/datasources/BDMTEST/applications/509/batch/3/INDEX

% B O

opentext| ApplicationXtender - BDMTEST

& svsop - 6. -ﬂ

B-S-ADMN ) Uploaded Batches » BASTCH2 gé F% E‘y r—;‘l E‘!
Batch Page Scanner Rotate
= S
or B ® <[ 1 s> (ki S O 0 ID*
PIDM
@ it | A et amE DOCUMENT TYPE *
S e i 5 i
] LAST NAME *
5 FIRST NAME
élh\-mparl Factbsll | Duvenpart Feothall ;::::: ::::-:o i~ n-w-:' :;:h Yeottaxl SSN
= frestaan Basebail Rugny Olud
u.v..(.:::u :ezx :;— B Bexmwek Arwmar; Cotewtl BIRTH DATE
| Dadta Zaspe Bpslloa Delta Kappa Epeilon Skd1 & Bones
tavenport “E" Sasketoall|Devanpert, ¥3¢ u;:n:b-u Duveopart "A* Fascotbali TERM CODE
Duvarpers Baxusall | be paserany 2
— —— APPLICATION NUMBER
e
S o i by e T e ADMISSIONS REQUIREMENT
—— R — — s, i E
e :’_‘: : Timeee INSTITUTION NUMBER
Shery 1': ;_‘ - 2 t =
TR /B e St ROUTING STATUS
T T — 51 55
Phiigrophy 38k = | 55 N
== e % £ ACTIVITY DATE
B e—— VPDI_CODE
o ey
et =SFE DISPOSITION DATE
"i:‘v‘ i g e :t.:n.""’" Tea Seaa] o | ] Eximnrioe o ‘
R g =
SR S mm e
EEE e =

@ ] (=2 o]

901234567

MOUSE
MICKEY
srenayy

02-Feb-2020

Timestamp

»

The document will display with the Index box. Index the page to the new value than click save.

MOVE DOCUMENT BACK TO BATCH LIST

To move pages back to the batch list do Steps 1 and 2 on Step 3
e Enter a value in the Batch Name field or leave default
e Do not check the Index New Document box
e Click Move

Manage Batches

B-H-EMPL » Uploaded Batches

Name Description Create Time ~

sysop - 11/8/2017 10:54:33 AM @ 2017-11-08 10:54:39

Created By Y

SYSOP

& O O

Pages State

1 Idle

The documents will be moved back to the batch list for re-indexing
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COPY A PAGE

To make a copy of a page and index to another batch do Steps 1 and 2 on Step 3
e Check the Index New Document box
e Click on COPY

[ ApplicationXtender Wet: X

1

& (& ‘@localhost/AppXtender/’da’tasources/BDMTEST,»’appIications/SOQ/baich/S/‘lNDEX ¥ | O v @ | (= O]

opentext*| Applicationxtender - BDMTEST L svsop - a . -ﬂ

B-S-ADMN )» Uploaded Batches » BASTCH2 EG Fé @' r—;“l [:3 r.
Batch Page Scanner Rotate
| | e )
B B ® < 1 [/6» fx fi S O 0 D* 901234567
PIDM
® (g e v | ey :m! ;e, 3“’51'“ _me IR NPT S DOCUMENT TYPE * |
T Ty — e
} LAST NAME * MOUSE
5 FIRST NAME MICKEY
glt‘a\'-m;qrt Factbsll | Daverpart Feothall :::::: :-:'-:L foos ll-mo-:’ \'\:;:h Feottan SSN oo
; frearaan Baseball Rugey Dlud
5| e oty | (hrnoir Commein) ST BIRTH DATE 02-Feb-2020
- | Daita Tazpe Bstlea Seita Kappa Epetlon i S
:\ bavanport “E' Sasketsall|Devenport ¥3" Besikatball | Daveopert A Faskothall TERM CODE
! Davanpert Baeuball SR
sz : . ST APPLICATION NUMBER
et %r—&- A — i —
i il i i e g o ADMISSIONS REQUIREMENT |
12312 B —
Pt e e INSTITUTION NUMBER
EL D Sl8 e =
Samatid T — ROUTING STATUS |
S ACTIVITY DATE Timestamp
—— P = VPDI_CODE
e AR ‘lf‘ 9 I EEO RN 2R e 5 DISPOSITION DATE
e « ,
R
V73 70 P 73 S |7
T 1

The document will display with the index box. Index the document to the new value and click on SAVE.
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QUERY IN WEB ACCESS

opentext” | ApplicationXtender

BDMTEST

sysop

B Request Full Text Search Support

Log into Web Access

ot B-S-ADMN - BANNER STUDENT ADMISSIONS ©-

» B-A-ID
» B-A-IDGP
» B-F-DOCS
» B-F-GRNT
» B-F-ID

» B-F-PROP

» B-F-TVLEXP .
Saved Queries

» B-G-ID

» B-H-APPL Name Created By

» B-H-EMPL
I (& ADMISSION APPS ® SYSOP

» B-H-ID

» B-R-ID

NOTE: when the page opens you will see the applications you have access to on the left and you
might see saved queries.

Select the NEW Query button
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New Search - B-S-ADMN

Search Criteria

Enter a search term in the index fields to filter your results.

ID 28
PIDM 20
DOCUMENT TYPE Multiple select / Input and enter @

LAST NAME 28
FIRST NAME 20
SSN 28
BIRTH DATE el=l=)
TERM CODE Multiple select / Input and enter =)
APPLICATION NUMBER =)=
abolontiig gL e 21 Multiple select / Input and enter &
INSTITUTION NUMBER =l= -

You have four search options:

1.BASIC SEARCH - Enter one or more indexes into the fields and click on RUN. The Query results list will display
for more than one document. Click on the line to display the image.

2.SEARCH RANGE The search range will do a search based on the criteria
El entered. select the icon and a search range box it will display
- with a list of Types Comparisons (e.g. Between, Great than, Less than)

3. LIST SEARCH

[j The list search will let do a search based on a list of information entered.

4. A SAVED QUERY - A query that is saved and you can repeat.
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HOW TO CREATE A SEARCH RANGE

Search Criteria

Enter a search term in the index fields to filter your results.
D

PIDM

DOCUMENT TYPE Multiple select / Input and enter

LAST NAME

Open an Application query screen and select the search range ¢
icon next to the field that you want to query on.

Range Search ®

Type of Comparison Between v

Value

And

Choose a Type of Comparison And enter the VALUE and Click on OK. Then select RUN.

B-H-EMPL » New Search » Query Results
ID PIDM DOCUMENTTYPE LASTNAME  FIRST NAME
(] Faccoos2 ©O) 89915 VLCONTRACTS ~ BARNES KELLY
(] Faccoos2 O 89915 VLCONTRACTS  BARNES KELLY
(] FLacsooo2 ©) 89862 VLCONTRACTS  BENSON OLIVIA

SSN BIRTH DATE POSITION

FLACCo052 14-Mar-1972 2

FLACCo052 14-Mar-1972 1

FLACS0002 12-Apr-1960

Your Query will display in the result set list.
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HOW TO CREATE A SEARCH LIST

Search Criteria

Enter a search term in the index fields to filter your results.

ID
PIDM

DOCUMENT TYPE

LAST NAME

Multiple select / Input and enter

=l=]
=l=]
=

==

Open an Application query screen and select the search list icon next to the field that you want to query on.

List Search ®

Field Value

ADD REPLACE DELETE DELETEALL

Enter a value in the FIELD VALUE then click ADD. Repeat steps until all your values are display In the box. Then click

OK.

Query Results

B-H-EMPL » New Search » Query Results

D~ PIDM DOCUMENT TYPE LAST NAME FIRST NAME
ﬂ FLACS0002 @ 89862 VLCONTRACTS  BENSON OLIVIA
D FLACS0002 @ 89862 VLCONTRACTS  BENSON OLIVIA
ﬂ FLACCo052 @ 89915 VLCONTRACTS  BARNES KELLY
G FLACC0052 @ 89915 VLCONTRACTS  BARNES KELLY

SSN

FLACS0002

FLACS0002

FLACCo052

FLACCo052

BIRTH DATE POSITION

12-Apr-1960

12-Apr-1960

14-Mar-1972 2

14-Mar-1972 1

Your Query will display in the result set list.
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HOW TO CREATE A SAVED QUERY

Save Search ®

Name*

Available to all users

New Search - B-H-EMPL

Search Criteria

Enter a search term in the index fields to filter your results.

D A00010305 B
PIDM B
LHGLAEATTIIrE Muttiple select / Input and enter

LAST NAME =]
FIRST NAME =]
SSN B
BIRTH DATE =]
POSITION =]
POSITION NUMBER =]
POSITION SUFFIX =]

HIRE DATE

TERMINATION DATE

ROUTING STATUS Muttiple select / Input and enter

ACTIVITY DATE B

m\ SAVE | CANCEL

Enter search data into the query field. Click on Save at bottom of screen

Enter the name of the save search in the Name field and click Save.

NOTE: You can select Available to all users if you want all persons that have access to the application to see
the saved search otherwise do not check the box and only you will see the save search on you PC.
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Query Results

D~
1 riacsooz  (¥)
(] Fiacsoo ®
(] Fiaccoos2 O
(] FLaccoos2 ®

PIDM

89862

89862

89915

89915

B-H-EMPL » New Search » Query Results

DOCUMENT TYPE LAST NAME

VLCONTRACTS

VLCONTRACTS

VL CONTRACTS

VLCONTRACTS

BENSON

BENSON

BARNES

BARNES

FIRST NAME

OLIVIA

OLIVIA

KELLY

KELLY

SSN

FLACS0002

FLACS0002

FLACCo052

FLACCo052

BIRTH DATE POSITION

12-Apr-1960

12-Apr-1960

14-Mar-1972 2

14-Mar-1972 1

Your Query will display in the result set list.

- B-H-EMPL
Q New Query

:= Bob Merendino

You can access the saved search from the application list node

Or from the saved Queries list

B-H-EMPL - BANNER HR EMPLOYEE

Saved Queries

Name

g" Bob Merendino ®
= Run
# Edit
© Delete

/

You can run, Edit, or Delete the saved query from the saved query list.
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ICON DESCRIPTIONS

> SHOW/HIDE THUMBNAILS

oom

@ DISPLAY INFORMATION ABOUT PAGE

CANCEL INDEXING

O O ROTATE LEFT/RIGHT

!'_ CREATE ANOTHER DOCUMENT

o
&
e
a2

Z00M
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|
E FIT WIDTH

m FIT HEIGHT

I .’ ATTACH CURRENT PAGE

|i _’ ATTACH ALL PAGES

»
& Delete Document
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| x Delete Page

n Delete Batch

= Copy Move

@ - Select Scanner

Scan

Log out
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HOT KEYS

Keyboard Shortcuts:

Open shortcut help
Attach Current Page ctri+alt+t
Attach All Pages ctri+alt+a
Next Page alt + pagedown
Previous Page alt + pageup
Rotate Left alt +1

Rotate Right alt+r

Zoom In alt++

Zoom Qut alt+¢

|

CLOSE
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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 Headquarters
2003 Edmund Halley Drive, Suite 500
Reston, VA 20191, USA

© 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 seck legal, accounting, and
other similar professional services from competent providers of the organizations own choosing. Ellucian the Ellucian logo,
and Banner, Campus Pipeline, Luminis, Power CAMPUS, Pocket Recruiter are trademarks or registered trademarks of
Ellucian Inc. or its subsidiaries in the U.S. and other countries. All other trade names are trademarks or registered trademarks

of their respective holders.

The configuration described in this document is provided by Ellucian for illustrative purposes only and is not a
recommendation by Ellucian that your institution should acquire the equipment reflected herein. Ellucian makes no
guarantee or commitment that the equipment described below will be sufficient for your institution’s needs, and the
equipment description is merely intended to reflect a starting point for your institution’s consideration. Each software
implementation is unique, and each institution has different needs and/or requirements. Further, system performance and
response times are dependent upon a variety of factors, including network latency, hardware and peripheral configuration,
systems tuning, number of users at a given time, peak periods of usage, Internet connectivity, the number of applications
being deployed on a processor, as well as hardware sizing and processor capability. Accordingly, the appropriate
equipment and configuration for your institution may vary in many regards from the one described in this document. You
must independently make the determination as to the equipment to acquire in connection with the implementation of the
contemplated software. Ellucian recommends that you consult directly with your hardware vendor of choice regarding
overall configuration selection and sizing recommendations. Ellucian has no responsibility or liability in connection with
this determination, and Ellucian disclaims any warranties of any kind in connection with the hardware you select, including
any warranties of merchantability or fitness for a purpose.
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