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MY BANNER (PERSONAL MENU)  
My Banner is a personal menu that includes the forms that are most important in 
your daily work.  Your personal menu is tied to your user ID.  Use the form 
(GUAPMNU) to maintain your Personal Menu.  The field above the right pane shows 
the user ID associated with the person logged on to the system.  

 

To quickly add an object from the form: 

1. Go to the form that you wish to add to your personal menu 
2. Right-click on the form and select Add to personal menu  

To add an object if you know the object’s seven-character name: 

1. Type GUAPMNU in the Go To box to access the My Banner Maintenance form  
2. Place the cursor in a blank Name field in the right pane 
3. Type the object’s seven-character name  EX: FOADOCU 
4. Press <<Enter>>   
5. The object’s type, description, and name appears in the right pane 
6. Click the Save Icon or press <<F10>> to save 

To delete an object from a Personal Menu: 

1. In the right pane, select the object you want to delete by double-clicking on 
the name so it is highlighted. 

2. Click the Delete button  in the middle of the form to delete the object.  If 
you want to remove all of the objects click on the Delete All button. 

3. Click the Save Icon or press <<F10>> to save 
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My Banner is a personal menu that includes the forms that are most important in your daily work.  Your personal menu is tied to your user ID.  Use the form (GUAPMNU) to maintain your Personal Menu.  The field above the right pane shows the user ID associated with the person logged on to the system. 


[image: image3.wmf]

To quickly add an object from the form:

1. Go to the form that you wish to add to your personal menu


2. Right-click on the form and select Add to personal menu 

To add an object if you know the object’s seven-character name:


1. Type GUAPMNU in the Go To box to access the My Banner Maintenance form 


2. Place the cursor in a blank Name field in the right pane

3. Type the object’s seven-character name  EX: FOADOCU

4. Press <<Enter>>  

5. The object’s type, description, and name appears in the right pane

6. Click the Save Icon or press <<F10>> to save

To delete an object from a Personal Menu:

1. In the right pane, select the object you want to delete by double-clicking on the name so it is highlighted.


2. Click the Delete button [image: image2.png]



 in the middle of the form to delete the object.  If you want to remove all of the objects click on the Delete All button.


3. Click the Save Icon or press <<F10>> to save
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