
NAVIGATION

1600grand Access to Banner 
Finance



From Macalester Homepage in Internet Explorer click on 1600grand



Enter your usual Macalester User Name and Password and click on Login



Click on the Business Services Tab



Click on Budget Queries to access Finance Self Service.



Click on My Banner for access to Requisitions, FGIBDST and printing 
reports.



Click on General Menu or Main Menu and continue with directions for 
Requisitioning



Navigation Examples

Banner uses the following for navigating within and 
between screens

� Tab key

� Next Block

� Exit to previous screen

� Search or look up values

� Next Record



Tab Key

� The tab key on the left side of your keyboard is the 
preferred way to move between fields within a block 
in Banner.

� What is a block?  A block can be a whole screen, a 
tab, or part of a screen if the screen is divided by tab, or part of a screen if the screen is divided by 
solid lines or tabs.



This screen has three blocks.

1

2

3



To navigate between blocks use Next Block, either from the menu or click 
the next block icon.

Next Block 
Icon

Next Block 
Menu



To exit a screen and return to the previous screen, click the large black X.



To look up a value, click on the box with the down arrow.



To go to the next record or add a new record, use the down arrow on your 
keyboard, or the next record icon or menu



For more questions!

� For questions on requisitioning call:

Kathy Johnson x6551

� For questions on Banner navigation or other general � For questions on Banner navigation or other general 
Banner questions call:

Tracy Arndt x6567

Nancy Eastham x6577


