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Checking Banner Messages (Banner) 
Finance ���� Purchasing  
 
This form is used to view documents waiting for your attention. 
 
 

• Log into Banner. 
 

• Locate the link Check Banner Messages in the upper right. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                If a checkmark appears beside the link Check Banner Messages, you have messages. 
 

• Click on the Check Banner Messages link to bring up a listing of your messages. 
 
The most recently sent message will appear at the top, and other messages will follow in reverse chronological order. 

 
This message shows that one requisition with the item number R0311018 has been approved. 
 
To delete messages: 
 

• Select Record, and then Clear. 
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This will delete messages one at a time from the top down. You will need to repeat this process for each message you want to 
delete. 
 

• Click on the Save icon when you have finished deleting your messages. 
 
If you don’t click on the Save icon, any messages you just deleted will not actually be deleted. Messages will be there again 
the next time you log into Banner. 
 
 

• Click on the Exit  icon. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Refer to: 

• Log into Banner 
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