BANNER Quiz

  1.
In the Preferred First Name field on SPAIDEN, enter


a.
another given name (or shortened version of a given name) the person goes by 



such as Paul or Mike for Michael Paul Gibbons III.



Correct, but general-use nicknames may also be entered on the Preferred First 



Name field.

b.
nicknames that people go use in general (e.g., at work, church, etc.) such as 



Trey for Michael Paul Gibbons III.



Correct, but versions of given names may also be entered on the Preferred First 



Name field.

c.
any name the person wants to go by even if it’s rude.


Versions of given names and nicknames people go by in general (e.g., at work, 


at church, would put on a business card, etc.) may be entered in the Preferred 


First Name field. Nicknames that people use only within a close group of friends 

should not be entered.


d.
a and b only. 


Correct!

2.
How should information be entered into BANNER?


a.
all upper case



Information should be entered in mixed case as appropriate.  Make sure names and addresses appear as presented by the person/non-person. The exception is that a foreign country should be entered all in caps.
Try again.


b.
all lower case



Information should be entered in mixed case as appropriate. Try again. 


c.
mixed case



Correct!


d.
does not matter

It matters very much. Information should be entered in mixed case as appropriate.  Departments use the information to generate correspondence with students, vendors, alumni, etc. Try again.
3.
If the first name is an initial (B.) and the middle is a name (Jay), how would you input it?


a.
B. in first, Jay in middle



Correct!

b.
all in first name as B. Jay

Even if the first name is an initial, the middle name needs to go in the middle name block. Try again.

c.
B in first, Jay in middle



The B does belong in the first name block, but it is an initial and needs a period. 

Try again.

d.
all in first as B Jay

The first name is an initial and should have a period, and the middle name needs to go in the middle name block. Try again.

4.
If the first name is a letter (B) and the middle is a name (Jay), how would input it?


a.
all in first name as B. Jay

The first name is one letter and should not have a period, and the middle name needs to go in the middle name block. Try again.

b.
B. in first, Jay in middle

The B does belong in the first name block, but it is a letter and should not have a period. Try again.

c.
B in first, Jay in middle 



Correct!

d.
all in first as B Jay

Even if the first name is just one letter long, the middle name needs to go in the middle name block. Try again.
5.
Pick the Correct address format.


a.
2635 West Avenue N #326



The pound sign (#) cannot be used in addresses. It is a system command. 


Try again.


b.
2635 W Ave N Apt 326



Correct!

c.
2635 W. Avenue N Apt. 326

Address abbreviations do not use periods. West is a directional and should not have a period. Avenue is a type of roadway and should be abbreviated without a period. Apt should not have a period. Try again.

d.
2635 West Ave N Apt. #326

The pound sign (#) cannot be used in addresses. It is a system command. West is a directional and should not be spelled out. Apt. should not have a period. Try again.
6.
Pick the Correct address format.


a.
3638 Oak Creek Drive



Drive should not be spelled out. Try again.

b.
3638 Oak Creek Dr. 



The abbreviation for drive should not have a period. Try again.

c.
3638 Oak Creek Dr



Correct!

d.
none of the above 



Try again.
7.
What do you do if you are not sure how to abbreviate part of an address?


a.
Look it up in the Data Standards document



Correct!

b.
Make it up; it doesn’t matter anyway. 

It matters a lot. Because everyone shares the data base, information needs to be 

standardized. Try again.

c.
Guess; it takes too long to do anything else. 



Never guess. Use Guidelines when you are not sure.  Try again.
8.
Which of the following is NOT true about passwords?


a.
When a user receives the initial password from IT, he/she needs to change it. 


This is true. Try again.

b.
Passwords expire every 120 days. 



This is true. Try again.

c.
IT can reinstate the forgotten password if the user forgets it.

Correct! This is NOT true. IT does not store your password anywhere. If you forget it, IT has to issue you a new one, which you should then change 

immediately.


d.
Passwords should not be shared. 



This is true. Try again.
9.
Department heads who act as data custodians


a.
ensure that data users are trained regarding responsible data use





This is true. Try again.

b.
ensure secure work environment with regard to the data systems 



This is true. Try again.


c.
determine data access requirements of their staff.



This is true. Try again.

d.
all of the above



Correct!
10.
Pick the Correct address format.


a.
ASU Station 12345



San Angelo, TX 76909-2345



Correct!

b.
ASU Station Rm 12345



San Angelo, TX 76909 

ASU Station addresses use nothing in place of the pound sign, which cannot be 

used in BANNER. Try again.

c.
ASU Station #12345



San Angelo, TX 76909-2345 



The pound sign cannot be used in BANNER. Try again.

d.
none of the above 



Try again.
11.
Directory information is confidential and cannot be released.


a.
True 

Directory information can be released unless students or staff request non-

Release in writing. Try again.

b.
False



Correct!
12.
When searching to make sure a person or organization assumed to be a NEW entry has no existing information in Banner, the user

a.
need not search; that’s what special software programs do.



You must search in multiple ways to keep duplicate IDs out. Try again.


b.
needs to search before updating an existing record.



You must search in multiple ways to keep duplicate IDs out. Try again.

c.
needs only to search in one way.



You must search in multiple ways to keep duplicate IDs out. Try again.

d.
must search in multiple ways before creating a new record.



Correct!
13.
Which of the following are program commands and must not be used in data fields?


a.
#



Yes and %. Try again.

b.
-



Hyphens are not program commands. Try again.

c.
%



Yes and #. Try again.

d.
a and b



The program commands are # and %. Try again.

e.
a and c



Correct!

f.
b and c



The program commands are # and %. Try again.

g.
all of the above



The program commands are # and %. Try again.

h. 
none of the above



The program commands are # and %. Try again.
14.
Which of the following is the best option when searching for De La Cruz?


a.
%ruz



Correct!

b.
DeLaCruz 



The name includes spaces that are not reflected here.  Try again.

c.
Delacruz

The name includes spaces and capital letters that are not reflected here.  

Try again.

d.
De La Cruz 



There are too many variations of the name.  It needs to be searched to take the variations into account. Try again.


15.
To search for doubled and hyphenated names such as Smith-Jones, the best 


search would be


a.
%Jones 

This alone may not produce the name or may produce more than what is 

wanted. Try again.

b.
%Jones and by Smith%, or by Smith%Jones



Correct!

c.
Smith% 

This alone may not produce the name or may produce more than what is 

wanted. Try again.

d.
Smith Jones 



This would not produce the name because of the hyphen. Try again.
16.
Data security is a vital part of using BANNER.  Which of the following is not a 


security concern?


a.
having a computer screen placed where visitors to the office can see it 

Only people who have a need to see certain information should be able to view 

it. Try again.

b.
leaving BANNER in view on the screen while the user is somewhere else 

Only people who have a need to see certain information should be able to view 

it. Try again.

c.
working in another part of the office and having BANNER minimized 

This is a concern only because of the potential for abuse.  The chances are slim 

that someone would try to get information off your screen, but data security is 

everyone’s duty. Try again.

d.
all are security concerns



Correct!
17.
If a duplicate ID is found in BANNER, the user should


a.
immediately delete it.

 

ID’s are never deleted by users. Try again.

b.
immediately contact the Registrar’s office for student records and HR for employee records.



Correct!

c.
delete it at the end of the working day. 



ID’s are never deleted by users. Try again.

d.
contact the Registrar’s office sometime the same day. 


Contact the Administrator immediately.  Others may need to enter data about the same person/non-person. Try again.
18.
Currently, anyone with appropriate access can delete a hold. Therefore, 


a.
anyone deleting a hold must call all departments that could be affected. 

Only delete holds that are within your department and that you have been 

authorized to update. Try again.

b.
departments must train their personnel and trust others to do the same.



Correct!

c.
 no holds can be deleted until the next iteration of BANNER. 



Holds have to be deleted but by the initiating department. Try again.

d.
ASU is going to stop using holds. 

Holds have to be used but must be deleted by the initiating department. Try again.
19.
Names (de Wolf, McDonald’s) should be entered 


a.
as supplied by the person or organization: (de Wolf, McDonald’s)



Correct!

b.
with punctuation taken out: (de Wolf, McDonalds)  



Names are entered as supplied by the person/non-person. Try again.

c.
 with all first letters capitalized: (De Wolf, McDonald’s) 



Names are entered as supplied by the person/non-person. Try again.

d.
with any spaces removed: (deWolf, McDonald’s) 



Names are entered as supplied by the person/non-person. Try again.
20.
Suffixes on names should be entered


a.
in the last name field. 



They are entered in the suffix field. Try again.

b.
spelled out in the suffix field. 



Sometimes, they are abbreviated. Try again.

c.
abbreviated in the last name field. 



They are entered in the suffix field. Try again.

d.
abbreviated or spelled out as appropriate in the suffix field.



Correct!
21.
You are a data-entry person and have been provided with a middle name. You


a.
input the middle initial only without a period. 



If you are provided with a middle name, enter it. Try again.

b.
input the middle initial and a period. 



If you are provided with a middle name, enter it. Try again.

c. 
input the middle name in mixed case.



Correct!

d.
input the middle name in all caps. 



Enter it in mixed case. Try again.
22.
People who enter and/or use data are responsible for ensuring that




a.
accuracy and completeness of all data are maintained. 



Yes, but there’s more. Try again.

b.
all data are input accurately. 



Yes, but there’s more. Try again.

c.
 breaches of security can be controlled and promptly detected. 



Yes, but there’s more. Try again.

d.
all of the above



Correct!
23.
Currently, Banner users can find the most up-to-date copy of Guidelines

a.
in their own department office wherever the department head has decided to 



keep it. 



Departments may not have the latest version printed. Try again.

b.
at http://portico.angelo.edu/training/documents/pdf/data_standards_document.pdf. 



Correct!

c.
on J:\Shared Areas\Portico Project\70 Baseline Library\10 Planning



Documents\60 Data Standards Plan. 


If you need to know the VERY latest changes, they are in this Blackboard class. Try again.

d.
on closed reserve at the circulation desk of the Porter Henderson Library. 


NO. Try again.
24.
When using prefixes such as Reverend or Doctor, enter abbreviations


a.
without periods in the prefix field (for example, Rev and Drj). 



Some prefixes take periods; others do not. Try again.

b.
with periods in the first-name field (for example, Rev. and Dr.). 



Prefixes are entered appropriately in the prefix field. Try again.

c.
without periods in the first-name field (for example, Rev and Dr). 



Prefixes are entered appropriately in the prefix field. Try again.

d.
with periods in the prefix field (for example, Rev. and Dr.).



Correct!
25.
Under FERPA guidelines, a student’s directory (public) information may not include 


a.
contact information 



This is part of directory information at ASU. Try again.

b.
date of birth 



This is part of directory information at ASU. Try again.

c.
marital status 



This is part of directory information at ASU. Try again.

d.
GPA 



Correct!
26.
If validation/rule forms need to be updated in BANNER, a data custodian 


a.
must file a change-order request and get Data Standards Committee 



approval before entering the change



Correct!

b.
may enter the change before getting Data Standards Committee approval 


Because everyone now shares one data base, the DS Committee needs to check that a change in one area will not have a negative impact in another area. Try again.


c.
may enter the change before filing a change-order request 

Because everyone now shares one data base, the DS Committee needs to check that a change in one area will not have a negative impact in another area.
Try again.

d.
does not have to file a change-order request and get Data Standards Committee 



approval before entering the change, but it would be nice.
Because everyone now shares one data base, the DS Committee needs to check that a change in one area will not have a negative impact in another area. Try again.
27.
You may change data that are already in BANNER if


a.
you wish to be helpful



Data changes affect other areas. To keep the data clean, those with authority



can change data if they follow established procedures. Try again.

b.
you have the authority to do so



This is part of the correct answer along with c. Try again.

c.
if you follow the procedures established by the Data Custodian of those data you 



wish to change



This is part of the correct answer along with b. Try again.

d.
a and b



Data changes affect other areas. To keep the data clean, those with authority



can change data if they follow established procedures. Try again.



e.
a and c



Data changes affect other areas. To keep the data clean, those with authority



can change data if they follow established procedures. Try again.



f. 
b and c



Correct!

g. all of the above



Data changes affect other areas. To keep the data clean, those with authority



can change data if they follow established procedures. Try again.

28.
Under ASU's FERPA guidelines, a student’s directory (public) information includes


a.
major and minor 



This one and the others, too. Try again.

b.
dates of attendance


This one and the others, too. Try again.

c.
hometown 



This one and the others, too. Try again.

d.
all of the above 



Correct!
29.
If you work in a multi-person office, have BANNER open on your computer, and 


are leaving your computer workstation for an extended period, it is a good idea to


a.
minimize BANNER 



Even minimized, people could view it if someone is working at your computer 



while you are out of the office. Try again.

b.
log off of BANNER 



This is good. C is better. Try again.

c.
log off or lock your computer



Correct!

d.
put your screen on sleep mode/screen saver 



If someone bumps the computer and the screen comes on, people can see 


what is there. Try again.
30.
If you work in a single-person office, have BANNER open on your computer, and 


are leaving your computer workstation for an extended period, it is good idea to


a.
minimize BANNER 

Unless you lock your office when you leave, someone can open BANNER 

while you are gone. Try again.

b.
log off of BANNER 



This is good C is better. Try again.

c.
log off or lock your computer



Correct!

d.
lock your office 

You might want to do this anyway, but, regarding BANNER, what is easiest for most people is probably c. Try again.
31.
Under FERPA and ASU guidelines, student directory (public) information


a.
is available to anyone at any time 



If a student has not requested non-publication, this is true. Try again.

b.
is available unless the student requests a hold on such information



Correct!

c.
is not available unless the student permits it with a signed waiver 



It is available unless a student requests non-publication. Try again.

d.
is available, but anyone wishing to see it must present a written request. 

It is available to anyone unless a student presents a written non-publication request. Try again.
32.
When using suffixes such as junior and senior, enter abbreviations


a.
without periods in the suffix field (for example, Jr). 



Jr., Sr., or any word with letters missing needs a period. Try again.

b.
with periods in the suffix field (for example, Jr.).



Correct!

c.
without periods in the last-name field (for example, Jr). 

Suffixes belong in the suffix field. It letters are missing (as in Jr. and Sr.), it 

needs a period. Try again.

d.
with periods in the last-name field (for example, Jr.). 



Suffixes belong in the suffix field. Try again.
33.
Under FERPA guidelines, a student’s directory (public) information may not include


a.
SAT/ACT scores



Correct!

b.
major and minor fields of study 



This is directory information. Try again.

c.
weight and height of members of athletic teams 



This is directory information. Try again.

d.
parents’ names and mailing addresses 



This is directory information. Try again.

34.
A student’s directory information 


a.
may be shared, (for example, in a departmental report or with another agency).



Correct!

b.
may not be shared except as part of a group. 



It may unless the student requests non-publication. Try again.

c.
may not be shared if the student can be identified from it. 



It may unless the student requests non-publication. Try again.

d.
may be shared only if the student gives express permission. 



It may unless the student requests non-publication. Try again.
35.
For use within ASU, individual student’s non-directory information


a.
should never be printed in a factbook. 



This is true, but so are the others. Try again.

b.
should be printed for work-group use only when necessary. 



This is true, but so are the others. Try again.

c.
should be printed within reports only when necessary. 



This is true, but so are the others. Try again.

d. 
all of the above



Correct!

e.
none of the above 



All choices are correct. Try again.


36.
Abbreviations: 


a.
They should rarely be used. 



Many abbreviations are used in BANNER. Try again.

b.
The length differs depending on the abbreviation standards.



Correct!

c.
They can only contain letters. 



Some abbreviations (1stLt.) contain numbers. Try again.

d.
The length is limited to 4 characters. 



The length varies. Try again.
37.
If a person supplies a preferred name, enter it in the


a.
official-name field only if a official first name is not provided. 



Do not put anything but the official name in the Official-name field. Put it in the 




preferred-name field. Try again.


b.
diploma field. 



The diploma name, if there is one, goes in this field. Try again.

c.
preferred first-name field.



Correct!

d.
official-name field even if an official first name is provided. 



Do not put anything but the official name in the Official-name field. Put it in the 


preferred-name field. Try again.
38.   Nicknames are


a.
never put into BANNER. 

They are put in the Preferred-first-name field. Try again.

b.
only used by Advancement. 

They are put in the Preferred-first-name field. Try again.

c.
entered in the preferred first-name field.



Correct


d.
entered in the official first-name field. 

They are put in the Preferred-first-name field. Try again.
39.
The permanent/home address


a.
is used by Student to denote the parents’ address. 



It is often a parent’s address, but it does not have to be. Try again.

b.
is the primary mailing address for persons.



Correct!

c.
is used by non-persons (i.e., vendors). 



The permanent address is the primary mailing address for a person.  Correct 



answer is b.

d.
is not used by all persons (i.e., Alumni does not use it). 



The permanent address is the primary mailing address for a person.  Correct 


answer is b.

40.
When using suffixes such as the fourth, enter


a.
Roman numerals (IV) without periods in the suffix field.



Correct!

b.
the suffix spelled out (The Fourth) in the suffix field. 



Abbreviate in Roman numerals with no period. Try again.

c.
Roman numerals with a period (IV.) in the suffix field. 



Do not use a period. Try again.

d.
the suffix spelled out (the fourth) in the suffix field. 



Abbreviate in Roman numerals. Try again.
41.
The local address (code LO) is used


a.
by HR for campus office locations. 



LO is a student, local but off-campus address. Try again.

b.
for student and staff mail boxes in the UC. 



LO is a student, local but off-campus address. Try again.

c.
only for student mail boxes in the UC.




LO is a student, local but off-campus address. Try again.

d.
for a student’s local, off-campus location.



Correct!
42.
The billing address (BI) is created


a.
and updated by Admissions. 



BI is created if different from the permanent address. Try again.

b.
if different from the permanent address.



Correct!

c.
even if the same as the permanent address.




BI is created if different from the permanent address. Try again.

d.
only if invoices will be sent directly to the student. 



BI is created if different from the permanent address. Try again.
43.
When using a prefix such as Miss, enter the abbreviation


a.
with a period in the prefix field (Miss.). 



Miss is a word, so it does not take a period. Try again.

b.
without a period in the prefix field (Miss).



Correct!



c.
without a period in the last-name field (Miss). 



It is entered in the prefix field. Try again.

d.
with a period in the last-name field (Miss.). 



It is entered in the prefix field without a period. Try again.
44.
If a person requests use of a name that is different from his/her OF,


a.
Academic Affairs will print the other name (Diploma Name) on a diploma. 



Both answers are correct. Try again.

b.
The Registrar will only print the OF name on a transcript. 



Both answers are correct. Try again.

c.
neither a nor b above 



Both answers are correct. Try again.



d.
both a and b above



Correct!
45.
When should the NATION field be populated in SPAIDEN? 


a.
for all addresses


 Try again.

b.
only when the address is foreign (i.e., outside the USA)



Correct!

c.
only when the address is in the USA 



 Try again.



d.
Never populated NATION for any address. 



 Try again.
46.
A person or non-person can 


a.
have only one useable address at a time in the system. 



They can have multiple, useable addresses. Try again.

b.
have multiple useable addresses in the system.



Correct!

c.
have addresses purged from the system if he/she calls the applicable office.




Addresses are never purged or deleted. They are end-dated and replaced with 



an updated address. Try again.

d.
purge unwanted addresses him or herself in Self-Serve. 



Addresses can be updated, but old ones are not purged. Try again.
47.
Which of the following address standards is Correct?


a.
The 5-digit county code self-populates when the zipcode is entered.



Correct!

b.
Zip (or international postal) codes are helpful but do not have to be used. 



Zip and other postal codes should always be used. Try again.

c.
The 2-letter state abbreviations do not have to be used. 



The state abbreviations should be used. Try again.



d.
USA should be entered in the nation-code field. 



Do not enter USA in the nation field. BANNER will put it on all correspondence, 

resulting in additional postage costs.  Try again.
48.
When entering dates,


a.
Months should be entered as three letters (may, aug). 



This is correct, but so are the other choices. Try again.

b.
Days should always be entered first (10 may). 



This is correct, but so are the other choices. Try again.

c.
Years can be entered as either 2 or 4 digits (10 may 05 or 10 may 2005).




This is correct, but so are the other choices. Try again.

d.
All of the above.



Correct!

e. 
None of the above. 



All choices are correct.. Try again.
49.
If there is no birth date, enter


a.
nothing. 



Correct!

b.
000000. 



Missing birth dates do not have anything entered into the field. Try again.

c.
00000000. 



Missing birth dates do not have anything entered into the field. Try again.
d. 11111111.


Missing birth dates do not have anything entered into the field. Try again.
50.
The Confidential Information field is


a.
for students. Leave it blank unless students request non-release of directory

 

information. 



It is for students and employees. Try again.

b.
always to be left blank.  Directory information cannot be withheld. 



It is blank unless students or employees request non-release of information. 



Try again.

c.
for employees. Leave it blank unless employees request non-release of directory 



information. 



It is for employees and students. Try again.

d.
for students and employees. Leave it blank unless people request non-release of 



directory information.



Correct!
