
I don=t have the ID#.  How do I find information on the student? 
 
If you do not know a student=s identification number, you can do a name search for a student.  
From SPAIDEN (or any form where you see the ID: field in the key block), click on down arrow 
– next to the ID: field.  An Option List dialogue box appears.  
 

 
 
Click on Person Search to load SOAIDEN (see below).  Enter as much of the student=s first and 
last names as is available.  Some specific guidelines for doing a name search are on the next  
page.  (Hint:  You can get to SOAIDEN quicker by pressing the List function, F9.) 
 

  
Be sure to use all CAPITAL letters because all data in Banner is upper case. 



There are two wildcards available in Banner that allow you to enter variables into your search 
criteria. 
 

Single Character B the underscore _ key can be used as the wildcard for one character.  
For example, if you do not know the first letter of a person=s name (Kathy or Cathy), use the 
underscore _ key to build your criteria B  _ATHY.  Entering the criteria this way would retrieve 
any student whose name begins with a single letter and ends with ATHY B Kathy, Cathy.   
 

Multiple Characters B the percent sign % can be used when you are not only uncertain 
of the letters but also how many letters there might be.  For example, someone who goes by the 
name Kathie  might be using a shortened version of her official name.  The actual name in the 
system could be Kathy, Kathie, Cathy, Kathleen, Kathryn.  To find all possibilities, enter your 
criteria as _ATH% (not sure what the first letter is and not sure what’s at the end.) 
 
A general rule of thumb is to use three characters and the wildcard symbols.  This is generally 
applicable when dealing with unusual spellings.  If you are reasonably certain of the spelling of a 
student=s name, you can use more letters when building your query criteria (i.e., Brown is a fairly 
common name, but you might want to use the underscore _ at the end, just in case the name is 
spelled Browne).  The more specific you can be, the less you will need to scroll through choices. 
 
In the example entered on the previous page, we are looking for Kathie Parker, so we enter the 
last name of PARKER (no wildcards because we are sure of the spelling) and the first name 
_ATH% since we’re not sure what the first character of her name is and we are not sure how her 
name is in the system (Kathy, Cathy, Katherine, Kathleen). 
 
This will produce all possibilities based on the criteria entered. 
 
Once you have entered all the query criteria (as much of the last name and the first name as 
known, using wildcards for uncertainties), execute the query in one of the following ways: 
 

a) Click on the Execute Query icon in the toolbar at the top of the screen 
b) Select Execute from the Query pull-down menu 
c) Press F8 (read your Auto Hint and Status Line) 

 
If the student you are looking for appears to be entered more than one time on the SOAIDEN 
form, highlight any of the occurrences of the student=s identification number.  Banner 
automatically selects the most current data for a student. 
 

In the Chg column: 
 

N  Indicates a name change 
I  Indicates an inactive student ID # 
Blank  Indicates the most recent name and ID 

 
 
 
 



If multiple choices come up for the criteria entered, you may be able to select the correct student 
based on the identification number and the birthdate.  However, if this does not provide enough 
clarification, highlight the most likely candidate and from the Options pull-down menu, select 
Search and Display More Detail.  Note that, as a security issue, ID numbers are not displayed in 
this example. 
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 The Person Search Detail Form (SOAIDNS) opens in the query mode.  You will note that the 
form opens in the query mode (look at the Auto Hint and Status Line).  No information appears 
until you generate the query.  If you need to change your search query, do so (in the example 
below, you need to change the criteria back to the original criteria to find all possible matches).  
Press F8 to populate.   
 

 

If you want to review all the 
choices that came up originally, 
change the first name criteria back 
to _ATH% 

 



 
 
You will see the names of the students with names meeting the criteria in the top of the form.  
SOAIDNS will allow you to review the information on all students whose name fits the criteria 
entered (last name of PARKER, and first name _ATH%) 
 
In the middle of the form, you will see general student information in a summary format for the 
student highlighted at the top of the form.  If the scroll bar is active in this portion of the form, 
click on the scroll bar to look at other terms of general student information. 
 
In the bottom portion of the form you will see the address type, street address (one line only), 
city, state, zip, and telephone number for the student highlighted at the top of the form.  If there 
are additional lines of the address (i.e., apartment numbers, etc.), you cannot see that information 
in SOAIDNS.  If the scroll bar is active in this portion of the form, click on the scroll bar to view 
additional addresses for the highlighted student. 
 
 
 

 

 
 
Okay, I=m sure I found the right student B NOW WHAT? 
 
Once you find the correct entry, note the record number in the auto hint and status line and EXIT 
back to SOAIDEN.  Highlight the identification number by using the up or down arrow keys and 
click the Select icon (third from the left) in the toolbar, or you can double-click on the name.  
This will automatically enter the student=s identification number and name in the key information 
area of the form where you started the query. 
 
NOTE:  It is possible to click on the down arrow – next to the ID: field (or press F9) in ANY 
form it appears and perform a name search in SOAIDEN.   
 
If you already know the student=s UIN, it is not necessary to perform a name search.  You can 
enter the ID# in the ID: field. 


