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Tips and Tricks

Banner Messaging

SIMS users have the ability to send messages to other SIMS users via Banner Messaging.    To do so:

1. Click on the Check Banner Message in the My Links section of the Main Menu.  
2. The General Message (GUAMESG) form will open, as seen below.
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3. The following fields are available and some are required (as noted):
	Recipient
	(Required) The SIMS user name of the recipient. You can also search for the name using the drop-down arrow.

	Sender
	Your SIMS user ID will automatically be added when you send the message.

	Date
	(Required) The date you want to send the message.

	Time
	The time of day you want the message sent.

	Message
	(Required) There is a maximum of 180 characters.

	Reference ID
	You can reference a person or non-person.

	System
	(Required) “G” for general is the most common.

	Confidential Flag
	Check if you do not want others to read your message. 



4. Click Save to send. 



Message Clean-Up

Every message will be stored until you remove/delete it.  The following details how to remove old messages.  

To view/ delete messages you sent:

1. Click on the Check Banner Message in the My Links section of the Main Menu.  
2. Click on the Start Query icon.
3. Enter your User ID in the Sender field.
4. Click on the Execute Query icon. 
5. Select a message that is to be deleted.
6. Click on the Record Remove icon.
7. Click on  Save. The message will be deleted.  

While you cannot remove messages you’ve received from others, you can view all messages you’ve received:

1. Click on the Start Query icon.
2. Enter your User ID in the Recipient field.
3. Click on the Execute Query icon. 

All messages you’ve received will appear. 
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Intro and Overview - Chapter 1
General Person Common Matching - Chapter 2
Admissions - Chapter 3

Creating & Updating Curriculum Data (7.3 Training Guide)
General Student - Chapter 4

Registration - Chapter 5

Course Catalog - Chapter 6

Schedule - Chapter 7

Grading - Chapter 8

‘Academic History - Chapter 9

Tips, Tricks & Most Used

Accessing SIMS via myUMB Portal
Banner Messaaing

‘Web Admissions Error Checking

‘Common Matching Instructor

Letter Generation for Communication Plans
Letter Generation for Population Selection
Commonly Used SIMS Forms

Zip Tip

Removing Holds

'ADM Quick Flow Handout

Forms Reference Guide

Keyboard Commands Chart

Quick Reference Guide - Reaistration
Taking SIS Data into Excel

Deceased Students

International Admissions Procedure
Returning Students

SIS Passwords

Leave of Absence Procedure

Residency Changes

Financial Aid & Cancel/Withdraw

Repeat Rules

Duplicate PIDMs

SOAPCOL (Prior College) - Deleting a Record

News.
Forms.

Support

User Guides

Technical Info
Training Opportunities
Vendor Links

SURFS Web.

EBRen

SIMS Home.
CITS Home

Student Information
Privacy Policy

One Card - Deposit
Funds.

RE:M-:E BRG o~

CoBEHEaE
CoNBEe
aBREy

Contact Us:
Center For Information
Technology Services
601 W. Lombard St.
Baltimore, MD 21201
410-706-4357
help@umaryland.edu





image2.jpeg




