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TECHNICAL COLLEGE SYSTEM OF GEORGIA

BANNER PROCEDURES MANUAL

Banner NON-PERSON ENTRY

GENERAL

A non-person account is created to enter non-student accounting transactions for companies and associations. Examples of a non-person account would be a Collection Agency, Banking Institutions, and also any Third Party Contract accounts.

PROCEDURE

A non-person account is entered into Banner using the form SPAIDEN.

It is very important that when creating a new non-person account you are aware of your school’s ID type to enter. Some schools enter a number ID code while others may enter a letter ID code for non-persons.
Once you know what kind of code to enter you will need to navigate to the Banner form SPAIDEN. (See below)

If there is any data in the ID field when you enter the SPAIDEN form you will need to delete it before you begin.

You will then enter your school’s choice ID code for the company in the ID: field and click Go 

Note: You are not entering the account name on this screen, only the new chosen ID.
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(Get Started: Complete the fields above and ciick Go. To search by name, press TAB ffom an ID field, enter your search critera, and then press ENTER.




Once you click Go, it will automatically take you to the GOAMTCH Banner screen. (If that ID has not been created)
This screen allows you to enter a new non-person or student and before you save the account it will scan Banner records to make sure this account does not already exist.
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You will enter the Matching Source as NON PERSON ID ---  Press Go.

When you are taken to the GOAMTCH screen make sure your newly entered ID is visible in the ID field. 

See Red arrow below. 
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 Once you verify the ID field is already populated with your chosen ID code. 
You will need to click inside the Non-Person Name field and type the customer’s name
(see           above),  also enter the business address and telephone information into the screen. The next step is to save the non-person account. You may click the save button at the bottom right of  your window or click F10 on your keyboard.  If any familiar accounts are found Banner will display a pop up box. If your new customer is not listed you will receive the message as shown below.  You Click Yes to “Create as new”
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