
How To: Setting up the My Banner channel for accessing INB from 

the OneTech portal. 

 
Note: If you have any problems with the instructions in this document, please call the Campus Support 
Center at 968-0646. 

 
Step 1:  Log into the OneTech portal and add the following channels to your layout (if not already there): 

1. άaȅ .ŀƴƴŜǊέ όƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ά.ŀƴƴŜǊ DŜƴŜǊŀƭέ ŎŀǘŜƎƻǊȅύ 

2. ά.ŀƴƴŜǊ {ŜǊǾƛŎŜǎέ όƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ά.ŀƴƴŜǊ DŜƴŜǊŀƭέ ŎŀǘŜƎƻǊȅύ 

For directions on how to add a channel to your OneTech layout, please view the following tutorial on the 

OneTech Resource site. 

http://www.atu.edu/cservices/onetech/tutorials/adding_and_deleting_channels/adding_and_deleting_

channels.html 

LŦ ȅƻǳǊ άaȅ .ŀƴƴŜǊέ ŎƘŀƴƴŜƭ ǎŀȅǎ άbƻ ǇŜǊǎƻƴŀƭ ƳŜƴǳǎ ŘŜŦƛƴŜŘέ ǇƭŜŀǎŜ ǇǊƻŎŜŜŘ ǘƻ ǎǘŜǇ нΦ  LŦ ȅƻǳǊ άaȅ 

.ŀƴƴŜǊέ channel ŘƛǎǇƭŀȅǎ ŀ άaȅ .ŀƴƴŜǊέ ŦƻƭŘŜǊ, proceed to step 3 to learn how to add additional 

ǎƘƻǊǘŎǳǘǎ ǳƴŘŜǊ ȅƻǳǊ άaȅ .ŀƴƴŜǊέ Ŧƻlder. 

Step 2:  /ƭƛŎƪ ƻƴ ǘƘŜ άLƴǘŜǊƴŜǘ bŀǘƛǾŜ .ŀƴƴŜǊέ ƭƛƴƪ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ά.ŀƴƴŜǊ {ŜǊǾƛŎŜǎέ ŎƘŀƴƴŜƭΦ   

 

This link should open a new window and sign you into Internet Native Banner automatically.  If it does 

not, please call the Campus Support Center at 968-0646 for assistance.  LŦ ǘƘƛǎ ƛǎ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜ ȅƻǳΩǊŜ 

accessing Internet Native Banner from the OneTech portal, you may see a message that says your 

password is being synchronized.  If so, click the link to continue signing in. 

http://www.atu.edu/cservices/onetech/tutorials/adding_and_deleting_channels/adding_and_deleting_channels.html
http://www.atu.edu/cservices/onetech/tutorials/adding_and_deleting_channels/adding_and_deleting_channels.html


 

Step 3:  Once signed into Internet Native Banner, you should set up your άMy Bannerέ folder.  The 

ŎƻƴǘŜƴǘǎ ƻŦ ȅƻǳǊ άaȅ .ŀƴƴŜǊέ ŦƻƭŘŜǊ ŀǊŜ what will display in the άMy Bannerέ channel in the OneTech 

portal.  Open the άMy Bannerέ folder by double-clicking it. 

 

To begin setting up ǎƘƻǊǘŎǳǘǎ ƛƴ ȅƻǳǊ aȅ .ŀƴƴŜǊ ŦƻƭŘŜǊ ŎƭƛŎƪ ǘƘŜ ƻǇǘƛƻƴ ǘƘŀǘ ǎŀȅǎ ά{ŜƭŜŎǘ ǘƻ ōǳƛƭŘ 

ώD¦!tab¦ϐέΦ  LŦ ȅƻǳ ƘŀǾŜ ŀƭǊŜŀŘȅ ǎŜǘ ǳǇ ǎƘƻǊǘŎǳǘǎ ōŜŦƻǊŜΣ ƛǘ ǿƛƭƭ ǎŀȅ άhǊƎŀƴƛȊŜ aȅ .ŀƴƴŜǊ 

ώD¦!tab¦ϐέ ƭƛƪŜ ǘƘŜ ǇƛŎǘǳǊŜ ŀōƻǾŜΦ 



 

Your screen should now look like this. 

 

The object column on the right (indicated by the red arrow) is where you will add the names of forms or 

ǇǊƻŎŜǎǎŜǎ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ŀ ǎƘƻǊǘŎǳǘ ǘƻ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ άaȅ .ŀƴƴŜǊέ ŦƻƭŘŜǊΦ  ¸ƻǳ ǿƛƭƭ ƻƴƭȅ ƴŜŜŘ ǘƻ ŀŘŘ 

ƻƴŜ ǎƘƻǊǘŎǳǘ ŦƻǊ ȅƻǳǊ άaȅ .ŀƴƴŜǊέ ŎƘŀƴƴŜƭ ǘƻ ŦǳƴŎǘƛƻƴ ǇǊƻǇŜǊƭy but you should go ahead and add as 

many shortcuts as you need.  When you are done adding shortcuts on this form be sure to click the save 

button located in the upper left corner of the form (the small purple disk). 

Step 4: Close out of Internet Native Banner and log out of the OneTech portal.  Log back into OneTech 

ŀƴŘ ŎƘŜŎƪ ǘƻ ǎŜŜ ƛŦ ȅƻǳǊ άaȅ .ŀƴƴŜǊέ ŎƘŀƴƴŜƭ ŘƛǎǇƭŀȅǎ ǘƘŜ ǎƘƻǊǘŎǳǘǎ ȅƻǳ Ƨǳǎǘ ǎŜǘ ǳǇ ƛƴ ǎǘŜǇ оΦ 

If you have any problems or questions please call the Campus Support Center at 968-0646. 

Note:  AlǘƘƻǳƎƘ ƛǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ǳǎŜ ǘƘŜ ά.ŀƴƴŜǊ {ŜǊǾƛŎŜǎέ ŎƘŀƴƴŜƭ ǘƻ ǎƛƎƴ ƛƴǘƻ LƴǘŜǊƴŜǘ bŀǘƛǾŜ .ŀƴƴŜǊ 

ǘƘǊƻǳƎƘ ǘƘŜ hƴŜ¢ŜŎƘ ǇƻǊǘŀƭΣ ȅƻǳ ǎƘƻǳƭŘ ǳǎŜ ǘƘŜ άaȅ .ŀƴƴŜǊέ ŎƘŀƴƴŜƭ ƛƴǎǘŜŀŘΦ  ¦ǎƛƴƎ ǘƘŜ άaȅ .ŀƴƴŜǊέ 

channel will reduce the problems you will have when trying to open Internet Native Banner multiple 

times throughout the day. 


