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Initial Setup 
 
The below instructions are required only for the initial setup and you’ll only have to do it 
once. 
 

1. Go to GLRSLCT 
 

 

Type the following 
as shown 

 
 
Once you entered the information as shown above do next block until you come to the 
screen as shown below. 
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Type the 
following 

 
From the Options menu select Record → Insert 
 

 

Choose this  

 
 
 
Once you’ve completed the above Exit the form 
 

 

Exit by choosing 
either of these 
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2. Next go to GLBDATA and enter the information as below. 
 

 

Enter 
DATABASE here 

           

Enter your 
Banner user 
ID here in 
CAPITALS

 
Once you’ve entered all of the above information do next block and complete the 
following. 
 

 
 
By checking the ‘Save Parameters’ check box and completing the other fields, each time 
you run the population selection you will not have to enter the information again. Once 
you’ve completed all the information press F10 on your keyboard or from the menu 
select File → Save 
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You will then be prompted to enter some information 

 
 
 
 
 
 
 
 
 

Enter the term code 
for which you’re 
processing. eg 
200610 

Enter the crn for 
which you need 
to create address 
labels

 
After you’ve entered the information do next block then either press F10 or File → Save 
from the menu. 
 

Take note of the job number on the bottom left of your screen  
then select Options → Review Output from the main menu 
You should come to a screen as shown below. 
 

 
 

 
Click on OK 
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As long as your cursor is in 
this field the job has finished.  
Double click in the field to 
see the number of students 
selected.
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Your output should be similar to the image below. 

 
 
If you wish to see the names of persons selected go to GLIEXTR or GLAEXTR.  
GLAEXTR allows you to add or delete names. 
 

3. Next go to GLBLSEL and enter the information as shown below. 
 

 

           

Enter your 
Banner user ID 
in CAPITALS

Enter the term code 
for which you are 
processing

Leave this 
blank 

Enter 
‘SYSDATE’ here 
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Once you’ve entered all of the information above do next block and enter the information 
below. 
 

 
 
By doing this, the next time you run the job you will select it by selecting the parameter 
set with the name ‘LABELS’. 

 

Enter address type as shown. 
You can enter multiple 
address types if needed by 
inserting additional records 

Click on the flashlight to 
find your saved 
parameters. 

 
 
Next review your output by going to the menu and select Options → Review Output 
Your output should be similar to below. 
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Next run run the final Banner process. 
4. Type GLRLETR and enter the following. 

 

Don’t forget to type 
DATABASE here 

           

Enter the term code 
for which you’re 
processing 

           

Type 
SYSDATE 

 
 
Do next block and save your parameters as shown below.  The next time you run the 
process you will only have to select your saved parameters and submit the job.  

Leave 
blank 
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Go to Options → Review Output 
The next screen will be similar to below. 
 

 
 
 
 

Highlight the .doc file 
and click OK 

 
The next screen will be similar to what’s below. 
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 From the menu select   
 

 
 
By doing this allows you to open the output in new browser.  From there select File → 
Save As.  See illustration below. 
 

 

Change this 
to as shown 
before saving

 
Once you’ve saved your file you would then use Microsoft Word to create your labels. 
   

5. Using saved parameters 
As mentioned earlier you can save the parameters of a job so the next time you run it you 
won’t have to reenter them. To select saved parameters for your Banner job see the 
illustration below. 

 
 
 
 
 

 

Click on the 
flashlight 

 
 
 
 
 

Double click on the 
one you want to use 

 
Once you double click the saved parameter appears as follows. 
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Do next block and you’ll see your saved parameters.  Change anything you wish then run 
the job. 
 

6. If you should need to see the details on letters mailed to a student go to 
GUIMAIL. 

This form will list all letters mailed to a student using Banner.  You can perform your 
usual Banner query functions within the form. 
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