
 

 

 

Setting Up My Banner 

My Banner works like a favorites list, storing pages that you frequently use in 

Admin Banner. You can select the pages from the My Banner list instead of typing 

in the form in the SEARCH box.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add pages/forms to your My Banner, type My Banner in the search box and hit 

enter on your keyboard. 

 

 

  



Using your mouse, click in the right-hand object selection box (see red arrow). 

Now use your down arrow on your keyboard, to scroll through any list already 

there, past the last listing. This will open a text box. You can type in the page/form 

name into that text box. Hit tab. If you need to add more pages/forms, create 

another text box by using your down arrow key. You will need to log out and back 

in to see the changes. 

If you don’t already have a My Banner setup, there may be no listing of pages 

already under Object Selection. Begin by adding the pages you wish to have in 

your My Banner.  


