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Never assume that a person does not exist in the system. Always search! Entering a new person 
in Banner builds a new A-number in the system. If a person has been a student, is a dependant 
or beneficiary of a current employee or student, has applied for admission to USU, has been a 
vendor, received pay of any type from USU, or has enrolled in concurrent enrollment, he or she 
will have an A number.   
 
Duplicate A numbers cause problems and fixing them involves complex and time consuming 
programming time, as well as creating possible problems with payroll,  searching and audit 
trails. Careful searching will prevent the creation of duplicate A-numbers in Banner. Always 
search thoroughly before entering new persons! 
 

Before entering a new person in Banner, always perform a thorough search. 
 
Access PPAIDEN.  
 

Type form name in the Go To… Box 
and press ENTER. 

 
Do not click on the arrow box! 

Clicking on the arrow box will take you to a 
search form. 

 
OR 

 
Add PPAIDEN to your “My Banner” 

and click it to go to the form. 
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Click on the arrow box to begin your search. Double click on Alternate ID search.  
 
Person Search will allow you to see and compare names, A-Numbers and birthdates. 
Alternate ID Search allows you to see all of that plus the last four digits of the SSN.  
Non-Person searches are for vendors and should not be used.  
 
Do multiple searches on this form to ensure duplicates are not created. Do one search on the 
name, and another search on the SSN. Doing a separate search by SSN will allow you to see 
persons who have had an A-number created under a different last name. Different last names 
may happen because of legal name changes (marriage, divorce, etc.)  
 

 

 
 
 
Click on the arrow to see search options 
 
 
 
 
 
 
 
Click on Alternate ID Search  
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The Alternate ID form is GUIALTI. Enter information in the field from which you wish to search. 
 
First do a name search. Tab over to the “Last Name” field and enter the last name.  
Press F8 to execute the search. Look at all fields to narrow your search.  
 

Wildcards can assist you in your searches. 
 
The wildcard “_” will look up only one character; “%” will look up more than one 
character. 
 
If the last name is common, tab over and enter the first name. Wildcards can be 
used if you are uncertain about spelling. For instance, John could be listed as 
John, Jon, or Jonathan.  Jo% would look up all names beginning with Jo.  
Wildcards can be placed at the beginning, middle, and/or end of a word.  
 
Use the legal name that appears on the SS card. If the person has nicknames, 
search those as well.  Example: Peggy can be a nickname for Margaret; Bill and 
Will are nicknames for William; etc.  

 
In this search, to see all persons with the last name of Dude, enter “Dude” in the “Last Name” 
field and press F8.  Compare all fields, including names, SSN and birthdates, to the information 
you have.   
 
Press F7 to clear the form and search again by the SSN. Press F8 to execute the search again. 
You can clear the screen (F7) and search again by SSN.   
 
If you find a match, arrow down to the row and double click on the SSN to take you back to 
PPAIDEN. If you find no matches, close the form by clicking on the black X and return to 
PPAIDEN.  
 

 

Highlight the row with the correct name on it. 
Double click on the SSN to return to PPAIDEN 

Do not select persons with an indicator in the Change field.  
Some records may have been changed due to duplicate A-numbers, 
corrections, or name changes. These records are identified with an 
indicator in the Change field.  
 

Name Indicator: N    ID Change Indicator: I 
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The next search is performed in the name field of the PPAIDEN form.  
 

 

Tab over to the name field.  

Type the last name, comma, first name.  

Don’t put a space between the comma 
and the first name. 

Press ENTER.  
 
This is the only time you will not use F8 
to search.  

 
In search above you want to find Steve Jones. You didn’t know if he is in the system as Steve, 
Steven or Stephen.  Search by Jones,St% to see all first names beginning with “St.”    
 

 
 
 
 
 

 

 
Click here to clear search 
criteria in bottom part of this 
box. 

This search returned 60 
records. See the number 
of records in the box to 
the right of the Search 
results.  
 
Click on the arrow by the 
name field to see results,  
 
If the correct name is 
available, highlight it and 
double click on it. 
 
Narrow the search by 
providing extra 
information: fill out the 
“Gender” field and click 
on the “Person” dot to 
eliminate vendors and 
females.  
 
Press F8.  
Note: On this search, press 
F8 or click on the 
magnifying glass on the 
right side to see results. 
 
If no matches are found, 
an error message will 
appear at the bottom of 
the page. It will say “Error 
Name is invalid.” This lets 
you know that the search 
turned up no results.   

 4


