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BUILDING LETTER GENERATION VARIABLES, PARAGRAPHS AND LETTERS IN BANNER 

 

In Banner, Letters contain Paragraphs, which contain Variables.  Thus we have to build the Variables 

first, then the paragraphs and letters. 

BUILDING VARIABLES: 

1. Go To . . .  GLRVRBL 

2. Choose the Application that the Variable needs to be a part of.  Note that if you are running letter 

generation for Application: AR, you cannot use a variable that only exists in Application: Finaid.  The 

variable must be built in all applications that it will be used.  However, you can copy these over.   

3. Enter the desired name for the variable.  All variables start with an asterisk * and do not contain 

spaces.    (Always look for an existing variable that may be used or that will provide a foundation for what 

you want. If you find a variable that you would like to modify, you will need to copy it so you do not alter 

another user’s use of the variable .   To copy, <CTRL> <PAGE DOWN> past the Rules section where you will 

be prompted to copy from/copy to.) 

4. <CTRL><PAGE DOWN> to the Description and enter a brief description of the variable. 

5. <CTRL><PAGE DOWN> to the Definition.   

a. Select:  this will be the field* you wish to pull into the letter, such as 

SPRIDEN_LAST_NAME or SGBSTDN_STYP_CODE 

b. From:  This is the tables that will be used in selecting the field above 

c. Order By:  If you are selecting multiple objects, you may wish to have them ordered by 

description name, etc.  This is Optional. 

d. Group By:  If selecting multiple objects, you may wish to have them grouped.  Optional 

e. Description:  optional description  

6. <CTRL><PAGE DOWN> to the Rules.  This is where you will identify any criteria that must be met 

for the variable.   

  An example would be the variable for email addresses (*EMAIL).  You only want to select those 

that are Active and with a type code of ‘EMAL’.  So your rules would look like this. 

GOREMAL_STATUS_IND = ‘A’   And 

GOREMAL_EMAL_CODE = ‘EMAL’ 

7.  Save <F10> 
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*  You will need to know the field names as identified by the database.  The best way to determine a field 

name is to go to the form in banner that holds the information and with your cursor in that specific field, 

choose Help, Dynamic Help Query from the menu bar at the top.  You will have a pop-up screen that 

provides the field name. 

 

BUILDING PARAGRAPHS 

1.  Go To . . . GTVPARA 

2. Verify that there is not already an existing paragraph that will do. 

3. Scroll to the bottom of the list and add your Paragraph Code – with no spaces.  Add Description 

and Save <F10> 

4. Go To . . .GUAPARA 

5. Enter your new paragraph code 

6. <CTRL><PAGE DOWN>  Enter Variables you want included in paragraph.  Save.  Note:  The more 

variables you select the longer it will take for GLBLSEL to run.   

BUILDING LETTERS 

1.  Go To . . . GTVLETR 

2. Verify that there is not already an existing letter that will do. 

3. Scroll to the bottom of the list and add the Letter Code – with no spaces.  Add a Description.  

Check the Allow Duplicates Indicator if you want the student to possibly receive this letter 
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multiple times during the same term.  If you do not wish for the student to receive this letter 

multiple times leave this blank AND verify that your Description is specific enough that no one 

else would use this letter for a different purpose.   

4. Save <F10> and Exit 

5. Go To . . . GUALETR 

6. Enter you Letter Code and <CTRL><Page Down> 

7. Enter the paragraph code you would like to add 

8. Tab over to the Sequence Field and enter sequence numbers beginning with 1 

9. Save 


