
Banner Document Management/ApplicationXtender – Retrieving Documents 
 

Login to Banner, you can get to the ApplicationXtender app by clicking on the Retrieve button on the 

toolbar.   

 

 

 

 

 

 

 

 

 

 

 



Or go to website: https://nsut-bdm-web.nsuok.edu/AppXtender/DataSources/PROD/account/login   

 

Sign in with Banner UserID and password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://nsut-bdm-web.nsuok.edu/AppXtender/DataSources/PROD/account/login


If you want the Full Text Search option. Check the Request Full Text Search Support prior to logging in. 

 

 

 

 

 

 

 



 

The wildcard for search is an asterisk in this software, not a percent sign like it is in banner.  The screen 

featured above is SPAIDEN, but the search button is also present in other Banner screens.  Your search 

results change depending on what screen you are in (because that changes the context of your search).     

 

 



Click on the Application that you would like to open, B-S-ADMN, for example.  At this point you can 

enter an ID or other information to search for documents. 

 

If you query from INB for a particular student, you will get a list of queries.  You can toggle or reorder 

fields by clicking the gear in the top right. 



 

You can even search by a term code and docment type and it will give you transcripts from that term 

from multiple students. 

 

This program can record different file types, including excel and word documents. 

You can also do a full text search and enter keywords.  The text search functions are at the bottom of 

the general query criteria screen.  Once you open the desired document, you have the option to open it 

in its original format. 

 

  



You can also search for a record by pressing the + button on the top right to open up a menu that 

includes New Query, New Multi-Application Search, New Report Search. 

 

Queries 
New Query re-opens up the previous screen that first opened when you selected your application (e.g. 

B-S-ADMN). 

New Multi-Application Search allows you to search multiple applications on the left hand side.  This will 

be useful when looking for student data in both the current system and older documents from imagio. 

  



Query Results 
You can sort by column headers, and if you click the drop down menu on each record, you get a menu of 

options. 

 

You can also hide column headers by clicking on the cog wheel located near the top of the page as 

marked by the red circle. 



 

Under Display you can decide which columns appear and which ones to hide. A check mark in the box 

will make appear and removing the check will hide the column. 

For this example we will be removing the Social Security number column or SSN. 



 

Now you can see that we no longer have the Social security column appearing.  



 

  



When looking at a record, you can return to Query Results from the breadcrumb menu or you can go to 

the next/previous record from the query list. 

 

Once a document is deleted, it can’t be recovered.  Delete access is restricted. 

Export Cold means export to text. 



 User Settings 

 

In the Search/Result 

Set you can modify 

how the software 

displays your search 

results and how 

your results are 

exported.  For 

example, you can 

choose to export 

documents as CSV 

files if you do data 

work. 

“Auto Open 

Document if Query 

Yields One Result” is 

checked by default. 

To change your 

settings, select your 

username in the top 

right and a drop 

down menu will 

appear with the 

“User Settings” 

Option. 



 



 









 

 

 

 

 

 

 

 

 

 

 

 

 



Drag and Drop  

Another way to scan or input document that is new to Banner Document Management is “Drag and 

Drop .  Make sure the settings in the document view are set up to “Enable Inline Rendering of Foreign 

Files and Use of Browser” to “Display PDF Files”.   

To Drag and Drop document you will click and hold on the file you wish to input. There are several ways 

to drag and drop the files: 

 

 Move it to screen where the applications are 

 Move it to the thumbnail side of the scanning page as marked by the arrow below. Then unclick 

 Move to the body of the screen 
 

 

 



 

Drag the file to the middle of the screen of the application of where the document will be stored. 



 
The index files will come up so you can fill them in. 

 

 

 

 

 

 



 

Add the pages in the file to be indexed. 

 

 

 

 

 

 



 

The index files will come up so you can fill them in. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

Once you have the documents you want pulled up and would like to add more to them you drag the 

documents in. 

 



  

Select on the placement where to put the page.  Fill in the index fields.   

 

 


