
AppEnhancer 24.4
Banner Document Management System — Work Instructions

Previously known as ApplicationXtender / AppX
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Pre-requisites for AppX web client

• Firefox / Chrome / Edge / Safari – all OK 

• AppX PROD link: https://bannerappx.yale.edu

• Appx TEST link: https://bannerappx-test.yale.edu
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https://bannerappx.yale.edu/
https://bannerappx-test.yale.edu/
https://bannerappx-test.yale.edu/
https://bannerappx-test.yale.edu/


Viewing 
documents

What to do when 
you want to view a 
document that has 
been previously 
indexed.
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Click on the 
application you 

want to view 
documents 

from

Viewing documents
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Click on 
new query

Viewing documents
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Enter your 
search criteria 
and click Run

Viewing documents
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Wildcard searches use an asterisk.  For example, to search for anyone with a last name containing “Mark”, enter the value *MARK*, *Mark* 
or *mark*in the Last Name field.

When searching on Residential College, always enclose the name of the residential college in asterisks.  Example: *MORSE*



Hover over the 
document icon 
to preview the 

document.

Click on the 
document icon 
to open the file.

Viewing documents
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If you hold the mouse over the document icon, the application will display a preview of the first page of the document.

If there is only one search result, AppXtender will skip this page and immediately display the document.



Selected 
document 
displayed

Viewing documents
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Document 
index 
values

Thumbnail 
images of 
document 

pages

Use the breadcrumb at the top left corner of the AppX window to navigate back to the query results, the search screen or the initial screen.  
Here, the breadcrumb shows STUDOCS-YC > New Search > Query Results > {selected student ID}.



Drag and 
drop new 
documents

How to index a 
document on your 
computer or on a 
folder accessible 
from your 
computer
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Click on the 
name of the 

application to 
get started

Drag and drop a new document
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Drag and drop a new document

Click here to 
drag in a new 
document…

…OR click on 
the plus sign 

and then click 
on ‘New 

Document’
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Drag and drop a new document

Identify the file 
you want to 
index, then 

drag and drop 
it into the 

document area
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In this example, we shrank the browser window so that we could see a PDF file that was on the desktop.  We then clicked on the PDF file 
and dragged it into the document viewing area.  Once the icon is dragged into the document viewing area, it will acquire the “+Copy” tag.  
When we drop the document, the application reads the file and renders it as a viewable image in the document viewing area.
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Drag and drop a new document

If you’re not 
sure, just pick 
‘Insert After’
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Drag and drop a new document

Document 
displays here

Click here to 
display 

thumbnails of a 
multi-page 

document or a 
batch
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Drag and drop a new document

Enter the 
student ID and 

press Tab to 
auto-fill info 
from Banner

You will need 
to manually 

populate other 
required fields
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The index fields ID and DOCUMENT TYPE have a small red asterisk at their top right corners to show that they are required fields.  

In this view, the field ROUTING STATUS is not a required field and does not have the red asterisk.
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Drag and drop a new document - Document already exists!

APPEND will add this document after the last 
page of the existing document.

CREATE will  attempt to create a new document 
with the same indexes (but will fail with Unique 
Key Violation error)

You would usually APPEND the document when you get this message.  This means that there will be a single document in AppX for a given 
set of index values, but that document can have many pages from multiple original documents and can be added to over time.

If you try to CREATE a document with the index values on screen, it will then display the error “Unable to save the document index.  A 
unique key violation has occurred.” – this error is telling you that there is another document with the same index values, but this time it’s 
the underlying database that is throwing the error.  ‘Unique Key Violation’ comes from the Oracle database which stores the index values for 
the document.
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Drag and drop a new document

Clicking SAVE 
saves the index 
values with the 

document, 
button then 
changes to 

MODIFY
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In the previous slide, this document had 3 pages, after appending a new document to the original, it now has 5 pages.



Create 
document 
batch

How to upload a 
group of 
documents into a 
batch that is saved 
in AppX.



Click on the 
name of the 

application to 
get started

Create batch manually
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Click once on the name of the application to begin creating a batch.  
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Click on 
New batch

Create batch manually
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Create batch manually

(Optional) Enter a 
description of 

this batch

Enter a 
name for 
this batch

Click 
continue

The name of the application (repository) will fill in automatically.  The user will need to add a name for the batch and a description (if they 
choose).
For Batch Security, you should mark it as Public.  Permissions on the specific document repository would only allow approved document 
indexers to view and index the batch of file.

Click CONTINUE to go to the next step…
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Create batch manually

Batch is empty – click 
here to add documents 
to the batch from your 

laptop or a shared 
folder
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You have created an empty batch at this point, so now it’s time to add files to it. 

To start click on the icon of a page with a plus sign on it.
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Create batch manually

Click to navigate 
to a folder 

containing the 
files you’d like 

to batch
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In the dialog window that appears, click the button to browse to a folder that has the files you want to add.
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Create batch manually

Hold down Ctrl 
key and click 

individual files, 
Shift to grab a set 

of consecutive 
files

Then click 
‘Open’ to bring 
these back to 

AppX
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Create batch manually

The number of 
files is displayed 

here

Click UPLOAD to 
pull this batch 

into the 
document 

viewing screen

Reviewed September 2026



27

Create batch manually

Click the breadcrumb to 
look at all uploaded 

batches or to back out 
to start screen

The application will 
load the batch into the 

Document Viewing 
screen and display the 

last file in the batch
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Index an 
existing 
batch

How to index a 
group of 
documents 
previously 
uploaded to the 
AppX application as 
a batch



Index existing batch
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Click on the 
name of the 

application to 
get started

Click here to 
view existing 

batches…

…OR click on 
the plus sign 

and then click 
on ‘Manage 

Batches’
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Locate your batch and 
click the triangle for 
the pop-up menu.  

Then choose ‘Index’ 
from the pop-up 

menu

Index existing batch
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Click on the blue triangle for options on what you can do with a batch.
First option       (Index) is to index the batch in a Document Viewing window
Second option  (Import) is to open the batch in a Document Viewing window and scan more documents into it
Third option      (Edit) is to change the name of the batch
Fourth option    (Change Owner) is to change who has access to this batch



If enabled, 
document 

thumbnails will 
appear on the left

First page of 
batch will 

display first

Index pane

Index existing batch
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Locate the student ID for the first page of this batch, enter that in the ID field and hit TAB.



Entering ID 
and hitting 

TAB populates 
basic info

Index existing batch
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When you enter the Student ID in the ‘ID’ field and hit tab, the application will retrieve some standard student information from a Key 
Reference table that is populated by Banner.



Index existing batch
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Enter 
additional 

required info

Click save
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Then select the Document Type from the drop-down for DOCUMENT TYPE.  This field is required.  

In the SAR application, other fields like AID YEAR and ROUTING STATUS are optional and may be added if desired.  Most other applications 
like B-R-TREQ, B-S-ADMIN or STUDOCS-YC have similar fields that are optional.



Indexed page is 
removed from the 
batch.  Next page 

is displayed

Number of 
pages in batch 

is changed

Index existing batch
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The system removes the page you just indexed and saved from the view and displays the next page in the batch.  The number of pages in 
the batch is adjusted.

Note: The index information from the student is still displayed in the index pane.



Click ‘Attach 
Current Page’ to 
add the next doc 
to the same index

Index existing batch – next page in batch is same student or vendor, same document type
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If the next page in the batch is simply another page for the same document / same student, simply click the icon for ‘Attach Current Page’ 
and it will add it to the previously indexed document.



Click ‘Modify’ to 
keep the key index 
but change other 
index values like 

DOCUMENT TYPE 
or AID YEAR

Index existing batch – next page in batch is same student or vendor but different doc type
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In your batch, you may have many types of documents – parental tax returns, graduation applications, invoices from vendors, Blue Forms, 
etc.

To index a new document type for the same student or vendor, click ‘Modify’



Index existing batch – next page in batch is same student or vendor but different doc type
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Key index is the 
same (same 

student) , but we 
can change the 
Document Type

Click ‘Save’ to index 
the document and 
remove it from the 

batch
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Index existing batch – next page is different student or vendor
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Click ‘New 
Document’

To switch to a new student (or document type, or term code, etc.) you must tell AppXtender that this is a new document.  Click the icon that 
looks like a document with a tiny plus sign on it, under the word ‘Batch’ in the top left corner of the document area.



Index existing batch – next page is different student or vendor
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When you tell Appx that this is a new document, it will clear out the index fields.  You would want to do this if the document is for a new 
student (or vendor) and unrelated to the previous document in the batch.  You can then enter the ID field and hit TAB to retrieve reference 
index fields for the next student.



Index existing batch – all remaining pages are the same student, same document type
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Click ‘Attach All 
Pages’ to attach 
remaining pages 

to the same index
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When all remaining pages in a batch are for the same student and document type, you can click the button that will attach all remaining 
pages in the batch to the existing document.



Index existing batch – all remaining pages are the same student, same document type
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Click ‘OK’



Index existing batch
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This screen means that you have indexed all the documents in the batch.  Choose one of the options from this dialog box to continue.

If you’re done with indexing for the time being, select the option for ‘Return to the Application Page’.
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