BANNER DATA EXTRACT

The extract option for a Banner form has been made available to those individuals with
query privileges to said Banner form. Though the data will be stored in an electronic
format outside of Banner, the information is not to be shared with individuals that do not
have current query privileges to that data. In addition, all electronic storage of this
information should be properly secured to protect the information from inappropriate
access.

Using the Data Extract feature of Banner will allow a user to download information from an on-
line form to an Excel spreadsheet. Currently, three forms (FGIBDST, FGITRND, and
FGIOENC) have been set-up to use this feature.

Before you begin using data extract you need to get the templates that you will use from the
accounting web page shown below:
http://www.marshall.edu/accounting/uwforms.html

Scroll down. Look in the “Banner Related” section and save the templates shown to your
computer. Save them where you will be able to find them quickly. We will use these later.

If you have any problems downloading these templates from the web, please contact Selah
Wilson or Linda Mollohan via e-mail.


http://www.marshall.edu/accounting/uwforms.html

FGIBDST EXTRACT - Version 7 Update
To extract data from FGIBDST, access that form as you normally would for on-line inquiry

purposes.
Once the information appears on the screen, go to “Help” on the toolbar. Hold down the Ctrl key
and select “Extract Data No Key.” Keep Ctrl depressed till the download box appears then you

click on “Open”.

I e lownload 31

Do you want to open or save this file?

@ MName: gokoutp.csw
[H]

Type: Microsoft Excel Worksheet, 320 bytes

From: muinb01.marshall.edu

Open ][ Save ]| Cancel |

Always ask before opening this type of file

harm your computer. f vou do not trust the source, do not open ar

@ While files from the Intemet can be useful, some files can potentially
save this file. What's the rish?

Do “Page” “Save as” Rename the file and save in C:/Temp. On new Internet Explorer: to “save
as” click on “Page” mid way on right side of screen or when box appears, choose “save as” and
save to C: temp. (it must be saved as a CSV file.)

If says may contain features not compatible with CSV file—answer yes

Close file
If ask if want to save changes, answer “no”

In Excel, retrieve the FGIBDST template.



Templates
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FGIEDST FGITRMD
Template Template

Ed Microsoft Excel - FGIBDST Templatel
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On the toolbar, go to “Data”, then “Import External Data”, then “Import Data

Select Data Source

= Local Disk {C:)

[0 winter

Text Files -

Select the “TEMP” folder, then select the appropriate extracted FGIBDST file. Make sure that
“Files of type:” reads “Text Files”, “All Files”, or “All Data Sources”.

Select Data Source

|:|IJ|;- to Other Age
L FGIBDST_FTWALCCT ELDEK 0alAN 2004133403
JFGIBDST_FTWACCT _BLOCK_09JAN 2004150516
FGIBDST_FTWACCT_BLOCK_12JAM2004075753

%] FGITRND_FGETRMD_1214N2004110724

Texk Files hd




When the extracted file is selected, the Text Import Wizard Screen should appear.

Text Import Wizard - Step 1 of 3

437 1 OEM United States -

-

=] I =

Select “Delimited” as the Original Data Type. Go to the Next screen.

Text Import Wizard - Step 2 of 3

Fudoget Balance Forward
Frdget Reductions
Enrollment Fees Budget

id YTear Budget Reduction
Office Expenses

Select “Tab” and “Comma” as the Delimiters. Select “Finish”.



Import Data
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Select “Existing worksheet;” and change the option to “=$A$8”.
Click on “OK”. This will put the data into the template.
Ed Microsoft Excel - FGIBDST Template =13

=] Type a question for help .

DS Hom &3 D @ - < {45 100 52 U S L)

DESCRIPTION BUDGET Y¥TD COMMITS | AVAILABLE
ACTMITY BALANCE
Budget Balance Forward P 40625 | §F - - § 40625
Budget Reductions P2796000 F - - § (2,796.00)
Enrollment Fee Budget F4280000 §F 0 - - $42.800.00
Mid ¥ear Budget Reduction $ |15000 F 0 - - § (B13.00)
Cffice Expenses b - $97B36 F 155.00 % (1,131.36)
Telephone-Long Distance
Telephone-Equipment Charges
Telephone-Other

In-State Travel

Research-Educational & Medical
Routine Maintenance Contracts
Postage and Freight

Computer Expenses

Misc. Equip. less than $1000
Office/Communication Equip Repairs
FGIBDST_FTY¥ACCT_BLOCK_12JANZ004

§ 6700 § 23300 § (300.00)
$426.25 § 59675 § (1,023.00)

§ - $1260.00 § (1,260.00)
540693 § - 5 (406.93)
5o- -5 -
542500 § 83125 § (1256.25)
§5134.72 §  (350.00)
§250.00 §  (250.00)
$945.00 - § (34900
§ 25.00 -

S0 &8 ah 0 SR 5f o5 65 &5 S8R

IMPORTANT!! You must now save the file as an Excel file by going to “File” and “Save
as”. You may save this under the file name and folder of your choice. If you do not do this,
you will be unable to use other Excel functions on the spreadsheet and may corrupt your
template file.



FGITRND EXTRACT-Vs. 7 Update

To extract data from FGITRND, access that form as you normally would for on-line inquiry
purposes.

Once the information appears on the screen, go to “Help” on the toolbar. Hold down the Ctrl key
and select “Extract Data No Key.” Keep Ctrl depressed till box below appears.

You will see the following block of information, indicating the file where the extracted data has
been stored.

I e loynload a1

Do you want to open or save this file?

@ Mame: gokoutp.csy
[HL

Type: Microsoft Excel Warksheet, 320 bytes
From: muinb01.marshall.edu

Open ][ Save ]| Cancel |

Always ask before opening this type of file

While files fram the Inmtemet can be useful, some files can potertialty
harm your computer. f you do not trust the source, do not open or
gave this file. What's the rishk?

Choose “Open”. Do “Page” “Save as” Rename the file and save in C:/Temp. It must be saved as
a “CSV™file. If says may contain features not compatible with CSV file—answer yes

Close file

If ask if want to save changes, answer “no”

In Excel, retrieve the FGITRND template.




Templates
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Warkbook, FGIEDST FEITRMD
Template Template

Ed Microsoft Excel - FGITRND Template
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DESCRIPTION

FGITRND_FGBTRND_12JANZ004110724

On the toolbar, go to “Data”, then “Import External Data”, then “Import Data”

=5 R 0 ah 5h o0 65 R 5 &5 R &5 of &5 & 55




Select Data Source

=3 Local Disk {Z:)
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Select the “TEMP” folder, then select the appropriate extracted FGITRND file. Make sure that
“Files of type:” reads “Text Files”, “All Files”, or “All Data Sources”.

Dhue ta Other Agencies 3134001 Fr04
JFGIBDST_FTWaACCT_BLOCK_DRLAN2004133403
FGIBDST_FTWACCT_BLOCK_03JAM2004150516
JFGIEDST_FTWACCT _BLOCK_12JAN 2004075753
FGITRMD_FGETRMD_12JaM2004110724
JFGITRND_FGETRMD_13J4N20041 35036
S FGITRND_FGETRND_13JAN2004135110;

When the extracted file is selected, the Text Import Wizard Screen should appear.




Text Import Wizard - Step 1 of 3

437 1 OEM United States L

-
-
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Select “Delimited” as the Original Data Type. Go to the Next screen.

Text Import Wizard - Step 2 of 3

Fudoget Balance Forward
Frdget Reductions
Enrollment Fees Budget

id YTear Budget Reduction
Office Expenses

Select “Tab” and “Comma” as the Delimiters. Select “Finish”.
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Import Data
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Select “Existing worksheet;” and change the option to “=$A$7”.
Click on “OK”. This will put the data into the template.
Ed Microsoft Excel - FGITRND Template =13

=] Type a question for help .
NE>o N SR - i 4 B e A )

RANS DATTYPE DOC# |DESCRIPTION FUMD AMOUNT
8-Jan-04 RIGE GE17S7E | Inv MCTTMUD2 ISEC - Mov 03 112401 252707
B-Jan-04 HIGE G517573 Auditor's Trans Billing - Dec 03 112401 1,566.00
9-Dec-03 XIGE G514833 |Auditor's Transaction Billing-MNowd3 112401 1,773.00
4-Dec-03 XIGE G514333 v AC10MUOZ 1S&C - Oct 03 112401 25592 42

11-Now-03 ®IGE |G512087  Auditors Transaction Billing-Oct 03 112401 1.,960.00

24-0ct-03 XIGE | G510174 | Iny #COSMUDZ ISEC - Sep 03 112401 251031
14-0ct-03 XGE 508554 | Inv #COEBMUDZ ISEC - Aug 03 112401 276972
8-0ct-03 XIGE 5507998 Awuditor's Trang Billing-Sep 03 112401 1,581.00

10-Sep-03 XIGE GA04852 | Ired ICO7TMUOZ - ISAC - Jul 03 112401 2A73E7

10-5ep03 XIGE G504850 Awditor's Transaction Billing-8403 112401 1,624.00

18-A0g-03 XIGE (502334 Auditor's Transaction Billing-7/03 112401 1,773.00

R BE-CRE- R RE-RE-CRE-CRE - RE-CBE- SRR RE- R RE-RE- R

FGITRND _FGBTRND_12JANZOD4110724

IMPORTANT!! You must now save the file as an Excel file by going to “File” and “Save
as”. You may save this under the file name and folder of your choice. If you do not do this,
you will be unable to use other Excel functions on the spreadsheet and may corrupt your
template file.
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FGIOENC EXTRACT-Vs. 7 update
To extract data from FGIOENC, access that form as you normally would for on-line inquiry
purposes.
Once the information appears on the screen, go to “Help” on the toolbar. Hold down the Ctrl key
and select “Extract Data No Key.”Keep Ctrl depressed till download box appears.
You will see the following block of information, indicating the file where the extracted data has
been stored.

Ifjje Download

Do you want to open or save this file?

E_F_; Mame: gokoutp.csv
EHH] Type: Microsoft Excel Warksheet, 320 bytes
From: muinbD 1.marshall.edu

[ Open J [ Save ] i Cancel |

Always ask before opening this type of file

harm your computer. f you do nat trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialty
save this file. What's the rsk?

Choose “Open”. Do “Page” “Save as” Rename the file and save in C:/Temp. It must be saved as
a “CSV file. If says may contain features not compatible with CSV file—answer yes
Close file

If ask if want to save changes, answer “no”
In Excel, retrieve the FGIOENC template.

Templates

wWorkbook, FQIEDST FEIOEMC FGITRMD
Template Template Template




Ed Microsoft Excel - FGIOENC Templatel
== CiNs

Ty

Tupe a question for help

i [=1E3
]

YENDOR

ACCOUNT

ENC BALANCE

FGIOENC_FGBENCD_26JANZ004114110

On the toolbar, go to “Data”, then “Import External Data”, then “Import Data”
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Select Data Source

LIWINNT
[0 winter

E0 windows

Texk Files |_

Select the “TEMP” folder, then select the appropriate extracted FGIOENC file. Make sure that
“Files of type:” reads “Text Files”, “All Files”, or “All Data Sources”.

select Data Source

-

.j Due to Other Agencies 3134071 Fv'04
FGIBDST_FTWACCT_BLOCK_0&1AM2004133403
FGIBDST_FTWACCT_BLOCK_021AM2004150516
FGIBDST_FTWACCT_BLOCK_12JAM2004075753
FGIBDST_FTWACCT_BLOCK_15JAM2004153513
FGIBDST_FTWACCT_BLOCK_15JAM2004153539
FGIBDST_FTWACCT_BLOCK_1RJANZ200407 3545
FGIEDST_FTWACCT_BLOCK_1EJANZ004092611
FGIBDST_FTWACCT_BLOCK_1RJAMZ2004033317

"% FGIDENC_FGBENCD_26JA4N2004114110

JFGITRND_FGETRMD_12JAN 2004110724
FGITRMD_FGBTRMD_1314M 2004135036
FGITRMD_FGBTRMD_1314M 2004135110

Text Files 4

When the extracted file is selected, the Text Import Wizard Screen should appear.
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Text Import Wizard - Step 1 of 3

437 1 OEM United States L

-
-

o= | i

Select “Delimited” as the Original Data Type. Go to the Next screen.

Text Import Wizard - Step 2 of 3

Fudoget Balance Forward
Frdget Reductions
Enrollment Fees Budget

id YTear Budget Reduction
Office Expenses

Select “Tab” and “Comma” as the Delimiters. Select “Finish”.
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Import Data
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Select “Existing worksheet;” and change the option to “=$A$7”.

Click on “OK”. This will put the data into the template.

Ed Microsoft Excel - FGIGENC Templatel M [=1E3
ETl Tupe a question for help .
0= EH = &

Ty

WEMDOR ACCOUNT | ENC BALANCE
EC400931 MU FPostage 70530 % 216528
E0401E631 U Telecommunications T0241) § 22650
E0401634 MU Telecommunications 70243 % 511.50
E0404747 MU Computer Ctr 70249 § 1.260.00
E0405393 BB & T - Revolving Credit Dept 70200 § 155.00

b

b

b

5

PO200832 Rent A Cartridge 70350 125.00
PO200898 Rent A Cartridge 70330 68.75
PO300613 Rent A Cartridge 70330 212,50
425.00

PO400493 Rent A Cartridge 70380

FGIOENC_FGBENCD_Z26JANZ004114110

IMPORTANT!! You must now save the file as an Excel file by going to “File” and “Save
as”. You may save this under the file name and folder of your choice. If you do not do this,
you will be unable to use other Excel functions on the spreadsheet and may corrupt your
template file.
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TIPS FOR EXTRACTING DATA

When extracting data from these on-line forms, remember that information contained in these
on-line forms is current for all transactions that have been posted year-to-date at the time you are
viewing the form.

If expense information is needed for a particular month, you may retrieve the information by
going to FGIBDST and select “Transaction Detail Information” (FGITRND). Select “Rollback”.
On the first line of information, delete the account code if you want to see all transactions or
enter the particular account code you are investigating. In the block labeled “Period”, enter the
fiscal month you want information on (July=01, August=02, etc.). Do “Control” “Page Down”.
In the block labeled “Field Code”, type in “YTD”. Click on the “F8” key. This will extract all
transactions for that particular fiscal month for the requested account codes.

Neither the FGIBDST nor FGITRND forms allow for year-to-date information to be requested as
of the end of a particular month. You may want to extract each month separately and then build
a year-to-date spreadsheet with that information.

This concludes our review of Banner Data Extract. If you have questions or need further help,
please feel free to call either Selah Wilson or Linda Mollohan.
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