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.
DOWNLOADING TEMPLATES FROM THE WEB

The FGIBDST , FGITRND, and FGIOENC templates allow the user to download extracted information into a spreadsheet that has established column headers and formulated dollar amounts.

To download these spreadsheet templates from the web to your desktop, go to http://www.marshall.edu/accounting/.  Select “Forms (Currently in place).  Look under “Banner Related” for the instructions and templates.
To save the template to your desktop, open the template in Excel and save as follows:
Select   “File”

Select   “Save As”

Select   “Local Disk (C:)”

Select   “Documents and Settings”

Select   “user_name”

Select   “Application Data”

Select   “Microsoft”

Select   “Templates”

C:\Documents and Settings\user_name\Application Data\Microsoft\Templates
Make sure the “Save as type” reads “Templates”.
Saving the templates in this manner will allow quick access to them from Excel.
DOWNLOADING TO WINDOWS XP

Select the template you wish to download.

Save to “File”  “Program Files”  “Microsoft Office”  “Templates”  “1033”

Save this as a Microsoft Excel Spreadsheet.

When the download is completed, select “Open”.

After the spreadsheet is open, select “File” and “Save As” using the same file name, but changing the File type to “Template”.  Save

This will put the template in the General Templates folder on Excel.

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

FGIBDST EXTRACT
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 and select “Extract Data No Key.”
You will see the following block of information, indicating the file where the extracted data has been stored.
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 In Excel, retrieve the FGIBDST template by selecting “File” and “New”.   Look under “General Templates”  and select this document.
[image: image2.png]Templates 2]x]





[image: image3.png]E3 Microsoft Excel - FGIBDST Templatel o]

Type 3 queston for help

ACCT  DESCRIPTION BUDGET ¥TD COMMITS AVAILABLE
ACTMITY BALANCE





On the toolbar, go to “Data”, then “Import External Data”, then “Import Data”
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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”.
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When the extracted file is selected, the Text Import Wizard Screen should appear.
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Select “Delimited” as the Original Data Type.  Go to the Next screen.
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Select “Tab” and “Comma” as the Delimiters.  Select “Finish”.
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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.
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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
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 and select “Extract Data No Key.”

You will see the following block of information, indicating the file where the extracted data has been stored.
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In Excel, retrieve the FGITRND template by selecting “File” and “New”.  Look under “General Templates” and select the document.
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On the toolbar, go to “Data”, then “Import External Data”, then “Import Data”
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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”.
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When the extracted file is selected, the Text Import Wizard Screen should appear.
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Select “Delimited” as the Original Data Type.  Go to the Next screen.
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Select “Tab” and “Comma” as the Delimiters.  Select “Finish”.
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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.

[image: image18.png]B soft Excel - FGITRND Template
e Edt View Inser. Fomat Tools Deta Window Help Type 2 ueston o by 5
NEEoM ERY & BE-< o-o- @ = -4 2 @00 =Y Es a0,
(3 €a% A% 8| [ B ¢ | $oReply with Changes.. Bad Review.

Y

- BzUEE=E %%, 49 .
- A
D E F G [} L 0 Pl

1 |
2

3 |ORG:

4 |FUND:

5

B | ACCT ORGRANS DATTYPE DOC# DESCRIPTION FUND FLD AMOUNT

7 |70270 4305 8-Jan-04 XIGE G517576 Iny #C11MUO2 ISC - Nov 03 112401 YTD § 2527.07

8 |70270 4305 8-Jan-04 XIGE G517573 Auditor's Trans Billing - Dec 03 112401 YTD § 1,566.00

9 |70270 4305 9-Dec-03 XIGE G514833 Auditor's Transaction Billing-Nov03 112401 YTD § 1773.00

10| 70270 4305 4-Dec-03 XIGE G514333  Iny #C10MUO2 IS&C - Oct 03 112401 YTD § 259242
1170270 4305 11-Nov-03 XIGE G512087 Auditors Transaction Billing-Oct 03 112401 YTD § 1,960.00
1270270 4305 24-Oct-03 XIGE G510174  Inv #COIMUOD2 ISAC - Sep 03 112401 YTD § 251031

1370270 4305 14-Oct-03 XIGE G508594 Inv #COBMUO2 ISA.C - Aug 03 112401 YTD § 2,769.72
| 14170270 4305 8-Oct-03 XIGE G507998 Auditor's Trans Billing-Sep 03 112401 YTD § 1581.00

15| 70270 4305 10-Sep-03 XIGE G504852 Invi# ICO7MUOZ - IS&C - Jul 03 112401 YTD § 247367

16| 70270 4305 10-Sep-03 XIGE G504850 Auditor's Transaction Billing-8/03 112401 YTD § 1,624.00

17 | 70270 4305 18-Aug-03 XIGE G502334 Auditor's Transaction Billing-7/03 112401 YTD § 1773.00

18 $ -

19 $ -

20 $ -

21 $ -

22 $ - -
€ 4PN FGITRND._FGBTRND_121ANZ004110724 /T ] i
Ready o i





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.

FGIOENC EXTRACT
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 and select “Extract Data No Key.”

You will see the following block of information, indicating the file where the extracted data has been stored.
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In Excel, retrieve the FGIOENC template by selecting “File” and “New”.  Look under “General Templates” and select the document.
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On the toolbar, go to “Data”, then “Import External Data”, then “Import Data”
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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”.
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When the extracted file is selected, the Text Import Wizard Screen should appear.
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Select “Delimited” as the Original Data Type.  Go to the Next screen.
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Select “Tab” and “Comma” as the Delimiters.  Select “Finish”.
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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.
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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.

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 “Prd”, enter the fiscal month you want information on (July=01, August=02, etc.).  Do “Control” “Page Down”.  In the block labeled “Fld”, 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.
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