
Banner Boost 

  

TIPS 
 

Log Into Banner as you would 

each day 

Open SSB and Admin  

 

 

 

 



Data Covered 

• On-Line Resources 

• My Banner  

• e~Print Reports and Definitions 

• Downloading Excel Data 

• Use of Wildcards in multiple search 

locations 

 



ON-LINE RESOURCES 

 

Where are they found? 



On-Line Resource 

Finance Tab 

 



On-Line Resources 

Employee Tab 



Examples of Info Found in Resource Area 

• Banner Tip Sheets (Finance & Payroll/HR) 

• How to View Available Balances 

• Hot Keys in Banner 

• Guidelines for Running FGRBDSC & FGRODTA 

• SSB hints on Budget Transfers/Rules for Budget Transfers 

• Accessing Vendor ID Numbers using FTIIDEN 

• Entering Requisitions using Admin 

• Business Office Forms 

• Web-Time Entry Instructions 

• How to Update Employee Addresses & Emergency Contacts 

• How to View Leave Balances, Benefits, Pay Stubs and Tax 
Info 

• HR and Payroll Forms 

• Business Office Policies and Procedures 



CREATING and 

USING MY BANNER 

What is MY BANNER and Why would I want to use it? 

 

Can’t remember the screen names on Banner?  Create your 

own master file of resources within Banner you like to use.  

No more searching and trying to remember 7-digit screen 

names.  Enter once in MY BANNER and it will be there for 

easy retrieval when you need it. 



MY BANNER  



Organizing My Banner 



Add screen names and report titles.  Can select from list on 

left or type directly into object section on right.  Can modify 

description so that it has meaning to you. 



Example:  Type in a report name that you might want to run 

frequently.  Change the name to display a title familiar to you. 



 Add screens and reports; then ‘save’ file.  

Next time you go into “My Banner” all new objects will be visible.  

Select from list and go straight to the screen. 





HANDS ON PORTION  (exercise) 

 

Go to Banner Admin Main Menu 

 

Click on “My Banner” folder 

 

Click on “Empty; Select to Build” or 

If you have already entered data, click on 

 “Organize My Banner” 

    

         
       (next) 



My Banner 

 

Enter the following screens & reports: 
1. FGRBDSC  Old 90/91 report with Avail Balance (fund-org combo) 

2. FGRODTA  Detailed report showing transactions by fund-org 

3. FGIBDST   Budget Status (like FRS 019 screen) 

4. NHIDIST    Labor Distribution History 

5. FGITBSR   Find Cash Balance or fund balance totals 

6. FAIVNDH  Vendor History (check history by vendor ID) 

    

SAVE Data 

X     (leave screen) 

Return to My Banner Menu to see results of additions 

 

 

 



e~Print 

Repository of Reports 



e~Print  



e~PRINT REPOSITORIES 

Filters within Eprint reports include: 

 Finance-Auburn University  (chart A) 

 Finance-Auburn University Foundation (chart F) 

  Finance-Auburn Alumni Association (chart M) 

 Finance-Tigers Unlimited (chart T) 

 Student-General Repository 

 HR-Auburn University  

 

Found on 

Finance and 

Employee 

Services 

Tabs 



19 

Use the Icons as a Guide 

Simply 

point-

and-

click 

to... 

Retrieve a PDF file to view in Adobe® 

Reader 

Download the CSV version of a report 

Download the TXT version of a report 

“Drill down” for detail (See Report List) 

Use a page key to pick pages (Search 

Report) 



20 

Repository List 
 Lists all the e~Print report types (to which 

    the user has access) in selected repository 

 

last date run 
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Example of Report List 
 Lists all of the instances on file for the 
   selected report type. 

search 
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Using a Page Key 
• If the “Search Report” (looking glass) icon 

appears, you can select a page key and then… 

Pick values 

manually 

Provide a 

specific value 

Indicate a range 

of values 

(Use 1 of these options.) 
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Selecting Page Key Values Manually 

Click the 
checkboxes 
next to the 

values. 

You can skip to a 
specific value. 

Click the icon after 
making your selections. 

Navigation 
buttons 



Browser Not Stable 

Pulling very large file - -warning suggest you “right click mouse and save to 

desktop or file location for retrieval” 



Right click on “click here to continue 

downloading this report” and use save 

target as….. 



Save to desktop or file folder 



Searching Made Easier 



Report Dictionary 

The report dictionary is now on-line in Banner 
e~Print. 

Go into e~Print and locate report GZREPRT. 

View the HTML file. 

All report names and descriptions are listed.  

 

Key reports for most users on campus are 
displayed on the following slides. 



Fund Hierarchy  (FRDFNDH) 
search 



Organization Hierarchy 

(FGRORGH) 



Account Hierarchy (FGRACTH) 



FGRBDSC Report On Budget Status  
(run monthly) 



FGRODTA Detailed Transactions 
(run monthly) 



FGRODTA (run using data)  

creates excel format 



e~Print Examples 

 



e~Print Exercises 
• Go to e~Print Finance repository 

• Find FGRBDSC 

• Use Drill to find current month 

• Use spy-glass to select organization 113700 and press 
go 

• Select pdf format and view results (page setups good for 
printing) 

• Press back button and then select text.  May look same 
but page setups are not ready for printing 

• Press back button and then select data.  File will be in 
excel format. 

• Experiment with same report using range of 
organizations (your orgs or use 113000 – 113700) 

• Experiment with pdf, text, data, saving to desktop. 

 



DOWNLOADING DATA INTO 

EXCEL 



DOWNLOADING DATA  

into Excel 

 

Downloading of data can be done from SSB 

• Budget Queries 

         examples:  Query by Account 

                            Query by Hierarchy 

 

 



SSB Query by Account 

 



 



Must save as an excel file changing “save as type” in drop 

down to Excel.  Close csv file and reopen file using Excel 

icon. 



DOWNLOADING DATA  

into Excel 

 

Downloading of data can be done from Admin 

• Admin Queries  

         examples:  FGIBDST 

                            FGITRND 

                            FAIVNDH 

 
Virtually any info you can query on – you can download from Admin 

 



FGITRND – Detail by Fund-Org 



To download to excel from Admin, you will use the 

Help function, followed by Extract Data No Key 
(may need to hold Ctrl key down if pop-ups are issue) 



You will be prompted to open or save file.  Your choice.  

You can open and then save as Excel type or save file 

immediately into Excel. 



Excel file created.  Manipulate file as needed. 



EXERCISE TIME 



DOWNLOAD EXERCISE 

Exercise 1 - -SSB Budget Query 

Select Budget Query by Account  

Year 2006, Period 14, Chart A, Fund %, Org-use one of 
your organizations or 113100.   

Execute query.  Scroll through data and then go to bottom 
of sheet and select “Download selected ledger columns”. 
(may need to hold down Ctrl key depending on pop-up setting) 

 

Download will be into a CSV file format.  File-Save As.  
Enter a file name and then change “Save as Type” to 
Microsoft Excel Workbook. 

Close CSV file and open new excel file.  Manipulate data 
as needed. 

 

 
 



DOWNLOAD EXERCISE  

Exercise 2- - Admin Query Using FGITRND 

COA A, Year 07, Fund 101001, Org 134440.  Leave the 

rest blank.  Next Block, Execute Query (or f8) 

When information is retrieved, begin download process. 

Use Help Key, Extract Data NO Key (may need to hold Ctrl key 

down if pop ups are an issue) 

Open file and save as using ‘excel’ save as type to 

DESKTOP for ease in retrieving. 

Close browser and open excel file sitting on desktop. 

Manipulate excel data as needed 

 



Wildcard Queries-Continued 

Exercises  

Brief review of refining queries 

  Use SSB query with % in fund and later 

with % in org 

  Use FGITRND with org only listed.  Prior to 

execute query enter labor acct code 6% 

 

PRACTICE SESSION 

 



Questions  

• Contact Cindy Selman 

• 120 OD Smith Hall 

• 844-7340 

• selmaci@auburn.edu 

 

mailto:selmaci@auburn.edu

