FGRODTA - - Organizational Detail Activity Report (FBM 091)
Report will provide alisting of al transactions against a FOAP.
Banner Admin:
1. FGRODTA
2. Next Block or move cursor to Printer and assign specific printer. Use DATABASE if you wish to
save file as WORD document.
3. Next Block to Parameter Values
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4. InParameter Vauesinput fiscal year (example 06), chart of accounts (example A), from and to
organization (example 102001 to 102047), from and to fund (example 101001-101001). Y ou may
specify to and from account codes or leave blank and all will be retrieved (examples for operating
accounts only might be 700 to 899).

Y ou will need to scroll down the parameter values section using the toggle to input the date to and
from (10/1/2005 to 01/31/2006). InputaY or N for include accrual (typically N); input aY in
print organization totals. Final input concerns commitment type (C=committed, U=Uncommitted
or B=Both)
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Next Block to Submission section. At this point, you will need to click the “ SAVE” icon or use

File/Save option. Y ou must be in the Submission section when you click save.

Y ou will now see afile number will appear in lower left hand section of screen (example Log file:

fgrodta 75517.1og List filerfgrodta 75517.lis) Thisis your report/log file number.

Go to top line on screen and Click OPTIONS. Y ou will see two options. Select option REVIEW
OUTPUT. The screen below will appear. Double click on File Name Field.
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8. Pop up screen may appear. If so, click OK. If not, the report should be on the screen.

9. Report will appear. Itisvisible on-line only at this point.
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To transfer the fileto a WORD document, complete the following steps:

1. Select OPTION on top line of Banner. Click option — SHOW DOCUMENT (Save and Print File)

2. Pop Up Box will show in middle of screen asking you to confirm you want to continue. Click Yes

3. Report will now appear in abrowser format. (If the browser does not appear, pop-ups may be
blocked. In order to show the browser, hold control and repest steps 1 & 2).

Fie Edic Options flock Jtem Baoord Query Took Help

RrE SCEEE 57 00 QI Z ERi¢ #@iX

Fracess: FGRODTH = Orgarizabion Detal achoky

Humbar: 198 = Flle Name:  Farodes_m310%Jin *  Lines 10,169
15-FEB-2006 15:27: 4 hdnen lrivacsity HE L To have
FISCAL YE4R D4 lrpanization batail ketivier FEAILTS, the
Foom 01-0CT-200% To AL-0EG-2005 report
Fii T .- move
DL & b Tedwersleg into the
085 103000 Camprus ¥len & dps /T‘ ¥ou hava selacmd 1o Shiw Fl Mgrda_75163d60in a broww
'\;) Lrowser, D0 04 wish T cantinug? click
TRARH TRAN DOCTHENT [OCTHENT 'l ENCITHERANCE  CXT YES
ATE TIFE  MINEER  HEF § el ETR MTIITE IR
Al Unreairicisd Beaw Budgei  LOIOGL
BECINMING BiLAUCE:  [thar [pscating Ezpeross T .o .ol R
10/0L/Z003 41 OPOROONE OOIES0A  FES MEW TEAR DOIGETS I IZL, 500, u
10/0L/2003 1004 OPOE0O04 0001708 Dudget Cercyowec m 143,728, 17 !
ENNIAG BALANCE: fither Dpecating Espenaes ] 4], 235,17 m o[
1 LR Y
4
Frizai: KEY-COMNIT v, MEY-DELREC B 66k e i, TAB 0r ENTER 1 9l e |4
Pecond: 1% | | | | sbgr= ,I

Shooowent - |t Movl o, | TR e &) 1nze

I b A b . et

| P el vew Fesdes  Task

i
. 3 e, b B =2
O [ @ ] SO P B 3 B = 2
| st T T L e e —— e e P L e —r | e
=
1r-pEw-roas 1 i R FroE 3
Fraced Viak 54 i o s
o L
ot . s TRkl A GE OGS T
Teow P sETERTT eI crevaTy e
B e
H EET-I8TE ™= 1z v
eanr ria i .
FRITOHDL. Palkak § ra Dnawn Talw ey (] L 1]
1lcimecons Iy o aLoeRs e ] e
B IBI RALABCE C=ll Fuewse & Fuss 2w Talbk R L) 34 WL
FLPE DAYTOIEES IHT e poww
L T L. u
........ o e v
oy (] 4l < 1]
s = o
Frdsrl B e TaaTn :ns v
e T o v .
= w




Y ou will now need to convert the Browser report into a WORD document. Click Edit on the
Browser report, then Select All to highlight the entire report. At this point you will need to copy
thereport. This can be accomplished by right clicking the mouse and clicking copy or you can
press CTRL-C to copy.

Open anew WORD document and click the paste icon or press CTRL-V.

The report is now in WORD, but will need to be formatted.

TO FORMAT the report:

Click EDIT, then Select All (thiswill highlight the entire document)

Click Format---Font. Set the font size to COURIER-NEW, size 8

Go to FILE, then PAGE SETUP

Change al marginsto O (zero for top, bottom, left and right), then click the Landscape button.

At this point, click OK. System will tell you that margins are outside of the allowed limits. Click
FIX button.

Report should now be ready to save and in printable format.
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If for some reason your pade breaks will not work, you may need to save the browser file

into a text document. Copy that fileinto WORD and then follow the last 6 for matting steps

again.



