How to run a Banner Student Extract/Report Process on GJAPCTL:

(e.g. SWRADH1, SWRSX01, SWRROST, SWRSX02) 

this example is for SWRSX02 – THE REGISTERED STUDENTS EXTRACT/REPORT:
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Perform Next Block Function to allow or type in the word DATABASE which should be entered in the Printer field.  Perform another Next Block to provide the parameter values you wish to retrieve:  (Please use CAPS when entering values).
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Perform a Next Block and check the Save Parameters box.  Then click on the BLUE save diskette icon on your toolbar to save your values and allow the report process to run.
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Once the report runs, it will generate a reference number which you will need to know in order to retrieve your report file.
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Once you save the file you will be prompted to “save your parameters” – click ok:
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CLICK on the OPTIONS TAB from the TOOLBAR ABOVE YOUR FORM TO “REVIEW OUTPUT”.
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Double click on the number itself, and when the report process is complete it will appear in the Available Files box as shown below:
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START HERE… 

Double click on the .lis report file to open it in banner.
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Once here, it is time to save this document to your computer : 
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Change the name of the document to something specific for you to recall

AND CHANGE THE “FILE TYPE” TO TEXT FILE and then save the document to a location of your choice (formerly this would be your TEMP folder) .

OPEN THE APPROPRIATE MICROSOFT APPLICATION (EITHER EXCEL OR WORD) AND THEN LOCATE YOUR FILE WHICH YOU SAVED.  

IF YOU ARE USING EXCEL FOR (e.g. SWRSX01, SWRSX02 etc… ) :
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ONCE OPENING THE FILE, YOU WILL SEE A “WIZARD” TO MAKE YOUR FILE INTO THE CORRECT FORMAT FOR EXCEL: 

STEP 1 … CLICK NEXT 

[image: image14.png]Text Import. Step 1 0f 3

The Text Wizard has determined that your data i Deliited.
I this i correct, choose Next, or choose the deta type that best descrbes your data.
Originaldata type.
Choose the fils ype that best describes your data:
@ EEliifed] - Characters such as commas or tabs separate each il
 Fixed width - Fieds are aligned n columns with spaces betwesn each fild

2ix

Startimporttrow:  [1 =] Fleorign:  [Wndows (as) ]

Preview o file C:\TEMPspring 2003 registrants 050503.txt

[[xcrace, Dace, Quali fiers, Tern, Parc of Term,ID,Last Name,Firsc tial 2|
[zfwrsxoz 0570672003, "200410, 5+ 200410, 5

[sunsxoz 05/06/2003 "200410,5 " 200410, %

[afnsxoz 05/06/2003 "200410,5" 200410, %

[shursxoz;05/06/2003, "200410,5" 200410, +

K|

Cancel et >





STEP 2: CHECK “COMMA” BOX (IN ADDITION TO “TAB” ALREADY CHECKED:
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STEP 3: YOU CAN CHOOSE TO SKIP IMPORTING COLUMNS INTO YOUR

REPORT , BY HIGHLIGHTING THE COLUMN AND THEN CLICKING THE “COLUMN DATA FORMAT” BUTTON OF YOUR CHOICE: 

Hint: when using Zip Code column (only) you need to change the format to TEXT) 
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ONCE YOU CLICK FINISH , YOUR FILE WILL OPEN IN EXCEL:
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