HOW TO RUN A BANNER PROCESS WHEN USING BANNER 7 (SPROD).

Type in the Direct Access box the process you wish to run: (e.g FGRODTA) and hit the enter key. This will take you to the Process Submission Form to run your report:
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Perform a Next Block Function or Click in the Printer Field until the word DATABASE appears.      Then Perform an additional Next Block, or click in the Values field for FISCAL YEAR, and the remaining values required to run the process. (See below):
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Enter the specific information in the Values field 

The Values column (Parameter Values block):



Parameters:

Fiscal Year:


06 (for Fiscal Year 2006)

From Organization Code:
(your Organization Code)

To Organization Code:
(your Organization Code)


From Account Code:

600000 (or first Account Code you wish listed in the 

(optional)
             report) – this is optional.

To Account Code:

800000
(or last Account Code you wish listed in the 

(optional)

report) – this is optional .

From date:


01-Jul-05 (first day of the fiscal year)

To date:


accept the default date (or enter the ending date you prefer)
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Once you have entered all your values, click the check box in the Submission Block on the lower left (SAVE PARAMETERS), and then click the BLUE  diskette (top left side of the toolbar) to SAVE your report process. 

To Review this process output in Banner , use the OPTIONS MENU dropdown and select “Review Output”:
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Double Click on the Number displayed for that specific process, or delete the number and double click on the name of the process for ALL processes previously run.
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Select the report/process you wish to open and double click or highlight and click OK below. 
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Once you open the file, you should perform a SAVE  command from the FILE toolbar drop down menu:
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Once you select the SAVE command, Banner will prompt you to show your file in a browser prior to saving it to your own computer file folder – IN SOME CASES YOU MAY NEED TO  PRESS THE CONTROL KEY ON YOUR KEYBOARD AND SELECT “YES” AT THE SAME TIME TO AVOID POP-UP BLOCKERS USED ON YOUR BROWSER 
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Then Select the FILE/SAVE AS command in order to place this process in a folder of your choice:
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This will bring up the Windows folder and you will need to change the file name to something more appropriate, and file type to Text : 
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Be sure to SAVE the file  to the appropriate folder of your choice.

[image: image12.png]'sprod;/gokoutp.P_ =101 x|
I ol

Savein: [ 3 TEMP -] « @ ef

I smeiom Fovon
51 sz om 5] sping 2004012004 »
T Dsmesor (5] vinter 2004 10604

|1 _ISTMP4.DIR.

|1 _ISTMPS.DIR. =
|1 _ISTMPE.DIR.
|_14c1939820-3945-11d4-86f6-00010315712}
|_1LWI100F tmp

|1 WAFEEK FOLDER.

G

H
bt eero
|Z] farodta 012404
»
Ferare:  [pubse reponT saneE oo 5] sl |,

Encoding: [Western European (windons) =

Savesstpe  [Ten Fie (] < Cancel





Launch the Microsoft Word program and use the File/Open menu command to open the document from the folder/files you previously decided to keep the document. 


Once you open the word document, you can begin to format the report.
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Make the following changes to the document in Microsoft Word:

(a)  Select all the text in the document using the menu command:  Edit/Select All.

(b)  Change the font size by selecting "8" from the Font Size drop-down menu on the
       Formatting toolbar (or the menu command:  Format/Font).

(c)  Change the left and right margins to .5 by using the menu command:  File/Page
       Setup (or Format/Document in Microsoft Word for the MAC).  


(d) Change the orientation to Landscape by using the menu command:  File/Page
       Setup/Paper Size tab (or Format/Document in Microsoft Word for the MAC).


Save the formatting changes to the document using the menu command:  File/Save.  

Most likely, you will want to use the File/Save As command to save the document to another location, (and perhaps under a more meaningful name, such as July Detail Report), since running this report again next month will save the new report to the same temporary location, and therefore overwrite the previous report.


Print the document with the menu command:  File/Print.
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