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From the Main Menu, you may type in the Banner Report you wish to run directly in the GO TO box:         SWRROST
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This will take you directly to the GJAPCTL form to run your report:
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A). GJAPCTL Form:  This form is used to print banner reports

1. The Report Name SWRROST should automatically appear in the top line area . If Not , then Type in the name of the report you wish to print : SWRROST – for CLASS ROSTER). 
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3. TYPE the word DATABASE to create a file, (some offices may be able to select an appropriate printer instead) - then perform a Next Block function again.
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4. Select the appropriate values for the parameters of the report you are requesting.
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5. Perform a next block function.

6. Click on SAVE PARAMETER SET and THE SAVE DISKETTE (on the toolbar). 
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THIS WILL CREATE A REPORT FILE:
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7. Select Review Output from the Options Column .
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The Saved Output Review Form should then appear:



8. Double-click in the Number field, and the available files will appear below: 
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The list of Available Files to review will appear on the screen.

9. Select the .lis filename and click on the OK button.



The report should then appear in the Saved Output window of the Saved Output Review Form:
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10. Select the Save option on the top toolbar:
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You should get the following message at first:
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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 

CLICK YES…. Then Select the FILE/SAVE AS command in order to place this process in a folder of your choice:

Access your  Microsoft Word program, and use the File/Open menu command to open the filename you chose from the folder you saved it to.

SWRROST only exports and saves in Microsoft Word. 
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