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Extract Data with Key is available on many Banner forms. This option extracts data from a Banner form directly
to an Excel spreadsheet. Users now have the ability to include the header row in the data extract as a default.

To Change the Default User Settings to include Header Row

VI-8.

1. Inthe Go To field of the Banner Menu form, type GUAUPRF.

2. In the bottom left corner, click on Include Header Row in Data Extract.

3. Select “Save” from the menu bar or press F10

%4 General User Preferences Maintenance GUAUPRF 86 (TEST2085) -o-l-l-iririrrh

Directory Options My Links

l'@]s@i[c{:

Menu Settings LDAP

Display Options

User Interface Color Settings

|¥ Display Form Name on Title Bar Description: |Enler the RGB color code for non icenic buttons.
Default Value:  [r204g204b153
|« Display Form Name on Menu
User Value: [r204g204p153 4
[+ Display Release Number on Title Bar
Description: |Enter the RGB color code for the canvas.
|+ Display Database Instance on Title Bar Default Value: |r255g255b153
User Value: [r265g255p255 =]
Alert Options
Description: |Enler the RGB color code for code/description prompts.
|+ Prompt Before Exiting Banner Default Value: 'ngDbD
|v Display Additional Confidential Warning D
 Display Additional D waming Description: |Enler the RGB color code for the menu finks canvas.
Default Value: |r2559255b1 53
|+ Display Duplicate SSN/SIN/TIN Warning User Value: |r2559255b255 E
Data Description: |Enler the RGB color code for the menu broadcast message canvas.
Default Value:  [r2559255p153
[ Include Header Row in Data Extract User Value: ||-2559255b255 E
Check to have form name display on window title.
Record: 11 [ - | =05C=
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To use this function from within a form:
Choose a query form that you would like to download information. This example uses FGIBDST.

1. Once your query is complete, choose Extract Data with Key from the Help menu.

NOTE: If the option is “grayed out™, the extract function is not available on this form.

= ]Orecle Fusion Middieware o

File Edit Options Elock ltem Record Query Tools =l
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Dynamic Help Edit
Help {ltem Properties)
Chart: FF Help (All Fields) nization: 311111 [7 Business Affairs
Fiscal Year: ’? F ShowKeys : 100001 F Operating Fund
Index: weo20 (¥ List am: 50 [+ Institutional Support
[ Query Specific Account Display Error unt: [T
[ Include Revenue Accounts Digplay ID Image unt Type: F
Commt Type: Caer . =
i Calculator on: F
Extract Data with Key B ] ]
Account Type Title A’ Eytract Data No Key YTD Activity Commitments Available Balance
i B |administratve—is \ Technical Support ¥ 3,310.00 | 45,020.30 | -48,330.30
[ro2110 E [Conferences——I/s \ About Banner .00 2,000.00 _2,000.00
[ro22s0  [E [in-State t Traver \ — ] 0.00 50.00 50.00
[ros000  |[E  [Operating Services - Budget On | -1,135.00 | 0.00 0.00] -1,135.00
[rost12 E [Protg-Stationary Etc \ 0.00] .00 4500 _46.00
[rost16  [E [Proig-Mnis Hndbk 5 \ 0.00] 0.00 50.00 50.00
[rostie |[E [Prtg-other \ 000 0.00 18,293.74 -18,293.74
[ro312¢  |[E |[Magazines \ 0.00] 26,00 0.00] 25.00
[rosss0  [E [Maintvanitoricustd \ 0.00] 0.00 20,000.00 ~20,000.00
[ros361  |[E [custosal Sves Catct \ 000 2,100.00] 3,450.00 -5,550.00
[rosaa1  [E [Dsta Proc Equip Fin \ 0.00] 0.00 169,774.66 | ~158,774.66
[ross11 [E  [Dues & Memberships \ 0.00] 0.00 510.00 51000
Net Total® \ 0.00 | 7,684.45 355,237.60 362,932 09
Extract Data and Key information to a .csvfile \
Record: 1/27 | o | <0sC= J

2. A pop-up box will appear stating “Last record of query retrieved”, click OK.

® FRM-40352: Last record of query retrieved.

0.00 0.00
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3. The file download dialog box will appear. Click open to automatically download to excel, or save to a
local directory.

i N

What do you want to do with gokoutd.csv?

Size; 212 KB
Type: Microsoft Excel 2003
From: records-test.nsula.edu

2 Open

The file won't be saved automatically.

2% Save

2 Save as

4. Below is an examples of extract data with key:

[<ij=] € Qg v- gokoutd.csv [Read-Only] - Excel T @ - x
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW NITRO PRO 9 Christi Sarpy ~

i o i [n |8 N == ¥ Bwerle B B F S E( 2 iy

Paste B Copy - ru 2y = 5= <0 00 | Conditional Formatas Cell  Insert Delete Format T Sort & Find &
- ¥ Format Painter STiEr A= T MpEREm o || oD 0 (A4 Formatting~ Table~ Stylesw |~ - - | & Clear- Filter - Select~
Clipboard n Font w Alignment ] Mumber ] Styles Cells Editing -
AL - X J || crart v
A B C D E F G H 1 1 K L M N o P Q R s T u v Z
1 1 Chart _lFiscsI Yeallndex Query Spe Include Re Commit T OrganizatiKey Orgn | Fund Key Fund Program Key Prog [Account Key Acct [ Account T Key Atyp [Activity Key Actv [Location Key Locn Desc
2 N 15 106020 R N 311111 Business/ 100001 Operating 60 Institutior
3 Account Type Title Adjusted [YTD Activi Commitm Available Balance
4 702010 E Administr o 3310 45020.3 -48330.3
5 702110 E Conferent o o 2000 -2000
6 702250 E In-State It o o 50 -50
7 703000 E Operating -1135 o o -1135
703112 E Prntg-Stat o o 46 -46
9 703116 E Prntg-Mnl o o 50 -50
10 703118 E Prntg-Oth o 0 18293.74 -18293.7
1 703124 E Magazine! o 25 o -25
12 703360 E Maint-Jan o o 20000 -20000
13 703361 E Custodial o 2100 3450 -5550
14 703481 E Data Proc o 0 1587747 -159775
15 703511 E Dues & M o o 510 -510
16 703719 E Telephon: o 50 150 -200
17 703940 E Bank Char o 107.49 0 -107.49
18 704000 E SuppliesE 1135 0 0 1135
19 704010 E Office Sug o 1000 2638.74 -3638.74
20 704011 E Office Sug o 1052 144714 -15523.4
21 704410 E Oth-Tch R o o 313.4 -319.4
22 704510 E Oth-Suppl o o 93.75 -93.75
23 704521 E Oper Sup o 50 o -30
24 704530 E Other-Sug o 0 22305.48 -22905.5
25 707270 E Office-Ac o 0 3196.85 -3196.85
26 J07272 E Office-Ac o 0 3194.86 -3194.86
27 7F07280 E Ed/Rc/Cl- 0 0 216167 -2161.67
28 707311 E Comm-Ac o 0 9467.85 -9467.85
29 707341 E Hardware o o 43790 -43730
30 707350 E Data Com| o o 3652.9 -3652.9
31 |
32 E

« gokoutd ® P[] D
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