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Extract Data No Key is available on many Banner forms. One of two things will happen, depending on how your
system is set up. You will either move directly to an Excel spreadsheet with the data partially formatted or a new

screen will be produced:

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 No Key from the Help menu.

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

Chart: MI5e
Fiscal Year  [15 [~
Index: weo2n 7

[ Query Specific Account

[ Include Revenue Accounts

Gommit Type:

Dynamic Help Edit
Help (Item Properties)
Help (All Fields)
Show Keys

List

Display Error

Display |D Image
Calendar
Calculator

Extract Data with Key

nization: 311111 -

Business Affairs

100001 [+ operating Fund
60 [+ Institutional Support

Account Type Title A Extracl Dala No Key Commitments Available Balance
[E [namnstratve—us [ Technical Support » 3310.00 45,020.30 | _48,330.30
e | [conferences—1is [ Avout Banner .00 2,00000 2,000.00
| [in-state tt Trave: [ —— o .00 5000 _50.00
e | [Operating Services - Budget Oni | 1,135.00 0.00 0.00 -1,135.00
o3tz [ | [Protg-Stationary Etc | 0.00] 0.00] 46,00 ~46.00
(03116 |[E | [Protg-Mris Hndbk 5 | 0.00] 0.00] 50.00] -50.00
fo3tis [E | [Prmtg-Oter [ 0.00 0.00| 18,293.74 -18,293.74
(03124 [E [Magazines | 0.00] 26.00 0.00] -25.00
[fosse0 B | [MaintJantoriCustd [ 0.00] .00 20,000.00 | -20,000.00
703361 E |Custodiai Sves Cntet [ 0.00 2,100.00 3,450.00] _5,550.00
(703431 E |pata Proc Equip Fin | 0.00] 0.00] 159,774.66 | _159,774.66
(03511 [E [Dues & Memberships | 0.00] 0.00] 510.00 -610.00
Net Total: [ 0.00 7,654 43 385,237 60 | -362,932.08
Extract Data without Key information to a csvfile
Record: 1/27 | | | =0sC>
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2. The file download dialog box will appear. Click open to automatically download to excel, or save to a
local directory.

NOTE: If dialog box does not appear, see Partially Formatted Data steps.

i ™
st

What do you want to do with gokoutd.csv?

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

< Open

The file won't be saved automatically.
% Save

% Save as

Cancel

3. Below is an example of extract data with key:

H P i I gokoutd.csv [Read-Only] - Excel ? H - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW NITRO PRO 9 Christi Sarpy -
.n.D 8’6 Calibri Ja s |==Mg- | |[cenen . ) ’_? Emlnsert - - %Y H
Em - ? - EX Delete ~ | [¥]- ]

Paste - B I U-~ Py . A-=== &= - $ -9 2 WM Cond\tlpnal Format as  Cell . B o - Spr‘t& Find &

- Formatting~ Table~ Styles~ | ] Format =7 Filter ~ Select~
Clipboard & Font ] Alignment ] Mumber ] Styles Cells Editing -
Al M ﬁ Account v

A B C D E F G H I 1 K L M N o] P -
1 |Acc0unt _lType Title Adjusted |YTD Activi Commitm Available Balance
2 702010 E Administr 0 3310 45020.3 -48330.3
3 702110 E Conferent 0 0 2000 -2000
4 702250 E In-State It 0 0 50 -50
5 703000 E Operating -1135 [t] 0 -1135
6 703112 E Prntg-Stat i} 1] 46 -46
7 703116 E Prntg-Mnl i} 0 50 -50
& 703119 E Protg-Oth o} 0 18293.74 -18293.7
9 703124 E Magazine: 0 25 o -25
10 703360 E Maint-Jan 0 0 20000  -20000
11 703361 E Custodial 0 2100 3450 -5550
12 703481 E Data Proc 0 0 159774.7 -159775
13 703511 E Dues & M 0 0 510 -510
14 F03719 E Telephon a 50 150 -200
15 703940 E Bank Char i} 107.49 0 -107.49
16 704000 E SuppliesE 1135 0 0 1135
17 704010 E Office Sug o} 1000 2638.74 -3638.74
18 704011 E Office Sug 0 1052 144714 -15523.4
19 704410 E Oth-TchR 0 0 319.4 -315.4
il TNASIN T MEh Cronnl n n a2 75 az» 75 i
gokoutd ) L] v

H M -——F——+ 100%
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Partially Formatted Data Steps:

If the data is partially formatted in you excel spreadsheet, you will need to format the data shown in the following
steps.

NOTE: If data is moved directly into excel, you will not need to complete these steps.

1. Choose Text to Columns from the Data menu.

H - e d v - gokoutd.csv [Read-Only] - Excel T E - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW NITRO PRO 9 Christi Sarpy ~
I:EFromAccess D> D ”=n| @Connec.t\oms %l Y Clear E’E [E Flash Fill . EE‘E‘Conso\idate . EGrDup <
[& From Web = Properties Reappl B+f Remove Duplicates ’:':)What-IfAnalysls' 28 Ungroup =
Fram Other Existing Refresh o %‘l Sort Filter Text to - o T -
[ From Text s | @S | A Edit Links V- Advanced Columns =@ Data Validation - Relationships EE Subtotal
Get External Data Caonnections Sort & Filter Data Tools Qutline r] -~

Al M - ‘ﬁ AccountType Title Adjusted Budget YTD Activity Commitments Available Balance W

A E C D E F G H I J K L M N (0] p -
1 |AccountT)[pe Title Adjusted Budget YTD Activity Commitments Available Balance
2 |702010 E pdministrative---1/S0 3310 45020.3 -48330.3
3 | 702110 E (jonferences------ I/S0 0 2000 -2000
4 | 702250 E Ip-State It Travel 0 0 50 -50
5 | 703000 E (Jperating Services - Budget Only -1135 0 0 -1135
6 |703112 E Fjrntg-Stationary Etc 0 0 46 -46
7 |703116 E Frntg-Mnls Hndbk S 0 0 50 -50
£ |703119 EFjrntg-Other 0 0 18293.74 -18293.74
9 [703124 E Miagazines 0 25 0 -25
10 | 703360 E Maint-Janitorl/Custd 0 0 20000 -20000
1
12
i
14
15
16
17
18
19
an -

gokoutd (O] K] 3

COUNT: 10 ] M o-——+ 1%

2. Follow the 3-step Convert Text to Columns Wizard

P - ™
Convert Text to Columns Wizard - Step 1 of 3- @g

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Mext, or choose the data type that best describes your data.
Criginal data type

Choose the file type that best describes your data:
¥ () Delimited - Characters such as commas or tabs separate each field.

@ iFined widthi - Fields are aligned in columns with spaces between each field.

Preview of selected data:

1 PeccountType Title Bdjusted Budget YID Actiwvity Commitments Aw{ *

E 02010 E Administrative———If5 0 3210 45020.3 -4B8330.3 |_|
02110 E Conferences—————-— I/5 0 a 2000 —Z000 bl

n 02250 E In-State It Trawel O a 50 —-50

E 02000 E COperating Services - Budget Cnly -1135 a a -11 = |
4 | 1 | p

Next » ][ Finish
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Create break lines before and after each comma.

This screen lets you set field widths [column breaks).
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it

Data preview

- -
Convert Text to Columns Wizard - Step 2 of 3

TR . SUNTUUIR. . SUUTU: . SO . 10 g0
02010 E| Administrative———I/S a o
02110| E| Conferences—---—- 1/8 o ]
02250 E| In-State It Trawvel

03000 E| Operating Services - Budget Only

03112| E| Prontg-Stationary Etc -

4 [ |

Column data format

) Date: | MDY E|

) Do not import column (skip)

Destination: | 5453

Data preview

This screen lets you select each column and set the Data Format.

‘General’ converts numeric values to numbers, date values
to dates, and all remaining values to text,

eneral

2dministrative-——I/5
Conferenceg—————-— I/5

In-State It Trawel
Cperating Services - Budget Only
Prntg-Stationary Etc

4 11 |

Cancel ]l < Back

B
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4. Click on Finish, and you should now see each data item in a separate column.

Rev. 5/15

2BC

H pv gokoutd.csv [Read-Only] - Excel ? @
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW NITRCQ PRO 9
From Ac Connections Clear Flash Fill Consolidate Group
From Web Proy Reappl Remaove Duplicates What-If Ana Ungroup
From Other Existing Refresh Sort Filter
From Text Pan onne IS Al Edit Links Advanced Data Validation Relationships Subtotal
Get External Data Connections Sort & Filter Data Toals Outline
o - i [ X v fe
A B = D E F G H 1 J K L M N (o]
1 |AccountType Title Adjusted BudgetYTD Activity Commitments Available Balance
2 702010 E Administr o 3310 4502 0.3 -48330.3
E 702110 E Conferent o o 2000 -2000
4 702250 E In-State It Travel 00 50 -50
5 703000 E Operating Services - Budget Or -11350 0 -1135
6 703112 E Prntg-Stationary Etc o 0 46 -46
7 703116 E Prntg-Mnls Hndbk 5 0 050 -50
8 703119 E Prntg-Other 00 18293.7 -18293.7
2] 703124 E Magazines 025 0 -25
10 703360 E Maint-Janitorl/Custd 00 20000 - 0
(il :
12
13
14
15
16
1
18
19
20
gokoutd (O] 1

Christi Sarpy -

o X

5. Format your excel spreadsheet as needed.

H [ gokoutd.csv [Read-Only] - Excel ? =
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW NITRO PRC 9
AD c};’ Calibri i A A == B =1 General - I:.:-.—l D @ iE‘EI”SEft - 2 ‘%Y H
By - - X Delete ~ -

Paste B I U- - M. A - === &= $ v 05 9 0 o Condltlpnal Formatas Cell et S.ort& Find &

- Formatting~ Table~ Styles~ [=i] Format - T Filter ~ Select~
Clipboard s Font M Alignment a Number M Styles Cells Editing
AL - j\ Account

A B = o} E F G H I J K L [ N Q
1 |Acc0unt .IType Title Adjusted | YTD Activi Commitm Available Balance
2 702010 E Administr 0 3310 45020.3 -48330.3
3 702110 E Conferent o] 1] 2000 -2000
4 702250 E In-State It [e] 4] 50 -50
o 703000 E COperating -1135 a o -1135
6 703112 E Prntg-Stat 0 a 46 -46
T 703116 E Prntg-Mnl 0 a 50 -50
8 TO3119 E Prnig-Oth o] 0 18393.74 -18293.7
9 703124 E Magazine: o 25 0 -25
10 703360 E Maint-Jan 0 a 20000  -20000
11 703361 E Custodial 0 2100 3450 -5550
12 703481 E Data Proc 0 0 159774.7 -159775
13 TO3511 E Dues & M 1] 1] 510 -510
14 703719 E Telephon 0 50 150 -200
15 703940 E Bank Char 0 10749 0 -107.49
16 704000 E SuppliesE 1135 a o 1135
17 704010 E Office Sug 0 1000 2638.74 -3638.74
18 704011 E Office Sug 1] 1052 144714 -15523.4
19 704410 E COth-Tch R 0 a 319.4 -319.4
an FnAsan £ Ath Crinnl n n a3 7 a3 7
gokoutd (&) 1

Christi Sarpy ~

o X
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