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Downloading and Printing Budget Data (FGIBDST) 
 
This document explains how to generate budget information using the Banner form, FGIBDST. 
The FGIBDST form allows viewing broad or detailed information for any fiscal year on screen 
or exporting that data to a .CSV file, editable in Excel. 
 
The three topics covered are: 

�  Viewing Data 
�  Downloading Data 
�  Viewing Open Purchase Orders 

 
 

Setting up the My Banner channel in myCuesta 
It may be necessary for you to add the My Banner channel to a myCuesta tab. For 
instructions on adding the My Banner channel, refer to the document, “Using the My Banner 
Channel”, located at 
http://www.cuesta.edu/deptinfo/elic/training_materials/Using_the_My_Banner_Channel.pdf.  

 
 

Viewing Data 
1. Locate the My Banner channel in myCuesta. 

If channel is missing, see “Setting up the My Banner channel in myCuesta” above for 
link to instructions for re-establishing. 

 
2. If necessary, click the My Banner folder icon to view 

a list of choices. 
 

3. Click the General Menu link. 
Banner’s General Menu screen will be displayed after a few moments. 

 
4. Type FGIBDST in Banner’s Go To box, and 

press Enter. 
The FGIBDST form will appear. 
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5. Enter one or more Banner FOAPAL codes on which to query. 
Example: Organization = 3339 and  
Fund = 12191. 

6. Click Next Block icon   (or press the 
[Ctrl]-[Page Down] keys). 
NOTE: If you didn’t specify an account, 
Banner will return data for all accounts that 
have activity. If you did specify an account, 
Banner will return data for that account, plus 
all accounts that follow (including revenue 
accounts). 

 
 
 
 
 

7. Select a line by clicking in that line’s first 
field (Account code). 

 
 
 
 
 
 
 

8. Select Options > Transaction Detail 
Information (FGITRND)  from the menu bar. 
Transaction detail will display for the selected 
Account code. 

 
 

9. If available, you may continue “drilling 
down” by selecting a line item and choosing 
an appropriate query from the Options menu. 
NOTE: Using Next Block may allow scrolling 
through sections of some documents. 

Use Search 

buttons  
for list of 
valid codes 



Downloading and Printing Budget Data Page 3 of 4 Revised: June 23, 2009 
(FGIBDST) 

Downloading Data 
After accessing budget and financial activity information via FGIBDST: 

1. Select Help > Extract Data No Key from the menu bar. 
A File Download dialog will appear. 

 
 
 
 
 

 
2. Select the Save button. 

The Save As dialog will display.  
 

3. Select where you wish to save the document and 
enter the file name. 
NOTE: Be sure to maintain the file extension 
(.CSV). 

 
4. Click the Save button.  

Once complete, the Download Complete dialog will appear.  
 
 

5. Click the Open button. 
The file will open in Excel,  
where it can be formatted and  
saved as an Excel file. 
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Viewing Open Purchase Orders 
1. Locate the My Banner channel in myCuesta. 

If channel is missing, see “Setting up the My Banner channel in myCuesta” above for 
link to instructions for re-establishing. 

 
2. If necessary, click the My Banner folder icon to view 

a list of choices. 
 

3. Click the General Menu link. 
Banner’s General Menu screen will be 
displayed after a few moments. 

 
4. Type FGIBDST in Banner’s Go To box, and 

press Enter. 
The FGIBDST form will appear. 

 
 

 
5. Enter one or more Banner FOAPAL codes on 

which to query. 
Example: Organization = 3339 and Fund = 
12191. 

6. Click Next Block icon   (or press the 
[Ctrl]-[Page Down] keys). 
NOTE: If you didn’t specify an account, 
Banner will return data for all accounts that 
have activity. If you did specify an account, 
Banner will return data for that account, plus 
all accounts that follow (including revenue 
accounts). 

 
7. Select Options > Organization Encumbrances 

(FGIOENC) from the menu bar. 
The Organizational Encumbrance List screen will 
appear, displaying remaining balances on 
open purchase orders. 

 
 

8. If available, you may continue “drilling 
down” by selecting a line item and choosing 
an appropriate query from the Options menu. 
NOTE: Using Next Block may allow scrolling 
through sections of some purchase orders. 

 

Use Search 

buttons  
for list of 
valid codes 


