Downloading and Printing Budget Data (FGIBDST)

This document explains how to generate budgetnmition using the Banner form, FGIBDST.
The FGIBDST form allows viewing broad or detailedormation for any fiscal year on screen
or exporting that data to a .CSV file, editablé&xcel.

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 Bannanohkl to a myCuesta tab. For
instructions on adding the My Banner channel, redghe document, “Using the My Banner
Channel”, located at
http://www.cuesta.edu/deptinfo/elic/training_maddsiUsing_the My Banner_Channel.pdf

Viewing Data

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

2. If necessary, click th®ly Banner folder icon to view

i H = DEE
a list of choices. e
My Bannat
g Process Submission Controls
. . o My Banner Maintenance
3. Click theGeneral Menulink. 1) General Meru

Banner's General Menu screen will be displayedradtéew moments.

J1=TE |

4. TypeFGIBDST in Banner's Go To box, and
pressEnter. —
The FGIBDST form will appear. ~
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5. Enter one or more Banner FOAPAL codes on whichutery
Example: Organization = 3339 and
Fund = 12191. Ao

6. Click Next Block iconE (o 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, | ; \ I
Banner will return data for that account, plus \
all accounts that follow (including revenue = \
accounts). =i | \
; . ’ Use Search
=T T buttons.7J
for list of
valid code:

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

8. SelectOptions > Transaction Detall el
Information (FGITRND) from the menu ba
Transaction detail will display for the selected
Account code.

N g tion Detail Information [FGITRMND] |5E
- Format Form Preferences

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

After accessing budget and financial activity imhation via FGIBDST:
1. SelectHelp > Extract Data No Key from the menu b
A File Download dialog will appear.

> FGIBDSR

@ Online Help
Dynamic Help Query I
Dynamic Help Edit
Help (Item Properties)

Org
Show Keys

Fur List

Pro pisplay Error

Acc
Display [0 Image

Calendar
l “ calculator
Do you want to open or save this file? Extract Data with Key
= Nae: qokoutd.csv Egtract Data No Key
j Type: Microsoft Excel Worksheet, 1,94 KE isted Budge Technical Support N

From: henry.cuesta edu

887 About Banner

Open | save | [[ Carcel |

IV Always ask befare opening this type of file

@ While files from the Interne n be useful, some files can potentially
e e gy 1 1t e soue. 8o ot open paens .
sawe this file. What @ risk? 21
avein | [B = (-

2. Select theSavebu@
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 theSavebutton.

Once complete, the Download Complete dialog willesgy.

[akoutd csv = | save |
[Micrasoft Ofize Excel Comma Separated Valie ] Cancel

5. Click theOpen button. ol
The file will open in Excel, Oh

=)  Download Complete

where it can be formatted and
saved as an Excel file.

Saved:
gakautd.csv From henry, cuesta.edu

Downloaded: 1.94 KB in 1 sec
Download bo: C:\Documents and Setti. . \gokoutd.csv
Transfer rate: 1,94 KBfJec

this dialog box when downioad completes

Qpen Openfoder || Close |
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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 Bamf@annel in myCuesta” above for
link to instructions for re-establishing.

My Banner SiEE

My Banret
Bl process submission Controls

2. If necessary, click thly Banner folder icon to view B 1y Banmrer Matremanen
a list of choices. 2 Goneral Menu

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

4. TypeFGIBDST in Banner's Go To box, and
pressEnter.
The FGIBDST form will appear.

5. Enter one or more Banner FOAPAL codes ope= u
Example: Organization = 3339 and Fund =
12191.

6. Click Next Blockicon & (or press the o e W
[Ctrl]-[Page Down] keys).
NOTE: If you didn’t specify an account,

e

Banner will return data for all accounts that | — Use Search
.o . . 0 I

have activity. If you did specify an account, = = = buttons 7
Banner will return data for that account, plus e for list of

all accounts that follow (including revenue valid code

accounts).

7. SelectOptions > 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 ti@ptions menu.
NOTE: Using Next Block may allow scrolling
through sections of some purchase orders.
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