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OVERVIEW OF NECESSARY STEPS

1. Logonto Banner.

2. Select the reports from one of the menus, or enter the report name in the SEARCH
BAR on the LANDING PAGE.

3. Enter Parameters.

4. Save to submit the print job.

GENERAL

There are many Banner processes and reports that exist throughout the Banner system.
Additionally, the University of Denver has written a number of reports which are
available for you to run. Many of them are attached to custom menus, for example; DU
Student Report Menu. Access to the processes and reports is tied to your Banner
security.

NOTE: You may have trouble running reports if you have your browser pop-ups
blocked. There is a browser settings document linked in MyDU to help you customize
these settings.

STEPS

1. Log on to iBanner.

2. Select the job/report you would like to run from the appropriate menu, or enter the
job/report name in the Search Bar on the Landing Page; then select the report.

<

Back to Applications

< DU Student General
Report Menu
(CDUSGMNU).,,

Waitlist Download

(WSR3520)

Changed and Deleted
Holds Rpt (WSR3600)

Current Holds Report
SR3605)
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3. There are four sections (or blocks) to this form — you are in the key block where
your report name is listed:

a. Key Block
b. Printer Control
c. Parameter Values

d. Submission

4. Press the iBanner Go button SEEEIE (Alt-PageDown) to select your destination
printer.

x Process Submissien Controls GJAPCTL 9.3.10 (GREEN)

Process: |@l—|j parameterse [ .| /
Get Started: Complete the fields above and click Go. To s GO button’ or press ALT PAGEDOWN

5. Select your Banner printer name in the Printer Control section, or click the ellipses
(...) to list the printers that have been

set up to work with iBanner. If you C
don’t see a departmental networked Ceia [@ ]
printer for your area, you may submit
a support request at o e :
http://support.du.edu Atss Arss

AHSS_ANTHRO AHSS Anthropology Printer

AHSS ANTHRO2 AHSS Anthropology Printer

AHSS_LANGL AHSS Languages and Literatures
NOTE: Not all reports have the same + %..., Fp—— ;]
types of output. Some of the reports | »r IS o T P
have options to email a pdf file, or Dotor | 502 P Poge o801
create a text file which you could then , > ‘
import into MS Excel. For some

reports you leave the printer field blank to create a text file, and for other reports
you may need to print to “database” to create the text file. Some reports have to
print to a Banner printer.
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6. Press the Banner NEXT SECTION button (ALT-PAGEDOWN) to enter parameters.
There is “help text” which will help to explain how to enter the parameters. If you
leave out the parameters, it is possible to run reports that are thousands of pages
long.

X | Process Submission Controls GJAPCTL 9.3.10 (GREEN) Parameters — please note the
j::‘:;i::z Student Status Report - All  Parameter Set: “He]p Text” which Will provide
p— =] assistance as you enter the
:‘—\ ame Type 3 parameters for your report
~ PARAMETER VALUES nsert @ Delete TmCopy V. Filter
|:l:ml:ber = Parameters ‘;:j::;]
02 CURRENT
03 GR
04 College Code AH |]
05 Page Breaks on Department Y
Record 4 of &
LENGTH: 2 TYPE: Character O/R: Required M/S: Single
Enter College code - % for all colleges
[] save Parameter Setas Hoid/ suomit (O Hold (@) Submit
Name | —_——————
NEXT SECTION button, or
- e h
- | press ALT-PAGEDOWN
a. O/R - Indicates whether the parameter is Optional or Required
b. M/S — Multiple or Single
If it is a multiple parameter, you may enter additional records by using the
iBanner INSERT RECORD function.
~ PARAMETER VALUES elets aCopy . Fiter
T s
02 Dept Code(s) S0C
[ -] ept Codels) PHIL \
03 Major Code(s)
04 I'mrfcho:Ie-s_} .
% Concentraion Code) For Multiple Parameters, you
Y 4=\ may enter multiple values =
c. You won'’t need to enter values if the help text indicates — “Leave blank for all”
If you do this, the report will include ALL VALUES
~ PARAMETER VALUES nset ) Delete "mCopy V. Filter
—
02 College code ED
03 Department code ‘ ‘]
04 E-I;a\\ Address
L
LENGTH 4 T ammaiiagioral VIS, Snge For some parameters, you may leave blank
S T M print a report with ALL VALUES
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d.

If you

are prompted for an email address, enter your complete email address

~ PARAMETER VALUES

Number *
01
02
03
04

E-mail address of user. Required. A PDF of the Schedule is mailed to user

Einser @ Delete TmcCopy | T, Filter
Parameters Values
Term code 201870
College code ED
Department code

E-Mail Address

carglyn bolden@du edu ‘]
\ Record 4 of 4

<4 |f prompted, enter your email
address of an email report

Press the Banner NEXT SECTION button (ALT-PAGEDOWN) to navigate to the
Submission section.

Number *
01
02
03
04
05

SUBMISSION

May 3, 2024

-’

~ PARAMETER VALUES

Term Code 201870
Report View CURRENT
Level Code GR
College Code AH
Page Breaks on Department Y
Record 1 of 5
nsert @@ Dsist= TmcCopy | T Fitter
Do Press NEXT SECTION (ALT-PAGEDOWN) |-
O? to navigate to the submission section
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8.

If you check the box “Save Parameter Set As”, iBanner will save your parameters
so that you don’t have to figure them out again next time you run this report. Press
the Banner Save B4 (F10) button to submit your job.

X | Process Submission Controls GJAPCTL 9 3 10 (GREEN) aD | B RETREVE | JaRELATED | HETOOLS

Process: WSR2004 Student Status Report - All  Parameter Set: Start Over’

~ PRINTER CONTROL 4] S oeiete Tacopy | Y. Filte
Printer | [=]| swmttme [ | PDF Font Size
Special Print [—] MIME Type  None Delete After Dav:
L il B NOTE: If you check the “Save Parameters” box before
—— clicking the Banner SAVE (F10) button, Banner will
o Tem e remember the_values you entered ip the Parameter
0 Love Code Block for this job so that you can either use the same
- s | values next time or alter them appropriately.

Record 1 of 5

T SUBMISSION nsert [ Dslete  TmCopy Y. Filter

Hold / submit  (O) Hold  (®) Submit

Save Parameter Set as

Description

Name

SUBMIT_BLK DISPLAY_SAVE_DEFAULTS [1]

Fri 8/10/2018 2:31 PM
ibanner@du.edu

wir6045_3372330_cbolden file(s) is(are) available
To  MCarolyn Bolden

Please do not reply to this email.

You will receive an email notification
when the print job has completed.

Your requested data filefs) is{are) now available within iBanner. You will need the following information:

Process: WFR6045
Number: 3372330

For detailed instructions to download this file to a network file share or your PC, please click on the link below.

hittps://ib: du.edufib: save process file.pdf

If you don’t always run the report with the same parameters, it is possible to create
multiple parameter sets. In the submission block of the form, enter a name and
description before you click the Banner SAVE button.

Enter Name and Description
to identify your parameters

~ SUBMISSION sert @ Delste  "mCopy . Filter

Save Parameter Set as Hold/ Submit  (O) Hold  (8) Submit

Name |CB SCHED Description |CB SCHEDULE REPORT

4
14

X | Process Submission Controls GIAPCTL 9.3.10 (GREEN) a0 | B REREVE | JiRELaED | #fToOs | 2

Process: [MEAE |- Parameter Set: @ Saving current parameter valuss as CB SCHED

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and { o Log file: wsr2004_3464668.log List file: wsr2004_3454668.lis
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10.

The next time you run the report, you can select a parameter set. Click the ellipses
(...) from the key block of the form to view available parameter sets.

Click the ellipses (...) to view
B P21t St a [ . ]
available parameter sets ‘:‘

You will see any parameter sets that you have defined. Either double-click your
mouse, or press the Banner SELECT button to select the parameter set you wish to
use:

™ JOB PARAMETER SET RULE B oekete . Filter.

Process * Parameter Set * Description *

— N . e
Either double-click your mouse or click the Select |5 C )
= = button to select the parameter set you wish to use e | s

The report parameters will now populate with saved parameters.

If your report is creating a text file for you to import into MS Excel, from iBanner:

a. Related Menu / Review Output (GJIREVO)

X Process Submission Controls GJAPCTL 9.3 10 (GREEN)

> Related Menu ——
> Review Output (GJ I REVO) te Multiple Saved Output [GJIR

Upload File [GUAUPLF]

Upload file [GJAJFLU]

May 3, 2024 Job Submission Reports - Page 6



UNIVERSITYor JOB SUBMISSION REPORTS
li_'j DENVER

b. Click the ellipses (...) by File Name, select the text file, click OK:

X | Saved Output Review GJIREVO 937 1 (GREEN) aop | B REREVE | JirELaED | % TOOLS

Process: [WSR3760 [-] Number: (3388590 [-] [ o ]
FilqName: |wsr3760 3386690 cbolden |... Available Files x
Lines: 123 Criteria
Get Started: Complete the fields above and click Go. To search
Output File Name Record Count | Date Saved
wsr3760_3386690_cbolden.log 18 08/02/2018 02:55:53 P|

wsr3760_3386690_cbolden_01.txt w Se|ect the txt fi|e’
then click OK

3
Record 2 of 2

c. Tools Menu / Options, Show Document (Save and Print File):

X | Saved Output Review GJIREVO 9.3 71 (GREEN) aDD | B REREVE | S4RELATED [+ RIS

Item Propsgi

isplay ID Image

Exit Quickflow

Tools Menu / Options —
Show Document (Save and Print File)

About Banner

OPTIONS

‘Show Document (Save and Print File)

Delete Qutput

ER DOCUMENT MANAGEME|

Retrieve Documents

NOTE: If you don’t get a prompt it is likely that
your browser is blocking the popup window —
you will need to modify your N

- . . You have selected to Show File (Wfr6045_2066266_cbolden log)
browser settings. View this document for help O | srouser D you weh o contnue? |
adjusting your browser settings. el {

Click “Yes”

When prompted, click Yes
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d. From your browser window — File, Save As:
(If you don’t have a menu bar, try right-clicking your mouse)

wfr60@7_3372359, GOLD as of 13-Aug-2018
From 31-AUG-16
Fund Title orgn Code orgn Title Trans Date ans Type Doc ref # Description  Acct Code Acct Title Program Code
Progr vity Code Activity Title Location Code Location Title Budget Activity Trans Encumb Activity Commit Type
=R 2ol = L ent Operating Fund 162781 Suitt r Admin 550642 Spec Sales-Educ Serv
Save ! s @7/20/2016 ccoc Foet
oo 07/20/2016 ccoc Fooe
t 00¢
i
4
E
€
l
¢
Begiming vasonce. swoww  wuiiene opsiacig unu 162761 Sultts Center Admin Guieu AL rron A sBiory \2b.) 20.0)

e. Change the folder location to your network drive. As these files contain
sensitive information, it is important that the information is password

protected:
» Change the folder location — a network
drive is a great place to save files that
contain sensitive information
» Give your file a name
N ne— - > Save as type — Text File -
Save as type: | Text Document - -
= Hide olders _ Concel |

Name your file, and change the type to “Text File”, click SAVE

f.  Open your file in MS Excel
I. Open MS Excel
il. File, Open

iii. Locate the folder where you saved the text file
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iv. Change the “Files of Type” to text Files

O

» Open MS Excel

» File, Open

» Browse to folder location

» Change File Type to “Text Files”

| N

V. Your report is now in MS Excel — you may need to double-click on
some of the column widths to re-size them.

11. Back to your iBanner report — close the browser window where you viewed the
information, then in iBanner, press the ExIT button ﬂ twice to return to the
LANDING PAGE.

B aoo | B remieve | Sarelatenp | ¥ Tools

Saed Output Review GJIREVO 9.3 7.1 (GREEN)

Lines: 123

F90 _cbolden_01.txt Beginning Date Saved:

EXIT to LANDING PAGE & insen

WEEss: WSR3760 Depa

¥ SAVED OUTPUT REVIEW
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