How to do Data Extracts on Banner Internet Native Forms

Once you are in a Banner form that has the Data Extract Function:
Click on Help from the Menu Bar
Select either: Data Extract with Key or Data Extract No Key
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The Extract now goes to a Web Browser. You can view the information on line
and/or save it to your PC.




To save it to your hard drive:
Click on File
Select Save As...
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1. Save In - Select where on your hard drive you want to save the file
(extract)

2. File Name — Name your file

3. Save type as - Change the file type to a Text File (.*txt).

4. Click the Save button.
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Now you can access the file from your hard drive via Excel.




Open Excel on your PC.

Once Excel is opened:

Click on File, then Open.

Look in: - Make sure this is where you saved your document or change it to the
correct location.

File Types: — Change to All Files
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Locate your file and double click on it (this will open it)



It brings up a comma-delimited file:
Delimited — Check this box
Click on the Next button
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The Text Wizard has determined that wour data is Fixed \Width,
If this is correck, choose Mext, or choose the data type that best describes your data,
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Click on the Finish button
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This will open your file in Excel for you.



