
PRINTING REPORTS FROM MY BANNER

FGRODTA and FGRBDSC
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Common reports available from Banner are:

� FGRODTA – Used to print a detail report of transactions by 
organization code

� FGRBDSC – Summary budget report by organization code
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To start a report, enter the form name in the Go To box, 

or select from My Banner.

Enter Form Name 
and hit Enter
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Double Click on Form 
Name



Use Next Block to move through a form across solid 

lines.
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The first time, you need to fill in Parameter Values, 

these are sample values for FGRODTA.
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Be sure the ‘To Date’ value is the end of a month.
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After the Parameter Values are filled in, click on ‘Next 

Block’ to get to the Submission section.  The first 

time, be sure to check ‘Save Parameter Set as’.  This 

will save your values as the defaults for future use.
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Click on the Save icon, or use the F10 key to run 

report.

Save 
Icon
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Click OK on the saving as user level default message
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This message in the lower left corner of the screen 

lets you know your report has run successfully.
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Click on Options in the top menu and select

Review Output (GJIREVO) to go to view report.
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Your cursor should be blinking in the File Name box.  

Double Click in the File Name Box.
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Double click 
Here



Select the .lis file and click OK at the bottom of the 

screen, or just double click on the .lis file.
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Almost there, you should now see report data.
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To print your report, again select Options and then 

click on ‘Show Document (Save and Print File).
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Click on Yes to continue.  You may need to hold down 

the Ctrl button when you click Yes and continue to 

hold while waiting for the report to appear.
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Your report will appear in a new screen!!
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Sub totals by 
expense type



To print the report click on File in the menu bar and 

then on print preview.
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Your report will show in print preview mode and 

should look the way you want the report to print. To 

change print settings click on the icon next to Print.
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Be sure the orientation is set to Landscape.  Click on 

OK when settings are adjusted.
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Then click on Print!
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FGRBDSC – Budget Summary Report

� Follow the instructions the same as FGRODTA.  The screen 
format, running the report, and printing all work the same.

� Different reports have different parameter values.

� Specific parameters can be saved, see page 25.
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Format Parameter Values for FGRBDSC as follows:

Chart is 
always M
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Enter 09 for 
fiscal year 0809

Chart is 
always M

Your Fund

Your Org Code
For expense use Accounts 

700000 - 800005



Use the scroll bar to view and fill in all Values.  Up 

and down arrows can be used to move between 

Values.

Scroll
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Report will pull from 
beginning of year to this 

date



FGRBDSC Results
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To save a specific set of parameters.  Before running 

the report (save icon or F10) Check the box ‘Save 

Parameter Set as’ and Fill in a Name and Description.
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When you next run your report, click on the down 

arrow next to Parameter Set:
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Double click on the Parameter Set you want.
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The parameter set selected will show in Parameter set.  

When you ‘Next Block’ the values will populate.
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You are now ready to ‘Next Block’ and run the report!
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Thank you and good luck!
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