HOW TO RUN A BANNER REPORT USING A WEB BROWSER

General:

This method can be used if you do not have Crystal Reports (or any other reporting tool), but would still like to print or export generic reports
using your web browser. We have made the most commonly used reports available on the Web. Keep in mind that you cannot manipulate the

report in any way (what you see is what you get). If you need to modify or create your own reports then you will have to get a Crystal Reports
license or use your own query tool.

Check List:

Depending on the report you must have some or all of the following information:
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Your Banner Userid and Password for the data warehouse
(typically same as your client password)

2 —digit fiscal year e.g. 01 = 2000/2001

2 — digit period e.g. 07 = December

6 — digit Fund code e.g. 100001

5 —digit Org code e.g. 00411
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Type in the following URL: https://banweb2.is.mcqill.ca/banrep
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the time. We will use the report
Detail Fund Statement by Account
as an example to show you how to
generate reports from the Web.

Banner Data Warehouse
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Chick helow an the Banner report that you wish to ron inside veur weh hrowser,

For example: _ PS IFwouw are having problems manning these reports, use thes link te run the Tava 2ersons
Once you are at the website

click on the link Detail fund
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Entering Report Information

Logging in to the Banner Warehouse:

Repoit Infomation Mesded

Erdér oo wipsi 1D gl pasewmsid o the dstshads

. icx
/Enter your Banner Userid and \ e |

Password in the boxes provided. Fassmon |
For example:
Userid: jbrown [ — barren

Password: born2bwild
Click on the Next button when you

are finished.
\ 1 et 3 Coarcel

[iatabace Mame:

Logging In:

If the login box reappears after you click on next, then there was a problem with
the information you entered. Either your userid or password was entered
wrong, or you do not have access to the datawarehouse (server).

If you do not have access to the datawarehouse, fill in the form at
http://www.mcgill.ca/accounting/forms/reqdatawarehouse/

Entering report data: TR

Erer b chigh Linivmesity Fiscal Y [mgr 011 200012000
Once you have logged in, you will be prompted for information through a series of dialog
boxes. The first one is displayed here. Simply enter the information you would like to query Byt |
on in the box provided and click on the Next button at the bottom of the box. Continue like
this till you get to the end and select the Finish button.
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Report Results:

3 Lapstal Hepork Wiewss - Miorosoll | nbemeel

Export the report to
file by clicking on the
envelope button.

Navigate through
the pages of your
report by clicking
on the arrow

buttons.

S
ﬂ report similar to the _——
one captured here e e L]
should appear on your 5‘-
screen.
Note: If you would like &

to print the report click
on the printer icon on
the report toolbar rather
than the one on your
web browser.

If you would like to run the
same report but with different D
criteria, click on the Refresh

button (lightning bolt). Follow

described above. S—

the same procedures fy—
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