Banner Tips and Tricks
Function Keys:

F3  
Drill down to a more detailed list

F7  
Enter a query

F8  
Execute a query

F9  
List (of values for that field)
F10 
Save

Ctrl Q
Exit
Search Tips:

· Banner is sometimes case sensitive

· When searching use % as a wild card.  If you are searching for “Controller’s Office” and you can enter your search as %Controller%.
· You can use _ if you know exactly how many characters the item you’re searching for has.  For example, if you are looking for a revenue account (6 digits) and want to exclude expenses (4 digits), you can enter a _ for the parts you don’t know.  For example 55____
· When searching for an amount, you can use the < or > signs if you cannot remember the exact amount.  
· You can search by date in FGITRND by entering a query in the date field in either activity date or transaction date.  For a specific date use the date plus a % (the dates in banner extend into hours, minutes).  For example 30-SEP-2011% in the activity date would bring up the transactions for that date.  For transactions in less than or greater than a specific date, use < or > 30-SEP-2011 without the %.
Excel:

· Use FGIBDSR – you can use this form to get your summary activity into Excel.  Help, Extract Data No Key.  

· Use FGITRND – you can use this form to get your detail activity into Excel.  Help, Extract Data No Key.  

Other Tricks:

· In any of the date fields, you can enter any character and it will automatically populate the field with today’s date.

· On the main menu, Go To…. Box, you can use your up/down arrows and it will scroll through the most recent forms you have used, so you don’t need to type in the form name.
· In any of the numeric fields where you would enter an amount, you can double click and Banner will bring up a calculator.  Use the calculator and hit ok and it will fill in the amount it calculated into the field. 
· If you get stuck on a screen, click Record, Clear
