






Click in the Values column and change the Fiscal Year (2 digits if needed). Make sure Chart of 
Accounts is equal to V (a capital V). Put in your org code or a range of org codes you wish to 

view. Limit the reports to certain accounts if you’d like, and put in an As of Date in the format 
of 30-APR-2012. 



Click on the Next Block icon to enter the Submission block. The radio button next to Submit 
should be selected. Then click on the Save icon on the Banner toolbar.  
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The values you entered will disappear. Along the bottom (in the Banner Help Line) you’ll see two 
files listed. The file ending in .lis is your report file. Click on Options>Review Output on the 

Banner main toolbar.  
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Click on the drop down menu next to File Name and you’ll see the two output files 
populate under Available Files. Double click on the file name ending in .lis. 
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The report will open. To download the file and save to Excel, click on Options>Show 
Document (Save and print file). 



Select Yes when asked if you would like to continue. 



From here you can Select Page>Save As. Be sure to save as a text file (.txt) to 
import into Excel. 


