Spreadsheet Budgeting Using Banner 7

Job Aid: Data Lookup Feature
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Procedure
Follow these steps to use the data lookup feature.

Step Action
1 Select a cell in your Excel spreadsheet in which you would like the data from the
lookup to be placed.
Click the cell to select it.
2 Select Spreadsheet Budgeting from the Banner pull-down menu.
Banner
if Conneck to Database
Switch Conneckion
‘i’ffk Disconnect from Database
Spreadsheet Budgeting k *
3 Select Fund Code Lookup from the Spreadsheet Budgeting sub-menu.
ff Connect to Database
Switch Connection
‘%( Disconnect From Database
Spreadsheet Budgeting Cownload Yizard
Yalidation Wizard
Upload Wizard
| Fund Code Lookup
rganization Code Lookup
Account Code Lookup
Program Code Lookup
Ackivity Code Lookup
Location Code Lookup
Position Lookup
Fiscal Year Lookup
Emploves Class Lookup
Budget ID Lookup
Budget Phase Lookup
Earmings Lookup
Benefit/Deduction Lookup
4 Click in the Find field.
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Spreadsheet Budgeting Using Banner 7

Job Aid: Data Lookup Feature (Continued)
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Procedure, continued

Step Action
5 Enter your criteria in the Find field.

Example: %Education%
6 Click the Find button.
7 Click the Fund you want to select.

Example: 1110

,'_-,'—,;' Fund Code Lookup [ X]
[reEducationcs Find |
| EDA' Fund Eodel Diescription | Effective DateI T ermination D ate

& 2500 [ epartment of Education Funds 10.1./83

B 1110 Current Education and General  10/1/88

Select Cancel

8 Click the Select button.
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