How to Look Up Enrollments in Internet Native Banner (“Big Banner” or “Ugly Banner™)

» Log into Internet Native Banner

> Enter SSASECQ in the Go To box (you can add this to your “My Banner” folder if you

wish)
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Enter the object name; Press LIST for listing.
Record: 111 <038C=

» Enter Term (Fall 2012 is 201210). You may use the other fields to narrow your search.

My example below shows how to search for all Active HIST sections which are offered
on the Main campus.
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Enter a query, press F8 to execute, Ctrl+Q to cancel.
Record: 11 Enter-Qu... <0SC>

» Once you’ve completed your search parameters, hit F8 or the Execute Query button.



> You will have a list of courses. You can scroll down to view more sections. This list
will let you see your Maximum Enrollment, Actual Enrollment, and Seats Remaining.
You can also see your Waitlist Maximum, Actual, and Remaining.
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Term Code, press COUNT QUERY HITS for Schedule Form. press LIST for valid values.
Record: 147 .. Listofvalu.. <08C>

> You can export this data to create an Excel file. First, make sure there is not a [Q] after
the SSASECQ on your header. If there is a [Q] you will not be able to export. If that is
the case, please contact Steve Reed (stevenreed@bsu.edu) for assistance.

» To export data, go to the Help Menu. Choose Extract Data No Key from the drop-down
menu.

» A pop-up window will open (be sure your Pop-Up Blocker is off).
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Opening gokoutd.csv

You have chosen to open

] gokoutd.csv

which is a: Microsoft Excel Comma Separated Values File (12.2 KB)
from: https://prodssb.bsu.edu

What should Firefox do with this file?

© Openwith | Microsoft Excel (default) =
() SaveFile

[7] Do this automatically for files like this from now on.

| ok || cance |

> Open the file. You’ll need to do a Save As to save it as an Excel file. Once that’s done,
you can manipulate the data as you wish.

» If your file comes through without headers for the information, you need to adjust one of
your Banner settings. Return to the Main Menu.
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Enter the object name; Press LIST for listing.
Record: 141 <0SC»




> Select Personal Link 6. Go to the Data Extract box on the first screen and make sure the
box is checked beside Include Header Row in Data Extract.
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» Try your export again. This time you should have header rows.

> A note about browsers. Some people have better luck working in Internet Explorer,
while others use Firefox or Chrome. If you run into a problem doing your export in one
browser, try one of the others. There doesn’t seem to be any rhyme or reason to why one
works for one person but not for someone else. You may have to experiment to find the
one that works most reliably for you!




