
 

BANNER EXTRACT FEATURE:  

Would you like to receive a comma separated data file of Banner Data?  

Banner Limitations: If the Data Extract Option is set to ‘Not Available’ – you will not be able to use the 

extract feature in Banner for that particular form. Please contact the Administrative Technologies 

support staff for assistance.  

 

Set Up -  Follow instructions at the end of this document for required setting up a PC in internet Explorer. 

 

Step 1: Bring up the form you wish to extract data from in Banner – like Class Attendance 

Roster Form, SFAALST. Under the Menu item ‘Help’ there are two options; ‘Extract Data with 

Key’ or ‘Extract Data no Key’. ‘Key’ stands for the information in the Key Block such as the 

Term Code, CRN, etc. in the SFAALST form. Neither option will be available if the form does 

not have the data extract feature enabled (see above note). Choose either option that is 

available for the extract.  

 



A pop up will appear that the extract was complete as follows:  

Step 2: Select ‘Save to Disk’ and 

press the OK button to save the 

file to disk. Use the Open 

command to start excel and See 

your file  

Note where the file was 
downloaded to for future reference  

 

 



Your new file. You may now manipulate it as any excel file.  
 



Setup a PC for INBBanner Data Extract to Function when using  
Internet Explorer as your browser.  

1 Must set IE/Tools/Security/Custom Level/Downloading/Automatic Prompting for File Downloads to 

Enabled 
2 Modify or add a CSV ( Comma Separated Values ) for file types on the PC. From Control Panels 
select Folder Options.  

3 Click the File Types tab on top and scroll down to where CSV is. If CSV is not an option then add it 
by clicking the New button.  

4 If the button below change says restore, click that and the bottom button should say advanced. Click 
the advanced button. The Edit File Type window will appear ( see below ). Ensure the check box is NOT 
checked for confirm open after download. If you have a action of Open under action click edit. Otherwise 

click New and add a 
new action. Type Open 
for the action.  
 

 



4. Now you will be editing 

the action for Open, use 

the browse to locate 

Microsoft Excel on the 

PC. For example : 

"C:\Program 

Files\Microsoft 

Office\OFFICE11\EXCEL

.EXE” Click the check 

box for Use DDE and set 

up as in the image below. 

Make sure you add the 

double quotes around the 

“%1” this is very 

important.  

 



  


