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

Browser Limitations:  Best results received when using Netscape/Mozilla If you choose to use Internet Explorer 
and you experience any problems you will need to follow these Instructions.   (see attached - ���������	�
���
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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. 

�
 

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