
INB DETAIL REPORTS – FGITBAL & 
FGRODTA

Navigating “The Banner 9 World” 



DETAIL REPORTS
Staff must have SSB and “Org Owner” access and 

a completed request for FGRODTA and other detail 
reports. (The Banner Security Request must be completed on
ULTIMUS to request access)

The FGITBAL Report can be used to see an org’s
balance sheet (GL Trial Balance - Fund Balance).
Status of Cash D=Cash+(positive)  C=Cash-
(negative).  

The FGRODTA Report provides an Organization
Detail Activity Report (export to a word document, 
copy paste).  Used for grant invoicing backup.









Accessing detail reports
Just visit PCC’s Portal at:  http://www.pueblocc.edu/
Log on with your S# and Password

http://www.pueblocc.edu/


Accessing detail reports
Select the Employee Tab
Then select the Resources, Training & Tools Tab



First Step – the login
To access INB Banner, you’ll need a Username and Password to enter to gain access
Enter your Username and Password to enter to gain access. Select Banner 9 Admin



NEXT STEP – THE LOGIN
To access the report, enter FGITBAL, hit the enter key. 



FGITBAL
Chart is W. Enter FUND number in the Fund. Select the Fiscal Year. Hit Go Key



FGITBAL
This report will show the status of Cash for the org. A Debit balance is good, a 
Credit balance implies a shortage of cash.  Most grants operate on an Accrual 
reimbursement basis , so a shortage of cash is common.

Current 
Cash 
Balance



FGRODTA - ORGANIZATION DETAIL ACTIVITY
This report will give you a word document report format. Enter the FGRODTA
acronym and hit enter.



FGRODTA
Select the Printer box, be sure it indicates “Database”

Enter ORG # (from , to)

Continue to scroll down to 
enter the date’s (from, to)



FGRODTA
Select Save Parameter Set as (far left bottom corner), then select the disk, save
icon.

Click here

Click here



FGRODTA
Select OK

Click here



FGRODTA
Select Options, Review Output

Click here

Click here



FGRODTA
Select Arrow to populate File Name, then select the Output File Name

Click here

Select the Output 
File Name

Click OK



FGRODTA
View the Report, now select Options

Select Options 
Then

Show Document 
(Save Print File)



FGRODTA
Select Yes to show the report in the Browser

Click Yes



FGRODTA
With the report in the Browser, Select Edit to “Select All” data, select Edit again 
to copy all the data.

Select Edit



FGRODTA
Open Microsoft Word to copy the data in a word document.



FGRODTA
Select all data to reduce font size to 8pt Times New Roman. Then set the
layout to landscape. This document will now be ready to print. The document
can be saved as Word document and as an official record of financial activity.

Select



INB Banner Detail Reports



THANKS!

 Thanks for taking time to review this training!

 If you have additional questions feel free to call 
or send an e-mail!
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