
Navigating “The Banner 9 World” 

INB Detail Reports-NHIDIST & FGITRND



DETAIL REPORTS 

 For staff who have Org access to INB Banner in 
reallocating their P-card charges, the option to view 
other reports may also be available.   

 The NHIDIST Report provides a detailed listing of all 
staff (by S# and name) who are assigned to an Org. 

 The FGITRND Report provides a detailed listing of 
expenditures for an Org. You can select a fiscal 
period or an entire year of data, dump into an excel 
spreadsheet and filter. 









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 – LOGIN TO NHIDIST
To access the report, enter NHIDIST, hit the enter key. 



NHIDIST  
Enter the FROM DATE and TO DATE by clicking on the calendar icon.  Enter the Org Number.         
Then select Go

From 
Date, To 

Date

Org 
Number



NHIDIST  
You can add other fields to the report. Select the F8 key. The screen will populate with the
names of all those paid through the org number.   



NHIDIST  
You can research the detail for those paid from the org.  Select the arrow key below to 
review all the data. 
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NHIDIST  
If you wish to print out a listing of staff in an Excel spreadsheet, select TOOLS then EXPORT.  
A report will begin to generate.  Be sure to disable all pop up blockers in your web browser.
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NHIDIST  
After a minute another window will open with the data in spreadsheet format.  
You can then save this spreadsheet and modify the data as needed.   



NEXT STEP – LOGIN TO FGITRND
To access the report, enter FGITRND in the box, hit the enter key 



FGITRND
Enter the ORG # for the data you wish to extract in the Organization field, click 
into the main table.   

Enter 
ORG # 
Here

Click GO to 
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FGITRND
You can add other fields to the report. Select the F8 key. Or, select GO The screen will 
populate with the detail transactions for the org.   



FGITRND
The screen will populate with data. Select the arrow key to see page by page.  



FGITRND
If you wish to print out a listing of expenses in an Excel spreadsheet, select TOOLS then 
EXPORT  A report will begin to generate. 

EXPORT

Tools



FGITRND
A report will begin to generate. Be sure to disable all pop up blockers in your web 
browser.  Click on the EXCEL spreadsheet to open. 
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FGITRND
After a minute another window will open with the data in spreadsheet format.  
You can then save this spreadsheet and modify the data as needed.   



INB DETAIL REPORTS

This presentation has covered the basics of two reports available in INB 
Banner which provide more budget detail.  

This presentation isn’t designed to be a comprehensive review but 
rather an introduction to the basic report capability available.  

If you have any questions regarding these two reports feel free to 
contact:   

• Paula McPheeters, Director, Grant Compliance
• 719-549-3484
• paula.mcpheeters@pueblocc.edu

mailto:paula.mcpheeters@pueblocc.edu
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