
Accessing Your 
Banner Reports

Welcome
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Introduction

X Objective
 Show e~Print users how to select, retrieve, view, 

save, and print e~Print reports from their browsers.

X Intended Use
 Self-Training
 Guided Training Sessions

X Time Required
 20 minutes
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Agenda

X System Overview/Security
X Prerequisites
X Using e~Print Help
X Logging Into e~Print
X Selecting a Report
X Viewing/Printing a Report
X Using Adobe Acrobat reader
X Logging Out of e~Print
X Tips/Troubleshooting
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What You’ll Need to Get Started

X Banner System Account
 If you don’t already have a Banner UserID, see “Getting 

a Banner UserID” located on the IST Banner web site 

X Current Web Browser
 Microsoft® Internet Explorer  4.0 or higher
 Netscape® Communicator 4.0 or higher

X Adobe Acrobat® Reader
 You should already have this on your PC. If not, 

download the latest version (free) from www.adobe.com
 Run within your browser or run in a separate window
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Accessing e~Print (Netscape)

XTo access your e-Print reports using 
Netscape, type into the Location box:
 https://e-print.umdnj.edu
Please note it’s https, not just http!
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Accessing e~Print (Netscape)

XThe first time you log in using Netscape, 
you’ll get the message box pictured below. 
This verifies that our site is secure! You 
can unclick the Show This Alert Next Time
checkbox if you don’t want to view this 
message again. Then click Continue.
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Accessing e~Print (Internet Explorer)

XTo access your e-Print reports using Internet 
Explorer, type into the Address box:
 https://e-print.umdnj.edu
Please note it’s https, not just http!
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Remember to Use e~Print Help!

X Every page (even login page) has a link to 
context-sensitive Help.

X Every Help page has a link to:
Contents Page
Alphabetized Index
Related Topics
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An Example of Help
The picture below is an example of the extensive Help screens 
that can be found in e~Print. All e~Print screens have a context-
sensitive Help link (see previous slide). Once inside Help, you 
can see the entire Help contents, or view the Help index.
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Logging Into e~Print

1.  Key in your 
Banner 
User ID 
and pass-
word.

2. The correct repository will default in. 

3. Click Enter.
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Using the Repository List

Click here to see 
a drop-down list 

of all reports
Click here to see 
the next page of 

reports

X The repository list displays all of the reports to which you have access in the 
selected repository. (When you log into the system, you selected a repository 
from a drop-down list. When you press the Enter button on the Login page, the 
repository list appears.) For each report type, the repository list includes the 
report name, description and the latest date and time that type of report was run.
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Use the Icons as a Guide

Simply 
point-
and-
click 
to...

Click on this icon to view (or print) the most recent 
version of a report in PDF format (Acrobat Reader)

Click on this icon to download the CSV (comma 
separated values)version of a report. Excel will 
directly open CSV files (not all reports will have 
this option)

Click on this icon to download the TXT version of 
a report to your computer (you can import text 
files to Excel using the Text import Wizard)

“Drill down” (used for accessing older versions of 
reports or when there are multiple versions of a 
monthly report)

Use a page key to pick pages (Search Report) or if 
you want to use a page key to save select 
information from a report
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“Drilling Down” to Select a Report
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user has access Repository List

View or download
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Using the “Drill” Icon to View Reports

X Lists all of the reports on file for the
selected report type.
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Using a Page Key
X If the “Search Report” (looking glass) icon 

appears, you can select a page key and then…

Pick values 
manually

Provide a 
specific valueIndicate a range 

of values

(Use 1 of these options.)

Select a page 
key to choose 

from
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Selecting Page Key Values Manually

Click the 
checkboxes 
next to the 
values you 

want to 
select.

You can skip to a 
specific value.

Click the icon after 
making your selections.

Navigation 
buttons
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Selecting A Specific Value

X To provide a specific value for the page key, type in a 
value in the “Search” field and click GO. If the value is 
on file, the validation page will be displayed. (The 
validation page is described later in the training 
session.) If the search value is not on file, an error 
message will appear and you can try again.
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Selecting A Range of Values

XTo select a range of values, key in the beginning 
and ending values and click GO. If the range 
contains valid values, e~Print will display a 

validation page (the validation page is described 
later in the training session). If not, an error 

message will appear.
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Using The Validation Page

X Displays selected page key values.  
 If satisfied with your selections, click the “PDF” (View 

PDF), “TEXT” (Download Text) or “DATA” (Download 
CSV) icon. To backtrack and change your selections, 
use the navigation bar (click on Pick Pages).

X Validation page does not appear if no page key   
was used.

Navigation bar
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e~Print’s Navigation Bar
X Provides a shortcut to previous pages. Click a 

section to return to that page.

Repository List

Report List

Search Report (Pick Pages)

Page Key Values

Validation Page
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Viewing and Printing a Report

X Viewing a PDF report:
 You can use Adobe Acrobat® Reader’s 

view buttons, or use the View menu to 
adjust how the report will be displayed.

X Printing or Saving a PDF report:
 WITHIN Adobe Reader, use the Save or 

Print icons, or the File menu. 
X Viewing/Hiding the Navigation Pane:

 Click on the icon to view or hide the 
Navigation pane, which contains all the  
bookmarks for that report.

X Consult Adobe Acrobat® Reader’s 
Help and e~Print’s Help for more 
detail.

Navigation 
Pane icon
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Using Acrobat® Reader

Acrobat®
Reader’s
Navigation
Pane

Bookmarks
correspond
to page key
values

Toolbar buttons

Toolbar buttons
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Using Acrobat® Reader’s Tools (1 of 2)
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Using Acrobat® Reader’s Tools (2 of 2)

Change
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Logging Out of e~Print

X Click the Logout link in the top, right-hand 
corner of any page, if your browser will 
remain open.

X You will logout automatically when you 
close your browser.
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Tips/Troubleshooting

X To avoid display problems when using 
Microsoft® Internet Explorer, configure Adobe 
Acrobat® Reader to run outside your browser 
(see next slide).

X To download a text file using Microsoft® Internet 
Explorer, right-click the “Download Text” icon 
and select Save Target As. With Netscape® 
Navigator, use the primary mouse button 
(usually the left mouse button).
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Using Acrobat® Reader in a Separate Window

X 1. Open a report using the steps outlined previously.
X 2. Open the General Preferences dialog of Acrobat Reader.

Click the right-facing arrow at the top of the right-hand side of the application's viewing 
area; then select Preferences from the menu. 
NOTE: When using Microsoft® Internet Explorer to retrieve a PDF file, sometimes the 
window appears blank. If this happens, try clicking the Refresh button, which should 
cause Acrobat® Reader and the PDF file to both appear on the screen. Then you can click 
the arrow and open the Preferences dialog, as described above.

X 3. Turn off the web browser integration feature.
De-select (clear) the "Web Browser Integration" checkbox at the bottom of the dialog and 
click the OK button.
The next time you download an e~Print report as PDF, a "File Download" dialog will 
appear. To open the report in Acrobat® Reader, select the option button that reads "Open 
this file from its current location." (If you don't want the dialog box to appear each time 
you download PDF, de-select the "Always ask..." checkbox.) Then click the OK button. 
Acrobat Reader will open in a stand-alone capacity with the selected report in context.
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Questions?

Questions?
Call the IST Service Center at 3-3200

- or -

Contact Your Business or Grants Manager
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