Banner Administrative Reporting for EBCs

1. Open Microsoft Explorer
2. From home website, select “E-resources”, “Systems”, “Banner”
3. Select “Administrative Reporting”
4. Select “I Accept the Terms of Use Agreement Above (PLU domain link)”
5. If not already logged into Banner, it will ask for your Banner username and password. 

To produce an Employee Roll Call Sheet for your building
1. Select “General Roll Call Sheet”
1. Select the desired term
2. Click on your name in the EBC box. Your name is already associated with the buildings you are responsible for. You can run a report for multiple EBCs at the same time by clicking multiple names.
3. Parameters ok, select “true”.
4. Click on “view  report” and wait for report to generate.
5. Under “parameters ok”, move to other pages using arrows.
6. Select the print icon to print from administrative reporting.
7. Export to another tool, such as excel, by selecting a format and clicking on “export”. You can edit the content in excel. Each page from Administrative Reporting will be on a separate excel sheet or tab as seen at the bottom of the screen. 
8. Please write the emergency assembly point location in the upper right hand corner on every page printed before you put the roll call sheet in your emergency supplies.

To replace a class emergency roster
9. Select “Emergency Roster by Professor”
10. Select the search parameters you need. You can search for a particular building, faculty member, term, day of week. 
11. Parameters ok, select “true”.
12. Click on “view  report”.
13. Under “parameters ok”, move to other pages using arrows.
14. Export to another tool, such as excel, by selecting a format and clicking on “export”. See # 7 above for more guidance.

For list of EBCs
1. Select “Emergency Building Coordinators”
2. Select the desired term
3. Parameters ok, select “true”
4. Click on “view  report”.

