
Native Banner Process: FGRIDOC 
Incomplete Document Listing 

As of 04.01.2005 

 
It is a good practice to periodically review your user ID for incomplete documents in 
Native Banner.  This can be used to determine if, for example, there are outstanding 
Purchase Orders or Journal Vouchers that are interfering with the use of your budget.   
 
 
Log on to Native Banner 
 

• At the Quick Launch prompt enter FGRIDOC 
 

 
 

• Press enter to go to that process. 
• Control + page down or click next block to enter the Printer Control block. 
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• Enter the text: DATABASE to see your report on screen, or your printer 
designation for a printed version. 
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• To simplify the process, in line one enter “Y” to Include All Document Types 
• Arrow down to the next line and enter your Native Banner user ID 

 

 
 

• Control + page down or click next block 
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• You can choose to Save Parameters now by checking the box and entering in both 
a short and full length report title.  This way you can retrieve your input fields by 
entering the short report title in the box: Parameter Set. 

• Click F10 to save, and enter or click the box to OK. 
 

 
 

• Under the Options menu, select Review Output 
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• Double-click in the box named: File Name to list your report 
 

 
 

• The Output File Name should be the same as the Number to the left with  a    
“dot, lis” extension. 

• Click OK to select.  Review, save or print as needed. 
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To remove existing documents, go to the form in which they were originally entered.  
For example for the purchase order above, go to FPAPURR just as if entering a new 
PO, but enter in the existing PO number from the report.  Note the number above is 
“P” Zero, Zero 11663.  The only letter in the string is the “P”.  When you go to the 
next block you will be able to view and edit your document.   

 
 

• To delete, click Record Remove. 
• Note the message at the bottom left.  Press Delete Record again to delete this 

record.   
• Enter Record, Remove again to delete. 
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