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Navigation

Starting Banner

To help ensure that only authorized users use Banner, you must access it from your my.suu.edu
portal.

Follow these steps to access Banner Admin:

1. Along the left hand column of your MySUU portal click on Banner Login located under
the Banner heading.

2. From the SUU Banner Login page click on Banner Admin.

SUU Banner Links

q Banner Admin

INB SSO

Self Serve

Once you complete these steps, the Banner Admin main menu appears. This menu is the starting
point for navigating through Banner.


file://ADUSERS1L/ADUSERS1/CNTL/CHETDALTON/Chet/Banner%20Finance%20Training/my.suu.edu
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The Banner Menu
You can use the menu structure on the screen to find and access a form, job or menu. Click on

the menu Icon = in the upper left corner to get to the Banner screen hierarchy and My Banner
menu to find a form you want to open.

Banner Search Menu

You can use direct access by typing the form acronym or use the “Search” function by typing a
word associated with the form title.

Parts of a Form

Q % SUU ) chetNDalton @ Sign Out ?

Tnal Balance Summary FGITBSR 9.0 (PROD)

Menu Bar & Tools Icon

The menu bar is on every form and contains buttons that perform common functions. The tools
Icon has pull-down menus for other functions. When you move your cursor to an icon and pause,
a pop up box appears with the text that describes the function of the button and the keyboard
shortcut. A dimmed button is disabled and cannot be clicked.

Title Bar

The title bar shows the following information:
Descriptive name for the for
Seven-character form name

Release number

Database name



Blocks
A block is a section of a form or window that contains related information. If a form or window
contains more than one block, each block (except the key block) may be enclosed in a beveled
box. You can navigate between blocks using the arrows in the lower left hand corner. -

v

Key Block
The first block on most forms contains key information. The key block determines what is
entered or displayed on the rest of the form. All information on the form refers to the key block.

The key block has one or more fields. For example, a form that maintains financial information
may have fields for both a chart of accounts and a fiscal year.

The key block details stay on the form as subsequent blocks appear. Occasionally, another
window may appear on top of the key block if the window is unusually large or if the key block
is not pertinent to the window.

When the cursor is in the key block, enterable fields in the key block are enabled. When you
leave the key block, enterable fields in the key block are disabled. You can click “Start Over” to
change and parameters in the key block fields.

Auto Hint / Status Bar
The auto hint / status bar at the bottom of the form can contain the following information for the
field where the cursor is located:

e Brief field description

e Error and processing messages

e Keyboard equivalents, if you can access other blocks, windows, or forms from the field

Querying Information

Querying is the process of looking to see what information is already entered in the Banner
database. You can use inquiry forms, query forms, and most application forms to perform
queries.

Query Functions
Use the following functions to perform queries:
e Enter Query (F7) Puts a form into query mode so you can enter search criteria to see what
information is already in the database. “Enter a Query” appears in the auto hint bar.
e Execute Query (F8) Searches the database and displays the records that match your
search criteria. This function is enabled only if you are in query mode.
e Exit or Cancel Cancels the query and takes the form out of query mode.

To query information follow these steps.

1. Select the Enter Query Mode (F7)
2. Enter in the search field criteria and the query function options by using the dropdown
lists. You can query any field you can access within the form queried.



To further define your query you can click on “Add Another Field” and add additional
filter criteria.

Capitalization matters! Data is matched against the search criteria exactly as you enter
them.

Select the Execute Query function (F8) or click the “Go” button. The form displays the
records that match your search criteria.

To change your search criteria and re-query:

™=

With the original matches displayed, click on the “Filter Again” button.

Revise your search criteria using the dropdown menus.

Select the Execute Query function (F8) or click the “Go” button. The form displays all
records that match the revised criteria.



Chart of Accounts

FOAPAL FUND ORG ACCT PRGM ACTV LOCATION
XXXXXX  XXXXX  XXXX XX XXXX XX

SUU has 1 chart of accounts. Chart “T” is the University’s chart of account.

FUND:

e Fund is a 6 digit number and is required for all financial input.

e The fund identifies where the money comes from. There is a separate fund for every grant
or contract.

e A GENERAL RULE - if your program uses multiple funds and your organization
account does not change, your organization and program will automatically default when
entering your fund number.

e FTVFUND is a form that will list all of the Fund codes.

e FTIFNDH is a form that shows the Fund Hierarchy.

e FGRFNDH is a report that you can run to show you the Fund Hierarchy.

ORGANIZATION (Org):

e Organization is a 5 digit number and is required for most financial input.

e As ageneral guideline, organization identifies the area or department you work in. This
number will typically remain constant.

e A GENERAL RULE - if an organization always uses the same fund, your fund and
program code will automatically default when entering the organization into the system.

e There is a hierarchy built into the code for roll up reporting. For data entry you will
always use the “data entry level” code.

e FTVORGN is a form that will list all of the Org codes.

e FTIORGH is a form that shows the Org Hierarchy.

e FGRORGH is a report that you can run to show you the Org Hierarchy.

ACCOUNT (Acct):
e Account is a 4 digit number and is required for all financial input.
e There are many different account numbers. You use a specific account number depending

on what type of item you are purchasing. In most cases, average users will only utilize
the revenue and expenditure accounts.

The account numbers in Banner use the following numeric ranges:
Assets IXXX

Liabilities 2XXX

Net Assets 3XXX

Control Accounts 4XXX



Revenue 5SXXX

Salary & Benefits 6XXX
Expenditures 7XXX
Transfers 8XXX

FTVACCT is a form that will list all of the Account codes.
FTIACTH is a form that shows the Account Hierarchy.
FGRACTH is a report that you can run to show you the Account Hierarchy.

PROGRAM (Prgm):

Program is a 2 digit number and is required for most financial input.
These titles correlate to NACUBO codes.

The numbers will remain constant on most everything you do and will default based on
the organization code entered, but may be overridden.

FTVPROG is a form that will list all of the Program codes.
FTIPRGH is a form that shows the Program Hierarchy.
FGRPRGH is a report that you can run to show you the Program Hierarchy.

ACTIVITY:

Activity can be up to a 6 place alphanumeric code and is not required for most financial
input.

This code is used to further identify special projects. For example, the different categories
with special programs like Generations.

It is not a required field in most cases.

FTVACTYV is a form that will list all of the Activity codes.
FTIACTH is a form that shows the Activity Hierarchy.
FGRACTYV is a report that you can run to show you the Activity Hierarchy.

LOCATION:

Location is a 2 digit alphanumeric code and is not required for most financial input.
Location codes are used in the Facilities system only.

FTVLOCN is a form that will list all of the Location codes.
FTILOCH is a form that shows the Location Hierarchy.
FGRLOCH is a report that you can run to show you the Location Hierarchy.



Definitions

Encumber: In regards to finance, to encumber money is to hold it. Using your check book as an
example, you write a check - even though the check has not actually been cashed, the money has
been “encumbered”.

Posting “Type” Explanations
This is not an all inclusive list, but are the most common ones.

Invoice Related Items:

Note

INEI Invoice with an encumbrance

ICEI Canceled invoice with an encumbrance

INII Invoice charged to a General Ledger account (asset/liability)
INEC Credit memo with an encumbrance

INNI Invoice without an encumbrance (i.e. Direct Pay)

INNC Credit memo without an encumbrance (i.e. Direct Pay credit)
ICNI Canceled invoice without an encumbrance

ICII Canceled invoice to a General Ledger account (asset/liability)

. all of these items will have a “FLD” value of YTD (vear to date) or ENC (encumbrances).

These affect the actual year-to-date amounts and will adjust the encumbrances accordingly.

Purchase Order Related Items:

PORD Purchase Order issued

POTX Tax on Purchase Order

PODS Discount on Purchase Order

POAD Additional charge on Purchase order

POLQ Purchase Order liquidation - done when an invoice is created against a Purchase
Order

POBC Purchase Order closed by a batch process run by Purchasing
POCL Purchase Order closed using the form FPAEOCD by Purchasing
POPN Purchase Order opened using the form FPAEOCD by Purchasing
PCRD Purchase Order canceled

PCLQ Purchase Order canceled and Request reinstated

Note: all of these items will have a “FLD” value of either RSV (reserved) or ENC. RSV is
related to requisition activity (e.g.,when a requisition is turned into a purchase order you will
see a “type” of POLQ and a “Fld” of RSV).



Requisition Related Items:
e REQP Purchasing Requisition Reservation - appears when the requisition has been
approved by everyone in the approval queues.
REQS Stores Requisition Reservation
REQX Tax on Requisition
REQD Discount on Requisition
REQA Additional Charge on Requisition
REQP Canceled Requisition
RQCL Requisition closed using the form FPAEOCD by Purchasing

Note: all of these items will have a “FLD " value of either RSV or ENC.

Cash Receipt Items:
e DCSR Direct Cash Receipts — Items receipted into the system through the Finance office.

Note: all of these items will have “FLD” value of YTD only.

Check Items:

e DNEI Check issued against an invoice with an encumbrance.
DNNI Check issued against an invoice without an encumbrance.
DNII Check issued for a Stores Inventory purchase.
DNEC Check issued against a credit memo with an encumbrance.
DNNC Check issued against a credit memo without an encumbrance.
CNEI Cancel check issued against an invoice with an encumbrance.
CNNI Cancel check issued against an invoice without an encumbrance.
CNII Cancel check issued for a Stores Inventory purchase.

Note: all of these items will have “FLD” values of YTD only.

Journal Entry Items:
e BDO01 The initial/adopted budget
e BDO02 Budget adjustments made by the Budget office.
e JE16 Journal entries prepared by the accounting staff that is a transfer between funds.
These entries will affect the cash accounts within each fund.

Note: all of these items will have a “FLD” value of YTD or ABD.



Document Detail Forms

FOIDOCH - Document History Form - This form will provide you with an online
display of the processing history for a document by a selected document type and code. For
example, it will show you that Req # R1602633 was approved, then turned into PO, #
P16022607. Invoices were then created (10288243) and checks were cut (00315133).

Key Block

M Document History FOIDOCH 8.3.2 (PROD)

Document Type: |REG || Requisition Document Code: | R1602633

Get Started: Fill out the-fislds abowe and press Go

Results Block

x Document History FOIDOCH 9.3.2 (PROD)

Document Type: REQ Reguisition Decument Code: R1602633
~ DOCUMENT HISTORY

Document Number Document Type Status Status Description
R1602633 Requisition A Approved
P1602607 Purchase Order A Approved

10288243 Involce = Faid

00315133 Check Disbursement

Y0011327 Receming Documents c Completed

 Enter Doc Type in the Key Block. If you are unsure of the code to enter, click on the three
dots [-/to display the appropriate list of document types. In the example above we use REQ
for requisition. NOTE: Journal docs cannot be viewed here.

o Enter the Doc Code in the Key Block. Depending on the document type, this would be the
Req number, the PO number, the invoice number, etc. In the example we use R1602633

e Click the “Go” IESN button to display search results.

e From here you can see the processing history of your document and drill down into the other
documents as necessary by using F3 or by clicking the related buttonEXe.

e Status indicators display both the status code and status description.



FGIDOCR - Document Retrieval Inquiry — This form can be used to view posted
documents such as an approved Journal VVoucher, REQ, PO or Invoice.

b 4 Docurnent Hetneval nquiry FGIDOCE 8.2 2 (PROD)
o
Docummne * [F 1602607 Submission Nembir:
Bocusnent Type *
Gl Staned Fill ma the Selds nbow and prran So.
~ HEATER inFORMATICN 1+ = Ta
Tranzacion Dale  DU/ZTR0IE
FaacatYaar 18 ammil T
Fincal Fanad | Documant T
= METAIL WFOSMATION i+ =1 = Y. Filtad
Suls Numnber  Meim | Sequence | Joumal Type Description Amiunt Sign Currency  Document Relerepcs COA  Index  Fund Oign Acct Prog Acty Lot
- ~— Tl 1 PoLn Foy. P Waitily 0T A2 = Phia T 118000 -S0000 fous 40
1 PORD Roy Ras Facilya 107 12 = Phu T 18004 E0000 To0a ap
|« »
Record 1 6f 2

e Enter in your journal voucher document number in the Key Block.
e Click WENN o display the Results Block and other document information.

o Notice that there is a check in the Document Text field. This lets you know at a glance
there is document text for this voucher.

e If needed, you can view the document text by clicking onlEle, and then select
Document Text (FOATEXT).
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FGIENCD - Detail Encumbrance Activity Form - The Detail Encumbrance Activity
form provides a detailed listing of all activity posted against a Purchase Order and the available
balance remaining.

Key Block

Detad Encumbrance Activily FGIENCD 8.2.2 (FROD)

Encumbrance. * | PIS02E0T l| Encumbrance Pariod: | All ]A

Results Block

e Inthe Key Block Enter the PO number in the Encumbrance field. Click on |- to search.
You can also select the Encumbrance Period if the PO is ongoing. Click IESEN to
display the Results Block and see the encumbrance information and detail.

e STATUS: The status field will show either an “O” for open, or a “C” for closed.

e TYPE: The type field will show either a “P” for Purchase Order, or an “R” for
Requisition.

e FISCAL YEAR: Make sure that the current fiscal year is indicated.
e BALANCE: This field indicates the funds available to be spent against the PO.

e TYPE (in the detailed transactions part of the form): The codes shown here are explained
under “Posting “TYPE” Explanations”

11



FGIENCB - Encumbrance List Form - Will show you a list of every PO, vendor name,
current balance of the PO, date established and date of last activity. This is a list and shows you
every PO - so0 you need to know how to search to find what you are looking for!

Erumteance lanbet Typm Unscription Curtnt ahancs 07 feagewes b Ertslink Clsse Last Actluity D

e If you are using FGIENCD and click on the -] button to find a PO, you are taken to this
screen.

e The DESCRIPTION field shows the vendor name.

e TYPE field: “P” for Purchase Order, “E” for Requisition.

e STis STATUS. “O” is for open, “C” is for closed.

e To search, you must enter query mode by pressing F7 to clear the screen and display
search options. You can search using various fields using the same querying methods

utilized in other banner screens.

e For more tips on searching, please see previous info on querying information.

12



FAIVNDH - Vendor Detail History Form - The Vendor Detail History Form provides
an online list of vendor invoices, credit memos, and payment transactions of all vendors in the
system.

M Vendor Detail History FAIVNDH 2.0 (PROD)
Go
sefoction; |A IE Fimcol Yoar: |18 |
Ivoice Date From: [ Imvolce Date To; B

Results Block

Vendor: TOOO03ZEE PreCusnt indpmuition and Labmng . ‘Veador Hokd: Soleclion: Al Fiscal Year: 18 Iwoice Dote From:  invoico Date T
= WENDOR DETAIL HISTORY nsert | [ Delete. Wi Copy W, Filtar
Vendor Invoice Invoice Approval VIC Credit Memo OrpeniPaid Cancel  Vendor Invoice Amt Due Date Check Date Check Humber
'-;]: OG5 0315258 v i3 ] P N 3008.00 0772872017 ZTJUL-2017 00330354
B14Z0073 16317574 Y N N P H TR 0BT i 00333609
Tetal GEZA M
Record 1of 2

e VENDOR: If you are unsure of the vendor T# number, click on the |--/button. This takes
you to FTIIDEN where you can search for the vendor by name. Once you find the
vendor, double click on it to bring it into this form. NOTE: When searching for a
business use the Last Name search field.

e SELECTION: Choose “Selection” from the drop down menu. You can choose to see:
credit memos, open (displays invoices which have not been paid), paid (displays invoices
that have been paid) or all.

e The Fiscal Year defaults to the current fiscal year. You can change it, if needed.

e Click WENN to perform search and display results block.
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FPIOPOF - Open Purchase Orders by FOAPAL - This form is used to retrieve
information regarding OPEN Purchase Orders by using your chart information. To use this form
just enter the portion of the FOAPAL that you want to query.

Key Block
b 4 Open Furchase Orders by FOAPAL FRIOPOF 9.2.3 (FROD)
cosc= [T & igex: |
Frund: | = Oroan: l... |
Acct I Prog: ] bl
here )= Locn: [

pros B

Results Block

Open Purchase Orders by FOAPAL FPIOPOF 9.3.3 (PROD) t oaoe B orEmeve Bopeaen P Toos

Co& T Index Fumd: 000100  Cwgne Acct  Prog: Actv Loon: Pros:

* OPEN PURCHASE DRDERS BY FOAPAL '+ B Owlete Wi Copy | Y, Filter

Purchase Order Vendot ‘Mem  Commodity | Commodity Description UM Quantity Unit Price
1 MACA for IRS00. 18 5 EA
ALK By KL 1810 E4

1000

e FOAPAL.: Enter the parts of the FOAPAL that you would like to query. Entering just an
Organization code will give you a list of all open Purchase Orders for that particular Org.

o Click NNcEN

o All open Purchase Order line items related to the FOAPAL will be displayed in Results
Block.

e You can also access/query the Purchase Order document (FPIPURR) and the commodity
information (FOICOMM) by clicking on the appropriate option in the EES menu.

e FYI - This form shows you the open POs and the amount they were opened with. It does
not show you the current balance of the PO. This form is a great way to see all the PO
numbers for your Org. Once you have the PO number, you can use FGIENCD to view
the current balance on the PO.

14



FPIORQF - Open Requisitions by FOAPAL - This form is used to retrieve
information regarding OPEN requisitions by using your chart information. To use this form enter
the portion of the FOAPAL that you want to query

x Open Requretion by FOARPAL Query FRIORQF 9.0 (PROD)
Go
Cohit ['I | l Index: |
Fund; | g |
Acce | Prog: | e |
Act | Locn |
= OPUN REGIASTTIONS ITY FOAPAL QUERY {+ (- | ] . Fillar
|| Requisition  Type hem y C P WM Cuantity Wender Unit Price
|l RDOgapy s Toam Cartririge 1ty Catin EA 2 Imapng Coeces LLC Hun
5 Cull wardne & sque - B Safit, LaT 1 il 2000 00
A 43800
s 00
E. 13400
1 intad Core 2 Processor EBAD0 3 0GH2 G VT EA 20 Dell Markatg L P 186 T

e Enter the parts of the FOAPAL that you would like to query. Entering in just your
Organization code will give you a list of all open requisitions for your Organization.

e Click BN to display results screen.

¢ You may find old RQs that were never completed. You can delete these REQs by making
a request with the purchasing department and providing the REQ number.

15



FPIREQN - Requisition Inquiry Form - If you need to review an RQ that has already
been submitted, you can use FPIREQN, the inquiry version of the Requisition form.

Key Block

¥ Requistion Query FRIREGN 8.0 (PROU)

il sion: I gt

Results Block

Requsmion Cuery FPIRETH 8.0 [FROD)

Requiniton: RT003

= SEQUISITEIN MIGUIRY: DOCUMENT WFIRMATION = - ] ¥, Fites
Requitifion.  -RO0IUES In Suppense Docurmant Tax
Ciee Dol D62 2008 Dhihory Date | (4001 52003 Cammaany Tetal
Trangachon Date D 55000 Qmmants Accourding Toaeal
= REQUISH T INFORMATION 4] -] ] T

Cancit Reasan

« Compiate Docuimant Tie  F PROCUREMENT
« Agproved W NEF Thecking
Fr Dals Datanyd EStng
CancmiCate  ONIS2067 Raguisiticn Capres
From
Cloted Date Mg SELF SERNCE
Acnty Dale (R O/Q008 Ruturenca Nurmbar

Enter the RQ number you want to review.
e If you do not remember the RQ number, you can click on the | Iputton to find it.
e Click WNENN 0 display results screen.

e You can view any part of the RQ - vendor, document text, item text, accounting, etc. You
just cannot edit or change it in any way.

16



FPIPURR - Purchase Order Inquiry Form - You can use FPIPURR to review the
Purchase Order created from the REQ you submitted.

Key Block

¥ PuchassBlankeUChange Crder Query FRIPURR 8 0 (PROD)

P | . =

Change Sequence:
Haming

Results Block

¥  Purchase/BlanketThange Order Query FRIPURR 5.0 (PROD) o B ; o% PELATED % ToOL
Purchass Ordar: PIE0E07  Mlankot Ordor:  Change Sequence Namber:
= PURCHASETLANKET GROTH INGURY. GOCUMERT INFDRMATION o = P Cooy ' Filter
Purehase Ovder | [SRETTRETN DelvotyDafa 04212018 Recalpl Roquired  Secent M
Bian ket Orded Cgrmmgnts Change Segquence
Numoer
Cammoay Totl s in Suspende
Tranzacton Data WTIR1E Accourting Total 1ar12 " Cocumant Tast
* PURCHASEILANKET CIRDER INOUIRY, DOCUMENT IRFORMATION " = s X

~ Complite

~ kpproved Buyer Code  4F

PrmQote  O4TTR008

Canedl Dot Slunkat Ceder

Terrmanation Chite

Cloged Date 0700018 Rusty DIy
Aty Date | QRZRD01 | NEF Chacking
UseriD FOETERU Deltvrred Ediling
Trpo | Fwgur Puschase Oraer
sapiled From
Cancel Reason Duigin  BANNER

e Enter the PO number and Click IEN to display results screen.
¢ If you do not know the PO number, go to FOIDOCH, enter the REQ number and Next

Block. This form will show you the PO number. Then go back to FPIPURR and look at
the PO.

e You can view any part of the PO - vendor, document text, item text, accounting, etc. You
cannot edit or change it.

e You can access this form from FOIDOCH. Click on the PO number, click on the EXEa
menu, Purchase Order Information.
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FAIINVE - Invoice Inquiry Form - You can use FAIINVE to review the internal
Invoice created to request payment be made to the vendor.

Key Block

¥ InvoiceiCrade Memo Query FAINVE 932 (PROD)

Doscumant - | 2 Hhulne

Results Block

M imoscesGredit Memo Query FAINVE 9.3 2 (PROD)

Docurmont: M2GG243 Mumtiphc  Foegular  Vwodor TODODTISS oy, Ravi K. Vendor Hotd: Purchase Order: P 1602607
= INVOICEACREDET KEMO BEADER H =2 e W, Filte
r 427 e . Docurnant Azciunl
T acth e venad
ance
Adoress Caae Comgets Tax: 4
SEQURNCE NUMEE! Ciy  Cwdlur ity

MLING ] 572N Moento £ IF or Postal Cooe 847307054
St line 2 Hation
SrontLing 3 DirpcEDaposl o
Status
AT
Dénceunt Code AZH Transadion
Tre
Parmunt Cue SOEI01 Credl Mama
Bank 01 Farpo Barh N4 1029 Vendor
vansor Inecice FEGEHaT Direct Depesit Osmide
1063 TaxiD 360816187 Ten Exigta

e Enter the Invoice number and click IS to display results screen.

¢ If you do not know the Invoice number, go to FOIDOCH, enter the REQ number and
Next Block. This will show you the PO number and Invoice number. Then go back to
FAAINVE to look at the invoice.

e You can view the Invoice, but cannot edit or change it. From the IER&8menu there are
various links to accounting information, the text used in the PO, etc.

e You can access this form from FOIDOCH. Click on the Invoice number, click on the
Mmenu, Invoice Information.
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FAICHKH - Check Payment History Form - You can use FAICHKH to see the
payment history of a check.

Key Block

M Check Payment Hstory FAICHKH 80 (PROD)

Check Number: [00315133 = S [ =
Vaaidoe: Check Vantar:
Check Dute: Cheik Type
Chack Amonnt
Cance Dater, Cancel Raasan:

Results Block

3 Check Payment Histary FACHKH 8.0 (PROD) 4 <) o FELATED ¥¥ TOOLS

Start Choir
Check humber 00315132 Bank: 00 Wads Farme Bank NA Vendor: TODOOTIES ey, Rid ¥ Chack ander: Chich Dot D5/092016  Chick Typs: Batch  Check Amount 107 12

Capcel Date:  Canced Regsod

= CHECK PAYMENT HSTORY insent [ Delele ¥ Copy W Flter
Document Humber Dacumaont Type Mot Amount
[ HEREE | i 107,12
Racod 10f1
= VERDOR MWOSCE (+ ] [ - | " v
Vendor Involce Code Vendor lnvolce Amotnt
PHBE0RE0T 10712

Rcord 1011

e Enter the check number & bank code “01” and click INGEE-

¢ If you do not know the check number, go to FOIDOCH, enter the REQ number to get the
check number. This form will show you the PO, invoice and check numbers. Then go
back to FAICHKH and look at the check.

e You can access this form from FOIDOCH. Click on the check number, click on the
EEE menu, Check Information.
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Purchasing Cycle

When looking at budget and accounting details, it is important to understand the many steps that
occur when you purchase something, or “The Life of a Purchase Requisition.”

1. Once aREQ is created it immediately reserves budgeted funds and is sent for appropriate
approvals.

2. Once the REQ is approved a PO is created and funds are immediately encumbered for
future disbursement

3. Purchasing prints and sends the PO to the company we are purchasing from to order
goods or services.

4. Once we receive the item or the services is performed purchasing updates the states as
“received”

5. The company sends us an invoice requesting payment which is sent to Accounts Payable

6. Accounts Payable matches the vendor invoice with the PO that was created. They then
create an internal INVOICE which removes the money from the PO.

7. Banner takes the money from the PO and puts it into the internal INVOICE

8. The internal Invoice is sent to accounting, requesting a check to be cut to pay the vendor
invoice. Accounting cuts the check and mails it.

9. The check is cashed by the vendor removing the money from the internal leaving the
invoice with a zero balance.

This hopefully will help you make more sense of the screens you use, and understanding the data
you see!
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Budget and Account Details

FGIBAVL - Budget Availability Form - provides the most current budget balance
available. This includes information not included in FGIBDST. FGIBAVL also includes
requisitions and other transactions that have not been approved, i.e., they have been created but
not yet posted through the approval queue process. This allows a requisition to reserve funds as
soon as it is entered.

Key Block

b 4 Budget Avmlabilty Status FGEAVL 9.0 (PROD)

charc* [T Fisend Yoar * |15 |

Iniex | Comma Type: | Both
Famd:* [000100 | st Appopmtor Organization | e |- —
I

Program: | &d

Account: | 120

Wity — %
Comtrol Fund: Cismrol Organiration:
Control ACcomnt: Control Program:

Pending Docurtty.

Results Block

¥ Budge Availatty Stalus FGRAVL 0 0 (PROD) iy B = & RELATED. X TOOLS
Stait Over

Chart T FisealYeor 10 inden:  Commit Type: Batti  Fumer 000100 Staes Apgtopaution Crrgunianbon —

Aceomint 720 R Expansd Programe: 50 Inutralioesd Sippon Heyn — > Contrel Fuad: 000100 Confral Organiatioes 65000  Controd Account: 720 Conteal Progiai

Panding Documests;

= BUEGET AVAILASILITY STATUS insart [} Delete T Copy W File
Account Titla Adjustod Budget YT Activity Commitmants Availablo Balance Punding Dogumants
720 Opaeating Expirae 58,085,001 477184 133,041 53,174.36 1
Totnl 58,085 00 4TI 64 12300 53.174.36
Record 1l 1

e Enter in the Fund, Organization and Account numbers in the Key Block. In this screen
you must indicate an account. For expenses use account roll up code 720 to check
Operating Expense budget. You may click the box to include or exclude pending
documents.

e Click WENN to display Results Block.

e This screen provides summary information only and the user may not drill down to view
detail, other screens or reports will be necessary if detailed activity is required.
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FGIBDSR - Executive Budget Summary Form - This form displays the Adjusted
Budget, Year to Date Activity and Commitments (i.e., requisitions, purchase orders, etc)
resulting in the available budget.

Key Block

X Exccutive Summpty FGIBDSR 922 (PROD)

chart* [T I Frscal Yoar: * [12 |
indes: [ Guery Specific
Acgount
Inchede Revinue: o Comma Typo: | Bot
Accoinls
Orgasization: | . [ | — runit: (000100 [=] s
Program: | &0 [e | imssnuionat Suppen Acount: I:I
Azcoant Type: | Actnty: |
Location: |

Results Block

Chart T FscalYear: 18 Wdox:  GQuery Specific Ascount: Inchods Ravenge Accounty: Commi Typer Bt Orgenization; ERRRGENY  {gnd: (00100 Stats Appeopmistion
Program: 60 Accoant: Account 1 Type: Activity: Location:
* EXECUTIVE SUMMARY Bt EDslite TwCTopy T Fiter
Aceount Typa Adjusted Budget YT Activity Commiltmanis forallabile Balones
(300] L G 3T 00 12T TE 503195 24 1063500
| 5150 L 132 176 00 8s 126373 4 150 4
|l 5168 L 0.00
L 1080
L 0.0
L 0.0
L 4.0d
L 4.0d
L o
L (]
L ).00
L L]
L .00
L H )
L o .00
L o 0.00
L 000 0.00
L o0 00
| 7os £ . o
Tosn i 9.00
Mot Towl 933.153.00 25112654 S04.55.57
Hd fldzp N 20 v PePage Fecned 1 of 24

e Enter in the FOAPAL info in the Key Block and click IS to display Results Block.
You may query individual funds or an entire organization. NOTE: It is recommended to
remove the program code when querying to include any transactions with program errors.

e You can see details by clicking onlEE88 Transaction Detail Information (FGITRND).
Depending on where your cursor is when you select this you will get different
information!

e If you click in the Adjusted Budget column, then click on S, Transaction Detail, you
will see this screen -showing you the adopted budget and budget adjustments.

e If you click in the YTD Activity column then click on EES, Transaction Detail, you will
all YTD information excluding all budget and encumbrance data.

e If you click in the Commitments column then click on B Transaction Detail you will
see information about REQs and POs.
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FGIBDST - Organization Budget Status Form - This form displays the Adjusted
Budget, Year to Date Activity and Commitments (i.e., requisitions, purchase orders, etc)
resulting in the Available Budget. This form is very much like FGIBDSR, but it gives you more
options. By clicking on IEX&8, you will have access to FGIBSUM, FGIOENC and FGITRND.

Key Block

3 Ovganization Budget Status FGIBOST 0.3 3 [PROD)

a7 [ Fincad Yoar: * (16

dex; I Quary Spocific:

Arcount

Inchade Revoaur |« Commit Typai | Bath
Accounts

Organtzation:  S5500 s Adtr Fang: 01070
Frogram | ACcownt
Account Typa: Law Artrenty:

Location: |

Results Block

&4 RELATED % TOOLS
Szt Onvier
| Ctldre T Fscod Yoar: 10 dndex:  Quary Specific Account: Inchade Revenue Accounts: «  Commit lypec Bath  Orgamization: 53500 Ay Fand; 010730 Arhires
i Program: Accoant: hecoant Type: Actiey: Locati
= CRGANZATION BUDGET STATUS (-] - s ¥, Filee
Account Type Adjurstod Bodget Y10 Activity Commitmsnts Avallable Balance
&= IE:} 24.000.00 [ 2000000
a 155 B ¥3 40100

e Enter in the Organization number. The Fund and Account numbers are optional.
e Click IENN to display Results Block

o Please note, this form displays all information that has been posted to the accounting
ledgers. This does not display any transactions that have not been approved and posted.
To see the total of all transactions, including those in the approval queues you must use
FGIBAVL.

o If you want a higher level account type summary of a cost center, click on [ & = Budget
Summary Information. The system will take you to FGIBSUM.

e If you want to view encumbrances, click on [EE&S, Organization Encumbrances. The
system will take you to FGIOENC.

o If you want transaction detail of a specific line item, click on EE= Transaction Detail

(FGITRND). Depending on where your cursor is when you click on Transaction Detail,
you will get different results. See the explanation for FGIBDSR.
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FGITRND - Detail Transaction Activity Form - is an inquiry form that provides
detailed transaction activity for any single account string. Use the horizontal scroll bar at the
bottom to see the Document Description, Commitment Indicator (Cmt), Fund Activity, and

Location fields.

Key Block
b 4 Dt Transachon Actwily FGITRND 822 (PROD)
SRk |1 [-
Index: 1 l vy
Ompanization | SE500 ] :
Erogram: ]_.__
Location; 1 -

Fiscal Year: |18

Fund: | 010730
Accomt:
BRIy

Pariod:

Comme Type: | Bath

Results block

x Detad Transachon Activity FGITRMD 0.2.2 (PROD)

COMA T FioenfYear 16 ndec  Fond: 000730 Organdeation; 53500  Account Programe  Acthaty: Locationm:  Penod:  Comunil Typee Sath

= CETAIL TRARSACTION ACTRATY [+ [T - s V. Filte

!'ﬂ:‘:wnl Crganization -Program F‘wld Amount Incrwase {+] or Decrvase ) | Type | Document ™ I'loa:nn'liun l:.onmlllTrpn Fuand * Activity  Location Tid
. p ¥ o

3E500 L] YO -50, 00 AT Undergead A i o730 :\-.\l
-] YT 1500 = u =
YT 1500 = u i)

] YT u 5
¥TO u o3

e YD u 3
o ¥1D L o
o Y10 u i)
L2} Y1 U o
ol Y10 u 04
YTD )00 u 1

Y70 )06 u )

L Y1 0 .0f u 05
¢ Y10 { O u -] 3

e Enter the Fund, Organization and Account numbers in the Key Block and click I |

e This form automatically enters query mode to further define your search. If no additional
criteria is wanted Press F8 to execute the query.

e This screen is used when finding transactions to be moved to another FOAP via revenue
or expenditure transfer request.
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FGIBSUM - Organization Budget Summary Form - FGIBSUM provides an online
view of the Organization’s budget, Year to Date Activity, Reserve and Available Balance
summarized by major category types (Revenue, Labor, Direct Expenditures and Transfers or
other user defined type).

Key Block

» Oganzaton Buoget Summarny FGIRSUM 92 2 (PROD)

| Ehaitod Aceoantit T Fiscid foar 10 Oiganizabcn SEEN s und Coiminit bdictor: Bl
= ORGAREATRON DUDGET MUMMART o o s . &

Account Ty Adjussod Budgin Y10 Activity Commitmants Avaitable Balance
“'—ll-_ 142,500, 00 1w moo B8 EAD
278 r 00 V.

153,877.00 43,7020
Totn! Commipnanta a3

e Enter in the Organization or Fund or a valid combination of both in the Key Block and
click I

e If you want line item details you can click IEX=S, Budget Status Information. The system
will take you to the form FGIBDST.

e This screen will allow for inquiry of a Fund/Organization displaying revenue where
appropriate and two lines for expenditures (personnel related expenses (6XX) and general
expenses (7XXX).) The screen displays budget, actual expenditures and commitments
(i.e., requisitions, purchase orders and encumbrances) resulting in budget balance
availability.

e The “Net” line is a calculation of Revenue less Labor, less Direct Expenditures, less
Transfers. If the Fund does not have revenue, such as with the E&G fund, then the net
total will appear negative. Merely disregard the negative and use the Net total as your
total.
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FRIGITD - Grant Inception to Date - FRIGITD provides an online view of the
Organization’s budget, Inception to Date activity, Reserve and Available Balance summarized.
The detail can be viewed with period parameters.

Key Block

Gt Incepbon to Date FRIGITT § 3.3 (PROD)

Accowut Sumnmasy; | A Lo
Ot Frowm CLEMYYY) Dinte Tis {MALYY)
Imchuce R Exchude idiract:
Agcoanty Costn
Hiarurchy land Smmary.

By Sponsor Account

Results Block

Grann Incepbon o Date FRIGITD 8.3 3 (PROD) ; B T & eaaTER Y Toos

T Gronl e e (0000} THRS MO g Fund e Copinoaton: SR Progior S jesey Locabon Account Tipe

wls  hater From MYy 07 1 Dt To (MARYY 0% mEiite Farvemme Acconnts Excaeite indernct Costs: Haararing: Fond Summary:

= GRANT MCEFTION 1O DATY i+ (- | = ¥, Filler =

Aot Type Description Adfjusted Dodget Activity Camenlirimits Avallabile Balance

e Enter Chart of Accounts as “T” in the Key Block.
e Enter in the grant Number or Index and press Tab.

¢ Note: When the grant year changes, a new grant number and fund number and
Index will be created.

e The Date from and to fields will default to the Grant Period. Next Block (Ctrl Page
Down). If you would like to review the grant data for a different period of time (within
the grant period), enter these dates.

e Click BEENN t0 execute the query.

e This screen will allow for inquiry of the grant displaying revenue (5XXX) and (personnel
related expenses (6XXX) and general expenses (7XXX).) The screen displays budget,
actual expenditures and commitments (i.e., requisitions, purchase orders and
encumbrances) resulting in budget balance availability.

e The Grant Transaction Detail can be accessed from the IEXSa menu.
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FRIGTRD - Grant Transaction Detail - The FRIGTRD form provides a detailed list of
transactions based on the values keyed. This form can be viewed by entering period parameters.

Key Block

X Grant Tran=achon Ditull Form FRIGTRD 82 2 (PROD)

Results Block

¥ Grant Transaction Detul Form FRIGTRD

= | CHANT TAANSACTION DETAIL [+ a8 s T, Filles

| Mccoant  Organization  Program  Activity Date Typn  Documant Dancription Coemmit Fund Actiyivy Location Tramsaction Date  Fiald Aamount
5 e 0 Hieuaeie B | iroe SISO S S U AT Hiriaais ]

e Enter Chart of Accounts as “T” in the Key Block.
e Enter in the grant Number or Index and press Tab.

¢ Note: When the grant year changes, a new grant number and fund number and
Index will be created.

e The Date From and To fields will default to the Grant Period. Next Block (Ctrl Page

Down). If you would like to review the grant data for a different period of time (within
the grant period), enter these dates.

e Click BEENN to execute the query.

e This screen will allow for inquiry of the grant displaying revenue (5XXX) and (personnel
related expenses (6XXX) and general expenses (7XXX).) The screen displays budget,
actual expenditures and commitments (i.e., requisitions, purchase orders and
encumbrances) resulting in budget balance availability.

e Document detail can be accessed from the IEESmenu.
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