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Introduction

This documentation explains how to use many of the Banner Finance forms. For a good
introduction to learning the basics of Banner, including the keystrokes and icons used for
navigating through Banner, refer to “A Guide to Using Banner,” developed by the Office
of Student Records and Registration. This document can be found at
http://www.mtu.edu/banner-reporting/documentation/docs/usingbanner8.pdf.
Particularly helpful, is the Quick Reference Chart in Appendix 1 of “A Guide to Using
Banner.”

Items in the upper menu are notated as: [File-Print]

Buttons on the toolbar or form are notated as: <Next Block>
Buttons on the keyboard are notated as: <Enter>

Something that is typed using the keyboard is notated as: A11850
A field on the form is notated as: [Index]

Names of forms are notated as: Budget Status Form FZIBDST

Banner Form Names

NOTE: The Banner form name can help the user identify the menu on which the form is
found. Each letter has a meaning, for example the Document History form:

F O | DOCH

#1 #2 #3 #4-7

The first position indicates to which module the form belongs.

Alumni/Development = A General Person = G
Accounts Receivable = T Finance = F
Human Resources = P Financial Aid = R

Student = S

The second position indicates to which sub-module the form belongs. In Finance, for
example: O = Operations, G = General Ledger, A = Accounts Payable,
P = Purchasing, etc. Z =a form created or modified by Michigan Tech.

The third position indicates the type of form:

A = Application (updates the database)

| = Inquiry (views but cannot update the database)
Q = Query (usually called from another form)

R = Rule Form

M = General Maintenance (updates tables)

V = Validation Table

The fourth through the seventh positions represent the “English” name of the form.


http://www.mtu.edu/banner-reporting/documentation/docs/usingbanner8.pdf
http://www.mtu.edu/banner-reporting/documentation/docs/usingbanner8.pdf

Overview of Banner Finance Forms

Budget status

Forms FZIBDST - Year-to-Date Budget Status, FZIPDBL - Project-to-Date Non
Research Budget Status, and FZIREBL - Project-to-Date Research Budget Status
are used to find the current balance available by account index (or fund and organization

codes).

FZIBDST FZIPDBL FZIREBL
Year-to-Date Budget Project-to-Date Non- Project-to-Date Research

Status Research Budget Status Budget Status

\ v v
y

FZIGFST
Year-to-Date Budget \ 4 \ 4
Status without Payroll FGITRND FGIOENC

Detail Transaction Organizational
Activity Encumbrance List
v
v v v \ 4
FAAINVE FPIPURR FGIENCD
Invoice/Credit Memo Purchase/Blanket Order Detail Encumbrance
Query Query Activity
y v
FPIREQN FGIDOCR
Requisition Query Document Retrieval
Inquiry

From FZIBDST, FZIPDBL or FZIREBL, navigate (by selecting <Related> in the
upper right and selecting {Transactions Detail Information} or press <F3>) to
FGITRND - Detail Transaction Activity Form to display all transactions for each line
item.

In EGITRND, move your cursor to a particular transaction and “0 right click on the
canvas and select {Query Document} or press <F3> to display the original document for
any transaction. You'll be in form FAIINVE for invoices, FGIDOCR for journal
vouchers, FPIREQN for purchase requisitions, or EPIPURR for purchase orders.

“B Right click on the FZIBDST, FZIPDBL or FZIREBL canvas and choose
{Organization Encumbrances} to go to FGIOENC — Organizational Encumbrance
list.

From EGITRND or FGIOENC navigate to FGIENCD - Detail Encumbrance Activity
Form to view encumbrance detail by selecting <Related> in the upper right and selecting
{Detail Encumbrance Info}.
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Select <Related> in the upper right of the FZIREBL screen and choose
{FGIBAVL Form} (Budget Availability Status) to view budget and year-to-
date activity summarized by pool accounts.

Purchases

From EOIDOCH - Document History Form, you can trace a purchase from start to
finish by navigating to the following forms:

FPIREQN
Requisition Query

FPIPURR
Purchase/Blanket Order Query

FOIDOCH FAIINVE

Document History P Invoice/Credit Memo Query
\ FPIRCVD

Receiving Goods Query

FAICHKH
Check Payment History

Purchases start with a requisition, which is used to begin the procurement process by
defining the requester, vendor, commodity, and accounting information. Use FPIREON -
Requisition Query Form to see all the information associated with a particular purchase
requisition.

After the requisition is completed and approved, a purchase order is created to order
items and/or services from the designated vendors. Use EPIPURR - Purchase/Blanket
Order/Change Order Query Form to see all the information associated with a
particular purchase order.

An invoice is entered when it is received from the vendor. Use FAIINVE -
Invoice/Credit Memo Query Form to view invoice information.

When the items have been received or the services performed, the department sends a
completed receiver to accounts payable. Use FPIRCVD - Receiving Goods Query
Form to view information about the receiver. Then, after the matching process (which
matches invoice to receiver), a check is issued if both the invoice and receiver have been
entered. Use FAICHKH - Check Payment History Form to view check information.



Other finance forms

These forms allow you to query on a fund code, organization code or account index to get
more information about the fund, organization or index. ETMACCI gives the fund and
organization codes associated with an index. ETMFEUND and ETMORGN lists the
financial manager and other pertinent information.

Journals:
FGIJVCD - List of Suspended Journal VVouchers — lists all pending vouchers.
FGIDOCR - Document Retrieval Inguiry — is used to view posted journal vouchers.

Blanket Orders:
FPIBLAR - Blanket Order Activity shows the remaining balance on a blanket order.

Chart of Accounts

FTMFTIND FTMORGN FTMACCI
Fund Code Waintenance Organization Code Maintenance Account Index Mantenance
Journals —»  Pending Posted
FGEIOVCD FGIDOCE
Lizt of Suspended Journal Docunent Fetriewal
Vouchetrs Inouiry
Blanket Orders FPIBLAR

Blanket Order Activity

Accessing the Finance Basic Information Menu

Purpose:

To access the most commonly used Banner Finance forms and describe what they are
used for.

Audience:
University personnel

Timing:
As needed

Prerequisites:
Access to the Banner Finance System

Steps:

1. Log into Banner.
2. B Click on {SCT Banner-Financial-Finance Basic Information Menu}.



Inix

File Help
(@& [ EEIEREL EYEEIEEEIIE R
’;"gl General Menu GUAGWMMNLU 7.2 (B7)- Thursday Movember 17, 2005
Go To... [®] ‘Welcome, MDWOOD Products: E Wenu | Site Map | Help Center
_1Endowment Management [*FINENDOW)] = My Links
_lInvestment Management FFININVEST]
_lAccounts Receivable [*FINAR] Change Banner Password

Check Banner Messages

[ Year to Date Budget Status [FZIBDST] Personal Link 1

[ Project to Date - Research [FZAREBL] Personal Link 2
[l Project to Date Fund Status Non Research [FZAPDBL]
[2 Detail Transaction Activity [FGITRND]

[ Document History [FOIDOCH] Fersonal Link 4
[ Detail Encumbrance Activity [FGIENCD] Bannet 7 Info
B Requisition Query [FPIREQN]

B Purchase/Blanket'Change Order Query [FPIPURR]
B Blanket Order Activity [FPIBLAR]

[l Invoice/Credit Memo Query [FAIINVE] My Institution
[l Fund Code Maintenance [FTMFUND]

[2 Organization Code Maintenance [FTMORGN]

B Account Index Code Maintenance [FTMACCI]

[2 General Person Identification [SPAIDEN] -

Personal Link 3

Discoverer

Banner Broadcast Messages

Press ENTER to start selection or expandicallapse menu. |
Record: 141 | | | =05C=

FINBASIC Finance Basic Information Menu

A. FZIBDST Year-to-Date Budget Status (A, E3, F, H, Q, R, S Index)—to find
current balance available - fiscal year to date (index series AXXxxX, E3XXXX,
FXXXXX, HXXXXX, OXXXXX. RXXXXX, SXXXXX).

B. FZIREBL Project-to-Date Research (E2xxxx Index Series)—to find current
balance available—research project to date (index series E20000 through
E29999).

C. FZIPDBL Project-to-Date Non-Research (D, L, P Index Series)—to find
current balance available - project to date (index series DXXXXX, LXXXXX, PXXXXX)
There are some designated accounts (Dxxxxx) that are year-to-date.

D. FGITRND Transaction Activity—to display the individual accounting
transactions posted to an account.

E. FOIDOCH Document History—to find the status of a purchase requisition, bid,
purchase order, invoice, check.

F. FGIENCD Detail Encumbrance Activity—to find the balance remaining on a
purchase order.

G. FPIREQN Requisition Inquiry—to display purchase requisition information.

H. FPIPURR Purchase/Blanket Order Inquiry—to display purchase order
information.

I. FPIBLAR Blanket Order Activity—to find the balance remaining on a blanket
order.



J.  EAIINVE Invoice/Credit Memo Query—to display accounts payable invoice
information.

K. ETMEUND Fund Code Maintenance—to display fund title and financial
manager.

L. ETMORGN Organization Code Maintenance—to display organization title
and financial manager.

M. ETMACCI Account Index Description Info or Discoverer Report
FYGCHTO002 - Index Reference List to display fund and organization
associated with an index.

N. SPAIDEN Identification Form—to display name and address information for an
individual or company.

3. B Click on the form name to open the form. The forms on the {Finance Basic
Information Menu} can also be accessed by typing the form name in the [Go To]
field.

Finding Current Balances - FZIBDST, FZIREBL, FZIPDBL

Purpose:
To find the current balance in a given account index

Audience:
University personnel

Timing:
As needed

Prerequisites:
Query access to Banner Finance System

Steps:
1. Inthe [Go To] field, type:

FZIBDST - for fiscal year-to-date balances of indexes that begin with A, E3, F, H, R, S
FZIREBL - for project-to-date balances for research indexes E20000 thru E29999

FZIPDBL - for project-to-date balances for non-research indexes that begin with D, L, P.
There are some Designated Fund (D) indexes that are year-to-date.

2. Press <Enter>. The appropriate form will appear. The chart will default to U
(University) and the fiscal year defaults to the current fiscal year on form FZIBDST
only. Change to view a prior fiscal year



3. Type the account index in the [Index] field. (ex. A11850)

4. Optional: type the first 3 letters of a month in the [Month (opt.)] field. If this is left
blank, the data display is current as of today.

5. B Click <Next Block> or go to [Block-Next]. The first 12 line items will display.
The Net Total line is the current balance. If more that 12 line items, scroll down to
display the additional lines.

File Edit Block Item Record Query Toals Help
(BYEEEARE 39 BB & RE D¢ $1@X
"va0rganization Budget Status Form FZIBDST 7.0 (PRI il e e e e e e e e T e e e e

MTU Form

Chart: |UE| Organization: WE Accounting Services

Fiscal Year: EE‘ Fund: ’WE‘ General Fund

Index: I—El Program: ’2?1—5 Accounting

Month {opt): l_ Account: ’FE Carryforward Budget

. Account Type:l—El
Query Specific Account T ’—
v Include Revenue Accounts Activity: ’—E
Commit Type: Location: ,7@

‘ Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

6. To check the balance for another index, 8 click <Rollback> or go to [File-
Rollback] to clear the form. You can now query another index.
7. B Click <Exit> or go to [Eile-Exit] to leave the form.

Description of codes on Budget Status forms
FZIBDST, FZIPDBL, FZIREBL, FZIGFST

Type: E Expense (non-payroll)
L Labor (payroll and fringe expenses)
R Revenue
T Transfers

Acct: 0011 Budget carried forward from prior year
B001 Payroll fringe benefit expenses

E--- Expenses (non-payroll)
P--- Payroll expenses

R--- Revenue

T---  Transfers

To display balances summarized by revenue, labor, expenditures and transfers:
1. Use form FZIBDST - Organization Budget Status Form as a starting point
(see steps 1-5 under the “Steps” section above).
2. B Click on [Options-Budget Summary Information] in the main menu or
{Budget Summary Information} by selecting <Related> in the upper right.
The summarized balances will display. Note that the net balance for the
index does not display.



Banner Finance Form Documentation

& O 48 = https:/fwww.banweb.mtu.edu/applicationMNavigator/seamless 9% 1y -

x @ ellucian Organization Budget Summary FGIBSUM 9.3.14 (PROD)

Chart of Accounts: U Fiscal Year: 24  Organization: 41101 Financial Svcs & Operations  Fund: G00000 General Fund

Commit Indicator: Both

» ORGANIZATION BUDGET SUMMARY B2 insett [ Delete W@ Copy | T Filter
Account Type Adjusted Budget ¥TD Activity Commitments Available Balance
F:euenue 0.00 959.61 0.00 -959.61
Labor 1,358,161.74 134,287.90 0.00 1,223873.84
Expendituras 121,651.32 1717473 83,827.98 20,648.61
Transfers
Net: Revenue minus({Lab. . -1,479 813.06 -150,503.02

Total Commitments 83,827.98

Record 1 of 4

3. To return to the Organization Budget Status Form, “& Click the <x> in the upper
left or <Ctrl>+ <g>.

To display Encumbrance activity for the index:

1. Use form FZIBDST - Organization Budget Status Form as a starting point
(see steps 1-5 under the “Steps” section above).

2. B Click on [Options-Organization Encumbrances] in the main menu or
{Organization Encumbrances} by selecting <Related> in the upper right. This
will display all open encumbrances for the index (this may take about a minute to
display). — —

File Edit Options Block Item Record Query Tools Help

Chart: EF Index: I—F Organization: WFAccountmg Services
Fiscal Year: EF Fund: MFGBHEFE\ Fund
Encumbrance Yendor Item Acct Prog Actv Locn Amount Commit Type
‘Sayens Business Equipment Inc ’_1 |E22? ‘2?1 | | ‘ 678.70 |U =
[PO0ES432 | [Rerox Corporation [t [eoos 271 [ [ \ 694,05 m
|Paoesasz  [xerox Corparation [z [eoos 271 [ [ \ 1,130.25 M

3. Todisplay the activity for a particular encumbrance, move the cursor to the desired
item and O click on [Options-Query Detail Encumbrance Info] in the main menu
or {Query Detail Encumbrance Info} by selecting <Related> in the upper right.
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File Edit Options Block Item Record Query Tools Help
(BYE AEAEBE P BN QIS REI TR I $ @]
%= Detail Encumbrance Activity FGIENCD 7.0 (PROD) -
Encumbrance: POOES432 [T
Description: |><emx Corporation Status: |E Type: F
Date Established: |01-NoOv-2005  Balance: 237,973.21 vendor: |><ERO><UUUZ|><emx Corporation
Item: &l Sequence: &l Fiscal Year: |06 Commit Indicator: |U =
COA Index Fund argn Acct Prog Actv Locn Proj :
[u] [a11850 |cooo0o [41101 [eoas [z [ \ [
Encumbrance: 224,00 Liquidation; -229.95 Balance: 694,05 -
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
01-NOQV-2005 PORD POOBS432 |— 924,00 924.00 =i
03-NOV-2005 IMEI 10606401 r -76.65 847.35
am mmit anne | s tnrncas m T

4. B Click <Exit> twice or go to [File-Exit] twice to return to the Organization
Budget Status Form.

To display more detail about any line item on the form:

1. Use form FZIBDST - Organization Budget Status Form as a starting point
(see steps 1-5 under the “Steps” section above).

2. Move the cursor to the appropriate line on the form and “® click on [Options-
Transaction Detail Information] in the main menu or {Transaction Detail
Information} by selecting <Related> in the upper right. The system will
switch to form FGITRND and display all transactions for the line item
selected.

File Edit ©ptions Block tem Record Query Tools Help

(BYE I REABE %% Z@E &

COA Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type

S L A oM N G . :

[v] e [aLzsso [soo00a [42201 [E3za 271 \ \ [ ] s [
Increase (+) or

Account Organization Program Activity Date Type Field Code Amount Decrease (-)

E333) 41201 [z [09-NoV-2005 |Fros b 884.10 F 5

[E333 [a1101 271 z1-0cT-2005 [Fros o] [ es4an [+]

[e333 [a1201 271 [30-5EP-2005 [Froc o 85410 [+

[Eaz3 [41201 272 30-AUG-2005 [Fro b [ esaan [+

[Eazs [a1101 [e71 25-JUL-2005 [Fro o] [ esdan [+]

L L | \ | L [ ] i

3. To display the original document for any transaction, move the cursor to the
appropriate transaction line and 8 click [Options-Query Document] in the main
menu or {Query Document} by selecting <Related> in the upper right.

The appropriate document form will be displayed.

4. B Click <Next Block> or go to [Block-Next]. The original document (purchase

requisition, invoice, purchase order. etc.) will be displayed.
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File Edit ©ptions Block tem Record CQuery Tools Help

(BYE REREE 29 oM QI E(EE Tm@ ¢ 2 @ X

Document:  |JR0OS011 F Submission Number: ’_ Document Type: [1v F

Header Information

Transaction Date: |09-MOW-2005 Fiscal Year: |08 Fiscal Period: [0S Items: | 23589 Commit Type: |U Text Exists: W

Detail Information

Item Sequence Journal Type Description Amount Sign  Currency Document Reference
B 1 |Fros |o8-noy-2005/TCM Contract Services \ 15.00 3

COA Index Fund Orgn Acct Prog Acty Locn Proj NSF Override Bank Accrual
T |go0000 23001 E321 202 [ W [ ]

5. To view various parts of the displayed document, ¥ click on the desired option on
the [Options] menu or by selecting <Related> in the upper right.

6. B Click <Exit> or go to [File-Exit] once to return to the Detail Transaction
Activity form. “B Click <Exit> or go to [File-Exit] again to return to the
Organization Budget Status Form.

To change the format of the displayed amounts (commas, decimal points):

1. Use form FZIBDST - Organization Budget Status Form as a starting point
(see steps 1-5 under the “Steps” section above).

2. 3 Click [Options-Format Display Preferences] in the main menu or

{Format Display Preferences} by selecting <Related> in the upper right.

Modify the Significant Commas and/or Significant Decimal Digits as desired.

4. 7B Click <OK>. The format of the displayed amounts will change
immediately.

(98]

To display budget and year-to-date activity summarized by account pool (from
form FZIREBL only):

1. Use form FZIREBL - Organization Budget Status Form as a starting
point (see steps 1-5 under the “Steps” section above).

2. B Click J[Options-FGIBAVL Form] in the main menu or {FGIBAVL Form} by
right clicking on the canvas.

3. B Click <Next Block> or go to [Block-Next]. It is possible that this form will not
be in complete agreement with FZIREBL. Incomplete documents that haven’t been
posted are included on FGIBAVL. Also, some posted documents that use MTU
created rule classes (example: inter-account bills) are not included on FGIBAVL
until a rebuild process is run at night.
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Banner Finance Form Documentation

File Edit Options Block Item Record Query Tools Help

& B Sy &l [ [%] ]

TaBudget Availability Status FGIBAVL 7.0 (PROD) (il

(@

FEFEEIEEEEEEEE L

Chart: |UF Fund: GO0000 F General Fund

Fiscal Year: EF Organization: |41101 [7 Accounting Services
Index: ’—F Account: ’FF Carryforward Budget
Commit Type: Program: ’271—[T Accounting

Fund: l—

Control Keys ---»

Organization: Account: |BAWL

Program:

Account Title Adjusted Budget

YTD Activity

Commitments

Available Balance

|»

4. To return to the Organization Budget Status Form, “& Click the <Exit> or go to
[Eile-Exit].

To display the budget status for general fund indexes only, excluding payroll and
fringes (from form FZIBDST only):

1. Use form FZIBDST - Organization Budget Status Form as a starting point
(see steps 1-5 under the “Steps” section above).

2. 3 Click [Options-FZIGFST Form] in the main menu or {FZIGFST Form} by
selecting <Related> in the upper right.

3. B Click <Next Block> or go to [Block-Next].

File Edit ©ptions Block tem Record CQuery Tools Help

= ’*IIE@@.[%}V@]I @I%I%I& B |

3 Organization Budget St

MTU Form
Chart: EF Organization: 41101 F Accounting Services
Fiscal Year: 06 [7 Fund: GOoooo F General Fund
Index: 4 Program: 271 [+ Accounting
. -

O Query Specific Account Account: 0011 f_ Carryforward Budget
W Include Revenue Accounts Account Type: )

Activity: F
Commit Type: Location: ’—F

Status: [

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

[E” [Ceases - office Equipment | 0.00 I 623.70 I 1,884.30 \ -2,508.00 Bi
[Ev4z |E— [Computer Equipment (> $2 | 0.00 [ 2,073 .55 [ .00 \ -2,073.55
[E200 e |[services \ 66,275.00 [ 0.00 [ .00 \ 66,275.00
[Ez05 |E— [Miscellaneaus Services \ 0.00 [ 1,822.95 [ 0.00 \ -1,822.95
[ez10 [e" [Frocurement card purchase | 0.00 [ 463.55 [ 0.00 \ -463.58 |

4. To return to the Organization Budget Status Form, “& Click the <Exit> or go to
[Eile-Exit].
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Displaying Operating Ledger Transactions - FGITRND

Purpose:

To display individual operating ledger (revenue, expense, transfer) transactions posted to
an account using form FGITRND.

Audience:

University personnel

Timing:

As needed

Prerequisites:

Steps:

Access to the Banner Finance System

1. Inthe [Go To] field, type FGITRND and press <Enter>. The Detail Transaction

Activity Form (FGITRND) will display.

Type the account index code in the [Index] field. (ex. A11850)

3. To display transactions from a particular month, type the accounting period number
in the [Period] field (accounting periods JULY through JUNE are numbered 01
through 12).

no

Note: During the month of July, the beginning of the new fiscal year, transactions

that are posted to June of the old fiscal year will have an accounting period
number 14 called the accrual period).
4. B Click <Next Block> or go to [Block-Next].
“B Click [Query-Execute] or <Execute Query> to display all transactions for the
selected period or to display selected transactions only, type the selection criteria to
search for, and then & click [Query-Execute] or <Execute Query>.

o

File Edit Options Block Item Record Query Tools Help

(B0E AEEE %% ZEE QI &I RE SEI G EI&X

75Detail Transaction Activity FGITRND 7.0 (PROD 5 e e L L B D LTS L e T D S LD TS e
COA Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
& & & & & & & & =
m b6 | [ateso [zooo00 [41101 \ 271 \ \ [ ] [] [

Increase (+) or

Account Organization Program Activity Date Type Field Code Amount Decrease (-}
Bo00| 41201 [71 [16-nov-2005 [poor 0BD 342,361.00 [+ =
B0 [a1101 [e71 18-NOW-2005 [Fro D 11,982.41 [+
BOD1 41101 [z71 [10-Nov-2005 [Fro1 "D 12,031.16 [+
[poo1 [a1201 [z 27-0CT-2005 [Fros D 12,025.71 [+
[Rnn1 [a11n7 [274 [12.nrToznne [eran frrm 17.171.99 [+]

6. To display other selected transactions, “® click [Query-Enter] or <Enter Query>,
type in the new selection criteria, then ¥& click [Query-Execute] or <Execute
Query>. The sequence of the display is Date within Acct. Use the horizontal scroll
bar to see the transaction descriptions.

7. To display individual documents (invoice, PO, journal voucher, etc.):

-14 -




a. Move the cursor to the appropriate line and “& click [Options-Query
Document] in the main menu or {Query Document} by selecting <Related>
in the upper right. The appropriate document form will be displayed.

b. B Click <Next Block> or go to [Block-Next]. The appropriate document
will be displayed.

c. To view various parts of the document, “& click the appropriate option on the
[Options] menu or by selecting <Related> in the upper right.

d. When finished viewing the various parts of the document, 8 click <Exit> or
go to [Eile-Exit] until you return to the Detail Transaction Activity Form.

8. To query another Index:
a. “O Click <Rollback> or go to [Eile-Rollback] to clear the form.
b. Return to Step 2.

9. To leave the form, & Click <Exit> or go to [Eile-Exit].

Description of codes on Detail Transaction Activity Form FGITRND

Date

Type: BDO1
BD02
BDO03
BD04
BS--

CHG1
CNEI
CNNI

E032
E090
ETS-

FTO1
GRIC

The date the transaction was posted to the account

Original Budget

Budget Adjustment

Budget carried forward for prior fiscal year (research accts only)
Temporary Budget Adjustment

Bookstore charges/credits

Charge or credit originated from a cashiering session
Cancelled check/invoice - invoice was on purchase order
Cancelled check/invoice - no purchase order

Zero out an encumbrance
Purchase order balance carried forward from prior fiscal year
IB from IT - ETS

Fund Transfer - journal voucher or IB

Indirect Cost expense - research accounts only

GRRV Revenue cost share - research

HEEL

Payroll - Employee deductions

HGNL Payroll - Employee gross earnings

INEC
INEI
INNC
INNI
ISSU

JE15
MUB

Credit Memo on purchase order
Invoice on purchase order

Credit Memo - no purchase order
Direct Pay Invoice - no purchase order
Central Stores requisition

Journal voucher-transfer from one acct code to another with the same fund

Memorial Union charge/credit

-15-



POLQ Purchase Order - reverses the budget reservation from the purchase requisition
PORD Purchase Order - sets up the encumbrance
REQP Purchase Requisition - sets up the budget reservation

T--- 1B from Telcom

Z--- Interaccount Bill (IB) or credit card redistribution
ZLAN Credit Card Charges

Fld: ABD Budget adjustment
ENC Purchase Order encumbrance (or disencumbrance)
OBD Original Budget
RSV  Purchase Requisition budget reservation
YTD Actual expense/revenue

Finding the Status of a Purchase Requisition, PO, Invoice
Check (and other document types) - FOIDOCH

Purpose:
To query the status of a purchase requisition, purchase order, invoice, or check.

Audience:
University personnel

Timing:
As needed

Prerequisites:
Access to Banner Finance System

Steps:
1. Inthe [Go To] field, type FOIDOCH and press <Enter>. The Document History
Form FOIDOCH will display.
2. D Double click inside the [Doc Type] field (not the field name) or go to [Help-List] to
get the Document Type List (FTVDTYP).

File Edit Cptions Block Item Record Query Tools Help

(BYE PAEEE %Y BEN QIS FESR (SO X

Double Click Here
Document Type: =] Document Code: =]

Requisition Status Bid Status Purchase Order Status Issues Status

I ([ L= ([ U2

[
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Find| %

Document Type Document Description Last A~
] Adjustrments to Inventory il
AGR Agreements 10-14M
BAS Basis Code 01-1um
BFM Grant Billing Format 07 -Ma
BID Fequest for Bid 01-JURK
BMD Bonds 01-paas
BROQ Budget Reguest 17-JUL
CCK Check Cancellation 24-00C° "
A T A L | 3

( Eind | ( ok ||cancel)

NOTE: There are two different types of query forms:
the Find form explained below and the Search form.

Using a Find form to query a validation table is different than using a Search form.
For instance, a Find form is not case sensitive; but it can be tricky. Banner reads the
validation table records as one word. They are not displayed in fields, as in the
Search query forms. In the example above, the first record is read as
ADJAdjustmentstolnventory11-OCT-1993 - all one word. That is why the %
automatically defaults into the [Find] field. “® Click <Find> to execute the query.
The following examples better explain using the Find form.
Querying with %req as the criteria:
uer Result

Document Description

Last Ac
Adjustments to Inventary i

Document Description

Agreements 10-18N V10 Request far Bid

BAS Basis nge 01-JUN BRO Budget Request
BFM Grant Billing Format 07-May

BID Reguest far Bid 01-JUN RECQ Requisition
BHD Bonds 01-MAY SRO Special Requirements
BRO Budget Request 17-JUL
coK Check Cancellation 2400~ M P | »
A ceenerenn [ 5
Fird Cancel
Find Cancel

This brings back all instances of the letters req. It does not matter which column
the criteria appear in.

-17 -



uer

Querying with req as the criteria:
Result

Find|req

Document Description

adjustments ta Inventory

AGR Agreements

BAS Basis Code

BFM Grant Billing Format
RTD

Rnrlman fror Rird

Document Type

A

Docurnent Description
Feguisition

Igancel)l

This brings back all instances of req with nothing in front of it. Meaning, it has to
come from the Document Type code column. Therefore, how the user would enter
the criteria depends on what information is being queried.

The user may, without clicking anywhere, also type the letter they suspect the correct

answer starts with. Banner will automatically go to the answers that start with that

letter. EX: r

Document Description

Feconciliation Items
Feceiving Docurnents
Fequisition

Feturns

[Qar‘u::eljl

4
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. With the REQ - Requisition record highlighted, ¥O click on the <OK> or ¥B double-
click on the record to drag the answer back to the Document History (FOIDOCH)
form.

Other choices for Doc Type are:

REQ - Purchase Requisition CHK - Check

BID - Bid (not currently used)  RET - Return

PO - Purchase Order RCV - Receiving Doc
ISS - Central Stores Issue FAS - Fixed Asset Tag
INV - Invoice FAA - Fixed Asset Adjustment

Make sure the cursor is in the [Document Code] field. The Auto Help Line says
“Enter document code”, which indicates Banner expects the user to enter information
into the field. For experience on how to use the Query functions, go to [Help-List] or
“B click on the <Search> button (down triangle icon next to the [Document Code]
field.)

Banner goes to the Requisition Validation Form (FPIRQST), which displays a
record for each Requisition in the database.

File Edit Options Block Item Record Query Tools Help

(BYE AABE %% BEE S EE D ¢ %@ X

75 Requisition Validation FPIRGST 7.0 (PROID) i R bR s s eseiearies 3K
Request Number Requestor Name Request Date Request Type Deliver by Date
Cheryl Kiley |21-SEP-2|J|34 |P— ’m =
Organization Completed Approved
|38?1IJ |Danie\| Heights Genera |Y— F
Vendor origin Reference Number
|Hzawean001 Hiawatha Chef Supply Inc |:| r

Go to [Query-Enter] or “® click <Enter Query>. This will clear the form. Banner
displays the various fields. The user may enter query criteria in any one or a
combination of fields. For example:

FIELD NAME EXAMPLE QUERY
Request R005%

Name D% Green%
Organization 41101

. As an example, press <Tab> until the cursor resides in the [Requestor Name] field.
Type a partial name, such as D% Green%.

Go to [Query-Execute] or “® click <Execute Query>. Notice that all records
matching your criteria are retrieved. Notice in the lower left corner: “Record 1/?” The
“1” advances as you scroll through the records, the “?” changes to a number when
you get to the last record.
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File Edit Options Block Item Record Query Tools Help
(a %l»@@@[%ﬁéw BE QI E RE SR G @X
Requestor Name Request Date Request Type Deliver by Date
200 Daniel Greenlee |16—NOU—2EIEI1 F 30-NOV-2001 =
Organization Completed Approved
|41101 ‘Accnuntlng Services |Y— |Y—
Vendor Origin Reference Number
| ‘Natiunal Association for Printing L
Request Number Requestor Name Request Date Request Type Deliver by Date
[ [ M

9. Go to [Query-Enter] or ¥ click <Enter Query> on the toolbar to do another query

10. As another example: In the [Request #] field, type R0001%. In the [Requestor] field,
type %Su%o. In the [Request Date] field, type %AUG%. Or try a query that is
specific to your department. In the [Organization] field, type the first 2 numbers of
the organizations codes in your department followed by a %, such as 246%.

11. Go to [Query-Execute] or YD click <Execute Query>.

File Edit Options Block Item Record Query Tools Help

(El £ Iba‘@@.[%;%[@@[%I%I& EIEE IR

Requestor Name Request Date Request Type Deliver by Date
B H Suits |D4'AUG—1993 F 18-AUG-1993 =
Organization Completed Approved
‘246!]5 |Physu:s - Research |Y— |Y—
Yendor Origin Reference Number
‘UOLTRDDDI |VOItranics Corporation

12. With the cursor on a specific requisition number [Request #], “O click <Select> or “D
double-click on the record to drag the answer back to the Document History Form.

13. “® Click <Next Block> or go to [Block-Next]. Banner will fill in data in the blocks
of the Document History Form. This form ties together all documents that reference
the document requested in the key block area.
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File Edit Options Block Item Record Query Tools Help

(BvE BREBER 9% BE@E &8 BEI S @ ¢ £ @ X

14

15.

16.

17.

18

Document Type: [REQ [~ Requisition Document Code: [Ron4o7sn  [v

Requisition Status

=
=
w
-
o
=3
c
w

Purchase Order Status Issues Status
Fr0040750)

-

I3

i

PO0O40395

[+] =
8
O
8
O

A [ [ [ 2

[ =
8
O
8
O
[] =

il
11
1]

4

-

Invoice Status Check Return Status Receiver

10328569

w
-
o
=3
c
w

Status

o

I3

]

13

111K
i

4

Status Asset Adjustment Status

»

TR TITTH

[[H]

=

4

Use NEXT BLK, PREY BLK to navigate; use DUPLICATE ITEM for Dac Inguiry farm. |
Recard: 11 [ . | | <0sC=

. The Auto Help Line states “Use NEXT BLK and PREV BLK to navigate; use

DUPLICATE ITEM for Doc Inquiry Form™. Use the <Next Block> and <Previous
Block> buttons, or items in the [Block] menu to practice moving around the form.
Watch the Record Counter while moving into each block. Also as you move from
block to block.

To view the documents associated with this Requisition, navigate to the document of
interest, and press [Item-Duplicate] or ¥ click on the appropriate option in the right
click menu. Copr——

Each document has a status code associated with it. To display — (a) approved

the status code descriptions, go to [Options-View Status (C) Completed
Indicators] or click on {View Status Indicators}. “& Click (7 Final Reconcilation
<Cancel> to remove the Status Indicators window.

(P) Paid
(R) Receipt Required

To display a particular document, “8 click on the document (S) Suspended
number. Depending on which type of document is selected, (0) Open

the appropriate options will display on the [Options] menu E:; coneelied

(ie., if a purchase order is selected, Purchase Order ¢H) Hold
Information will appear in the menu) and in the right click (T) Tagged Permanently

menu. Y& Click on the displayed option. The appropriate
document form will be displayed.

.“B Click <Next Block> or go to [Block-Next]

Note: If querying a check, the form requires a bank code. If the check number
begins with a D and the check date is prior to 7/15/2002, type DE (Republic
Bank). If the check number begins with a D and is on or after 7/15/2002, then
type FG (First National Bank). If the check number begins with an S, type HO
(MFC - Houghton).
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19. Within each document, “& click <Next Block> or <Previous Block> to navigate
forward or backward through the document, or use the options displayed on the
[Options] menu or by right clicking.

Note: See appropriate documentation for navigating thru the selected document
(Displaying Purchase Order Information, Displaying Purchase Requisition,
Displaying Invoice Information).

20. “B Click <Exit> or go to [Eile-Exit] to return to the FOIDOCH form.

21. To check another document, 8 click <Rollback> or go to [File-Rollback] and return
to step 2.

22. Y8 Click <Exit> or go to [Eile-Exit] to leave the form.

Displaying Purchase Requisition Information - FPIREQN

Purpose:
To see all the information associated with a particular purchase requisition.

Audience:
University personnel

Timing:
As needed

Prerequisites:
Access to the Banner Finance System

Steps:

1. Inthe [Go To] field, type FPIREQN and press <Enter>.
The Requisition Query Form (FPIREQN) will display.

File Edit ©ptions Block tem Record Query Tools Help

FEEEEEEIE T EYOEEEEEE I R

Requisition: EI

no

In the [Requisition:] field, type the requisition code. (Ex. R0051219)
3. B Click <Next Block> or go to [Block-Next]. The first page of the requisition will
be displayed.
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File Edit Options Block Item Record Query Tools Help

(A9 E REEE %% DEE G & &=

= Requisition Inquiry: Document Information FRIREQN 7.0 (PRODY (-l
Requisition: 04750
Order Date: 12-aUG-1998 Transaction Date: |12-AUG-1998 [T1n Suspense
Delivery Date: 13-4UG-1995 Comments: ¥ Document Text
Commodity Total: 3000.00 Accounting Total: 3000.00
¥ Complete ¥ Approved
Print Date: Cancel Date: 13-AUG-1993 Closed Date:
Activity Date: 12-AUG-1998 User ID: ‘BF\KOSKI
Cancel Reason:
Document Type: |p— PROCUREMENT
[# MSF Checking [ Deferred Editing
Requisition Copied From:
Origin: [BannER
Reference Number: |

Record: 141 | . | <0sC= J

4. To view the purchase requisition header text:
a. Go to [Options-Document Text] in the main menu or {Document Text} by
right clicking. The text form will display.
b. “® Click <Next Block> or go to [Block-Next] to view the requisition header
text.
c. Y8 Click <Exit> or go to [Eile-Exit] to return to page 1 of the requisition.
5. To display the individual commaodities/accounting info on the requisition, go to
[Options-Commodity/Accounting Information] in the main menu or
{Commodity/Accounting Information} by right clicking.
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Banner Finance Form Documentation

File Edit Options Block Item Record Query Tools Help

(AYE AEER $P ZER Q& &E DB
8 Requisition Inguiry: Commao unting  FPIREQN 7.0 (PROD) il i
Requisition: PM104750
Order Date: 12-AUG-19958 Transaction Date: [12-AUG-1998 [T In Suspense

Delivery Date:

13-AUG-1995

W Document Text

[ Document Accounting

UiM Tax Group Quantity Unit Price
Mem| 1t of [ 1 [ea [ [ 10X 3,000,0000 = Extended: 3,000,00
Discount:
Commodity Description Additional: ’7

[miscellaneous Services ClEommotdity Text
| wiclosed

| wiItemText

Tax:
Commadity Line Total: 3,000.00

| Clsuspense

FOAPAL 1 of 1

usp

Extended: 3,000.00
Discount:

[Suspense [INSF Override

[JMNSF Suspense
Index

Year Fund

CcoaA orgn Acct Prog Acty Locn Proj Additional:

lu_ ’; |E2D553 |R1ns47 \25505 |E2EI5 |1423 ‘ | | Tax: ’7

’_ ’_ | | ‘ | | ‘ | | FOAPAL Line Total: 3,000.00

’_ ’_ | | ‘ | | ‘ | | Commaodity Accounting Total: 'm
Press MEXT BLOCK to navigate to Accounting block | J
Record: 171 | | | =osc=

6. To display the line item text for a commodity:
a. Go to [Options-Item Text] in the main menu or {Item Text} by selecting
<Related> in the upper right. The text form will display.
b. B Click <Next Block> or go to [Block-Next] to display the line item text.

File Edit COpfions Block Item Record Query Tools Help

EREEEEEIEE IR EIRTIEIEE IR

@ Procurement Text Entry FO 7.0 (PR

@1 X

Text Type:

Code: |PM104750 [~

Change Sequence:

Item Number: 1

vendor: | |

Commodity Description: |M\sce|laneous Services

[

Modify Clause: [ Copy Commodity Text Default Increment: 10
Text Clause Number Print Line
T ats | [ 10 |~
[ "] 20
\ | 0

c. Y8 Click <Exit> or go to [Eile-Exit] to return to the Commaodity/Accounting
form.
6. To display other parts of the requisition, “& click the appropriate option on the
[Options] menu or by selecting <Related> in the upper right.
7. To access another purchase requisition, ¥ click <Rollback> or go to [File-
Rollback], and return to Step 2.
8. 8 Click <Exit> or go to [File-Exit] to leave this form.
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Displaying Purchase Order Information - FPIPURR

Purpose:
To see all the information associated with a particular purchase order.

Audience:
University personnel

Timing:
As needed

Prerequisites:
Access to the Banner Finance System

Steps:
1. Inthe [Go To] field, type FPIPURR and press <Enter>. The
Purchase/Blanket/Change Order Query Form (FPIPURR) will display.

File Edit Options Block Item Record Query Tools Help

(BYE AEAEBRE %% BEE & &IFE S ¢ $ @ X

"mPurchase/Blanket/Change Order Query FRPIRURR 7.0 (PROD) (it ieieieieieieie e et e e oo e e e e b e ool %

Purchase Order: E Blanket Order: EI Change Sequence Number:

2. If aregular purchase order, type the PO number in the [Purchase Order] field (ex.
P0005867), if a blanket order, type the PO number in the [Blanker Order] field. v
Click <Next Block> or go to [Block-Next]. The first page of the purchase order will
be displayed.
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File Edit Options Block Item Record Query Tools Help

(@ \ IE<B@II%}%N@@I®III&&IEJEH( EXAE

Purchase Order: (005867] Blanket Order: l—
Order Date: ’m Transaction Date:  |04-ALG-1933
Delivery Date: ’m Comments: |
Commodity Total: [ 49500  Accounting Total: 495.00

Change Sequence Number:

Print Date: 04-AUG-1993 cancel Date: Closed Date:
Activity Date: 04-AUG-1993 User ID: [kKosk Type: Regular

Cancel Reason:

Requisition Document Text:

Buyer Code:

Blanket Order Termination Date:

Purchase Order Copied From:
Origin:

Reference Number:

Copied Requisition Text

|BAK |Barb koski, bakoski@mtu.edu

—

[BannER

|
| =08C= J

Record: 1/1

To display the purchase order header text:

a. Go to [Options-Document Text] in the main menu or {Document Text} by
right clicking. The Procurement Text Entry Form will display.

b. 8 Click <Next Block> or go to [Block-Next] to display header text.

c. B Click <Exit> or go to [File-Exit] to return to first page of purchase order.

To display the purchase order commodity/accounting info, “0 click [Options-
Commodity/Accounting Information] in the main menu or
{Commodity/Accounting Information} by selecting <Related> in the upper right.
To view the commodity line item text:

a. Go to [Options-Item Text] in the main menu or {Item Text} by selecting
<Related> in the upper right. The Procurement Text Entry Form will
display

b. “B Click <Next Block> or go to [_Block Next] to display the line item text.

c. B Click <Exit> or go to [File-Exit] to return to the Commodity/Accounting
form.

To display other parts of the purchase order “& click on the appropriate option on the
[Options] menu or by selecting <Related> in the upper right.

To access another purchase order, ¥ click <Rollback> or go to [File- Rollback]
return to step 2.

8 Click <Exit> or go to [File- EX|t] to leave this form.
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Banner Finance Form Documentation

Displaying Invoice Information - FAIINVE

Purpose:
To view accounts payable invoice information.

Audience:
University personnel

Timing:
As needed

Prerequisites:
Access to the Banner Finance System

Steps:
1. Inthe [Go To] field, type FAIINVE and press <Enter>.
The Invoice/Credit Memo Query Form (FAIINVE) will display.

File Edit Options Block Item Record Query Tools Help

(BB RAAEE v% DEE D& XE D@ ¢ S @ X

Document : =] CIMultiple

no

In the [Document:] field, type the invoice number. (Ex. 10439897)
3. B Click <Next Block> or go to [Block-Next]. The header page of the invoice will be

displayed.
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Banner Finance Form Documentation

File Edit Options Block Itemn Record Query Tools Help

(OB RABEE %% REE @ & [HHE S@i ¢ 5@ X

i@lrr Credit Memo Query FAIINVE 7.0

Document : 10439897 ¥ [Multiple Regular

Purchase Order: Po0OS0410

vendor: STANDO004 Standard & Poars

Credit Memo Header FAIINVE 7.0 (PROD) (-

Invoice Date: 07-FEB-2002] Transaction: |[07-MaR-2002 Cancel: [ Document Accounting

Check vendor: ‘ |

Address Code: |PB Sequence Number: ’_1 Collects Tax: W|Cnlla:ts no taxes

StreetLine 1: [P0 Box 80-2542 City: Chicage
Street Line 2: ‘ State or Province: |IL ZIP or Postal Code: |60680-2542

Street Line 3: ‘ Nation:
Discount Code: |30 Payment Due: |[07-MAR-2002

Bank: | O credit Memo
Vendor Invoice: (211402 (=] ¥ 1099 Yendor [ Text Exists

1099 Tax ID: 131026995

Recard: 1/1

|
| =05C=

4. “® Click on the options displayed on the [Options] menu or the right click menu to
view the various parts of the invoice.

5. To access another invoice, ¥ click <Rollback> or go to [Eile-Rollback] to clear the
form and return to step 2.

6. 8 Click <Exit> or go to [Eile-Exit] to leave this form.

-28 -



Finding the Balance Remaining on a Purchase Order -

FGIENCD

Purpose:
To find the remaining balance on a purchase order

Audience:

University personnel
Timing:

As needed

Prerequisites:
Access to the Banner Finance System

Steps:
1.

2.
3.

S

In the [Go To] field, type FGIENCD and press <Enter>. The Detail Encumbrance
Activity Form(FGIENCD) will appear.

Type the Purchase Order number in the [Encumbrance:] field. (Ex. P0050410)

“B Click <Next Block> or go to [Block-Next]. The purchase order encumbrance
detail will be displayed.

File Edit COpfions Block Item Record Query Tools Help

EEEE 0 DB SIS RE SR G OX

(a»

POOSO410 (7

Encumbrance:

E Type: F

[sTANDDOD4 Standard & Paors

Status:
vendor:

Description: [standard & Poors

Date Established: |06-MAR-2002  Balance: .00

Commit Indicator: |U

Fund
[Psosa1

Fiscal Year: |02

Orgn

Item: 1 Sequence:

Index Acct Acty Locn Proj

[Pasas1

COA
n
Encumbrance: 3,500.00

Prog

Balance: .00

|411EIE| |E2I35 ‘271 |

Liquidation: -3,500.00

1

Transaction Date Document Code Action Transaction Amount Remaining Balance

06-MAR-2002 FORD FOOS0410 ’7 3,500.00 3,500.00
07-MAR-2002 IMEI 10439897 ’T7 -3,500.00 .an

I

If more than 1 item for the purchase order, use the arrow keys or scroll bar to display.

To scroll through the individual transactions for any item, “8 Click <Next Block> or
go to [Block-Next]. Use the arrow keys or scroll bar to display.

To access another purchase order, “® click <Rollback> or go to [File-Rollback] to
clear the form, return to step 2.

B Click <Exit> or go to [File-Exit] to leave the form.
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Displaying the Remaining Balance on a Blanket Order -
FPIBLAR

Purpose:
To display the remaining balance on a blanket order

Audience:
University personnel

Timing:
As needed

Prerequisites:
Access to the Banner Finance System

Steps:
1. Inthe [Go To] field, type FPIBLAR and press <Enter>. The Blanket Order Activity
Form (FPIBLAR) will display.
2. Type the blanket order number. (Ex. BL0O00020)

3. B Click <Next Block> or go to [Block-Next]. The blanket order activity will be
displayed.

File Edit Options Block Itemn Record Query Tools Help

(BB RAAEE % REE QI & EE D@ ¢ $1@X

"{E Blanket Order Activity FPIBLAR 7.0 [PROD)
Blanket Order: BLONANZD [ 7 Yendor: [compunn1E[Computer Mechanix Inc
Order Date: 01-JUL-1993 Termination Date: |30-JUN-1994 Document Control Indicator: |T— Total
Original Blanket Amount: 2,000.00 Remaining Blanket Amount: 2,139.65
Original Commodity Commodity Remaining

Item Commodity Total Balance

1 loa00o| [Blanket order 1tems/service 2,000,00 2,139.65 =]
Transaction Document Change Transaction Remaining

Date Type Code Sequence Action Pending Amount Balance
07-ZEP-1993 cO BLOOODZO 1 |: |— 4,000.00 &,000.00 =1
22-0CT-1993 cO BLOOODZO 2 |: r Z,000.00 &,000.,00
02-MAR-1994 INY 10040551 F r 278.00 7, 7zz2.00

4. 1f more than 1 commaodity, use arrow keys or scroll bar to scroll forward or backward
through the commaodities.

5. If more than 1 form of transactions for the commaodity, “® click <Next Block> or go
to [Block-Next]

6. Use arrow keys or scroll bar to scroll forward or backward through the activity.

7. To access another blanket order, “® click <Rollback> or go to [Eile-Rollback] to
clear the form and return to step 2.

8. “D Click <Exit> or go to [Eile-Exit] to leave this form.
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Displaying Fund Description Information - FTMFUND

Purpose:

To display description information (title, financial manager, etc) for a particular fund

Audience:
University personnel

Timing:
As needed

Prerequisites:
Access to the Banner Finance System

Steps:

1. Inthe [Go To] field, type FTMFUND and press <Enter>. The Fund Code

Maintenance Form (FTMFUND) will display.
“B Click [Query-Enter] or <Enter Query>.

wn

Move the cursor to the [Fund:] field, type the fund number. (Ex. GO0000)

4. B Click [Query-Execute] or <Execute Query>. The first page of the fund

information will be displayed.

File Edit Options Block Item Record Query Tools Help

BB REAEE 4y DE@E G &% ®E D

?5 Fund Code Maintenance FTMFUND 7.0

Last Activity Date: |06-AUG-2004

Chart of Accounts: EE‘ [ Active Status

Grant: A

Proposal: ’—

Fund: Gooooo  [¥] Title: [@eneral Fund
Effective Date: M@ Termination Date: ’7@
Expenditure End Date: @ |+ Data Entry
Fund Type: EEGeneral Fund

Predecessor Fund: =]

Financial Manager: ‘ E|

Mext Change Date:

Unbilled &ccrual Account: ’—E[
Revenue Account: E

Bank: ’FE‘First Mational Bank - Calumet

Cash Receipt Bank Code: ’_EI

Capitalization Fund Indicator: ‘Cap Different or Mo Cap -

Capitalization Equity Account: ‘F301 E[

Capitalization Fund: P7OLO0 E

Multiple Fund Balance Indicator:

Restriction Indicator:

Defaults: Organization Program Activity

I I [ ™

Location

[ ™

Chart of Accounts: Press LIST for valid values. Press Edit for Navigate Ta
Record: 147 | .. | Ustorvalu. | | <0sC=
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5.

NOTE 1: The most current record (with no [Next Change:] date) is listed first.
NOTE 2: This form is used primarily by Accounting Services staff to set up and
maintain fund codes. There are a number of options in the [Options] menu and
the right click menu that are either not used at all at MTU or are used only by
Accounting Services staff.

Options that are not used at MTU are:

Investment Information
Spending Information
Pro Rata Information
Fixed Asset Information

Options used only by Accounting Services staff are:

Assign Attributes

Budget Information (to set up for non-sufficient fund checking on research
accounts)

I/C & C/S Code Information (to set up indirect cost and cost sharing parameters
for research accounts)

Most information of interest to the general user is on the first page of the form.
To access another fund, ¥B click <Rollback> or go to [Eile-Rollback] and return to
step 2.

6. 8 Click <Exit> or go to [Eile-Exit] to leave this form.

Displaying Organization Description Information -
FTMORGN

Purpose:

To display description information (title, financial manager, etc) for a particular
organization

Audience:

University personnel

Timing:

As needed

Prerequisites:
Access to the Banner Finance System

Steps:

1.

2.
3.

In the [Go To] field, type FTMORGN and press <Enter>. The Organization Code
Maintenance Form (FTMORGN) will display.

Go to [Query-Enter] or <Enter Query>.

Move the cursor to the [Organization:] field. Type the organization number. (Ex
41106)
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4. Go to [Query-Execute] or <Execute Query>.
The first page of the organization information will be displayed.

File Edit Options Block Item Record Query Tools Help

BB RAAEE 37 ROK & & S k2 @ X

Chart of Accounts: EE‘ [« Active Status Last Activity Date: |10-SEP-z001
Organization: 41106 EI Organization Title: |Pruperty Office
Effective Date: 10-5EP-2001 @ Termination Date: @ Next Change Date: @

[ Data Entry

Financial Manager: [38a751689 [=][Dube, Kelly 1.

Predecessor Organization: 41100 Eﬂcmunting Services

Default Fund: Gooooo  [~]General Fund
Default Program: lzn—EAcmunting
Default Activity: I—E

Default Location: =]

Budget Control Organization: EI

[ Combination Budget Control

Enter Chart of Accounts.
Record: 147 | .. | Listorvalu.. | | =08C=

NOTE 1: The most current record (with no [Next Change:] date) is listed first.
NOTE 2: This form is used primarily by Accounting Services staff to set up and
maintain organization codes. They are the only ones that can use the, {Assign
Attributes} option.

5. Go to [Options-View Hierarchy] in the main menu or {View Hierarchy} by
selecting <Related> in the upper right to find the department code that the
organization code is associated.

6. B Click <Exit> or go to [File-Exit] to return to FTMORGN.

Displaying Account Index Description Information -
FTMACCI

Purpose:

To look up description information (title, fund, organization, account, program) for a
given account index.

Audience:
University personnel

Timing:
As needed
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Prerequisites:

Steps:

Access to the Banner Finance System

1. Inthe [Go To] field, type FTMACCI and press <Enter>. The Account Index Code
Maintenance Form (FTMACCI) will display.
Go to [Query-Enter] or <Enter Query>.
Move the cursor to the [Account Index:] field, type the index code. (Ex A11850)
4. Go to [Query-Execute] or <Execute Query>. The account index information will
be displayed. The fund and organization code associated with the index are used in
reports.
NOTE: The most current record (with no Next Change: date) is listed first.

w N

File Edit Ontions Block Item Record Query Tools Help

(RO E AEEE %% REE @ & KE|DH ¢ (@1 X

Chart of Accounts: EE‘ W Active Status Last Activity Date: |17-0CT-1995
Account Index: A11850 EI Account Index Title: ‘Accuuntlng =1
Effective Date: 17-0CT-1995 @ Termination Date: @ Next Change Date: ]

Accounting Distribution
Check to Override

Fund: ’GDDTE‘ General Fund O
Organization: WE‘Acmunting Services O
Account: ’—EI 74
Program: ’m—EIAccounting |
Activity: ’—EI [
Location: ’—EI v

Enter value for Chart of Accounts

Record: 112 [ .. | Listorvai.. | | <05¢=

)

5. To access another account index, “® click <Rollback> or go to [File-Rollback] and
return to step 2.
6. Y8 Click <Exit> or go to [Eile-Exit] to leave this form.
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Displaying Posted Journals (IB) - Using FGIDOCR

Purpose:

To display journal (IB) after it has been posted

Audience:

University personnel

Timing:

As needed

Prerequisites:

Steps:

Access to Banner Finance System

1. Inthe [Go To] field, type FGIDOCR and press <Enter>. The Document Retrieval
Inquiry Form (FGIDOCR) will appear.

Type the document number. (Ex. PS1328)

3. B Click <Next Block> or go to [Block-Next].

no

File Edit Cptions Block Item Record Query Tools Help

(BB ARABE 4% ZEE & & ®E @&

."zé[:u:u:.\_lrner'ut Retrieval Inquiry FGIDOCRE 7.0 (PROD) o mamam e s n n s e e e oo

Document: PS1328 [7 Submission Number: ’7 Document Type: |Iv [7

Header Information

Transaction Date: |28-MAY-2002 Fiscal Year: |02 Fiscal Period: (11 Items: 1 Commit Type: M Text Exists: F

Detail Information

4. If the [Text Exists] field is “Y”” and you would like to view the text:
a. Right click on the canvas then, “B click on {Document Text}
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Item  Sequence Journal Type Description Amount Sign  Currency Document Reference
o] 1 [PRNT [Tech connect, Spring z002/5-23-02 [ 502,96 [+

COA Index Fund Orgn Acct Prog Actv Locn Proj NSF Override Bank Accrual
o [atizes |z0oo00 31300 [Eazs [z58 [ [ [ 3 DE [ |
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File Edit COptions Block Item Record Query Tools Help

EREIEEEEEEIEEETL FIEYEIEEEIEEE I Y AR

w3 General Text Entry FOATEXT 7.0 (PR

Type: v F Code: PS1328 F Default Increment: 10

Print Line

m 10 =
r — I

b. 8 Click <Exit> or go to [File-Exit] to return to FGIDOCR.

5. B Click on <Next Record> and <Previous Record> (or use up/down arrows on
keyboard) to scroll through the transactions.

6. B Click the {Access Document Postings} option to access the Document Postings
Form and see system-generated postings. Example: for a journal or 1B entered using
a Zxxx rule class, the credit side of the entry will be shown.

File Edit Options Block Item Record Query Tools Help

(BYERAER $ P REHE Q5[ &l

L@ X

"mDocument Postings FGODOCE 7.0 [RRODN i T L T T e e T s E T T E T T e T ¢ |

Document Document Item Sequence Rule Transaction Fiscal Posting

Nurmber Type Number Number Class Date Year Period

PS1328 v 0 1 PRNT 28-MAY-2002 E E
Process

Code Ledger Type Field coaA Index Fund Orgn Acct Prog Acty Locn

o030 |€ F YTD |E ‘A111D5 |GEIIZIEIEIEI |313|J|J ‘Eazs ‘258 =

Transaction Amount: 502.96 Debit/Credit: F

~

“B Click <Exit> or go to [File-Exit] to return to FGIDOCR.
8. B Click <Exit> or go to [Eile-Exit] to leave FGIDOCR.

Note: Alternatively you can get this information by the following procedure:

1. Inthe [Go To] field, type FGQDET37 and press <Enter>. The Process Submission
Control Form GJAPCTL will appear. (The name will be changed to “Posted
Document with Text” because this form works with journals, interaccount bills,
invoices and purchases orders)

2. B Click <Next Block> or go to [Block-Next].
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Banner Finance Form Documentation

File Edit Options Block Item Record Query Tools Help

(BoE AEABRE 2% @

M Process Submission Controls GIAPCTL 7.2

Process: |FGQDET3? F|Posted Cocument with Text Parameter Set: F

Printer Control

Printer: ‘ E Special Print: Lines: Submit Time:

Parameter WYalues

Number Parameters Values
i i
H |Ducument Code | =
E |Index |%
L] |
L] |
[ ] |
()| |
[ |
[ | g

LEMGTH: & TYPE: Character O/R; Required M/S: Single

Submission

[Save Parameter Set as Name: Description: 'Hold ® Submit
Destination Printer; DOUBLE-GLICK for available printers, MORRINT far no printout, DATABASE to review on-line |
Record: 11 | 1 .. | Listorvaiu.. | | =05c=

3. Move the cursor to the [Printer] field

4. Type the name of your networked printer.

5. B Click <Next Block> or go to [Block-Next].

6. Move the cursor to the [Document Code] parameter value field

7. Enter a document number (The sample document below J0075772 is a two line
journal entry with text that you can try if you want to see what the report looks like)

8. Move the cursor to the [Index] parameter value field

9. Enter an index or leave the default % to get all transactions for this document

10. “® Click <Next Block> or go to [Block-Next].

11. Y8 Click <Save> or go to [Eile-Save]. The report will be sent to your printer. You
will receive an email from “MTU Banner PROD” confirming that the report was run.
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Banner 7 Data Extracts

Purpose:

To download a Banner data to a spreadsheet

Audience:

University personnel

Timing:

As needed

Setup:

agrwbE

6.

Change the download setting in Internet Explorer

Choose: Tools > Internet Options

Click on the Security tab

Click the Custom Level... button

Scroll down to Downloads > Automatic prompting for file downloads and
choose Enable

Click OK,0OK

You only have to do this step the first time

Steps:

In the Banner form you wish to extract data from, after executing your query:
From the Help menu, choose Extract Data with Key or Extract Data No Key
A pop-up box will ask, “Do you want to open or save this file?”
Click on Save

a. In the Save in: box go to the drive and directory where you want to save the

file.

b. The file name will be gokoutp.csv

c. You may change the name of the file but keep the .csv extension.

d.Click Save
Click Open to see the results in Excel or, if "Open" isn't an option, open Excel and
then find and open the file.
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INEraCcCOUNT DIIL ..ot 16
(1) VZ0 o 5,8, 15, 19, 22, 27
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-39 -



Appendix 1: Quick Reference Chart

| File | Edit | Block | Field | Record |Query | Help
Direct Cut Previous Previous Previous Enter Online Help
Access CTRL+X il SHIFT+TAB | |— =7
CTRL [EAN arr
+PgUp
Object Copy Next Dynamic
Search CTRL4C Next Next Execute Help Query
TAB : —
T CTRL ¢ ARR F8
+PgDn
QuickFlow Paste Clear — Dynamic
CTRL4V Clear CTRL+U Scroll Up Last Criteria Help Edit
SHIFT+F5 PAGE Up
Select Edit Duplicate ol D I;elp (Ittem)
roperties,
CTRL+e F3 croll Down Cancel p e
PAGE Down @
Rollback o Count H Show Keys
. ear ount Hits =
3 Ctrl+F1
SHIFT+F4 SHIFT+F2
Shift+F7
S Remove Fetch Next List
ave
v = shift+rs | | €t F9
= F10
Insert Display Error
Refresh M=l F6 SHIFT+F1
_ Duplicate Calendar
Print
B F4
: Lock Calculator
Exit
|E| Ctrl+q
Extract
Data with
Exit Key
QuickFlow
Extract
Exit SCT Eata no
Banner 24
Key 8—=
Keyboard equivalents are shown in italics. Some keystrokes About SCT
Return to vary from one environment to another in Banner. Banner
Menu
F2- Displays the Tab Menu
F3 — Used to duplicate a field/item also used to drill down to
Preferences detail information
F5- Displays Go To field so you can access another form
Banner Appendix 1: Quick Reference Chart 12/16/05
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