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WELCOME TO THE BANNER FINANCE MODULE

Welcome to the Banner Finance 204 - Reports & Queries User’s Guide. This guide is designed to provide you with the information
you need to successfully use the Banner Finance system to generate and print month end financial reports and view financial
transactions and includes the following topics:

» Running Month End Reports

» Tracking Department Budgets

» Tracking Grant Activity
» Tracking Financial Transactions
> Downloading Banner Finance Data to Excel

BANNER HELP WEB SITE

Please visit the Banner Help web site at: https://sites.ewu.edu/hr/training/banner-help/ for information on training and
documentation for Banner Student and Banner Finance, and FAQs.

Banner Help

Banner & EagleNET Help/Documentation

This page provides informatition, documentation and resources for using Banner 9, EagleNet . For technical assistance with EagleNET,
Banner, or for password resets, please contact the Help Desk at 359-2247 or submit a help desk tickat

Banner 9 Basic Nawgation Usars Guide
Banner O Quick Guide
Banner Finance Training Matnx

Banner 100 Online Training Course

Banner Genearal +
Banner Student +
Banner Finance +
Banner Tips and Tricks +

REQUESTING BANNER FINANCE ACCESS

To obtain general Banner Finance access, you must attend the Banner Finance 201 — Introduction to Finance course. To enroll, visit
the Training Scheduler on the web at:

https://web.ewu.edu/trainsched/
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Once training is complete, a Banner Finance Security Form must be completed, approved by your department head or supervisor,
and submitted to the Help Desk (fax: x7019, email acc_prov@ewu.edu). Refer to the Banner Help web site to access the Banner
Finance Security Form and instructions on completing the form.

LOGGING INTO BANNER

The following provides instructions on accessing Banner. NOTE: Access is only granted after applicable Banner Finance training
courses have been completed and an access request form has been submitted.

1. Launch any web browser.

2. Access the Banner Secure Links web page at: https://sites.ewu.edu/it/services/administrative-inpageation-systems/banner/

Banner Secure Links

Production Systems (PROD) Training Systems (TRNG) Advanced

« Banner Admin Pages

« EagleNET - SSB [PROD] (or via Eastern SSO)

« myEWU - Luminis [PROD]

= SOAR - uacheve [PROD]

= CONCUR Travel Management System [PROD])

= TEMS - Travel and Expense Management System [PROD]
« EDIE - Education Data and Information Environment [PROD)
« Oracle Discoverer Viewer [ODSP]

« Oracle Discoverer Plus (Report Development) [ODSP]

« Jasper [ODSP and REPT]

e CLSS - Section Scheduter [PROD]

3. Select Banner Admin Pages.

4. If you are not already logged in via single sign-on, enter your NetID user name (this is typically your first initial and last name; for
example “dmiller”). Enter your Password and click the Login and Agree button.

Eastern Single Sign-On (SSO)

NetiD

Password

Password

Login and Agree

By logging in, | understand and agree to the EWU Systems
and Service Login Banner and Notice

Need your NetlD or password?
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» If you do not know your password click Need your NetID or password? on the Eastern Single Sign-on page, or contact
the Help Desk at 359-2247.

BANNER LANDING PAGE/DASHBOARD

After logging in, the Banner landing page displays. Menus, pages, and modules are selected from this screen using the search feature
or icons in the left-hand column.

BANNER FINANCE MONTH END REPORTS

The Banner Finance system provides financial information such as, how expenses are charged, general ledger activity, budget
activity and other financial transactions. This information can be obtained in either printed reports or electronic files. Transaction

activity may also be downloaded into Excel (refer to the Downloading Finance Data to Excel section in this Guide for more
information).

The following provides information on obtaining, generating and printing month end financial reports.

ACCOUNTING PERIODS

Many Banner Finance pages provide the option of entering an accounting period in the key block of the page. Using an accounting
period narrows the number of transactions displayed. For example, in the month of December, it is possible to view only
transactions that occurred in September by using the applicable accounting period value (September = accounting period 03).
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Accounting periods correspond with the calendar month, beginning in July as period 01.

Month Accounting Period
July 01
August 02
September 03
October 04
November 05
December 06
January 07
February 08
March 09
April 10
May 11
June 12

MONTH END CLOSING SCHEDULE

For each calendar month, final financial transactions for the month are posted and the accounting period is closed. This closing date
signifies the end of transaction posting for the corresponding accounting period. Accounting period month end closing dates do not
correspond with the last date of the calendar month.

This schedule is used to determine the appropriate date for running month end financial reports. For example, if the July accounting
period ends August 5, run the month end reports on August 5, but indicate in the report parameters an “as-of” date of 07/31/18.

Note: If desired, reports may be generated at any time with any “as-of” date.
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PRODUCING MONTH END REPORTS

The following provides information and instructions on producing hard copy and electronic copy month end budget reports for both
summary and detailed financial transactions.

Note: It is recommended that the browser pop-up option be disabled before attempting to generate printed or electronic reports.

View or Download Data to Excel Print or Save Electronic Files

FGIBDST — Organization Budget Status page is used to FGRBDSC — This page is used to produce a printed
view summarized budget information for a selected report or electronic file of the data contained in the
organization/fund combination. This page provides the | Organization Budget Status page.

organizations budget, year-to-date activity, and
available balance.

FGITRND - Detail Transaction Activity page. This page FGRODTA - This page is used to produce a printed
provides detailed transaction activity for operating report or electronic file of the data contained in the
ledger accounts (the operating ledger records revenue Detail Transaction Activity page.

and expenses).

Note: For information on running month end reports for grant activity, refer to the Grant Information section of this Guide.

PRINTER SET-UP

In order to print month end reports from Banner Finance, printers must be configured within the Banner Finance system. A Banner
Print Queue Request Page must be submitted to request printer reconfiguration.

To access the Banner Print Request Page, access the General Accounting web page: https://sites.ewu.edu/financialservices/office-of-
controller/general-accounting/#gapages

» From the Pages and Instructions section select the Banner Print Access Page and Instructions.

> Print the page and follow the directions provided.

GENERATING THE BUDGET STATUS MONTHLY REPORT

1. From the Banner landing page (or using the Search icon ﬂ), enter FGRBDSC in the Search field. Click the page name.
ferbdsc X

Budget Status (Current Period)
(FGREDSC)

2. The Process Submission Controls page displays. Click Go.

X @elucian  Process Submission Controls GJAPCTL 9.3.10 (PROD) b ADOD rTreve S RELATED g Toous |

Process: | g1

Parsmater St Go

Get Started: Complate the fiekis abave and click Go. To search by name, press TAB from an ID field, enter your search crifenia, and then press ENTER |

Page?7

HR Training & Development
Revised 3/4/2019


https://sites.ewu.edu/financialservices/office-of

Banner 9 Finance 204 User’s Guide

3. Enter the following in the Printer Control section of the page to generate a printed report:

Process Submission Controls GJAPCTL 9.3.10 (PROD) N ADC B RETR 2 T00LS

Process: FGRBOSC Budget Status (Curment Penad)  Parameder Set: [ Start Over J

™ PRINTER CONTROL enert DlDeiete Tmcopy T Fier

Deigte After Date

> Printer: Select the applicable department printer from the look up list:

Printer

X | @ellucian  Process Submission Controls GIAPCTL 9.3.10 (PROD) A Sh RELATED 3% TOOLS|

Process: FGRBDSC Budget Status rent Period)  Parameter Set: | Start Over |
~ PRINTER CONTROL nsert [ Deiste "mcCopy V. FRer
Spedial Print )
Lines 2
~ PARAMETER VALUES Code Description Printer Comm [T = ™ =
Number * Parameters ADM_HP Admissions HP Printer enscipt 4 4
9 Fiscal Year ARA Tech Office, Sutton 202 enscript
AR-AL enscript (=
ART128-A-PCL
ART140-A-PCL
BOP-A
BOP-B

BUSSERV-B-PCL

Bl ER'

« 1

M <4 (ot W 20 v PerPage Record 1 of 299

Goncel “

Record 1 of 14

» Lines: Enter 44 in order for data on the report to print properly.

Note: To generate and save an electronic version rather than a printed copy of the report, enter the following:
»  Printer: Enter DATABASE.

» Lines: Enter 55.

4. Enter the following in the Values fields in the Parameter Values section of the page. Note: Use the down arrow key on the
keyboard to move from field to field.

Fiscal Year: Enter the two-digit current fiscal year (for example enter 18 for the fiscal year beginning July 2017)
Chart of Accounts: Enter capital letter E (for Eastern Washington University’s chart of accounts). This field is case-sensitive.

>
>
» From Fund Code: Enter the applicable six-digit Fund code or leave blank for all funds.
» From Organization Code: Enter the department Organization code.

>

From Account Code: This field is optional. To generate a report with only specific Account activity, enter the desired
Account code (for example Account 71400 for supplies), otherwise leave blank.

> As of Date: Enter the desired date, or the last day of the month for the desired accounting period using the following
format; MM/DD/YY (for example 07/31/18).
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ARAETER VALUES Einsert @ Delete T Copy V. Fier
Values
01 Fiscal Year .ih
02 Chart of Accounts E
03 From Fund Code iSSies
04 Ta Fund Code
05 From Cwganization Code AC)
06 Ta Organization Code
o7 From Account Code
03 To Account Code
09 s of Date (DD-MON-YYYY) S0
10 Include Accrual Period L
TR T e Record 1 of 14

LENGTH: 2 TYPE: Character O/R: Required M/S: Single

Enter the Fiscal Year for reporting

Note: Use the pagination controls at the bottom of the Parameter Values section to view additional fields:

¥ PARAMETER VALUES

Number * Parameters

1 Pnnt Report Totals

12 Print Net Totals

13 Commitment Type Indicator
14 Print Zero Amount Lines

M4 2of2p M

(10 V| Per Page

5. If desired, the parameters selected can be saved for future retrieval in the Submission section of the page. Select the Save
Parameter Set as check-box, enter a unique name (such as July Budget Summary) in the Name field, and a description of the
report in the Description field (such as your department name).

Note: Entering data in this section is optional, however, you must click one of the fields in this section prior to saving.

l' SUBMISSION l Einsert O Deiete TmCopy V. Fiter

| Save Parameter Set as Hoid / Supmit () Hold (e} Submit

Name Description

SAVE
6. Click the Save icon in the bottom right-hand corner:

» If a printed report was selected the report will print at the designated printer. No further steps are necessary.

7. If a database report was selected, click Related in the menu bar. Select the Review Output option.

Review Output [GJIREVO)

Jpload File [GUAUPLP]

Upload file [GJAJ

Review PDF/plain text output [GJAJLIS]
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8. The Saved Output Review page displays. Double click in the File Name field. The Available Files dialog box displays.

X @ ellucian Saved Output Review GJIREVO 9.3.11 (PROD)

Process: F(:RP,D% Budget Status (Current Penod) Number: é.g‘ _A,-.:
Fido Nome: | | Beginning Date: ]
Saved
Lines:

Get Started: Complete the Selds above and click Go. To search by name, press TAB from an 1D field, enter your search criena. and then press ENTER

Crteria [Q |

Record Count  Date Saved
I fgrbdsc_6523080 hs I 84 0272772019 03:40:33 P

fgrbdsc_ 6523080 log

8 02272019034033 P

>
Record 10f2

9. Double click the file name with the .lis file extension in the list displayed.

10. The view output displays:

X @ellucian  Saved Oulput Review GJI 93.11 (PROD)

S RELATED

Process: FGREDSC Budget Status (Current Period) Number: 6523080 Fibe Mame: fyrbdse 6523080 s Beginning Date Saved: Lines: 84

Start Over
= SAVED OUTPUT REVIEW Dinset @Dskote "w ¥
REPCORT FGRBDSC Eastern Washington Universicy RUN DATE: 02/27/201%

FISCAL YEAR: 09 Budget Status (Current Pericd) M
AS OF 31=ADG=2Z003
Eastern Washington University
Rescurces

ACCCUNT RECCUNT TITLE TYP

{] o0 (1] ili] €5 ©

{] b oo 35 0o .35
580 26,912 o0
£8100 41.3 00
< >
H 4 Mofsp W 20 w| Por Page Record 1 of 84

Note: Use the pagination controls at the bottom of the page to view additional report data:

M o (Tlof5p M | F"erF‘age

11. The electronic file displayed may be saved. The following steps pertain to saving an electronic file.
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12. Click Tools in the menu bar and select Show Document (Save and Print File).

Q

ACTIONS

Refresh
Export i

Pt Screenshot

Clear Record AW F4

Ciear Data

item Properties

Dispéay 1D image

Exit QuICKTow

About Banner

OPTIONS

Show Document (Save and Print Flie)

Delete Output

BANNER DOCUMENT MANAGEMENT

Add Documents >

13. A system message displays in the Notification Center. Click Yes.

oy RELATED £ TOOLS

You have selected to Show File (fgrbdsc_6525677 lis) ina
browser. Do you wish o continue?

14. A new browser window displays with the output data.

Pagell

HR Training & Development
Revised 3/4/2019



Banner 9 Finance 204 User’s Guide

-— - | —— — —
File Edit Yiew Hisgtory Bockmarks Tooks Help o - — . - - . -
Banner - Information Techno! 3 A\ppiication Navigator 3 eglenet.enu.edu/PROD-DAT X e ® ———
cC @ @ & hitpsi//eaglenet ewu.edu/PROD-DAD/gokoutp.P_ShowReqpipe_name= ORASPIPES0359CB390001 &isess_id=1482 e @ 1| | Q Searct
REPORT FGRBDSC Eastern Washington University RUN DATE: 03/01/2019
FISCAL YEAR: 09 Budger Status (Cu it Period) TIME: 10:29 MM
AS OF 31~ oe PAGE: 1
| CORS: E Eastern Washington Universicy
FUND: 135145 Lab Sexvices
PRED ORG: T10A Information Resources
CRG: 71000 Enterprise Systems Management
ADJUSTED CURRENT PERIOD ¥YEAR TO DATE BUDGET AVAILABLE (= s 3
ACCOUNT ACCOUNT TITLE BUDGET ACTIVITY ACTIVITY RESERVATIONS BALANCE YR
$7300 Fines & Foxfeitures .00 20.00 20.00 .00 -20.00 U
57312 Library-lost Book Fine 00 .00 -.65 0 .65 U
| TOTAL  Other Revenue .00 20.00 19.35 .00 -19.35
| s20 Recharges 26,312.00 .00 .00 .00 26,312.00 U
| $8100 Recharge Centers .00 41.30 110.90 00 -110.90 U©
TOTAL Recharges 26,312.00 41.30 110.90 .00 26,201.10
| 700 Direct Expense 28,944.00 .00 .00 .00 28,944.00 U
| 71400 Supplies .00 201.96 4,405.9¢8 .00 -4,405.98 U
71442 Repairs~-Equipment o0 626.62 626.62 .00 ~626.62 U
|
| TOTAL  Direct Expense 28,944.00 828.58 5,032.60 .00 23,911.40
TOTAL CRGANIZATION
| 71000 Enterprise Systems Management
| TOTAL Revenue 26,312.00 61.30 130.25 .00 26,181.75
TOTAL Expenditures 28,944.00 828.58 5,032.60 .00 23,911.40
|
NET -2,632.00 -4,902.35 .00 2,270.35

EREPCRT FGRBDSC Eastern Washir RUN DATE: 03/01/2019%
| FISCAL YEAR: 09 Budget Status ( TIME: 10:29 AM

AS OF 31- PAGE: 2

15. Bookmark the page to save as a web page, or save the file as a text file:

» Depending on the browser used, steps to save the output will be different. For Firefox click the Open Menu icon:

www

Select Save page as. For Chrome select the Customize and Control Google Chrome icon: . Select More Tools then
select Save page as.

» Follow normal steps to name and save the report as a text file.

GENERATING THE DETAIL ACTIVITY REPORT

1. From the Banner landing page (or using the Search icon n), enter FGRODTA in the Search field. Click the page name.

fgrodta pod

Organization Detail Activity

(FGRODTA)

2. The Process Submission Controls page displays. Click Go.

X @ellucian  Process Submission Controls GJAPCTL 9.3.10 (PROD)

Process: | FEIEHN Parameter Set: ( Go )

L Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER
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3. Enter the following in the Printer Control section of the page to generate a printed report:

¥ @ellucian  Process Submission Controls GJAPCTL 9.3.10 (PROD) A A B reteee R relatep  #Tools
Process: FGRODTA Organzaton Detail Activity  Parameter Set:
~ PRINTER CONTROL Elinsert [ Delete TmCopy T Fiter
Printer || Submit Time PDF Font Sze
Special Print MIME Type  None Delete After Days
Lines |55 POF Font Dedete After Date
> Printer: Select the applicable department printer from the look up list:

Printer

E

v 0O

-

>

X @elluclan  Process Submission Controls GIAPCTL 9.3.10 (PROD) \ \] E A raateD oS
Process: FGRODTA Organization Detail Actrity  Parameter Set: Start Over
¥ PRINTER CONTROL mset @ Octote " Copy V. Fimer

B —— Printer Validation (GTVPRNT) x

Criteria | Q

¥ PARAMETER VALUES Deacription Printer Comma o -

u v e S Admissions HP Printer enscript f |
‘. enscript -8
0 Fscal Year

enscnpt -

qpn -da -#

qprt-da #v

g -
M <4 [Motish N [20 v] Per Page Record 1 of 300

Record 1 of 13

Lines: Enter 44 in order for data on the report to print properly.

Note: To generate and save an electronic version rather than a printed copy of the report, enter the following:

>

>

Printer: Enter DATABASE.

Lines: Enter 55.

4. Enter the following in the Parameter Values section of the page.

5. Enter the following in the Values fields in the Parameter Values section of the page. Note: Use the down arrow key on the
keyboard to move from field to field.

>

vV V V V

Fiscal Year: Enter the two-digit current fiscal year (for example enter 18 for the fiscal year beginning July 2017)

Chart of Accounts: Enter capital letter E (for Eastern Washington University’s chart of accounts). This field is case sensitive.
From Organization Code: Enter the department Organization code.

From Fund Code: Enter the applicable six-digit Fund code or leave blank for all funds.

From Account Code: This field is optional. To generate a report with only specific Account activity, enter the desired
Account code (for example Account 71400 for supplies), otherwise leave blank.

From Date: Enter the desired date, or the first day of the month for the desired accounting period using the following
format; MM/DD/YY (for example 07/01/18).

To Date: Enter the desired date, or the last day of the month for the desired accounting period using the following format;
MM/DD/YY (for example 07/31/18).

Include Accrual for Last Prd: Enter Y.
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> Print Organization Totals: Enter Y.

» Commitment Type: Enter U.

PARAMETER VALUES nsert [ Delete " Copy V. Filter
. eters Values

Fiscal Year 09
Chart of Accounts E

From Organization Code 71000
To Organization Code

From Fund Code 135145
To Fund Code

From Account Code ‘

To Account Code

From date (DD-MON-YYYY) 08/01/2008
To date (DD-MON-YYYY) (813172008
4 [[ef2 M [10 ] Per Page Record T of 13

LENGTH: 6 TYPE: Character Q/R: Optional M/S: Single

Enter beginning range of Accounts o be reported

Note: Use the pagination controls at the bottom of the Parameter Values section to view additional fields:

Ly From date (DD-MON-YYYY)
i0 Ta date (DD-MON-Y¥YY)
41 4 (1of2Pp H 10 »| Per Page

If desired, the parameters selected can be saved for future retrieval in the Submission section of the page. Select the Save
Parameter Set as check-box, enter a unique name (such as July Budget Detail) in the Name field, and a description of the report
in the Description field (such as your department name).

Note: Entering data in this section is optional, however, you must click one of the fields in this section prior to saving.

I' SUBMISSION l Elinset QDeiete "mCopy T, Fiter

Save Parameter Set as Hod /Suomit (O) Hold () Submit

Name Description

. . . . SA\.IIE
Click the Save icon in the bottom right-hand corner:

> If a printed report was selected the report will print at the designated printer. No further steps are necessary.

If a database report was selected, click Related in the menu bar. Select the Review Output option.

Review Output i‘i.n":n

Delete Multipie Saved Output [GJIREVD]

Jpload File [GUAUPLP]

Review PDF/plain text output [GJAJLIS]

The Saved Output Review page displays. Double click in the File Name field. The Available Files dialog box displays.
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X  @ellecian  Saved Output Review GJIREVO 9.3.11 (FROD)

Process: fFGRDDT.Q Organization Detail Activity HNumber: 6526114
[F“E Nome: | k=] Beginning Date: m
Saved
Linds: 1 012 Available Files

Get Started. Complete the fields above and click Go. To Criteria [ a
Cutput File Marme Record Count | Date Saved
figrodta_6526114.lis 1012 0272872019 44341 P
figrodta_6526114.log 8 02282019 4431 P

< >
Record 1 of 2

10. Double click the file name with the .lis file extension in the list displayed.

11. The view output displays.

X (@elluclan S Output Review GJREVD 9.3.11 (PROD)

Process: FGRODTA Organzzation Datail Actraty Lines: 1,012 Start Cver
™ SAVED OUTPUT REVIEW L+ t  EDeiete g Cop V.
43:47 BM ASE 1
FERODTA
Enterprise Sy
CMT
DESCRIFTION TYF
Lab Services 135145
1300 0.00
< >
H - Tefsip W 20 w| Per Page Record 1 of 1012

Note: Use the pagination controls at the bottom of the page to view additional report data:

<
M o4 (1)of51p W | Per Page

12. The electronic file displayed may be saved. The following steps pertain to saving an electronic file.

13. Click Tools in the menu bar and select Show Document (Save and Print File).
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Q

ACTIONS

Refresh

Expon

Pt Screenshot

Clear Record

Ciear Data

item Properties

Dispiay 1D image

Exit QUICKTIOwW

About Banner

OPTIONS

Show Document! (Save and Prind Flie)

Delete Output

BANNER DOCUMENT MANAGEMENT

Add Documents >

14. A system message displays in the Notification Center. Click Yes.

& RELATED

n ou have salectad o Show File (fgrodta_6526114 lis) in 3

browser. Do you wish 1o continue?

HR Training & Development
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15. A new browser window displays with the output data.

¢ @ @ & hitpsyfeaglenst.ewu.edu/PROD-DA kout 1483 B - 11 | | Q Search i @
2
OL-MAR-2019 04:59:58 BM Eastern Washington University EASE 1
FISCAL YEAR 09 Crganization Detail Actiwity FGRODTA
From 01-AUG-2008 To 31-AUG-2008
COAS: E Eastern Washington University
CRG: TLO00 Enterprise Systems Hanagement
TRANS TRAN DOCUMENT DOCUMENT ACCOUNT/ BUDGET TRANSACTION ENCUMBRANCE oMr
DATE TYPE HUMBER REF # DESCRIPTION FUND ACTIVITY ACTIVITY ACTIVITY TYP
Lab Sezvicea 135245
BEGINNING BALANCE: Fines & Forfeitures $7300 0.00 0.00 0.00
DB/22/3008 M3C  FOQDE9SL 1660E5 JFK MARS LAB 57300 0,00 u
ENDING BALANCE: Fines L Forfeitures 57300 0.00 20.00 0.00
BEGIMMING BALANCE: Library=Lost Book Fine 57312 o.o0 =0.65 o.00
ENDING BALANCE: Library-Lost Book Fine 87312 0.00 -0.68 0.00
BEGINNING BALANCE:  Rechazges 580 26,312.00 0.00 9.00
ENDING BALANCE: Recharges 580 26,312.00 0.00 9.00
BEGINNING BALANCE: Recharge Centers 58100 9.00 £3.60 ©.00
O8/30/2008 JE1€& JO002558 ADG 0f UNIPRINT TRAMSFERS 58100 41.30 o
ENDING BALANCE: Recharge Centers §8100 0.00 110.90 0.00
BEGINMING BALANCE: Direct Expense 700 28,944.00 0.00 0.00
ENDING BALANCE: Direct Expense 700 28, 944.00 £.00 .00
BEGINNING BALANCE: Purchased Services-General 71213 0.00 0.00 0.00
ENDING BALANCE: Purchased Services-Ceneral 71213 0.00 ©.00 2.00
BEGINNING BALANCE: Supplies 71400 0.00 4,204.02 0.00
083172008 SJWJ FHODOOLS TONERBOSSLL 71400 185.97 u
0B/31/2008 SJVJ FNHODOOLS TONERBOSSLL 71400 15.99 u
OL=MAR=I01% 04:59:58 FM Eaatern WashingTen University FRIE 2
FISCAL YEAR 0% Crganizacion Detail Actiwity FGRODTA

From 01-AUG-2008 To 31-AUG-2008

16. Bookmark the page to save as a web page, or save the file as a text file:

» Depending on the browser used, steps to save the output will be different. For Firefox click the Open Menu icon:

Select Save page as. For Chrome select the Customize and Control Google Chrome icon: . Select More Tools then
select Save page as.

» Follow normal steps to name and save the report as a text file.

TRACKING DEPARTMENT BUDGETS

The following pages are used to track budget information.

> FGIBAVL - The Budget Availability Status page provides current information for adjusted budget, and year-to-date activity.
This page is used to ensure an adequate balance for transaction processing.

» FGIBDST - The Organization Budget Status page provides budget availability information by organization (or department).

THE BUDGET AVAILABILITY STATUS PAGE

1 From the Banner landing page (or using the Search icon ﬂ), enter FGIBAVL in the Search field. Click the page name.

fgibavl X

Budget Availability Status
(FGIBAVL)
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2 The Budget Availability Status page displays. Enter the following in the key block:

> Chart of Accounts: Enter capital letter E (for Eastern Washington University’s chart of accounts). This field is case
sensitive.

> Fiscal Year: Enter the two-digit current fiscal year (for example enter 18 for the fiscal year beginning July 2017)

> Index: Enter the applicable six-digit Index Code (the Fund, Organization, and Program code values default when the

Index Code is entered).

> Account: An Account code value must be entered. Enter the desired Account code (for example; 700 for Direct
Expenses).

X  @ellucian  Budget Availability Status FGIBAVL 9.3.7 (PROD)

Chart:* |E Fiscal Year: " | i

Ingex: | 200307 Commit Type:

Fund: |135145 [ Lab Senvices Organization: | 71000 - | Enterprise Systems Mana
Account: program: (30041 [-] Academic Suppon-Acader Wputing
Keys ... >
Control Fund : Control Organization:
Control Account : Control Program:

Pending Documents:

Get Started: Complete the fields above and click Go. To search by name, press TAB from an 1D field, enter your search criteria, and then press ENTER.

3. Click Go to view the data.

x ®@ ellucian Budget Availability Status FGIBAVL 9.3.7 (PROD) 4 A B rETRIEVE .‘.RELATEU £ TOOLS
Chart: E Fiscal Year: 03 Index: 200307 Commit Type: Both  Fund: 135145 Lab Services  Organization: 71000 Enterprise Systems Management
Account: 700 Direct Expense  Program: 30041 Academic Support-Academic Computng  Keys —>  CONUOI FUd 1135145 Control Organization: 71000  CORMol ACCOUNt:700  Control Program:

Pending Documents:

¥ BUDGET AVAILABILITY STATUS ESinset [l Delete FaCopy Y. Fiter
Account Title Adjusted Budpet YTD Activity Commitments Availabie Balance Pending Documents
759 | Direct Expense 27 ,500.00 11,357.92 0.00 16,142.08
Total 27,500.00 11,357.92 0.00 16,142.08
Record 10f1

THE ORGANIZATION BUDGET STATUS PAGE

1. From the Banner landing page (or using the Search icon n), enter FGIBDST in the Search field. Click the page name.

fgibdsy| X

Organization Budget Status
(FGIBDST)
2. The Organization Budget Status page displays. Enter the following in the key block:

» Chart of Accounts: Enter capital letter E (for Eastern Washington University’s chart of accounts). This field is case
sensitive.

» Fiscal Year: Enter the two-digit current fiscal year (for example enter 18 for the fiscal year beginning July 2017)

» Index: Enter the applicable six-digit Index Code (the Fund, Organization, and Program code values default when the
Index Code is entered).

> Include Revenue Accounts: Deselect the check-box unless the fund receives revenue.
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X  @ellucian  Organization Budget Status FGIBDST 9.3.6 (PR

O — —
Index: (200307 I Query Specific: *[_]
Account
Include Revenue: [v] Commit Type: | Both |E3)}

Accounts

Organization: (71000 Fund: (135145

Program: | 30041 | Account: | 700

Account Type: Activity: |

Location: L)

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search cnteria, and then press ENTER.

3. Click Go to view the data.
4. To view additional detailed activity, double click on the desired record (for example; Account 71400).

5. Click Related in the menu bar, and select Transaction Detail Information.

X  @elluclan  Organization Budget Status ST 9.36 (PRC iy - {l--n:u:u.s

Budget Summary Information [FGIBSUM)

SR

Organization Encumbrances [FGIOENC]

Transaction Detail Information [FGITRND]

6. The FGITRND - Detail Transaction Activity page displays. The query returns data displayed based on the record selected.

X @elluclan  Detadl Transaction Activity FGITRND 9.3 6 (PROD)

COA: E Fiscal Year: 08 Index: 200307 Fund: 135145 Organization: 71000 Account: 71400 Program: 30100 Activity:  Location: Period:  Commit Type: Both ( satover )
~ DETAIL TRANSACTION ACTVITY L+ S Ocicte  "a Y. Fiter

Organization  Program  Field  Amount Increase (+) or Decrease () |Type  Document®  TransactionDate®  ActivityDate®  Description CommitType  Fund®  Activity Loa

71000 30100 ENC 0.00 - POBC 0000051 05/05/2008 05/05/2008 Batch Close PO P0005685 u 135145

71000 30100 ENC 000 - POBC *0000051 05/05/2008 05/05/2008 Batch Close PO P0005258 u 135145

71000 30100 ENC 000 - POBC "0000050 05/05/2008 05/ 008 Batch Close PO P0003362 u 135145

71000 30100 ENC 000 - POBC *0000050 05052008 05052008  Batch Close PO P0003360 u 135145

71000 30100 ENC 0.00 POBC *0000050 05/05/2008 Batch Close PO P000D3191 u 135145

71000 30100 ENC 0.00 - POBC  *0000050 05/05/2008 050052008  Batch Close PO P0003190 u

71000 30100 ENC 0.00 POBC "0000049 05/05/2008 05/05/2008 Batch Close PO P0002859 u

71000 30100  ENC 000 - POBC *0000049 05/05/2008 05052008  Batch Close PO P0002453 u

71000 30100 ENC 000 - POBC *0000049 05/05/2008 Batch Close PO P0002453 u

71000 30100 ENC 000 - POBC "0000049 05/05/2008 Batch Close PO P0002453 u 135145
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GRANT INFORMATION

The following provides instructions on grant activity. For detailed grant transaction activity, use the FGITRND — Detail Transaction
Activity page. Refer to the Tracking Financial Transactions section in this Guide for instructions.

OBTAINING GRANT NUMBERS

In order to generate a grant report, the grant number must be obtained. The following provides information on obtaining a grant
code.

1. From the Banner landing page (or using the Search icon n), enter FRIGRNT in the Search field. Click the page name.

frigrnt X

Grant Code Inguiry
(FRIGRNT)

2. The Grant Code Inquiry page displays. Enter the grant name or a partial name (using wild card characters if applicable) in the
Grant Title field. Note: Other fields may be used to query. Press F8 to execute or Go.

X  @ellucian  Grant Code Inquiry FRIGRNT 9.3.3 (PROD)

~ GRANT CODE INQUIRY = -] a
Basic Filter  Advanced Filter o
Grant @ff Grant Tite @  Staws & | Status Description &  Principal Investigator 1D -}

[ ] ] || ( 1 [Ada Another Fiela v

3. Depending on the search criteria entered, a list matching the search criteria displays. Use the pagination controls at the bottom
of the page to scroll through the results. Note the applicable grant number in the results.

~ GRANT CODE INQUIRY [+ -] s Y. Fieer
Active filtors:  Grant Tite: Federalt @  Cloar Al [ Fteragam [
Grantll ACG FY09 l Federal - Academic Compet FY 08-09 Status
Principal Investigator - - Status Date
D
Agency Project StatDate  07/01/2008
Current Amount Project End Date
Cumulative Amount Sponsor ID
Maximum Amount Responsidle £ 52002 Financial Aid
Organization
M4 1of61p M 1 » PerPage Record 1 of 61

VIEWING GRANT ACTIVITY

To view detailed grant activity, use the Detail Transaction Activity page (FGITRND). Refer to the Tracking Financial Transactions
section in this Guide for instructions on using this page.

The FRIGITD - Grant Inception to Date page provides account type information, including adjusted budgets, inception-to-date actual
activity, encumbrance, and available balance amounts. The following provides instructions on using this page.

1. From the Banner landing page (or using the Search icon n), enter FRIGITD in the Search field. Click the page name.
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frigitd X

Grant Inception to Date
(FRIGITD)
2. The Grant Inception to Date page displays. Enter the following in the key block:
» Grant: Enter the desired grant number.

» Index: Enter the applicable Index Code.

X @ ellucian  Grant Inception to Date FRIGITD 9.3.8 (PROD)

Chart of Accounts: Grant: [G18000002 ) HHS-Early Head Start 17-18 Yr4
Index: 501824 o]

Fund: 210235 = Organization: 31013 =)

Program: 25100 = Activity: )
Location: | .| Account Type: [ —
Account: ‘ Account Summary: [NI Levels [~

Grant Year:

Date From (MM/YY): | 05/ 17 Date To (MMIYY): | 12]4[ 18
Include Revenue: |_| Exclude Indirect: | |
Accounts Costs
Hierarchy: [ | Fund Summary: [ |

By Sponsor Account: | |

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

FGRFPHC.KEYBLOG_COAS_CODE [1] L —— ellucian

3. Click Go to display the data in the information block.

@ ellucian  Grant Inception to Date FRIGITD 9.3.8 (PROD)

Chart of Accounts: E  Grant: G18000002 Grant Year: Index: 501824 Fund: Irganization: 31013 Program: 25100 Activity: Location:  Account Type:
Account:  Account Summary: All Levels Date From (MM/YY): 05/ 17 Date To (MM/YY): 12/ 18 Include Revenue Accounts: Exclude Indirect Costs: Hierarchy: Fund Summary;
By Sponsor Account:
~ GRANT INCEPTION TO DATE Edinsert @ Delete T Copy | V. Filter
Account Type Description Adjusted Budget Activity Commitments Available Balance
L Administrative 942,337.00 858,416.52 0.00 83,920.48
63100 L Classified-Regular 0.00 21,176.00 0.00 -21,176.00
64110 L Sick Leave Buy Out-Administrative 0.00 0.00 0.00 0.00
64210 L Terminal Leave-Administrative 0.00 0.00 0.00 0.00
650 L Benefits - Regular 456,302.00 0.00 0.00 456,302.00
65100 L OASI 0.00 51,367.29 0.00 -51,367.29
65110 L Medicare 0.00 12,013.36 0.00 -12,013.36
65200 L Retirement 0.00 74,515.18 0.00 -74,515.18
65300 L Medical Aid/Industrial Insurance 0.00 10,567.24 0.00 -10,567.24
65400 L Health, Life & Disability Insurance 0.00 236,352.63 0.00 -236,352.63
65500 L Unemployment Compensation 0.00 960.40 0.00 -960.40
66100 L MNon-Student Wages 19,465.00 25,630.44 0.00 -6,165.44
66500 L Overtime-Classified 0.00 650.33 0.00 -660.33
66520 L Overtime-Non-student 0.00 453.99 0.00 -453.99
66530 L Overtime-Administrative 0.00 848.02 0.00 -848.02
66600 L Additional Hours-Classified 0.00 791.058 0.00 -791.05
67100 L OASI 1,850.00 1.617.25 0.00 23275
67110 L Medicare 0.00 378.22 0.00 -378.22
67300 L Medical Aid/Industrial Insurance 0.00 436.48 0.00 -436.48
67400 L Health, Life & Disability Insurance 0.00 0.00 0.00 0.00
M« (A)ciap M 20 [J PerPage Record 1 of 64
~ NET TOTAL Binsert @ oy |V, Filter
Adjusted Budget Activity Commitments Available Balance
1,938,762.00 1,849,682.86 0.00 -10,820.86

18 Ellucian. Al rig
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GENERATING GRANT REPORTS

The FRRGITD page is used to produce a printed report or electronic file of the grant data. This report provides inception to date
grant information across fiscal years (if applicable). The following provides instructions on producing a printed report and electronic
copy of the report.

Note: It is recommended that the browser pop-up option be disabled before attempting to generate a printed or electronic report.

1. From the Banner landing page (or using the Search icon n), enter FRRGITD in the Search field. Click the page name.

frrgitd X

Grant Inception to Date
(FRRGITD)

2. The Process Submission Controls page displays. Click Go.

X @ellucian  Process Submission Controls GIAPCTL 9.3.10 (PROD) A : SLRELATED  ETOOLS

Process: |[(Eaalely = Parameter Set & ( Go )

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search critena, and then press ENTER.

3. Enter the following in the Printer Control section of the page to generate a printed report:

X  @ellucian  Process Submission Controls GJAPCTL 9.3.10 (PROD) N 4 RELATED ¥ ToOLS
Process: FRRGITD Grant Inception to Date Report  Parameter Set: ( swnover |
™ PRINTER CONTROL wsert (0 Deste TwCopy | W, Fter

Printer ] submitTime | ] PDF Font Size

Special Print MIME Type  None Delete After Days

Lines [B5 | POF Font Delete Afer Date

> Printer: Select the applicable department printer from the look up list:

Printer

Process: FRRGITD t Paramater Sat [ sta over
¥ PRINTER CONTROL rset EDeiete "wCopy V. Fiter
CLC N PR N Fcinter Validation (GTVPRNT) x POF Font Size
Special Print Delete Afer Days
Lines [55 Crivesia Delete After Date
* PARAMETER VALUES Code Descripiion Printer Comm = e "= T
Number * Parametors ADM_HP Admissions HP Printer enschpt 4
01 Chart of Accounts ARA Tech Office, Sutton 202 enscript
02 As of Date AR-AL Tech Office. Sutton 202 Land enscript (=
03 Enter Grant Option ART128-APCL At printer for Banner anscript A
04 Grant Froem ART140-A-PCL Art peirter for Banner ensenpt -
05 BOP-A Banner Ops Printer enscript A
06 BOPE Banner Ops Printer B
o7 BUSSERV-B-PCL Business Senices pinter B gpt -da #
08 BUSSERV-C-PCL Bussiness Senices prnter G qprt da #
~ancen s ne . ernan Paminae A 4 e Record 10f 8
LENGTH; 1 TYPE: Character O/ Required M7S: Single Moo [ Teitish M 20 « PerPage Record 1.of 300

Chart of Accounts

e I —

> Lines: Enter 44 in order for data on the report to print properly.
Note: To generate and save an electronic version rather than a printed copy of the report, enter the following:

> Printer: Enter DATABASE.
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> Lines: Enter 55.

4. Enter the following in the Values fields in the Parameter Values section of the page. Note: Use the down arrow key on the
keyboard to move from field to field.

» Chart of Accounts: Enter capital E (for Eastern Washington University’s chart of accounts). This field is case sensitive.

> As of Date: The grant inception date is required to obtain prior fiscal year information. Enter the applicable date using the
following format; MM/DD/YY (for example 07/01/18).

Enter Grant Option: Enter R for a range of grants or S for a specific grant.
Grant From: If R is entered in the Enter Grant Option field, enter the starting grant number.

Grant To: If R is entered in the Enter Grant Option field, enter the ending grant number.

vV V V V

Specific Grants: If S is entered in the Enter Grant Option field, enter the desired grant number.

I ¥ PARAMETER VALUES l
ol Values

m Chart of Accounts E
o2 As of Date OGS 302018
03 Enter Grant Option 8

04 Grant From

Record 10of 8

LENGTH: 1 TYPE: Character O/R: Required MW/S: Single

Chant of Accounts

5. If desired, the parameters selected can be saved for future retrieval in the Submission section of the page. Select the Save
Parameter Set as check-box, enter a unique name (such as July Budget Summary) in the Name field, and a description of the
report in the Description field (such as your department name).

Note: Entering data in this section is optional, however, you must click one of the fields in this section prior to saving.

I' SUSIES SION l Einsert B Delete " Copy Y. Fiter

Save Parameler Sel as Hoid / Suomit () Hold (o) Submit

Name Description

SAVE
6. Click the Save icon in the bottom right-hand corner:

> If a printed report was selected the report will print at the designated printer. No further steps are necessary.

7. If a database report was selected, click Related in the menu bar. Select the Review Output option.
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Q|

Review Output [GJIREVO])

Delete Multipie Saved Output [GJIREVD]
Upload File [GUAUPLP]
Upload file [GJAJFLU]

Review PDF/piain text output [GJAJLIS]

8. The Saved Output Review page displays. Double click in the File Name field. The Available Files dialog page displays.

9. Double click the applicable file name with the .lis file extension in the list displayed.

Procese il . ©. Lave btagent Mot 05200 P
L] ™~ ] Bagrnniry Do ]
Srvec
b33 [T

Cont Dt Commgue P sty stove arvl sich CGeo Be st by Same srens TAN s o D fetd avier e semest (vl e Bae o ENTEN

.
=
? Recerd Count  Dute Saves
108 CAOVZON 02 MG P
- 9§ SOOI 021410 P
-
<

Pacoed 1 of 3
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10. The view output displays.

Sarved Dutput Farviswy GUIREWD §.3.11 (PROO)

ok PLATID  TOCLS

Proteaa: FREGITD Oenst incaption o Dete Aepcr  Mumber: BSITESD  File Name: frgid 57738006  Beginaing Dute Saved Linea: 188 | Bark Do
= BAVID DUTPUT REVIDW +] -] WCopy | T.F
DZulared Easrarn Washisgion University FASE 1
S————
X, il
LE Fantarn W o K
AN
. T = L0l AVAT LA
o LS 1 E A
W [Toame MW 20 B P Page Rucord 1 of 168

11. The electronic file displayed may be saved. The following steps pertain to saving an electronic file.

12. Click Tools in the menu bar and select Show Document (Save and Print File).

o RELATED

Q

ACTIONS

Refresh

Expon

Prnnt Screenshot
Clear Record
Clear Data

item Properties
Dispiay 1D image
Exit QuICKNow

About Banner

OPTIONS

Show Document! (Save and Prind Flie)

Delete Output

BANNER DOCUMENT MANAGEMENT

Add Documents >
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13. A system message displays in the Notification Center. Click Yes.

2 RELATED

0 iou have selected o Show File (100000 in a

browser. Do you wish 1o continue?
(S

14. A new browser window displays with the output data.
Fle v Pnnt v E-mail Burn ¥ Open ¥

¢ o 7 @ https://eaglenet. ewu.edu/PROD-DAD/gokoutp.P_ShowReq?pipe_name=OR 4 @  Q Search « i\ @O
L most Visied  © Getting Startes 3¢ EWU | EWU Home )¢ Banner Login [ Compfance - Home )¢ EWU | Office of Ora.  © Dashbioad « Office . @ Help Desk [l bomgar [ Faciities work Ovoer  X{{ CMS Log-in: web G
T02:14:09 PN Eastern Washington University PAGE 1
Grant Inception to Date Report FRRGITO
AS OF 30-JUN-2018
GRANT: G18000036
CHART: E Eastern Washington University PROJECT PERIOD:
PI/MANAGER:
AGENCY 1
ruso;:
ADJUSTED CURRENT PERIOD INCEPTION COMMITMENTS AVAILABLE
ORGN ACCOUNT ACCOUNT TITLE BUDGET ACTIVITY TO DATE ACTV. BALANCE
31018 sa017 Department of Education «00 31,260.02 153,212.8) «00 ~1%3,212.43
TOTAL Grants and Contracts .00 31,260.02 153,212.4) <00 ~153,212.4)
31015 61100 Administrative 109,285.00 13,631.3) 77,993.01 «00 31,291.99
31018 62300 Faculty-Temporary Partti 1,000.00 .00 .00 .00 1,000.00
TOTAL Salaries 110,285.00 13,631.33 77,993.01 .00 32,291.99
31015 650 Bonefits - Regular 49,258.00 .00 .00 .00 49,258.00
31015 65100 OASI .00 845.14 4,813.81 .00 ~-4,81).81
31015 65110 Medicare .00 197.65 1,125.79 «00 -1,125.79%
31015 65200 Rotiresent .00 1,266.17 7,198.56 «00 -7,198.56
31015 65300 Medical Aid/Industrial I .00 108.73 641.11 .00 ~-641.11
31015 65400 Bealth, Life & Disabilic .00 1,597.7% 13,580.87 .00 =-13,580.87
31015 65500 Unesployment Coxpernsatio .00 13.63 .9 «00 -717.97
TOTAL Benefits 49,258.00 4,029.07 27,438.11 «00 21,819.89
3101% 66100 Non-Student Wages .00 261.60 261.60 .00 -261.60
31015 66200 Student Wages .00 .00 «00 «00 +00
31015 67100 OASI .00 16.22 16.22 .00 ~16.22
31018 67110 Medicare .00 3.7% 3.79 .00 -3.7%
31015 67300 Modical Ald/Industrial I .00 5.18 5.18 «00 -5.18

15. Bookmark the page to save as a web page, or save the file as a text file:

» Depending on the browser used, steps to save the output will be different. For Firefox click the Open Menu icon: . Select
Save page as. For Chrome select the Customize and Control Google Chrome icon: " select More Tools then select Save
page as.

» Follow normal steps to name and save the report as a text file.

TRACKING FINANCIAL TRANSACTIONS

Various financial transactions can be identified by the Account code associated with the transaction. The following provides
description of Account codes that may be used to identify specific financial transactions. For a complete list of Banner Account
codes, use the FTVACCT — Account Code Validation page.

Banner Account Code Description
71210 Purchased Services - Maintenance
71221 Purchased Services — Software Maint
71400 Supplies
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71410 Printing

71411 Printing - Copier

71420 Telephone

71600 Equipment, Small and Attractive
71710 Interstate Per Diem

71730 Private Auto Mileage

VIEWING DETAILED TRANSACTION ACTIVITY

To view specific transactions, use the FGITRND — Detail Transaction Activity page.
1. From the Banner landing page (or using the Search icon ﬂ), enter FGITRND in the Search field. Click the page name.

fgitrnd X

Detail Transaction Activity
(FGITRND)

2. Enter the following in the key block.

» COA: Enter capital letter E. This field is case sensitive.

» Fiscal Year: Enter the applicable fiscal year (for example; 18 for fiscal year beginning July 1, 2017).
> Index: Enter the applicable six-digit Index Code.
> Account: Enter the desired Account code (for example 71400 for supplies), otherwise leave blank for all Accounts.
» Period: To view specified transactions for a specific month (period), enter the desired period (for example; 1 = July, 2 =
August, 3 = September, etc.). If the Period field is left blank, all specified transactions for the entire fiscal year will display.
3. Click Go

X @ellucian  Detail Transaction Actiity FGITRND 9.3 6 (PROD)

con:* [E [ R |

index: (200307 [ Fund: 135145

Organization: 71000 Account: s

Program; 30041 Activity: [
Location: Peniod:

Commit Type: [Both -

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

4. The Basic Filter section displays. If desired, enter data (or partial data and the wildcard %) in the field(s) displayed to further
filter the query. For example; 71400 in the Account field.
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¥  @ellucian  Detail Transaction Actiity FGITRND 9 3 6 (PROD) y v B recaTeD  #% ToOLS

COA: E FiscalYear: 08  Index: 200307 Fund: 135145 Organization: 71000 Account  Program: 30100 Actwity:  Location: Period:  Commit Type: Both @  Enteraquery; press F to execute.

¥ DETAIL TRANSACTION ACTIVITY ) bsert [ Delet L Y Fier
Basic Filter  Advanced Filter o
Account @ Organization &  Program & | Field @ | Amount o
[ | { | | | | | [Add Another Field ... =l

Account  Organization  Program  Field | Amount Increase (+) or Decrease(-) |Type  Document*® Transaction Date *  ActivityDate *  Description Commit Type  Fund* Activity Lgn

5. Click Go or F8 to execute the query and display transactions.

X  @ellucian  Detail Transaction Actrity FGITRND 9.3.6 (PROD) : ' & RELATED  H TOOLS
COA: E FiscalYear: 08 Index: 200307 Fund: 135145  Organization: 71000 Account  Program: 30100 Activit:  Location: Period:  Commit Type: Both [ swrower )
™ DETAIL TRANSACTION ACTIVITY 4] a "a Y. Faer
Account  Organizstion  Program  Field  Amount Increase () or Decrease ()  |Type  Document’'  TransactionDate®  ActivityDate®  Description CommitType  Fund* Activity | Location
52300 71000 30100 YD 10.00 + EA1  FOO0DO43 07/11/2007 07/202007 Alumni Matte Finish u 135145
570 71000 30100 08D 25.160.00 + BDO1  LOOO0DO1 07/01/2007 07/0572007 FY2008 Original Budget u 135145
57300 71000 30100 ¥TD 23.00 + MSC  FO00BE4S 0E/27/2008 06/2772008 JFK MARS LAB u 135145
57300 71000 30100 YD 28.00 + MSC  FO00B494 06/17/2008 06/17/2008 JFK MARS LAB u 135145
57300 71000 30100 ¥TD 16.00 + MSC  FO005763 04/07/2008 04/0772008 JFK MARS LAB u 135145
57300 71000 30100 ¥TD 8.00 + EA1 FO005024 03/24/2008 03/2472008 JFK MARS LAB u 135145
57300 71000 30100 YD 12.00 + EA1  F0004915 03/17/2008 031872008 JFK MARS LAB u 135145
57300 71000 30100 ¥TD 30.00 + EA1 FO004381 02/25/2008 02/2572008 JFK MARS LAB u 135145
57300 71000 30100 Y10 18.00 + EA1  FOOM4315 02/12/2008 0201212008 JFK MARS LAB u 135145
57300 71000 30100 YD 18.00 + EA1  FOO04238 02/01/2008 02/01/2008 JFK MARS LAB u 135145
57300 71000 30100 ¥TD 10.00 + EA1 F0003181 121772007 1211672007 JFK MARS LAB u 135145
57300 71000 30100 Y10 36.00 + EA1  F0002632 12972007 172972007 JFK MARS LAB u 135145
57300 71000 30100 YD 13.00 + EA1  F0002485 170172007 170172007 JFK MARS LAB u 135145
57300 71000 30100 ¥TD 5.00 + EA1 F0002398 102272007 10/2472007 JFK MARS LAB u 135145
57300 71000 30100 Y10 21.00 + EA1  F0002330 1012/2007 101272007 JFK MARS LAB u 135145
57300 71000 30100 YD 2200 + EA1  F0002076 10/01/2007 10/02/2007 JFK MARS LAB u 135145
57300 71000 30100 ¥TD 4.00 + EA1 Fo0002383 0B/24/2007 08/2472007 JFK MARS LAB u 135145
58100 71000 30100 Y10 300.00 + JE16  JO001557 06/30/2008 07/25/2008 Maney loaded to EE Print Card u 135145
58100 71000 30100 YD 245268 + E16  JO002235 06/30/2008 07/252008 Reimburse EagleCard chip activity u 135145
58100 71000 30100 YTD 118493 + JE16  J0002025 0630/2008 0Fnor2008 TR JUN 03 UNIPRINT u 135145
Total 89.840.62 +
M4 [@oiap N 20 = PerPage Record 20 of 172

» Use the pagination controls at the bottom of the page to view additional lines of data.
M« [1ofop W 20 « PerPage Record 20 of 172

6. If desired, once the query has been executed, a new query (by Account) can be entered.

7. Click Filter. The Basic Filter section displays. If desired, enter data (or partial data and the wildcard %) in the field(s) displayed to
further filter the query.

X  @ellucian  Detail Transaction IR & (PROD) y -] v B RELATED 4% TOOLS

COA: E FiscalYear: 08 Index: 200307 Fund: 135145 Organization: 71000 Account  Program: 30100 Activity:  Location: Period:  Commit Type: Both ° Enter a query, press F8 to execute.

~ DETAIL TRANSACTION ACTIVITY ESksert B Delte Pacopy | T FRter
BasicFiter  Avanced Filter o
Account & | Organization &  Program &  Field @ | Amount (-]
( ] L [ | [Add Another Fietd .. [x]

Account  Organization  Program  Field  Amount Increase (+) or Decrease () | Type  Document®  TransactionDate®  ActivityDate '  Description CommitType  Fund* Activity Lgn

8. Click Go or F8 to execute the query and display transactions.

PURCHASE ORDER INFORMATION

The following section provides various information and tools for viewing, tracking and reconciling purchasing transactions.

REQUISITION/PURCHASE ORDER LIFE-CYCLE

In order to reconcile purchase orders, it is important to understand the “life-cycle” of a requisition. The “life-cycle” describes what
happens to a requisition from start to finish. The following is an example of a requisition’s life-cycle.

» A department creates an online requisition for a new computer.
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» After the requisition is created, saved, sent to the Approver, and approved, it creates a “reserve” against the Index entered
on the requisition.

» A Buyer in the Purchasing department converts the approved requisition into a purchase order. This process liquidates the
reserve and creates an encumbrance for the amount of the purchase order (which may be a different amount than the
amount of the requisition due to shipping and handling charges, taxes, special discounts applied, or sale prices, etc.).

»  After the purchase order is sent to the vendor, and the order is filled and received, the vendor invoices the University. The
Accounts Payable department receives the vendor invoice and enters the invoice into Banner Finance. This transaction
liqguidates the encumbrance.

» Acheckis issued to the vendor.

VIEWING DOCUMENT HISTORY INFORMATION

The FOIDOCH — Document History page provides additional access to the source documents (purchase orders, invoices, checks, etc.)
that display in the page. The following provides instructions on viewing additional source document information in the FOIDOCH —
Document History page.

1. From the Banner landing page (or using the Search icon ﬂ), enter FOIDOCH in the Search field. Click the page name.

foidoch X

Document History
(FOIDOCH])

2. The Document History page displays. Enter the following data:

> Document Type: Enter the applicable document type (for example: PO for purchase order, REQ for requisition), or use the

look-up list by clicking on the look-up icon at the end of the field: DocemontType: | L' and

Criteria

Document Type Document Description Last Activity Date

ADJ Adjustments to Imentory 101171983 I
AGR Agresments 01/10/1989

BAS Basis Code 06/01/1938 E
BFM Grant Billing Format 05/07/1998

BID Request for Bid 0B/01/1988

BND Bonds 03/25M993

BRQ 0FMTM989

CCK 10/24/1988

co ¢posit 03725/1993

CHK Check Disbursement 02/03/1989 -
H of3Ipe W 20 = PerPage Record 1 of 59

searching the Document Type list: “

> Document Code: Enter the applicable document code. The FGITRND - Detail Transaction Activity page can be used to
obtain document codes, or use the look-up list by clicking on the look-up icon at the end of the field.

3. Click Go to view the data.
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X | @ellucian  Document History FOIDOCH 9.3.2 (PROD)

S reLaen £ T00LS
Document Type: REQ Requisition  Decument Code; RO000059 ( Start Over )

~ DOCUMENT HISTORY nsett @l Deiste "WCopy W Fmer

Document Type Document Humber Status Status Description
Requisition] | Roooooss A Approved
Purchase Order P0O008338 A Approved

Irnice 10054044 P Paid

Check Disbursement A1027573 F Final Reconciliation
Receiving Documents Y0003644 c Completed

Record 10f §

4. To view additional information on a specific document type, click in the desired document number field (for example; the
requisition document type or invoice document type).

5. Click Related in the menu bar and select the applicable option from the list. For requisition information select Requisition Info.
For all other document types, select Query Document.

X | @ellucian  Document History FOIDOCH 9.3.2 (PROD)

¥ T00LS

Requisition Info [FPIREQN]

Query Document [BY TYPE]

» The corresponding page displays. Click Go to display the source document information.

I"'

» Use the pagination controls on each page to view all data/information.

VIEWING ENCUMBRANCES

To view all existing encumbrances, by department, use the FGIOENC — Organizational Encumbrance List page.
1. From the Banner landing page (or using the Search icon n), enter FGIOENC in the Search field. Click the page name.

fgioend X

Organizational Encumbrance List
(FGIOENC)

2. The Organizational Encumbrance List page displays. Enter the following data in the key block:

> COA: Enter E. This field is case sensitive.

» Fiscal Year: Enter the applicable fiscal year (for example; 18 for fiscal year beginning July 1, 2017).

» Index: Enter the applicable six-digit Index Code.

X | @ellucian  Organizational Encumbrance List FGIOENC 9.3 4 (PROD)

2% TO0LS
ot [E [ Fiscal Year: [08 |7 = ‘
index: (100161 | P Organization: 71000 -] IT Administrative-Operations
Fund: 120149 =) Local Operating

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search critena, and then press ENTER

3. Click Go to view data. Use the pagination controls on the page to view all data
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X | @ ellucian inizational Encumbranc C 9.3.4 (PROD)

Chart: E Fiscal Year: 08  Index: 100161 71000 T A -Operation: Fund: 120149 Local Operating [ sunover |
~ ORGANIZATIONAL ENCUMBRANCE LIST (+] B oeste Tmcopy T Flter
Encumbrance Vendor em Acct Prog Actv Locn Amount Commit Type

Kiundt Hosmer Design 0 7103 30041 42,68000 U

CO006ETE Microsoft Corp 0 71103 30041 u

PO000134 Ricoh USA Inc 0 71400 30041 500.00 U

DOWNLOADING FINANCE DATA TO EXCEL

Financial data in various Banner pages can be downloaded into Microsoft Excel spreadsheets. This allows data to be sorted and
saved and assists in reconciling department financial transactions. The following provides instructions on downloading Banner

Finance data to Excel.

1. Access the desired Banner page. For example the FGITRND - Detail Transaction Activity page.

X @ ellucian

Detail Trans

COA: E FiscalYear: 08 Index: 200307 Fune: 135145  Organization: 71000 Account  Program: 30100 Actvity:  Location: Period:  Commit Type: Both §
T DETAIL TRANSACTION ACTIVITY = - T V. Fier
Account  Organization  Program  Field  Amount Increase (+)or Decrease () |Type  Document®  TransactionDate *  Activity Date *  Description CommitType  Fund * Activity  Location
[52300) 71000 30100 YTD 10,00 + EAl FO000043 072007 0772002007 Alurnni Matte Finish u 135145

570 71000 30100 0BD 2516000 + BDOT  LO0D00O1 070172007 07/05/2007 FY2008 Original Budget u 135145

57300 71000 30100 YD 2300 + MSC  FO006546 06/27/2008 06/27/2008 JFK MARS LAB u 135145

57300 71000 30100 YTD 2800 + MSC  FOD0B494 0B/1T/2008 06/17/2008 JFK MARS LAB u 135145

57300 71000 30100 YD 16.00 + MSC  FO005763 04/07/2008 0470772008 JFK MARS LAB u 135145

57300 71000 30100 YTD 8.00 + EAl FO005024 0372472008 03/24/2008 JFK MARS LAB u 135145

57300 71000 30100 YTD 1200 + Eal FO004915 031772008 03/18/2008 JFK MARS LAB u 135145

57300 71000 30100 YTD 3000 + EA1 FO004381 021252008 0272572008 JFK MARS LAB u 135145

57300 71000 30100 YTD 18.00 + Eal FO004315 021272008 02/12/2008 JFK MARS LAB u 135145

57300 71000 30100 YTD 16.00 + EA1 FOD04238 02/01/2008 0210172008 JFK MARS LAB u 135145

57300 71000 30100 YTD 10.00 + EAl FO003181 1272007 1271872007 JFK MARS LAB u 136145

57300 71000 30100 YTD 3600 + Eal FO002632 11/29/2007 11/29/2007 JFK MARS LAB u 135145

57300 71000 30100 YTD 13.00 + EA1 FOD02485 11/01/2007 110172007 JFK MARS LAB u 135145

57300 71000 30100 YTD 500 + Eal FO002398 1072212007 10/24/2007 JFK MARS LAB u 135145

57300 71000 30100 YTD 21.00 + EA1 FO002330 10122007 10/12/2007 JFK MARS LAB u 135145

57300 71000 30100 YTD 2200 + EA1 FO002076 1000172007 100212007 JFK MARS LAB u 135145

57300 71000 30100 YD 400 + Eal FO000283 08/24/2007 08/24/2007 JFK MARS LAB u 135145

58100 71000 30100 YTD 30000 + JE16  J0001557 06/30/2008 077252008 Money loaded to EE Print Card u 135145

58100 71000 30100 YTD 245268 + JE16  J0002235 06/30/2008 07/25/2008 Reimburse EagleCard chip actiity u 135145

56100 71000 30100 YTD 118493 + JE16  J0002025 06/30/2008 0771072008 TR JUN 08 UNIPRINT u 135145

Total 89,840.62 +
Moo ([TMofap W 20 + PerPage Record 1 of 172

Shif+F1

CirieP

» Depending on the browser used, the Excel file may display in the system tray, or a file download dialog box may display.

2. Click the Tools menu option. Select Export.
ACTIONS
Refresh
Export
Print

3.

(comma delimited). Be sure to save the files as an Excel Workbook.

Page3l

HR Training & Development
Revised 3/4/2019

Financial data from the selected page displays in an Excel file. Note: When saving the Excel file, the file type defaults to CSV



Banner 9 Finance 204 User’s Guide

FGITRND [Read-Only] - Excel

Insert Page Layout Formulas
- = va|

B Ex’c“' Calibri ‘1 AN == - EWepTet General - IP{{] '# | Normal Bad Good N

Ll 3 COP)’ v g -~
Paste y SHASE e === = B . S «0 o Conditional Formatas m Explonatory @ i

= ¥ Format Painter ERIEL — r- A = EE|EE EMegetCenter $i= %0 |43 Formatting ~ Table~ S P

Chpboard i Font i Alignment ~ Number o Styles
Al . I 'COA’
4 A 8 | € | 0o | | £ | 6 | H | ¥ | 9 | K | L Sy, S L) ) L o ) L 2 L
1 |'COA‘ .l’FlscaI Yea'lndex' 'Fund' ‘Organizat 'Account’ 'Program' 'Activity' ‘Location' 'Period' 'Commit Type'
2 |E 8 200307 135145 71000 30100
3 'Account' 'Organizat 'Program’ 'Activity Date’ Type' ‘Documen "Descriptic'Commit T ‘Fund' ‘Activity' ‘Location' Transaction Date' 'Field' ‘Amount' 'Increase (+) or Decrease (-)'
4 52300 71000 30100 7/20/2007 9:02 EA1 FO000043 Alumni M. U 135145 7/11/2007 23:59 YTD 10 +
5 570 71000 30100 7/5/2007 9:54 BDO1 L0000001 FY2008 Or U 135145 7/1/2007 OBD 25160 +
6 | 57300 71000 30100 6/27/2008 14:32 MSC FO006646 JFK MARS U 135145 6/27/2008 23:59 YTD 23+
7| 57300 71000 30100 6/17/2008 9:32 MSC FO006494 JFK MARS U 135145 6/17/2008 23:59 YTD 28 +
8 57300 71000 30100 4/7/2008 10:14 MSC FO005763 JFK MARS U 135145 4/7/2008 23:59 YTD 16 +
9 | 57300 71000 30100 3/24/2008 10:59 EA1 FO005024 JFK MARS U 135145 3/24/2008 23:59 YTD 8+
10| 57300 71000 30100 3/18/2008 13:43 EA1 FO004915 JFK MARS U 135145 3/17/2008 23:59 YTD 12 +
11| 57300 71000 30100 2/25/2008 12:41 EA1 FO004381 JFK MARS U 135145 2/25/2008 23:59 YTD 30 +
12| 57300 71000 30100 2/12/2008 9:01 EA1 FO004315 JFK MARS U 135145 2/12/2008 23:59 YTD 18 +
13| 57300 71000 30100 2/1/2008 12:20 EAL F0004238 JFK MARS U 135145 2/1/2008 23:59 YTD 18 +
14 57300 71000 30100  12/18/2007 10:43 EA1 F0O003181 JFK MARS U 135145 12/17/2007 23:59 YTD 10 +
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FINANCIAL TRANSACTION QUICK REFERENCE

The following provides a quick reference for looking up various financial transactions and information.

Howto... Banner Finance Page

How much are my expenses to date and available FGIBDST — Organization Budget Status page.
budget?

How do | find detailed transactions posted to my FGITRND — Detail Transaction Activity page
budget?

How do | find the budget status of my grant? FGIBDST — Organization Budget Status page

How do | find encumbrance information on my grant? | FGIOENC — Organizational Encumbrance List page

How do | find transaction detail for my grant? FGITRND - Detail Transaction Activity page

How do | find a summary of the inception to date FRRGITD - Grant Inception to Date report
information for my grant?

How do | find out if my purchase order encumbrance | FGIOENC — Organizational Encumbrance List page
has cleared?

Has my purchase order or MOA been paid? FGITRND — Detail Transaction Activity page

How do | find my purchase order information? FGITRND — Detail Transaction Activity page and FOIDOCH —
Document History

How do | know which expense or revenue account FTVACCT — Account Code Validation page
should be used for a particular transaction?

Page33

HR Training & Development
Revised 3/4/2019



	Structure Bookmarks
	Document
	Artifact
	Banner 9 Finance 204 Reports & Queries 
	– 
	User’s Guide 

	Revised February 2019 
	CONTENTS 
	Welcome to the Banner Finance Module .................................................................................................................................................. 3 
	Welcome to the Banner Finance Module .................................................................................................................................................. 3 
	Welcome to the Banner Finance Module .................................................................................................................................................. 3 
	Welcome to the Banner Finance Module .................................................................................................................................................. 3 
	Welcome to the Banner Finance Module .................................................................................................................................................. 3 



	Banner Help Web Site ............................................................................................................................................................3 
	Banner Help Web Site ............................................................................................................................................................3 
	Banner Help Web Site ............................................................................................................................................................3 
	Banner Help Web Site ............................................................................................................................................................3 



	Requesting Banner Finance Access ........................................................................................................................................3 
	Requesting Banner Finance Access ........................................................................................................................................3 
	Requesting Banner Finance Access ........................................................................................................................................3 
	Requesting Banner Finance Access ........................................................................................................................................3 



	Logging Into Banner................................................................................................................................................................4 
	Logging Into Banner................................................................................................................................................................4 
	Logging Into Banner................................................................................................................................................................4 
	Logging Into Banner................................................................................................................................................................4 



	Banner Landing Page/Dashboard .............................................................................................................................................................. 5 
	Banner Landing Page/Dashboard .............................................................................................................................................................. 5 
	Banner Landing Page/Dashboard .............................................................................................................................................................. 5 
	Banner Landing Page/Dashboard .............................................................................................................................................................. 5 



	Banner Finance Month End Reports .......................................................................................................................................................... 5 
	Banner Finance Month End Reports .......................................................................................................................................................... 5 
	Banner Finance Month End Reports .......................................................................................................................................................... 5 
	Banner Finance Month End Reports .......................................................................................................................................................... 5 



	Accounting Periods.................................................................................................................................................................5 
	Accounting Periods.................................................................................................................................................................5 
	Accounting Periods.................................................................................................................................................................5 
	Accounting Periods.................................................................................................................................................................5 



	Month End Closing Schedule ..................................................................................................................................................6 
	Month End Closing Schedule ..................................................................................................................................................6 
	Month End Closing Schedule ..................................................................................................................................................6 
	Month End Closing Schedule ..................................................................................................................................................6 



	Printer Set-Up .........................................................................................................................................................................7 
	Printer Set-Up .........................................................................................................................................................................7 
	Printer Set-Up .........................................................................................................................................................................7 
	Printer Set-Up .........................................................................................................................................................................7 



	Generating the Budget Status Monthly Report .............................................................................................................................. 7 
	Generating the Budget Status Monthly Report .............................................................................................................................. 7 
	Generating the Budget Status Monthly Report .............................................................................................................................. 7 
	Generating the Budget Status Monthly Report .............................................................................................................................. 7 



	Generating the Detail Activity Report........................................................................................................................................... 12 
	Generating the Detail Activity Report........................................................................................................................................... 12 
	Generating the Detail Activity Report........................................................................................................................................... 12 
	Generating the Detail Activity Report........................................................................................................................................... 12 



	Tracking Department Budgets ................................................................................................................................................................. 17 
	Tracking Department Budgets ................................................................................................................................................................. 17 
	Tracking Department Budgets ................................................................................................................................................................. 17 
	Tracking Department Budgets ................................................................................................................................................................. 17 



	The Budget Availability Status Page .....................................................................................................................................17 
	The Budget Availability Status Page .....................................................................................................................................17 
	The Budget Availability Status Page .....................................................................................................................................17 
	The Budget Availability Status Page .....................................................................................................................................17 



	The Organization Budget Status Page ..................................................................................................................................18 
	The Organization Budget Status Page ..................................................................................................................................18 
	The Organization Budget Status Page ..................................................................................................................................18 
	The Organization Budget Status Page ..................................................................................................................................18 



	Grant Information .................................................................................................................................................................................... 20 
	Grant Information .................................................................................................................................................................................... 20 
	Grant Information .................................................................................................................................................................................... 20 
	Grant Information .................................................................................................................................................................................... 20 



	Obtaining Grant Numbers ....................................................................................................................................................20 
	Obtaining Grant Numbers ....................................................................................................................................................20 
	Obtaining Grant Numbers ....................................................................................................................................................20 
	Obtaining Grant Numbers ....................................................................................................................................................20 



	Viewing Grant Activity ..........................................................................................................................................................20 
	Viewing Grant Activity ..........................................................................................................................................................20 
	Viewing Grant Activity ..........................................................................................................................................................20 
	Viewing Grant Activity ..........................................................................................................................................................20 



	Generating Grant Reports ....................................................................................................................................................22 
	Generating Grant Reports ....................................................................................................................................................22 
	Generating Grant Reports ....................................................................................................................................................22 
	Generating Grant Reports ....................................................................................................................................................22 



	Tracking Financial Transactions ............................................................................................................................................................... 26 
	Tracking Financial Transactions ............................................................................................................................................................... 26 
	Tracking Financial Transactions ............................................................................................................................................................... 26 
	Tracking Financial Transactions ............................................................................................................................................................... 26 



	Viewing Detailed Transaction Activity ..................................................................................................................................27 
	Viewing Detailed Transaction Activity ..................................................................................................................................27 
	Viewing Detailed Transaction Activity ..................................................................................................................................27 
	Viewing Detailed Transaction Activity ..................................................................................................................................27 



	Purchase Order Information.................................................................................................................................................28 
	Purchase Order Information.................................................................................................................................................28 
	Purchase Order Information.................................................................................................................................................28 
	Purchase Order Information.................................................................................................................................................28 



	Requisition/Purchase Order Life-Cycle ......................................................................................................................................... 28 
	Requisition/Purchase Order Life-Cycle ......................................................................................................................................... 28 
	Requisition/Purchase Order Life-Cycle ......................................................................................................................................... 28 
	Requisition/Purchase Order Life-Cycle ......................................................................................................................................... 28 



	Viewing Document History Information...............................................................................................................................29 
	Viewing Document History Information...............................................................................................................................29 
	Viewing Document History Information...............................................................................................................................29 
	Viewing Document History Information...............................................................................................................................29 



	Viewing Encumbrances ........................................................................................................................................................30 
	Viewing Encumbrances ........................................................................................................................................................30 
	Viewing Encumbrances ........................................................................................................................................................30 
	Viewing Encumbrances ........................................................................................................................................................30 



	Downloading Finance Data to Excel......................................................................................................................................................... 31 
	Downloading Finance Data to Excel......................................................................................................................................................... 31 
	Downloading Finance Data to Excel......................................................................................................................................................... 31 
	Downloading Finance Data to Excel......................................................................................................................................................... 31 



	Financial Transaction Quick Reference .................................................................................................................................................... 33 
	Financial Transaction Quick Reference .................................................................................................................................................... 33 
	Financial Transaction Quick Reference .................................................................................................................................................... 33 
	Financial Transaction Quick Reference .................................................................................................................................................... 33 




	WELCOME TO THE BANNER FINANCE MODULE 
	Welcome to the . This guide is designed to provide you with the information you need to successfully use the Banner Finance system to generate and print month end financial reports and view financial transactions and includes the following topics: 
	Banner Finance 204 - Reports & Queries 
	User’s Guide

	
	
	
	

	Running Month End Reports 

	
	
	

	Tracking Department Budgets 

	
	
	

	Tracking Grant Activity 

	
	
	

	Tracking Financial Transactions 

	
	
	

	Downloading Banner Finance Data to Excel 


	BANNE R HELP WEB SITE 
	Please visit the Banner Help web site at: / for information on training and documentation for Banner Student and Banner Finance, and FAQs. 
	https://sites.ewu.edu/hr/training/banner-help
	https://sites.ewu.edu/hr/training/banner-help
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	REQUE STING BANNE R FI NANCE ACCE SS 
	To obtain general Banner Finance access, you must attend the Banner Finance 201 Introduction to Finance course. To enroll, visit the Training Scheduler on the web at: 
	– 

	/ 
	/ 
	https://web.ewu.edu/trainsched
	https://web.ewu.edu/trainsched



	Once training is complete, a must be completed, approved by your department head or supervisor, and submitted to the Help Desk (fax: x7019, email ). Refer to the Banner Help web site to access the and instructions on completing the form. 
	Banner Finance Security Form 
	acc_prov@ewu.edu
	acc_prov@ewu.edu

	Banner Finance Security Form 

	LOGGING INTO BANNE R 
	The following provides instructions on accessing Banner. Access is only granted after applicable Banner Finance training courses have been completed and an access request form has been submitted. 
	NOTE: 

	1. 
	1. 
	1. 
	Launch any web browser. 

	2. 
	2. 
	Access the Banner Secure Links web page at: 
	Access the Banner Secure Links web page at: 
	Access the Banner Secure Links web page at: 
	https://sites.ewu.edu/it/services/administrative-inpageation-systems/banner/ 
	https://sites.ewu.edu/it/services/administrative-inpageation-systems/banner/ 
	https://sites.ewu.edu/it/services/administrative-inpageation-systems/banner/ 
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	3. 
	3. 
	Banner Admin Pages
	Select 
	. 


	4. 
	4. 
	If you are not already logged in via single sign-on, enter your NetID user name (this is typically your first initial and last name; for and click the button. 
	If you are not already logged in via single sign-on, enter your NetID user name (this is typically your first initial and last name; for and click the button. 
	example “dmiller”). Enter your 
	Password 
	Login and Agree 
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	If you do not know your password click on the Eastern Single Sign-on page, or contact the Help Desk at 359-2247. 
	Need your NetID or password? 






	BANNER LANDING PAGE/ DASHBOARD 
	After logging in, the Banner landing page displays. Menus, pages, and modules are selected from this screen using the search feature or icons in the left-hand column. 
	Figure
	BANNER FINANCE MONTH END REPORTS 
	The Banner Finance system provides financial information such as, how expenses are charged, general ledger activity, budget activity and other financial transactions. This information can be obtained in either printed reports or electronic files. Transaction activity may also be downloaded into Excel (refer to the section in this Guide for more information). 
	Downloading Finance Data to Excel 

	The following provides information on obtaining, generating and printing month end financial reports. 
	ACCOUNTING PE RIODS 
	Many Banner Finance pages provide the option of entering an accounting period in the key block of the page. Using an accounting period narrows the number of transactions displayed. For example, in the month of December, it is possible to view only transactions that occurred in September by using the applicable accounting period value (September = accounting period 03). 
	Accounting periods correspond with the calendar month, beginning in July as period 01. 
	Month 
	Month 
	Month 
	Month 

	Accounting Period 
	Accounting Period 


	July 
	July 
	July 

	01 
	01 


	August 
	August 
	August 

	02 
	02 


	September 
	September 
	September 

	03 
	03 


	October 
	October 
	October 

	04 
	04 


	November 
	November 
	November 

	05 
	05 


	December 
	December 
	December 

	06 
	06 


	January 
	January 
	January 

	07 
	07 


	February 
	February 
	February 

	08 
	08 


	March 
	March 
	March 

	09 
	09 


	April 
	April 
	April 

	10 
	10 


	May 
	May 
	May 

	11 
	11 


	June 
	June 
	June 

	12 
	12 



	MON TH END CLOSIN G SC HEDULE 
	For each calendar month, final financial transactions for the month are posted and the accounting period is closed. This closing date signifies the end of transaction posting for the corresponding accounting period. Accounting period month end closing dates correspond with the last date of the calendar month. 
	do not 

	This schedule is used to determine the appropriate date for running month end financial reports. For example, if the July accounting period ends August 5, run the month end reports on August 5, but indicate in the repor-07/31/18. 
	t parameters an “as
	of” date of 

	: If desired, reports may be generated at any time -. 
	Note
	with any “as
	of” date

	PRODUCING MONTH END REPORTS 
	The following provides information and instructions on producing hard copy and electronic copy month end budget reports for both summary and detailed financial transactions. 
	: It is recommended that the browser pop-up option be disabled before attempting to generate printed or electronic reports. 
	Note

	View or Download Data to Excel 
	View or Download Data to Excel 
	View or Download Data to Excel 
	View or Download Data to Excel 

	Print or Save Electronic Files 
	Print or Save Electronic Files 


	Organization Budget Status page is used to view summarized budget information for a selected organization/fund combination. This page provides the organizations budget, year-to-date activity, and available balance. 
	Organization Budget Status page is used to view summarized budget information for a selected organization/fund combination. This page provides the organizations budget, year-to-date activity, and available balance. 
	Organization Budget Status page is used to view summarized budget information for a selected organization/fund combination. This page provides the organizations budget, year-to-date activity, and available balance. 
	FGIBDST 
	– 


	This page is used to produce a printed report or electronic file of the data contained in the Organization Budget Status page. 
	This page is used to produce a printed report or electronic file of the data contained in the Organization Budget Status page. 
	FGRBDSC 
	– 



	Detail Transaction Activity page. This page provides detailed transaction activity for operating ledger accounts (the operating ledger records revenue and expenses). 
	Detail Transaction Activity page. This page provides detailed transaction activity for operating ledger accounts (the operating ledger records revenue and expenses). 
	Detail Transaction Activity page. This page provides detailed transaction activity for operating ledger accounts (the operating ledger records revenue and expenses). 
	FGITRND 
	– 


	- This page is used to produce a printed report or electronic file of the data contained in the Detail Transaction Activity page. 
	- This page is used to produce a printed report or electronic file of the data contained in the Detail Transaction Activity page. 
	FGRODTA 




	: For information on running month end reports for grant activity, refer to the section of this Guide. 
	Note
	Grant Information 

	PRIN TER SET-UP 
	In order to print month end reports from Banner Finance, printers must be configured within the Banner Finance system. A must be submitted to request printer reconfiguration. 
	Banner Print Queue Request Page 

	To access the , access the General Accounting web page: -controller/general-accounting/#gapages 
	Banner Print Request Page
	https://sites.ewu.edu/financialservices/office-of
	https://sites.ewu.edu/financialservices/office-of


	
	
	
	

	From the Pages and Instructions section select the . 
	Banner Print Access Page and Instructions


	
	
	

	Print the page and follow the directions provided. 


	GENERATING THE BUDGET STATUS MONTHLY REPORT 
	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon 
	From the Banner landing page (or using the Search icon 
	Figure
	), enter in the field. Click the page name. 
	FGRBDSC 
	Search 

	Figure


	2. 
	2. 
	Process Submission Controls Go
	Process Submission Controls Go
	The 
	page displays. Click 
	. 

	Figure


	3. 
	3. 
	Enter the following in the section of the page to generate a printed report: 
	Enter the following in the section of the page to generate a printed report: 
	Printer Control 

	Figure
	
	
	
	

	: Select the applicable department printer from the look up list: 
	Printer


	LI




	Figure
	
	
	
	

	: Enter in order for data on the report to print properly. 
	Lines
	44 



	: To generate and save an electronic version rather than a printed copy of the report, enter the following: 
	Note

	
	
	
	

	PrinterDATABASE
	: Enter 
	. 


	
	
	

	: Enter . 
	Lines
	55



	4. 
	4. 
	4. 
	Enter the following in the fields in the section of the page. : Use the down arrow key on the keyboard to move from field to field. 
	Enter the following in the fields in the section of the page. : Use the down arrow key on the keyboard to move from field to field. 
	Values 
	Parameter Values 
	Note

	
	
	
	

	: Enter the two-digit current fiscal year (for example enter for the fiscal year beginning July 2017) 
	Fiscal Year
	18 


	
	
	

	(for Eastern Washington University’s chart of accounts). 
	Chart of Accounts
	: Enter capital letter 
	E 
	This field is case-sensitive. 


	
	
	

	: Enter the applicable six-digit Fund code or leave blank for all funds. 
	From Fund Code


	
	
	

	: Enter the department Organization code. 
	From Organization Code


	
	
	

	: This field is optional. To generate a report with only specific Account activity, enter the desired Account code (for example Account 71400 for supplies), otherwise leave blank. 
	From Account Code


	
	
	

	: Enter the desired date, or the last day of the month for the desired accounting period using the following format; MM/DD/YY (for example 07/31/18). 
	As of Date






	Figure
	: Use the pagination controls at the bottom of the section to view additional fields: 
	Note
	Parameter Values 

	Figure
	5. 
	5. 
	5. 
	If desired, the parameters selected can be saved for future retrieval in the section of the page. Select the check-box, enter a unique name (such as July Budget Summary) in the field, and a description of the report in the field (such as your department name). 
	If desired, the parameters selected can be saved for future retrieval in the section of the page. Select the check-box, enter a unique name (such as July Budget Summary) in the field, and a description of the report in the field (such as your department name). 
	Submission 
	Save Parameter Set as 
	Name 
	Description 

	: Entering data in this section is optional, however, you must click one of the fields in this section prior to saving. 
	Note

	Figure


	6. 
	6. 
	Click the icon in the bottom right-hand corner: 
	Click the icon in the bottom right-hand corner: 
	Save 

	Figure
	
	
	
	

	If a printed report was selected the report will print at the designated printer. No further steps are necessary. 




	7. 
	7. 
	If a database report was selected, click in the menu bar. Select the option. 
	If a database report was selected, click in the menu bar. Select the option. 
	Related 
	Review Output 

	Figure


	8. 
	8. 
	The page displays. Double click in the field. The dialog box displays. 
	The page displays. Double click in the field. The dialog box displays. 
	Saved Output Review 
	File Name 
	Available Files 

	Figure


	9. 
	9. 
	Double click the file name with the file extension in the list displayed. 
	.lis 


	10. 
	10. 
	The view output displays: 
	The view output displays: 
	Figure
	: Use the pagination controls at the bottom of the to view additional report data: 
	Note
	page 

	Figure


	11. 
	11. 
	The electronic file displayed may be saved. The following steps pertain to saving an electronic file. 

	12. 
	12. 
	Tools Show Document (Save and Print File)
	Tools Show Document (Save and Print File)
	Click 
	in the menu bar and select 
	. 

	Figure


	13. 
	13. 
	A system message displays in the . Click . 
	A system message displays in the . Click . 
	Notification Center
	Yes

	Figure


	14. 
	14. 
	A new browser window displays with the output data. 
	A new browser window displays with the output data. 
	Figure


	15. 
	15. 
	Bookmark the page to save as a web page, or save the file as a text file: 
	Bookmark the page to save as a web page, or save the file as a text file: 
	
	
	
	

	Depending on the browser used, steps to save the output will be different. For Firefox click the icon: 
	Depending on the browser used, steps to save the output will be different. For Firefox click the icon: 
	Open Menu 

	. 
	Save page asCustomize and Control Google Chrome More Tools Save page as. 
	Select 
	. For Chrome select the 
	icon: 
	. Select 
	then select 

	Figure


	
	
	

	Follow normal steps to name and save the report as a text file. 





	GENERATING THE DE TAI L ACTIVITY REPORT 
	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon 
	From the Banner landing page (or using the Search icon 
	Figure


	), enter in the field. Click the page name. 
	), enter in the field. Click the page name. 
	FGRODTA 
	Search 



	Figure
	2. 
	2. 
	2. 
	Process Submission Controls Go
	Process Submission Controls Go
	The 
	page displays. Click 
	. 

	Figure


	3. 
	3. 
	Enter the following in the section of the page to generate a printed report: 
	Enter the following in the section of the page to generate a printed report: 
	Printer Control 

	Figure
	L
	LI
	
	

	: Select the applicable department printer from the look up list: 
	: Select the applicable department printer from the look up list: 
	Printer

	Figure


	
	
	

	: Enter in order for data on the report to print properly. 
	Lines
	44 






	: To generate and save an electronic version rather than a printed copy of the report, enter the following: 
	Note

	
	
	
	

	PrinterDATABASE
	: Enter 
	. 


	
	
	

	: Enter . 
	Lines
	55



	4. 
	4. 
	4. 
	Enter the following in the section of the page. 
	Parameter Values 


	5. 
	5. 
	Enter the following in the fields in the section of the page. : Use the down arrow key on the keyboard to move from field to field. 
	Enter the following in the fields in the section of the page. : Use the down arrow key on the keyboard to move from field to field. 
	Values 
	Parameter Values 
	Note

	
	
	
	

	: Enter the two-digit current fiscal year (for example enter for the fiscal year beginning July 2017) 
	Fiscal Year
	18 


	
	
	

	: Enter capital letter (for Eastern Washington UniverThis field is case sensitive. 
	Chart of Accounts
	E 
	sity’s chart of accounts). 


	
	
	

	: Enter the department Organization code. 
	From Organization Code


	
	
	

	: Enter the applicable six-digit Fund code or leave blank for all funds. 
	From Fund Code


	
	
	

	: This field is optional. To generate a report with only specific Account activity, enter the desired Account code (for example Account 71400 for supplies), otherwise leave blank. 
	From Account Code


	
	
	

	: Enter the desired date, or the first day of the month for the desired accounting period using the following format; MM/DD/YY (for example 07/01/18). 
	From Date


	
	
	

	: Enter the desired date, or the last day of the month for the desired accounting period using the following format; MM/DD/YY (for example 07/31/18). 
	To Date


	
	
	

	Include Accrual for Last PrdY
	: Enter 
	. 


	
	
	

	Print Organization Totals: Y
	Enter 
	. 


	
	
	

	Commitment TypeU
	: Enter 
	. 






	Figure
	: Use the pagination controls at the bottom of the section to view additional fields: 
	Note
	Parameter Values 

	Figure
	6. 
	6. 
	6. 
	If desired, the parameters selected can be saved for future retrieval in the section of the page. Select the check-box, enter a unique name (such as July Budget Detail) in the field, and a description of the report in the field (such as your department name). 
	If desired, the parameters selected can be saved for future retrieval in the section of the page. Select the check-box, enter a unique name (such as July Budget Detail) in the field, and a description of the report in the field (such as your department name). 
	Submission 
	Save Parameter Set as 
	Name 
	Description 

	: Entering data in this section is optional, however, you must click one of the fields in this section prior to saving. 
	Note

	Figure


	7. 
	7. 
	Click the icon in the bottom right-hand corner: 
	Click the icon in the bottom right-hand corner: 
	Save 

	Figure
	
	
	
	

	If a printed report was selected the report will print at the designated printer. No further steps are necessary. 




	8. 
	8. 
	If a database report was selected, click in the menu bar. Select the option. 
	If a database report was selected, click in the menu bar. Select the option. 
	Related 
	Review Output 

	Figure


	9. 
	9. 
	The page displays. Double click in the field. The dialog box displays. 
	The page displays. Double click in the field. The dialog box displays. 
	Saved Output Review 
	File Name 
	Available Files 

	Figure


	10. 
	10. 
	Double click the file name with the file extension in the list displayed. 
	.lis 


	11. 
	11. 
	The view output displays. 
	The view output displays. 
	Figure
	: Use the pagination controls at the bottom of the to view additional report data: 
	: Use the pagination controls at the bottom of the to view additional report data: 
	: Use the pagination controls at the bottom of the to view additional report data: 
	Note
	page 






	Figure
	12. 
	12. 
	12. 
	The electronic file displayed may be saved. The following steps pertain to saving an electronic file. 

	13. 
	13. 
	Tools Show Document (Save and Print File)
	Tools Show Document (Save and Print File)
	Click 
	in the menu bar and select 
	. 

	Figure


	14. 
	14. 
	A system message displays in the . Click . 
	A system message displays in the . Click . 
	Notification Center
	Yes

	Figure


	15. 
	15. 
	A new browser window displays with the output data. 
	A new browser window displays with the output data. 
	Figure


	16. 
	16. 
	Bookmark the page to save as a web page, or save the file as a text file: 
	Bookmark the page to save as a web page, or save the file as a text file: 
	
	
	
	

	Depending on the browser used, steps to save the output will be different. For Firefox click the icon: 
	Depending on the browser used, steps to save the output will be different. For Firefox click the icon: 
	Open Menu 

	. 
	Save page asCustomize and Control Google Chrome Save page as. 
	Select 
	. For Chrome select the 
	icon: select 

	Figure
	. Select then 
	More Tools 



	
	
	

	Follow normal steps to name and save the report as a text file. 





	TRACKING DEPARTMENT B UDGETS 
	The following pages are used to track budget information. 
	
	
	
	

	- The Budget Availability Status page provides current information for adjusted budget, and year-to-date activity. This page is used to ensure an adequate balance for transaction processing. 
	FGIBAVL 


	
	
	

	- The Organization Budget Status page provides budget availability information by organization (or department). 
	FGIBDST 



	THE BUDGE T AVAILABILITY STATUS PAGE 
	1 
	1 
	1 
	From the Banner landing page (or using the Search icon 
	From the Banner landing page (or using the Search icon 
	Figure
	), enter in the field. Click the page name. 
	FGIBAVL 
	Search 

	Figure


	2 
	2 
	The page displays. Enter the following in the key block: 
	The page displays. Enter the following in the key block: 
	Budget Availability Status 

	
	
	
	

	(for Eastern Washington University’s chart of accounts). 
	Chart of Accounts
	: Enter capital letter 
	E 
	This field is case sensitive. 


	
	
	

	: Enter the two-digit current fiscal year (for example enter for the fiscal year beginning July 2017) 
	Fiscal Year
	18 


	
	
	

	: Enter the applicable six-digit Index Code (the Fund, Organization, and Program code values default when the Index Code is entered). 
	Index


	
	
	

	: An Account code value must be entered. Enter the desired Account code (for example; 700 for Direct Expenses). 
	Account






	Figure
	3. 
	3. 
	3. 
	Click to view the data. 
	Go 



	Figure
	THE ORGANIZATION BUD GET STATUS PAGE 
	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon 

	LI

	), enter in the field. Click the page name. 
	FGIBDST 
	Search 

	Figure
	2. 
	2. 
	2. 
	The page displays. Enter the following in the key block: 
	The page displays. Enter the following in the key block: 
	Organization Budget Status 

	
	
	
	

	(for Eastern Washington University’s chart of accounts). 
	Chart of Accounts
	: Enter capital letter 
	E 
	This field is case sensitive. 


	
	
	

	: Enter the two-digit current fiscal year (for example enter for the fiscal year beginning July 2017) 
	Fiscal Year
	18 


	
	
	

	: Enter the applicable six-digit Index Code (the Fund, Organization, and Program code values default when the Index Code is entered). 
	Index


	
	
	

	: Deselect the check-box unless the fund receives revenue. 
	Include Revenue Accounts






	Figure
	3. 
	3. 
	3. 
	Click to view the data. 
	Go 


	4. 
	4. 
	To view additional detailed activity, double click on the desired record (for example; Account 71400). 

	5. 
	5. 
	Related Transaction Detail Information
	Related Transaction Detail Information
	Click 
	in the menu bar, and select 
	. 

	Figure


	6. 
	6. 
	The - page displays. The query returns data displayed based on the record selected. 
	FGITRND 
	Detail Transaction Activity 



	Figure
	GRANT INFORMATION 
	The following provides instructions on grant activity. For detailed grant transaction activity, use the page. Refer to the section in this Guide for instructions. 
	FGITRND 
	– 
	Detail Transaction Activity 
	Tracking Financial Transactions 

	OBTAINING GRANT NUMBERS 
	In order to generate a grant report, the grant number must be obtained. The following provides information on obtaining a grant code. 
	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon ), enter in the field. Click the page name. 
	From the Banner landing page (or using the Search icon ), enter in the field. Click the page name. 
	Figure
	FRIGRNT 
	Search 

	Figure


	2. 
	2. 
	The page displays. Enter the grant name or a partial name (using wild card characters if applicable) in the field. : Other fields may be used to query. Press F8 to execute or . 
	The page displays. Enter the grant name or a partial name (using wild card characters if applicable) in the field. : Other fields may be used to query. Press F8 to execute or . 
	Grant Code Inquiry 
	Grant Title 
	Note
	Go

	Figure


	3. 
	3. 
	Depending on the search criteria entered, a list matching the search criteria displays. Note the applicable grant number in the results. 
	. Use the pagination controls at the bottom of the page to scroll through the results



	Figure
	VIEWING GRANT ACTIVI TY 
	To view detailed grant activity, use the page (). Refer to the section in this Guide for instructions on using this page. 
	Detail Transaction Activity 
	FGITRND
	Tracking Financial Transactions 

	The - page provides account type information, including adjusted budgets, inception-to-date actual activity, encumbrance, and available balance amounts. The following provides instructions on using this page. 
	FRIGITD 
	Grant Inception to Date 

	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon 
	From the Banner landing page (or using the Search icon 
	Figure
	), enter in the field. Click the page name. 
	FRIGITD 
	Search 

	Figure


	2. 
	2. 
	The page displays. Enter the following in the key block: 
	The page displays. Enter the following in the key block: 
	Grant Inception to Date 

	
	
	
	

	Enter the desired grant number. 
	Grant: 


	
	
	

	: Enter the applicable Index Code. 
	Index






	Figure
	3. 
	3. 
	3. 
	Click to display the data in the information block. 
	Go 



	Figure
	GENERATING GRANT REP ORTS 
	The page is used to produce a printed report or electronic file of the grant data. This report provides inception to date grant information across fiscal years (if applicable). The following provides instructions on producing a printed report and electronic copy of the report. 
	FRRGITD 

	: It is recommended that the browser pop-up option be disabled before attempting to generate a printed or electronic report. 
	Note

	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon 
	From the Banner landing page (or using the Search icon 
	), enter in the field. Click the page name. 
	Figure
	FRRGITD 
	Search 




	L
	LI
	2. 
	2. 
	Process Submission Controls Go
	Process Submission Controls Go
	The 
	page displays. Click 
	. 

	Figure


	3. 
	3. 
	Enter the following in the section of the page to generate a printed report: 
	Enter the following in the section of the page to generate a printed report: 
	Printer Control 

	Figure
	
	
	
	

	: Select the applicable department printer from the look up list: 
	: Select the applicable department printer from the look up list: 
	Printer

	Figure
	Figure


	
	
	

	: Enter in order for data on the report to print properly. 
	Lines
	44 






	: To generate and save an electronic version rather than a printed copy of the report, enter the following: 
	Note

	
	
	
	

	PrinterDATABASE
	: Enter 
	. 


	
	
	

	: Enter . 
	Lines
	55



	4. 
	4. 
	4. 
	Enter the following in the fields in the section of the page. : Use the down arrow key on the keyboard to move from field to field. 
	Enter the following in the fields in the section of the page. : Use the down arrow key on the keyboard to move from field to field. 
	Values 
	Parameter Values 
	Note

	
	
	
	

	: Enter capital rt of accounts). This field is case sensitive. 
	Chart of Accounts
	E 
	(for Eastern Washington University’s cha


	
	
	

	: The grant inception date is required to obtain prior fiscal year information. Enter the applicable date using the following format; MM/DD/YY (for example 07/01/18). 
	As of Date


	
	
	

	: Enter for a range of grants or for a specific grant. 
	Enter Grant Option
	R 
	S 


	
	
	

	: If is entered in the field, enter the starting grant number. 
	Grant From
	R 
	Enter Grant Option 


	
	
	

	: If is entered in the field, enter the ending grant number. 
	Grant To
	R 
	Enter Grant Option 


	
	
	

	: If is entered in the field, enter the desired grant number. 
	Specific Grants
	S 
	Enter Grant Option 






	Figure
	5. 
	5. 
	5. 
	If desired, the parameters selected can be saved for future retrieval in the section of the page. Select the check-box, enter a unique name (such as July Budget Summary) in the field, and a description of the report in the field (such as your department name). 
	If desired, the parameters selected can be saved for future retrieval in the section of the page. Select the check-box, enter a unique name (such as July Budget Summary) in the field, and a description of the report in the field (such as your department name). 
	Submission 
	Save Parameter Set as 
	Name 
	Description 

	: Entering data in this section is optional, however, you must click one of the fields in this section prior to saving. 
	Note

	Figure


	6. 
	6. 
	Click the icon in the bottom right-hand corner: 
	Click the icon in the bottom right-hand corner: 
	Save 

	Figure
	
	
	
	

	If a printed report was selected the report will print at the designated printer. No further steps are necessary. 




	7. 
	7. 
	If a database report was selected, click in the menu bar. Select the option. 
	If a database report was selected, click in the menu bar. Select the option. 
	Related 
	Review Output 

	Figure


	8. 
	8. 
	The page displays. Double click in the field. The dialog page displays. 
	Saved Output Review 
	File Name 
	Available Files 


	9. 
	9. 
	Double click the applicable file name with the file extension in the list displayed. 
	Double click the applicable file name with the file extension in the list displayed. 
	.lis 

	. 


	10. 
	10. 
	The view output displays. 
	The view output displays. 
	Figure


	11. 
	11. 
	The electronic file displayed may be saved. The following steps pertain to saving an electronic file. 

	12. 
	12. 
	Tools Show Document (Save and Print File)
	Tools Show Document (Save and Print File)
	Click 
	in the menu bar and select 
	. 

	Figure


	13. 
	13. 
	A system message displays in the . Click . 
	A system message displays in the . Click . 
	Notification Center
	Yes

	Figure


	14. 
	14. 
	A new browser window displays with the output data. 
	A new browser window displays with the output data. 
	Figure


	15. 
	15. 
	Bookmark the page to save as a web page, or save the file as a text file: 
	Bookmark the page to save as a web page, or save the file as a text file: 
	
	
	
	

	Depending on the browser used, steps to save the output will be different. For Firefox click the icon: 
	Depending on the browser used, steps to save the output will be different. For Firefox click the icon: 
	Open Menu 
	Figure

	. Select 
	Save page asCustomize and Control Google Chrome More Tools Save page as. 
	. For Chrome select the 
	icon: 
	. Select 
	then select 

	Figure


	
	
	

	Follow normal steps to name and save the report as a text file. 





	TRACKING FINANCIAL T RANSACTIONS 
	Various financial transactions can be identified by the Account code associated with the transaction. The following provides description of Account codes that may be used to identify specific financial transactions. For a complete list of Banner Account codes, use the Account Code Validation page. 
	FTVACCT 
	– 

	Banner Account Code 
	Banner Account Code 
	Banner Account Code 
	Banner Account Code 

	Description 
	Description 


	71210 
	71210 
	71210 

	Purchased Services - Maintenance 
	Purchased Services - Maintenance 


	71221 
	71221 
	71221 

	Purchased Services Software Maint 
	Purchased Services Software Maint 
	– 



	71400 
	71400 
	71400 

	Supplies 
	Supplies 



	71410 
	71410 
	71410 
	71410 

	Printing 
	Printing 


	71411 
	71411 
	71411 

	Printing - Copier 
	Printing - Copier 


	71420 
	71420 
	71420 

	Telephone 
	Telephone 


	71600 
	71600 
	71600 

	Equipment, Small and Attractive 
	Equipment, Small and Attractive 


	71710 
	71710 
	71710 

	Interstate Per Diem 
	Interstate Per Diem 


	71730 
	71730 
	71730 

	Private Auto Mileage 
	Private Auto Mileage 



	VIEWING DETAILED TRA NSACTION ACTIVITY 
	To view specific transactions, use the page. 
	FGITRND 
	– 
	Detail Transaction Activity 

	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon 

	LI

	), enter in the field. Click the page name. 
	FGITRND 
	Search 

	Figure
	2. 
	2. 
	2. 
	Enter the following in the key block. 
	Enter the following in the key block. 
	
	
	
	

	: Enter capital letter . This field is case sensitive. 
	COA
	E


	
	
	

	: Enter the applicable fiscal year (for example; 18 for fiscal year beginning July 1, 2017). 
	Fiscal Year


	
	
	

	: Enter the applicable six-digit Index Code. 
	Index


	
	
	

	: Enter the desired Account code (for example for supplies), otherwise leave blank for all Accounts. 
	Account
	71400 


	
	
	

	: To view specified transactions for a specific month (period), enter the desired period (for example; 1 = July, 2 = August, 3 = September, etc.). If the field is left blank, all specified transactions for the entire fiscal year will display. 
	Period
	Period 





	3. 
	3. 
	Click 
	Click 
	Go 

	Figure


	4. 
	4. 
	The section displays. If desired, enter data (or partial data and the wildcard %) in the field(s) displayed to further filter the query. For example; 71400 in the field. 
	The section displays. If desired, enter data (or partial data and the wildcard %) in the field(s) displayed to further filter the query. For example; 71400 in the field. 
	Basic Filter 
	Account 

	Figure


	5. 
	5. 
	Click or F8 to execute the query and display transactions. 
	Click or F8 to execute the query and display transactions. 
	Go 

	Figure
	
	
	
	

	Use the pagination controls at the bottom of the page to view additional lines of data. 




	6. 
	6. 
	If desired, once the query has been executed, a new query (by Account) can be entered. 

	7. 
	7. 
	Click . The section displays. If desired, enter data (or partial data and the wildcard %) in the field(s) displayed to further filter the query. 
	Click . The section displays. If desired, enter data (or partial data and the wildcard %) in the field(s) displayed to further filter the query. 
	Filter
	Basic Filter 

	Figure


	8. 
	8. 
	Click or F8 to execute the query and display transactions. 
	Go 



	PURCH ASE ORDER INFORMATION 
	The following section provides various information and tools for viewing, tracking and reconciling purchasing transactions. 
	REQUISITION/PURCHASE ORDE R LIFE -CYCLE 
	s important to understand the “lifecycle” of a requisition. The “lifecycle” describes what happens to a requisition from start to finish. The following is an example of a requisition’s life
	In order to reconcile purchase orders, it i
	-
	-
	-cycle. 

	
	
	
	

	A department creates an online requisition for a new computer. 

	
	
	

	After the requisition is created, saved, sent to the Approver, and approved, it creates a “reserve” against the 
	Index entered on the requisition. 


	
	
	

	A Buyer in the Purchasing department converts the approved requisition into a purchase order. This process liquidates the reserve and creates an encumbrance for the amount of the purchase order (which may be a different amount than the amount of the requisition due to shipping and handling charges, taxes, special discounts applied, or sale prices, etc.). 

	
	
	

	After the purchase order is sent to the vendor, and the order is filled and received, the vendor invoices the University. The Accounts Payable department receives the vendor invoice and enters the invoice into Banner Finance. This transaction liquidates the encumbrance. 

	
	
	

	A check is issued to the vendor. 


	VIEWING DOCUMEN T HIS TORY INFORMATION 
	The page provides additional access to the source documents (purchase orders, invoices, checks, etc.) that display in the page. The following provides instructions on viewing additional source document information in the page. 
	FOIDOCH 
	– 
	Document History 
	FOIDOCH 
	– 
	Document History 

	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon 

	LI

	), enter in the field. Click the page name. 
	FOIDOCH 
	Search 

	Figure
	2. 
	2. 
	2. 
	The page displays. Enter the following data: 
	The page displays. Enter the following data: 
	Document History 

	
	
	
	

	: Enter the applicable document type (for example: PO for purchase order, REQ for requisition), or use the look-up list by clicking on the look-up icon at the end of the field: and 
	: Enter the applicable document type (for example: PO for purchase order, REQ for requisition), or use the look-up list by clicking on the look-up icon at the end of the field: and 
	Document Type
	Figure

	searching the list: 
	Document Type 

	Figure


	
	
	

	: Enter the applicable document code. The - page can be used to obtain document codes, or use the look-up list by clicking on the look-up icon at the end of the field. 
	Document Code
	FGITRND 
	Detail Transaction Activity 





	3. 
	3. 
	Click to view the data. 
	Click to view the data. 
	Go 

	Figure


	4. 
	4. 
	To view additional information on a specific document type, click in the desired document number field (for example; the requisition document type or invoice document type). 

	5. 
	5. 
	Click Rin the menu bar and select the applicable option from the list. For requisition information select . For all other document types, select . 
	Click Rin the menu bar and select the applicable option from the list. For requisition information select . For all other document types, select . 
	elated 
	Requisition Info
	Query Document

	Figure
	
	
	
	

	The corresponding page displays. Click to display the source document information. 
	Go 


	
	
	

	Use the pagination controls on each page to view all data/information. 





	. 
	VIEWING ENCUMBRAN CES 
	To view all existing encumbrances, by department, use the page. 
	FGIOENC 
	– 
	Organizational Encumbrance List 

	Figure
	1. 
	1. 
	1. 
	From the Banner landing page (or using the Search icon ), enter in the field. Click the page name. 
	From the Banner landing page (or using the Search icon ), enter in the field. Click the page name. 
	FGIOENC 
	Search 

	Figure


	2. 
	2. 
	The page displays. Enter the following data in the key block: 
	The page displays. Enter the following data in the key block: 
	Organizational Encumbrance List 

	
	
	
	

	: Enter . This field is case sensitive. 
	COA
	E


	
	
	

	: Enter the applicable fiscal year (for example; 18 for fiscal year beginning July 1, 2017). 
	Fiscal Year


	
	
	

	: Enter the applicable six-digit Index Code. 
	Index






	Figure
	3. 
	3. 
	3. 
	Click to view data. Use the pagination controls on the page to view all data 
	Go 



	Figure
	DOWNLOADING FINANCE D ATA TO EXCEL 
	Financial data in various Banner pages can be downloaded into Microsoft Excel spreadsheets. This allows data to be sorted and saved and assists in reconciling department financial transactions. The following provides instructions on downloading Banner Finance data to Excel. 
	1. 
	1. 
	1. 
	Access the desired Banner page. For example the - page. 
	Access the desired Banner page. For example the - page. 
	FGITRND 
	Detail Transaction Activity 

	Figure


	2. 
	2. 
	Click the menu option. Select . 
	Click the menu option. Select . 
	Tools 
	Export

	Figure
	
	
	
	

	Depending on the browser used, the Excel file may display in the system tray, or a file download dialog box may display. 




	3. 
	3. 
	Financial data from the selected page displays in an Excel file. : When saving the Excel file, the file type defaults to CSV (comma delimited). Be sure to save the files as an Excel Workbook. 
	Note



	Figure
	FINANCIAL TRANSACTIO N QUICK REFERENCE 
	The following provides a quick reference for looking up various financial transactions and information. 
	How to . . . 
	How to . . . 
	How to . . . 
	How to . . . 

	Banner Finance Page 
	Banner Finance Page 


	How much are my expenses to date and available budget? 
	How much are my expenses to date and available budget? 
	How much are my expenses to date and available budget? 

	Organization Budget Status page. 
	Organization Budget Status page. 
	FGIBDST 
	– 



	How do I find detailed transactions posted to my budget? 
	How do I find detailed transactions posted to my budget? 
	How do I find detailed transactions posted to my budget? 

	Detail Transaction Activity page 
	Detail Transaction Activity page 
	FGITRND 
	– 



	How do I find the budget status of my grant? 
	How do I find the budget status of my grant? 
	How do I find the budget status of my grant? 

	Organization Budget Status page 
	Organization Budget Status page 
	FGIBDST 
	– 



	How do I find encumbrance information on my grant? 
	How do I find encumbrance information on my grant? 
	How do I find encumbrance information on my grant? 

	Organizational Encumbrance List page 
	Organizational Encumbrance List page 
	FGIOENC 
	– 



	How do I find transaction detail for my grant? 
	How do I find transaction detail for my grant? 
	How do I find transaction detail for my grant? 

	Detail Transaction Activity page 
	Detail Transaction Activity page 
	FGITRND 
	– 



	How do I find a summary of the inception to date information for my grant? 
	How do I find a summary of the inception to date information for my grant? 
	How do I find a summary of the inception to date information for my grant? 

	Grant Inception to Date report 
	Grant Inception to Date report 
	FRRGITD 
	– 



	How do I find out if my purchase order encumbrance has cleared? 
	How do I find out if my purchase order encumbrance has cleared? 
	How do I find out if my purchase order encumbrance has cleared? 

	Organizational Encumbrance List page 
	Organizational Encumbrance List page 
	FGIOENC 
	– 



	Has my purchase order or MOA been paid? 
	Has my purchase order or MOA been paid? 
	Has my purchase order or MOA been paid? 

	Detail Transaction Activity page 
	Detail Transaction Activity page 
	FGITRND 
	– 



	How do I find my purchase order information? 
	How do I find my purchase order information? 
	How do I find my purchase order information? 

	Detail Transaction Activity page and Document History 
	Detail Transaction Activity page and Document History 
	FGITRND 
	– 
	FOIDOCH 
	– 



	How do I know which expense or revenue account should be used for a particular transaction? 
	How do I know which expense or revenue account should be used for a particular transaction? 
	How do I know which expense or revenue account should be used for a particular transaction? 

	Account Code Validation page 
	Account Code Validation page 
	FTVACCT 
	– 









