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Training Level — What you need to know

* This training is a Level 1 course for users who are just
beginning to use Banner Finance or who want to
know more.

* The following courses should be taken before or in
conjunction with this course:
1) Finance Training 1.10 — Financial Responsibilities
2) Finance Training 1.20 -Accessing Banner Finance and Basic
Navigation

3) Finance Training 1.30-Understanding the FOAPAL Chart of
accounts system



Training Objectives

This training will provide an explanation of how to open and use
the information provided by the following Banner Finance
Inquiry Forms:

FGIBDST - Organization Budget Status

FGIBSUM - Organization Budget Summary

FGIOENC - Organizational Encumbrance List

FGIENCD - Encumbrance Detail Activity

FGITRND - Transaction Detail Activity

FGIDOCR - Detail Document Data

FGIBDSR — Executive Summary (Operating Budget and Actual)
FGITBSR — Trial Balance (General Ledger Balance Sheet)



Oracle Developer Forms Runtime - Web: Open = FGIBDST

File Edit Cptions Block Itermm Becord Query Tools Hela ORACLE
(BYERAEBE ¥% BN Q& RRISH ¢4 1LO.1X

"B Organization Budget Status FGIBLST S.d (PROD i e T T T

Chart: EE,—— Default Value is Q Organization: | + Enter your Fund and
Iig —

Organization Code

Fiscal Year: E@—Defaultis Current Fiscal  Fund:
Index: E ‘I’EEIr Program: E

. v

[ Query Specific Account Account: D

¥ Include Revenue Accounts Account Type: ]

Activity: [3

Commit Type: |Both v Location: i
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

| ¥

S0 S -
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FGIBDST Form-Process a Query

Oracle Developer Forms Runtime - Web: Open = FGIBDST

EBX
ORACLE

File Edit Options Block Item Record Query Tools Help

= HE‘@@-[%L?{E[ Bd (G BB FE Gl &S @001 X

g Organization Budget Stat FGIBD 8.4 (PROD) -

Chart: EF Organization: 51200 [T General sccounting
Fiscal rYear: 11 [T Fund: 10000 [T State appropriated General Fund
Index: 4 Program: [*]
- -
[ Query Specific Account Account: [_

Account Type: [T

4 Include Revenue Accounts

1]

Fecord: 1522

Dup temn for Detail, Count Query for Oran. Summary, Dup Rec for Encum. List

| | =osC=

Activity: [*]

Commit Type: Location: [*]
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
[s2220 [L | [administrative Exempt Full | 175,530.00 | 145,252.22 | 29,255.00 | 1,022.78 -
|s2720 L [Fringe Full-administrative | 47,393.08 | 39,218.15 | 7,808.85 | 276.08
|sz220 L [classified Regular FT wage | 342,904.00 | 285,054.53 | 57,150.66 | 608,81
[s3720 [L | [Fringe Full-classified | 02,584.04 | 76,964.74 | 15,430,658 | 188.62
|67a1n L [BUDGET =al & Fringe Budag: | 7.00| .00 .00 7.00
[7zoe0 e [BUDGET cantingency | 10z.00 | .00 .00 102.00
[72137 [e [coffee and water Services | 0.00 | z0.00 | 0.0 | -100.00 —
[7z160 [ [office Equipment Maintenar | 0.00| £5.30 | 0.00| -68.30
[7z210 [ [office Supplies | 2,500.00 | 142.83 | 0.00| 2,357 .17
[722z20 [E [Postage | 0.00 | 8.25|| 0.00 | -8.25
|7zz50 e [contra Expense Supplies | 0.00| -3.50| .00 3.50
|7zzs0 e [Books and Subscriptions e | 0.00| 475.00 | .00 -475.00 -
MNet Total: | -666,145.12 | -551,011.89 | 109,815.159 |
=

'S start

[ 'E'i Time Tr...
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FGIBSUM Form = Process a Query

4| Oracle Developer Famms Runfime - Web: Cpen » FOI

- e —
.[-IILI Ed# Options Block [tem Becord Query Toal: Help

Chart of Accounts: |© = Organication: %1200 -

anaral Acoduntng Commit Indicator:
Fiscal Year: iz | " Fund: 10000 ol State Sporopnated General Fund
hocount Type Adjusted Bapdget YTD Ackivity Commitmants Avallable Balance
Labar BET 43850 SO0, 291 16867960 B, 334 68
Carect Expendiduras 23 ,047.00 Z461.18 (1] 10,585 .82
Transfers
Nels Fevende minus
“.uhqr + Exponse + T'l‘“il"'r TiD 48550 521 ,693.12

Total Commitments: LB H/ER




_i-| Oracle Developer Forms Runtime - Web: Open > FGIOCHIE T
IlF_.'n Edit Qptions Block
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FGIOENC Form — Process a Query

o[ BeaEEs 39 B0
B ganizanonal Encumbrarice List FGICENC &0.0.1 (PROD)

Chart:
Flscal Year:

Encumbrance
lPoca16
[Pocn1697
lpon11757
|POOL17TS
{PoG12310
[PR1ZO0OL
[PR1z0001
[pr1ZO00L
PR12000L

lai= Index: *

. |[w
i

Yendor
Abdolute Cool Commarcisl Rafrgeraton

|FadEx

Tundras Spaciatbas

Whalay Foodservice Repssrs Inc

|Ceritas Coarp NC 2

jtarm Becord Query Tools Help

@& B

Crganlzation: $7000 |~ Dining Services Operations
Fund:

Item

-AR-I N AN - -

FEGH00 * Auvikary Housing, Dining, LG

Proqg Acty Locn
e -

fa200
{2200
o200
{9200
[azn0
[azn0
[oz00
9200

T

Amaunt Coammit Type

&6, 23254
20,55 44
L TR R ]
1951752

U

== 0E EEE S S S
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FGIENCD Form — Process a Query

Eila Edit t Block Jbem Eecord Query Tools Help
Ey0 BERE %Y 906 & & AR Sa& < @ | @ X
Encumbrance; [Poo1nee7 ¥ Encumbrance Period;
Description: Fedix Clatus: O Twype: P
Date Establishied: |27-Jun-2011  Balanoe: 179,71 vendor: - ot
Ttemiz . 0 Detwment Adgunbag Diitnbution
Encumbrance
maticn PIENCE i scal Year; |12 e ol Indicator; U B
Information | = Fiscal ¥ Status C it Indicato
Lo Index Fund OFgn Aot Pring Aty Lo Praj
b 2E00% &7000 72130 200 Encurmbrancs,
a i i i -
Encumbrance: 300,00 Liguidation: 120,29  Balance:; 179,71 - — fquidation. and
Balance
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
O1-JUL-2001 |FORD FOD1L657 1 300,00 | 300.00
02-AUG-2011 |INET 10217097 20,58 279.44
F= T r T . T
Relofed 3-ALG-2011 1ME1 10217270 502 a2
Transachions [w.ocr-zon iNE 10222505 1%, 5020
— |7 -NO- 2011 |1mMET 10224542 15,80 22148
1S-NOA- 2011 |INE] 102 25459 ] =181 [ J08.87
Bh-1AN-2012 [anen 10231058 -k FLR IS |
|La-rep-2012 1NE1 102azaM 8,11 15510
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FGITRND-Access from FGIBDST

The easiest way to access the FGITRND Transaction Detail form is from FGIBDST:

! Eilg Eo Qpbons chk [rtem Beccrd Query Tools Hedo
Bl Sag 9 D66 & & B S 2 | § X
Chart 1K \ Organization: ¥
Flacal Year: x| Fund: 1156304 = Crate Appropnated Ganoval Fu
I i Progranc -
o : . Apon ks -
Aroount Type: -
Activity: ¥
Canwmil Typi: Lisialidghn: -
Aooomnt Type Title Adjusted Bodget wWTO Activity Commitments Avallable Balamoe
TG0 I BUDGET RaalisoationNew | 10726090 0,00 0.0 | 107, 20608.00 -
304 bt |BUDGET Cifses far Transfar TR R o 0,00 o | 61,1602
Ta0a0 £ BUBGET Conbiancy Y84 89800 .60 o.a0 154 BU8.00
I I BUDGET Purgh Sarv-Hanfy 1,504, 00 0,00 .00 1,90:,00
3110 £ (sfspandent Cantracts 16329000 141, 244 87 13, 00 10,6491

fraki E

pant Stpends 132,447.00 10, AT308 | [ 121, 77592
frmiporary Feriannel g o s ] =00, 195 BE | Eidd UaS5. 13 156, F20. 90

et

bra k] E :ﬁ-u:llllu Purshasnd Servics THE 85419 | 513,875 &7 411 53T | 138,861 .28
TrL E [Parbong Fasses - Campus ¥ 435.00 ) D00 o] 43500
Lk £ abs Lerancad =00 ) [ .00 [l =00.00n

L E |[nhemest Sarvios 17138600 138, 7TI.9% &1 595 1) 30,11z.38

[ E |Lagal srd Aooountesg Serve L 25,000.00 BO,B1E.AS (LR 44,101 .85 ~

Mot Total: E1.597.802 37 13,0%2,083,.33 PR ALESDT T



FGITRND — rocess a Query

Below is a sample page of the many pages of transactions detail provided when we
clicked the cursor on account code 72130 Business Purchased Services and the
YTD Activity amount of $513,875.67 from the previous FGIBDST example:

File Ede Options Block [eem Bacord Query Tools Help

Bo0 REES %7 2058 @ & BE S5 < | @ x

COA&  Flscal Year Index Funa Crgankzation  Account Program Activity Locatlom  Perlod Commit Type

'::|=.earcr- 12 10000 72130

/ Increase [+ ) or

Account  Organization Program Activity Date Type Discimaenl Fleld Amount Decrease (-]
7130 32500 5500 29-AUG-2011 INET | [1o2use7a Claar Chancel VT 1,750.00 |+ o
TE130 IES00 5500 0= 432011 THEY 10218673 Claar Chanesl D SAFE.00 |+ =
{r2130 JZE00 [ssc O5- ARG-2011 PO PCOD00S3 |CER] TURNBEALGE [YTD [ B0 |+
I 000 S5O0 '03-ALG-2011 INET 10217284 Inbesmountsin Dati  [TTD 114550 |+
[rzi3m 32500 [s520 joauc-zo1  [inEx 10217200 [Cwpecomue . o [ 11,500.00 [+
[r2130 [3z500 5500 3-AUG-2011 | |INNE 10217234 Hebiers e T [ 3,000.00 [+
rILan 2500 |B500 18U 2008 1 FTO1 [a002566 Firw Enging BED 1D 508467 |+
rz130 54010 |600D |L0-aPR-Z012 1NED 10237028 HereRtight Inc T 185000 [+
il 10 #5110 L] O -AFR-2012 FTol ALG0INTS Har 12 Marthern &r  [TTD 473,50
[r2130 4010 G000 Db-APR-201Z | [INEE [zses Fhe Point Sports # [1TD 1475.00 [+
T2130 #E110 |6000 D AR 2012 INEX 103610 |Northarn drmored  [TTD ATLED |+
2130 T1230 [mosa 16-MAR-Z012 TMHI 102FE074 Enterprise Recowes  |TT0F L |+
TILI0 #5110 [sa0a 15-MAR-Z01Z  [FTDR ALIDDITIE [Fet 12 Horthern a2 [YTD 414,00
riLag #1100 6000 09-MAR-2012 INET 10334411 |Northern Armared | [TTD 414,00 |+
[r2130 m4010 5000 o7-HAR-2012 | |INER [1oasasa HoaraRight Ing D 291591 [+
[rz130 5110 |s0oa lr1-FEB-2022 FTO1 ALOO3IETZ [1an 12 Noritern &F  [vTD -373.7%

T 5110 G000 .:"I:l FEB-2012 1MER 1023590 Horthern &nmared T ITANE |+

L] " -
\ Tatal: £13,875 67

Fross Koy Dup Hoff for decumisnt quory forms; Count Gusey for sncumbrance detal
Recond 1487323 “OBC



Transactions Types Used in FGITRND and Many
Other Banner Forms

If you have questions about a transaction, it is helpful to understand
what the different transaction types are and what they are used for:

* Budget Entries generally begin with a “B”

e Journal Entries generally utilize transaction type FT01

* Payroll Entries begin with an “H.”

* INEl or INNI —Invoice with or without an associated encumbrance
* PORD or CORD — A Purchase Order or a Changed Purchase Order
 PCRD — A cancelled Purchase Order

« REQP — A Purchase Requisition

 PCD — A Purchase Card Transaction

 WOS - A Facility Workorder System Transaction

* |IMO — An Electronic Internal Purchase Transaction

e MSC - A Departmental Revenue Deposit Transaction
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FGITRND — Execute a Specific Query

FGITRND and other forms often provide more information than can be
easily reviewed. Queries can be easily processed on specific parameters in
FGITRND and in other forms.

Using the example provided above, if we want to review all Journal Entries
(FTO1) that have been charged to Fund 10000 and account 72130, we would:

1) Go to the tool bar and click on the Question Mark icon “Enter query” or
we could use the F7 smart key. This will clear the form.

2) Thenin the “Type” Column, we would enter FTO1, which is the Journal
entry Transaction Type code.

3) Next we would click on the Execute Query icon in the tool bar or use the
F8 Smart Key.

4) The FGITRND form would return information for Journal Entries only.
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FGITRND — Execute a Specific Query

Example of a Parameter Specific Query — FTO1 Transaction types only.

File Edit Options Block Item Record Query Tools Help

= BHEAEE 7 BEKH & & BAE S ¢ % £ @ L X

g8 Detail Transaction 2 FGITRND 5.4.03 (
COA  Fiscal Year Index Fund Organization ccount Program Activity Location Period Commit Type
= [ N = = d v -

@ kel | foose || a1 | | | M

Increase {+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-}
[72130 54014 [1o0o [11-apR-zo1z [FToa [oo32746 [msfFacWisa Exp [0 | 26,705.00 [+ B
[72130 [4z630 [10o0 [s0-mar-zo1z | [FTo1 [o03z624 [trnsfr sddtnl funds [0 150,00 [+
[7z130 42630 2000 [z8-mar-zo1z | [FTo1 [0032560 [trnfr Exp PHC Educ o | 250.00 [+
[72130 48550 [1000 [os-FER-2012 | [FTOR [aunn3284 [Realiocats Peard & [y0 | 46.00 [+
[7z130 [46540 [1oo0 [os-FeB-2012 | [FTo1 [auoazzas [Realiocate poard & [0 | 63,50 [+ a
[72130 48540 [1000 [te-1am-z01z | [FTo1 [auoo31z3 [DPD site visit fee t o | -2,970.00 |-
[72130 0180 [4101 [11-aPR-zo1z | |FTOL [100327486 [Trmsf Fac visa Exp [T | -26,705.00 |-
[7z130 [3z500 ss00 [14-FEB-2012 | [FTOL [auon3328 [Business Purchase  [TD | 112926 [
[72130 32500 5500 [t4-FEB-2012 | [FTOL [auoo332e [reverse auDD3ZEE o | -1,129.26 |-
72130 32500 5500 [14-FEB-2012 | [FTO2 [auon33ze [Business Furchases [0 | -a00.00 |-
[72130 [32s500 |ss00 [t4-FEB-2012 | [FTD1 [aunn3326 [Business Purchase. [0 -18,460.00 |-
[72130 32500 5500 [14-FEB-2012 | [FTOL [auon3sze [Business Purchase: o | -2,854.17 |-
[72130 32500 [s500 [14-FEB-2012 | [FTO2 [auon33ze [Reverse aunoazes [0 | -2,854.17 |-
[72130 [3z500 [ss00 [t4-FEB-2012 | [FTOL [auoo332e [pusiness Purchase. [TD | 245,00 |-
[72130 32500 5500 [14-FEB-2012 | [FTo1 [auoazsze [Reverss auDazes  TD | 1846000 |-
[72130 [32500 5500 [ta-FEB-2012 | [FTor | [auoo3zzs [Business Purchase  [y0 | 69642 |-
[72130 [32500 5500 [t4-FEB-2012 | [FTOL [auo03326 [pusiness Purchase. [0 2002 [ -

Al e »
Total: | 73,718 46

Record: 1/66 =05C=
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FGITRND — Review All Transactions

File Edit Qptions Blodk [tem Eecord Queary Tools Hedp

& = HaEE %% BEE &

Detail Transacuon Ativity FGITRND 8 4.0.3 (PROD}

CON Fizcal Year Imdis Fidiil Orjanizalien Accauml Pragranm ill‘!Jv LAT] Lﬂ;nliu-h Periad Cammdl Ty

Lo .|.."' I 10000 { 2500

Imcrease [+ ) or

Account Organization Program Activity Date Type Docment Field Amaounk Decrease {-)
72130 [azs00 ss00 [oa-AvG-ze11 | [inea [ioz17z34 Hobsons Inc fro 3,000,00 [+ ~
TZ130 12500 {s=00 {26-au.2011 [PoRD FOO011E5 Cappex.com LLC | |EMC | 11,500.00 |+

TZLID {32500 S5O0 L& IUL-Z011 lFrot launnE5ES Fire Engemp RED o 291667 |+

72130 [3z500 =s00 [23-3um-2001 Boo1 Losanoan Friz base from Fr, 080 130,790.83 |+

13 [32=00 5500 [12-2€p-2011 BOOZ [1a30312 Realign Fri2 budg: [ano - # 000,00

FE1a | 5500 |2@-JUN-Z08] BOOL ‘Losooooe Friz base fram Fr aBaD 700000 |+

F2133 |s=00 [zser-zoi1 = [boez | [o0icaiz | [Resbgn FriZ busg  |ABD [ =00.00

TaLar w00 |0%-arR-2002 POD FCO0010% DELORES BELOLOW [1TD .87 |+

1IN [s500 |os-apr-2002 |Pom PCOO0LOS |cERI TURNBEAVGE  [TTD 113,26 |+

72137 {1200 |sz00 [os-apn-2002 == PLOGOLOY CERI TURKBEAUGH |TTD 4484 [+

T2LIT fazson {s=00 OF-HAR-2012  |PCD [Feonnion ZERI TURMBEAUGH [TTD 96.28 [+

TN |aT500 5500 | o7 - - 201 2 = FCO00108 CERI TURNBEALGH [YTD 4,21 |+

TI13T 12500 |sm00 [or-mar-2012 [Pop [Frooooics CERI TURMBEALGH [rTD romx [+

2137 {5500 08-FEB-204Z  |PCD FCOGOLOT CERI TURNBEAUGH [TTD) Bg.23 [+

TZLIT {5500 os-rep-zaz  [pco [Feooniny 'CERI TURNBEAUGH [1TD ' 40,00 [+

12137 5500 [ps-2an-zmaz [poD FCOD0L0E CERI TURHBEAUGH [¥TD 40.00 [+

[Fz137 5500 D5-1AN-2042 = FOOO0L0E (CERI TURKBEAUGH [TTD 113.70 [+ =

4 L3
Total: 3AFE, 043 50

Press Eay Dup Ham for documsent gueny Tormes, Cownd Qweny for @encumbrance detai
Record: 37ar £33 aJSC=



FGITRND — Review ALL Transactions by Specific
Parameter(s)

A query of ALL transactions can return much more information than
needed. If you only want to review actual year-to-date transactions:

* Complete steps 1 through 3 described on the previous page.
* After opening the Next Block, type YTD into the Field column.

* Finally, click on the Execute Query lcon in the tool bar or press the smart
key F8.

File Edit Options Block Item Record Query Tools Help

& HEEE % REXK & & BB S & % £0@ 00X

’Eg Detail Transaction &ctivity FGITRMD 2.4.0.3 (PROD)
COA  Fiscal Year Index Fund Organization Account Program Activity Location friod Commit Type
GG = [~ 2 [~ = [~
@ oo | [0 | foo | | -
Increase (+) or
Account  Organization Program Activity Date Type Document Field Amount Decrease (-}
| | | | | | | | i -
| | | | | | | | | [

[ [ | | | | | | | [
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FGITRND — Review ALL Transactions by Specific
Parameter(s)

File Edit Cptions Block tem Record Query Tools Help

= BMEEE w9 BHEE & & EE g S B @ L X

78 Detail Transaction Activity FGITRMD 2.4.0. [m})

cOon Fiscal rear Index Fund Organization Account Program Activity Location Period Commit Type
o Rz fooos  [msen | 5500 | | )

Increase (+ ) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
[7r217 [32500 |ss00 [z3-Mar-zoiz | [Iuml [10z35850 [quinonez, Elias Ga [vTO | s0z.00 [+ &)
[77z17 [zz2500 [ssoo [19-MaR-z012 [rraraz [10z35218 [Moberly, amanda s [rTD | 78.00 [+
[7r217 [32500 |ss00 [pg-Mar-zoiz | [muwl [10z34550 [zahill, angela 10. [r T | 107.00 [+
[7r217 [32500 |ss00 |za-FER-2012 T [0z33364 [Moberly, armanda z  [vTD | 273.00 [+
[77217 [32500 [s500 |z1-FEB-2012 [raraz [10233093 [Moberly, amanda = [TD | 75.00 [+
[77523 [32500 |ss00 |zz-DEc-z011 | [FTOL [sunnzass [corr Acct Pcono1n  [vTD | -sz.00 |-
[77523 [3z500 [s500 [zz-DEC-2011 [Frox [2uo0zos9 [corr Acct Pcoon1o [vTD | -a5.08 |-
[77523 [32500 [s500 |zz-DEc-z011 | [FTOL [sunnzass [corr Acet Pcono1n [vTD | -o3.81 |-
[77523 [3z500 [s500 |[zz-DEc-zo11 | [FTOL EYLCEEEE [corr acct Pcoooin [T | -sz.00 |-
[77523 [32500 [s500 |[zz-DEc-z011 [Fro1 EYLLEEEE [corr acct Pcoooin [vTD | -z0.59 [~
[77523 [32500 [s500 |zz-DEc-z011 | [FTOL [sunnzass [corr Acet Pcono1n [vTD | -os.00 |-
[77523 [3z500 [s500 [oB-nov-zo11 [pco [Pconoio [tvan Drazereere [T | s3.00 [+
[77523 [32500 |ss00 [pa-mov-zo11 | [pcD [Pcono101 [van DiszGREELE  [vTD | sz.o0 [+
[77523 [z2500 [ss00 [pa-mowv-zo11 | [pcD [pcono1o1 [ERIN MITCHLERHD [T | a3.61] [+]
[77523 [32500 [s500 [o8-Mow-2011 [pco [pcoooim [cHRIS BIERDEMAr  [rTD | ss.00 [+
[77523 [32500 |ss00 [pa-mov-zo11 | [pcD [Pcono101 [cHRIS BIERDEMAL  [vTD | 45.08 [+
[77523 |z2500 [ss00 |os-nov-zo11 [P [Pcoooio [crrIs BIERDEMAR TR | zo.59 [+ =
Al e | >
Total: | 1,274,916.28
@5

'

FRM-40352: Last recard of query retrieved.
Record: 13061 306 =0SC=
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FGITRND-Extract Data to Excel

File Edit Qptions Block Item Record Query IDDIS DRACLE
B EEE R T E B online Help

Dynamic Help Query

Dynamic Help Edit
COA  Fiscal Year Index Fund Organ Help (Item Properties) jram Activity Location  Period Commit Type
L B I - -

T 2 A £ £

’:';5 Detail Transaction Ac ¢ FGITRWND 8.4.0.1 (PROD)

Show Keys S

Rl oo [0 iy | | =

Display Error

Display ID Image Increase (+) or
Account Organization Program Activity | Calendar Ent Descrif  Field Amount Decrease (-)

63720 51200 6200 |25-0cT-2 Caloulator |Hr Payroll zoto Mt [YTD | 7,753.68 [+ -

[sazzn 51200 6200 (4-SEP2 potoct nata withkey | MR Payrell2otome [ | 7,753.68 |+

3720 51200 6200 |25—AUG@ |Hr Payroll zot0 Mt [vTD | 7,753.68 |T

[s37zn [51200 6200 |z8-10L-20 _ | [HRPayraizoiom [0 | 745113 [+

Technical Support | g =

64415 51200 6200 [o8-10L-20 [Hr Payroll z011 51 [vTD | 111.38 [+

64415 51200 6200 |z4-1un-21 About Banner ] [weayralizoirse [0 | 10740 [+

64415 [s1200 6200 |z3-aum-zo1r | |HewL | [Fooiserz R Payroll zo11 51 [¥TD | 34.39 [+

64415 |51200 6200 [z3-0m-2011 | [HGHL [Foo13s72 [ Payroll zo11 51 [¥TD | 34,49 |— | |

64415 51200 6200 [os-ur-zoar | |HeML  [Fooizena R Payrell zoiz st [0 | 10449 [+

[7z137 51200 6200 [og-auLzo11 | [peo |Pcooooay |susan McGuIRED  [YTD | z0.00 [+

[rz137 51200 6200 [og-aum-zoir | [pco [Pcoooose [susan mcGuiReM [0 | 1500 [+

[7z137 51200 |s200 |2g-mar-z011  [pco |Pcoooose [pEEP ROCK WaTEF  [YTD | 2000 [+

[Fz137 [51200 6400 [z3-aum-zo1r | [Fros honzszze [peep Rock Pcard s [YTD | 20,00 [+

[7z160 51200 6200 [ogauLzo1r | [peo [Pcooooat [susam MceuIRER  [YTD | 9946 [+

[7z160 51200 |s200 |ze-mar-zo11  [pco |Pcoooose [eraTTONS OFFICE [yTD | 68.30 [+

[z160 [s1200 6400 |z3-um-zo1r | [Fros hoozsz30 [Brattons copier pc [¥TD | 76.36 [+

[7z160 51200 6400 [z3-um-zoir | [Fror [oozazza [Brattons copier rc [0 | 7772 [+ S

e ! Total: | £62,330.62 .

ar——— e e e S S T O [l

Fress Key Dup [tern for document query forms; Count Query for encumhbrance detail |
Record: 631178 [ o | | <0sC=-
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FGITRND — Data Extract to Excel Example

Increasze [+)or

1 Account Organization Program Activity Date Type Document Description Fund Activity Location Transaction Date Field Amount  Decreaze(-)
1280 77215 32500 5500 5-Aug-11 PCD PCO00093  JOSHUA P BAROSSOUTHWES U 10000 31-Jul-11 YTD 173.8 +
1381 77215 32500 5500 5-Aug-11 PCD PCO00093  JOSHUA P BAROSENTERPRISEU 10000 31-Jul-11 YTD 87.79 +
1282 77215 32500 3500 3-Aug-11 MSC F0014148 ADMISSIONS u 10000 3-Aug-11 YTD -12.02 -
1283 77217 32500 3500 10-Apr-12 INNI 10236992  Quinonez, Elias Garza. u 10000 10-Apr-12 YTD 156 +
1284 77217 32500 5500 5-Apr-12 INNI 10236688  Diaz, Ivan u 10000 5-Apr-12 YTD 75 +
1285 77217 32500 5500 5-Apr-12 INNI 10236687  Baros, Joshua Phillip. u 10000 5-Apr-12 YTD 234 +
1286 77217 32500 5500  30-Mar-12 INNI 10236360  Diaz, lvan u 10000 30-Mar-12 YTD 57 +
1287 77217 32500 5500 30-Mar-12 INNI 10236357  Angelos, Siobhan Marie. u 10000 30-Mar-12 YTD 269 +
1288 77217 32500 5500  28-Mar-12 INNI 10236139  Broghammer, Sean M. u 10000 28-Mar-12 YTD 128 +
1283 77217 32500 5500  28-Mar-12 INNI 10236137  Angelos, Siobhan Marie. u 10000 28-Mar-12 YTD 135 +
12390 77217 32500 5500  28-Mar-12 INNI 10236130  Mitchler, Erin M. u 10000 28-Mar-12 YTD 135 +
1291 77217 32500 5500  23-Mar-12 INNI 10235850  Quinonez, Elias Garza. u 10000 23-Mar-12 YTD 302 +
1292 77217 32500 3300  19-Mar-12 INNI 10235218  Moberly, Amanda Sue. u 10000 19-Mar-12 YTD 78 +
1293 77217 32500 3500 8-Mar-12 INNI 10234550  Cahill, Angela Jo. u 10000 8-Mar-12 YTD 107 +
1294 77217 32500 5500  24-Feb-12 INNI 10233364 Moberly, Amanda Sue. u 10000 24-Feb-12 YTD 273 +
1295 77217 32500 5500  21-Feb-12 INNI 10233093  Moberly, Amanda Sue. u 10000 21-Feb-12 YTD 75 +
1296 77523 32500 5500  22-Dec-11 FT01 AUD02989 Corr Acct PCOO0O101 Tvl Exp U 10000 22-Dec-11 YTD -53 -
13297 77523 32500 5500  22-Dec-11 FT01 AUD0D2989 Corr Acct PCOD0O101 Tvl Exp U 10000 22-Dec-11 YTD -45.08 -
1298 77523 32500 5500  22-Dec-11 FTO1 AUD02983 Corr Acct PCOO0101 TvlExp U 10000 22-Dec-11 YTD -93.61 -
1299 77523 32500 5500  22-Dec-11 FTO1 AUD02983 Corr Acct PCOO0101 TvlExp U 10000 22-Dec-11 YTD -52 -
1300 77523 32500 5500  22-Dec-11 FTO1 AUD02983 Corr Acct PCOOO101 TVl Exp U 10000 22-Dec-11 YTD -20.59 -
1301 77523 32500 5500  22-Dec-11 FT01 AUD02989 Corr Acct PCOO0O101 Tvl Exp U 10000 22-Dec-11 YTD -98 -
1302 77523 32500 5500 8-Nov-11 PCD PCO00101  IVAN DIAZGREELEY U-10 UPI.U 10000 31-Oct-11 YTD 53 +
1303 77523 32500 3500 8-Nov-11 PCD PCO00101  IVAN DIAZGREELEY U-10 UPI.U 10000 31-0ct-11 YTD 52 +
1304 77523 32500 3500 8-Nov-11 PCD PCO00101  ERIN MITCHLERHOLIDAY INM U 10000 31-0ct-11 YTD 93.601 +
1305 77523 32500 53500 8-Nov-11 PCD PCO00101  CHRIS BEIERDEMANDQUBLETFU 10000 31-0ct-11 YTD 98 +
1306 77523 32500 5500 8-Nov-11 PCD PCO00101  CHRIS BIERDEMANGILCO MA U 10000 31-Oct-11 YTD 45.08 +
1307 77523 32500 5500 8-Nov-11 PCD PCO00101  CHRIS BIERDEMANSHELL OIL U 10000 31-Oct-11 YTD 20.59 +

12NQ
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FGIDOCR — Process a Query

File Edit Options Block

B &

Document:

10030387 -

Item Record Query Tools Help

EREL= R -

B h & [ E F
4 |

—

Submission Number:

Document Type: [1v [+

Header Information

Transaction Date: |1s5-SEP-2011 Fiscal Year: |1z Fiscal Period: |03 Items: 8 Commit Type: |Uncormmitted [ Document Text
Detail Information
Sub Journal Document
Mumber Item Sequence Type Description Amount Sign Currency Reference
o | o [z |Froz |Fix Fund - EDDOZET2 | 1,365.00 |credit  ~| | [

COA Index Fund Orgn Acct Prog Actv Locn Proj MNSF Override Bank Accrual
& | [1oo00 [3z500 72940 ss00 [ [ =
Sub Journal Document

Mumber Item Sequence Type Description Amount Sign cCurrency Reference
o | o | =z |Fm |Fix Fund - EODD3131 | soo.00 [credit v | [

COA Index Fund Orgn Acct Prog Actw Locn Proj MNSF Override Bank Accrual

o | [1oo00 [3z500 72940 ssoo [ ([ [

FRM-40100: Atfirst record.
Record: 158

=05C=




Data Extract From FGIDOCR

Example of a Journal Entry FTO1 Excel File extracted from

FGIDOCR:
Iﬂj goko
A B C D E F G H I J K L M N O P Q) R S T| U

1 SubNumkltem Sequence Journal Ty Descriptic Amount  Sign Currency DocumenfCOA Index  Fund Orgn Acct Prog Actv Locn Proj NSFOverride Bank Accrual
2 0 0 1FT01  FixFund-  1365C Q 10000 32500 72940 3500 N

3 0 0 2FT01  FixFund- 500 C Q 10000 32500 72940 3500 N

4 0 0 3FT01  FixFund- 67 C Q 10000 32500 72940 3500 N

5 0 0 4FT01  FixFund- 16855 C Q 10000 32500 72940 3500 N

6 0 0 5F01  FixFund- 58C Q 10000 32500 72940 3500 N

7 0 0 6 FT01 Fix Fund - 106 C Q 10000 32500 72940 5500 N

8 0 0 JFT01  FixFund- 67 C Q 10000 32500 72940 3500 N

9 0 0 BFT0L  Correctior 233155 D Q 10800 32500 72940 3500 N

-
=



FGIBDSR — Executive Budget Summary

O Executive SUMMary FGIBOSR 8.5 (PROD ) e e T T L

Chart: EF
Fiscal Year: IF[T
Index: F

[l Query Specific Account

¥ Include Revenue Accounts

Commit Type:

Baoth

Organization: (
Fund:

Program:
Account:
Account Type:
Activity:

Location:

S10FIN

Y

M.

-

Financial Services

Account Type Title Adjusted Budget ¥TD Activity Commitments Available Balance
72140 [E [advertising | 2,454.00 | 1,500.00 | 0.00 | £54.00
72145 [E [Public Relations | 6,945.00 | 5,609.38 | 0.00 1,335.62
72150 E [Purchased Medical Services | 15,000.00 | 43,328 55 | 0.00 | -28,328.55
72155 |E_ |Printing | 49,977 63 | 32,561.82 | 0.00 | 17,415.86
72160 |E_ \0ffice Equipment Maintenar | 0.00 | 1,203.69 | 0.00 | -1,203.60
72201 |E_ [BUDGET Supplies | 1,000.00 | 0.00 | 0.00 | 1,000.00
7zzi0 [E |office Supplies | 70,003.00 | 65,357.77 | 0.00 | 4,605.23
72213 [E [Recruitment Supplies | 0.00 4,000.00 | 0.00 -4,000.00
72220 E [postage | 38,465.00 | 104,95 | 0.00 | 38,360.05
72230 |E_ |P-Card Supply/Othr Clrng-F | 1,153.00 | 6,071.07 | 0.00 | -4,918.07
72240 |E_ (Computer Supplies | 0.00 | 4144 | 0.00 | -41 .44
|72245 |E_ (Computer Software/Softwa | 0.00 | 170.00 | 0.00 | -170.00

Net Total: | -1,644,221.14 | -1,484,346.88 | 13,025.00 |

| »



~

&/

FGITBSR — Balance Sheet Query

File Edit Options Block Itermn Record Query Tools Help

& BEEE 9% DEK & & RE S &

w8 Trial Balance Summary FSITESR 2.4 (PROD)

[FERRFETYY:

Interfund Claim on Cash 2,394,565.60 |Debit 1,742,579.17 |Debit

41 [aazan

[Restricted Auxiliary - Expendable 2,394,565 60 |Credit 2,394,565.60 |cCredit

21 [z1000 |Accounts Payable System I 0.00 |Credit I 0.00 |Credit
21 [21015 |accounts Payable FRS | 0.00 |cCredit | 0.00 |Credit
E 31215 |original Budget Non-Pers Exp Contra | 0.00 |Credit | 2,304,565.60 |Credit
E 31225 |Base Adjst Man-Pers Expense Control | 0.00 |Credit | 1,081,351.06 |Credit
a1 [azz240 [Budgeted Transfer Contral | 0.00 |Credit | 1,081,351.06 |Debit
E [31310 |Budgeted Change to Fund Balance | 0.00 |cCredit | 2,394,565.60 |Debit
[31 [as3oo |Actual Non Personnel Exp Control | 0.00 |Dsbit | 1,733,337.49 |Debit
31 [ase00 |actual Transfers Contral | 0.00 |Debit | 1,081,351.06 |Credit

| |

| |

| |

| |

ERnEEEEREREREER"

41 |as000 |Unrestricted het Assets 0.00 |Credit 0.00 |Credit
[ | | |
[ | | |
* - denotes amount is opposite of Normal Balance
Total: |ALL ACCOUNTS | 0.00 | | .00 |

1,742,579.17 |Credit

Current Fund Balance:|

COA: EF University of Northern Colorado Fiscal Year: 1z F

Fund: 61100 [T auxiliary Facilities Projects OR Fund Type: F

Account: F OR Acct Type: F

Acct Beginning Dehitf Current Debitf
Type Account Description Balance Credit * Balance Credit *

3

1
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Glossary

Approval Queues: Web-based system for approving documents through
URSA and Banner that replaces previous signature manual. Currently used
for Electronic Internal Orders (EIOs).

Auxiliary Operations: Student support services that are funded through
specific service charges and as a whole include bond-funded facilities; e.g.,
residence halls, dining halls, parking, etc.

Capital Equipment: Single items having an expected life of more than one
year and costing $5,000 or more.

Commitment: Also referred to as an “Encumbrance,” or “Budget
Reservation,” a commitment is used to record the estimated amount of
purchase orders, contracts, and salaries committed but not yet paid. The
commitment/encumbrance is reduced/credited when goods or services
are received and paid for.



Glossary

Credit: The amount entered on the right-hand side of a journal entry. A
credit increases revenue and liabilities. A credit can also be used to
decrease expenses or assets.

Debit: The amount entered on the left-hand side of a journal entry. A
debit increases expenses and assets. A credit can also be used to
decrease revenues or liabilities.

Electronic Internal Order (EIO): A web form used to record the purchase
and sale of goods and/or services between campus departments.

Encumbrance: Also referred to as a “Commitment” or a “Budget
Reservation,” an encumbrance is used to record the estimated amount of
purchase orders, contracts, and salaries committed but not yet paid. The
encumbrance is reduced/credited when goods or services are received
and paid for.
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Glossary

e Insight: The University's reporting tool, used to view and create reports
from data stored in the Banner database. Insight is accessed through the
URSA portal and reports are organized into Views and Tabs.

*  Procurement Card: UNC Visa card, issued by Wells Fargo, and the
University's one-card procurement program, enabling employees to make
business related purchases for goods and standard (not professional)
services. It is a cost-effective method of paying for purchases and travel
expenses.

* Purchase Requisition (PR): The document used to request authorization
to purchase goods or services over $5,000 in value. A Purchase Order is
issued when a Purchase Requisition is approved.

* Purchase Order (PO): UNC’s large dollar purchase order used to order
materials or services with a cost of more than $5,000.
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Glossary

« Statement of Net Assets (SNA): Part of the University's annual report and
formerly known as the Balance Sheet, this report is a financial snapshot of
the University's assets (fiscal resources), liabilities (claims against those
resources) and net assets (residual available for future operations).

« Statement of Revenue, Expenses and Changes in Net Assets (SRECNA):
Part of the University's annual report, this report presents the financial
activity of the University over the fiscal year. The focus of the report is on
operating revenues and expenses their effect on net assets. (Chapter 102)

e Transaction Type: A Banner Rule code. Each transaction type in Banner
has its own Rule Code/Transaction type.
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General Accounting Staff Contact List

Lacey Snyder
Noelle Sanchez
Cheri Shomers
Kerese Arnold

Controller
Asst Controller
Accountant
Accountant

Alexandra Estevez Accountant

Candi Headley
Jeff Martin
Matt Wills
Susan McGuire
Fax

Accountant
Accountant
Accountant
Office Tech

351-1604
351-1827
351-2388
351-1828
351-2389
351-1826
351-1830
351-2406
351-2228
351-1142

lacey.snyder@unco.edu

noelle.sanchez@unco.edu

cheri.shomers@unco.edu

kerese.arnold@unco.edu

alejandra.estevez@unco.edu

candi.headley@unco.edu

jeffrey.martin@unco.edu

matthew.wills@unco.edu

susan.mcguire@unco.edu

Accounting Services website
http://www.unco.edu/general-accounting
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Budget Office Staff Contact List

Susan Simmers
Kathy Martin
Mike Bohnhoff
Janene Roys
Tara White
John Wieser

(970) 351-2109
(970) 351-2190
(970) 351-1894
(970) 351-2894
(970) 351-1439
(970) 351-4708

susan.simmers@unco.edu

kathy.martin@unco.edu

michael.bohnhoff@unco.edu

janene.roys@unco.edu

tara.white@unco.edu

john.wieser@unco.edu

Budget Office website

http://www.unco.edu/budget/



Questions regarding any of this information or want to receive
this training in person?
Training Contact:
If you would like to schedule a time to receive this training in
person for an individual or group, please contact: Lacey

Snyder at lacey.snyder@unco.edu or 970-351-1604.




