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Chapter 1- Financial Responsibility

Introduction

Financial responsibility stems from laws, regulations and policies, and is the responsibility of every
employee. The fundamentals of fiscal responsibility call for each employee to make a personal
commitment to “do the right thing” and to make decisions that are just and right for the University’s
common good.

The information in this chapter is intended to give you a general understanding how fiscal responsibility
is carried out within the University and is organized as follows:

Financial Management

Internal Control

Financial Report Review Process

Policy and Procedure Identification and Compliance

Fiscal Communications

Identification and Communication of Other Financial Risk Issues

The University’s Summary Statement of Basic University Financial Responsibilities is found in Appendix A
of this training manual and within the Financial Services website under the Financial Responsibilities
Approval Document and under the General Accounting Financial Responsibilities web page.

Financial Management

Financial management involves each and every employee because we are all responsible for protecting
and conserving University resources and using these resources in a prudent matter for their designated
purposes. By practicing good financial management, the University and its employees become
accountable to each other, to our constituents, and also to our regulatory bodies. Good financial
management involves:

e Planning, controlling, and accurately accounting for the fiscal impact of university operations
o Complying with applicable policies, rules, procedures, and laws

e Setting up Internal Controls to accomplish the above

While all university employees have fundamental fiscal responsibilities, some employees, because of their
particular jobs, and required participation in financial transactions and financial management, must take
additional actions to ensure responsible financial management is achieved. We will now examine two
"triggers" that require these additional actions.




Financial Transactions

The first trigger requiring specific action occurs whenever you, personally, participate in a
financial transaction as an employee of the University.

For each transaction you initiate, authorize or process, you should ask yourself the following
questions:

Have you worked with at least one other person to process this Financial Transaction?

Does this transaction have proper authorization?

Is there source documentation (e.g., invoice, contract) to support this transaction?

Are adequate funds available to support this transaction?

Does the transaction comply with all applicable University policies and is it consistent with the
University’s mission?

Does this transaction violate any applicable Conflict of Interest policy or law?

?  Could this transaction negatively impact the financial health or reputation of the University?

? Do you understand the Colorado State Code of Ethics (Colorado Revised Statute 24-18-101
through 113) that states you, as an employee of the University, could be held personally
accountable for Financial Transactions that you initiate or authorize that are completed in such a
way that violates your fiduciary duty to protect the assets of the University?

R I R VLY
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Fiscal Role

The second trigger requiring specific action comes into play when and if you are assigned a
fiscal role. If your job requires you to participate in any way in a financial transaction — you
have a fiscal role within the University. Examples of employees with fiscal roles include:
Senior Administrators, Principal Investigators, Business Managers, Fiscal Administrative
Staff, etc.

Fiscal Roles have different financial responsibilities. It is your responsibility to understand both
your fiscal role and the financial responsibilities required of your Fiscal role.

Do you know what your Fiscal Role is and understand your fiscal responsibilities?
Do all of the employees who report to you understand their individual Fiscal Roles and
responsibilities?

? Have you received appropriate training to support your fiscal role and responsibilities?
Have all of the employees who report to you received appropriate training to support their fiscal
roles and responsibilities?

?  To the best of your knowledge, are you properly carrying out your fiscal responsibilities?

?  To the best of your knowledge, are all of the employees who report to you properly carrying out
their fiscal responsibilities?

? s their performance regarding fiscal responsibilities evaluated during periodic performance
reviews?



Internal Controls

Internal Controls include expectations of people and their actions, as well as policies and procedures.
They are designed to provide reasonable assurance that the objectives of the University are achieved. In
particular, Internal Controls focus on the following: Effectiveness and efficiency of operations, reliability
of financial reporting, and compliance with applicable laws, regulations, policies, and procedures.

The State Department Financial Responsibility and Accountability Act (Colorado Revised Statute 24-17-
101 through 105) requires the University to institute and maintain systems of internal accounting and
administrative control that include:

e Hiring of employees of quality and integrity commensurate with their assigned responsibilities;

e Restricting access to assets and the University financial system to authorized persons only in the
performance of their duties;
A plan of organization that segregates duties as necessary to safeguard assets;

e Adequate authorization and record-keeping procedures to provide effective accounting control
over assets, liabilities, net assets, revenues, expenditures and transfers;

e An effective process of internal review that considers changes in conditions.

Internal Controls need to be in place within Your Area of Responsibility. Tone and employee
expectations, plus business processes are vital to an effective and efficient internal control
structure. If you have concerns about any of the topics covered in the internal controls section
relative to your area of responsibility please reports them to the University Controller and/or
Internal Auditor.

Internal Control - Tone and Expectations

University management must continually convey the message “do the right thing” for its financial
management process to be effective. Managers should set expectations for fiscal responsibility by
providing guidance and direction to their employees.

? Do your words and actions consistently demonstrate your commitment to do the right thing?

? Do you emphasize the importance of integrity and ethical behavior in your interactions with
others and in your day to day activities?

? Do you address situations where a person in your unit has circumvented or overridden fiscal
policies and procedures?

? Do you ensure that all individuals in your area of responsibility who participate in Financial
Transactions have been properly trained?

Internal Control — Business Processes

Well-developed business processes are vital to effective and efficient internal controls.
Key business process internal controls include:

e Segregation of Duties - You can’t go it alone when processing a financial transaction!
It takes two people to do the right thing. One person may not create, approve and
reconcile a financial transaction. Working with someone else when processing
transactions not only protects the University, it also protects you!

e Financial Transaction Approval - Due to its complexity and limited resources, the
University uses delegated authority to accomplish its business. Each person’s delegated
authority comes to them from the President through a series of written delegations that
provide a basis for accountability and responsibility.




e Financial Transaction Processing - All financial transactions need to be processed in
accordance with applicable policies, laws, regulations, and rules; contracts, grants, and
donor restrictions; and Generally Accepted Accounting Principles (GAAP).

e Accounting for Financial Transactions - The heart of financial management is ensuring
that the University’s Financial Reporting is complete and accurate in order to
demonstrate its fiduciary responsibility to its constituents (e.g. students, taxpayers).
Therefore, the University requires all transactions be captured within the University’s
finance system and that the business purpose of the transaction be documented.

e Asset Protection - An asset is something of value for which the University has
responsibility. Examples of assets include, but are not limited to: cash, accounts
receivable, inventory, equipment, facilities, etc. Intangibles such as personal data and
intellectual property also have value and must be protected. We have a fiscal
responsibility to protect assets from loss or damage.

e Finance System Updates — You are responsible for communicating changes related to
employee Fiscal roles or organizational structure changes to the General Accounting
Office in a timely manner.

e Continuous Monitoring and Updating - Operations and external requirements change
over time, and management needs to continuously assess whether current internal
controls are operating effectively, remaining relevant, and addressing both existing risks
as well as new ones. This monitoring process should be built into normal, recurring
operating activities to avoid after-the fact identification.

Financial Report Review Process

The Financial Report Review Process is an Internal Control designed to provide reasonable assurance that
all University Financial Transactions are properly processed, authorized, and funded, and that all
University operations are accounted for accurately in the University’s Financial Reports. Everyone with
a Fiscal Role has a responsibility in the Financial Report Review Process. You need to ensure that the
reports for your area of responsibility are being reviewed on a regular basis by the appropriate people.
The fundamental components of the Financial Report Review Process include:

* Detailed review and reconciliation of Financial Transactions to source documentation;

* Periodic analysis of the budget to actual fiscal activity;

» Comparison of prior year financial activity to current year financial activity;

* Each detailed review and reconciliation of Financial Transactions for every University
department should be completed at the minimum on a monthly basis.

When concerns are raised in response to the Financial Report Review Process, such as the appropriateness
of an individual Financial Transaction or even the financial well-being of your entire area of
responsibility, then the Financial Report Review Process should also include procedures for taking
appropriate investigative and remedial actions.



Policy and Procedure Identification and Compliance

As explained in the beginning of this manual you are responsible for following applicable
University policies and procedures. The term “Policies” refers to University developed
principles and rules that are based upon University Board of Trustee principals or externally
mandated laws, regulations, and rules. Policies set forth the expectations for employee behavior and
create the basis for University procedures. “Procedures” are business processes that implement
policies. University policies and procedures provide the context and framework for the University’s
stewardship obligations. Compliance with University policies and procedures provides an internal
control designed to provide reasonable assurance that university resources are used in a prudent matter
and for their designated purposes.

In addition to policies and procedures, your area of responsibility may be subject to additional contract,
grant, and donor restrictions. If this is true, you will need to refer to external resources, such as the
contract, grant, and donor agreements or laws and regulations referenced therein.

The consequences for failing to comply with University policies, as well as their related procedures
and/or grant, contract or donor restrictions can be widespread and severe. For example:

o University assets can be at risk for damage, loss or theft.

e The reputation of the University can be harmed. This may result in a downturn in Student
enrollment or a decrease in donor contributions.

e Organizations that fund Sponsored Projects may increase their level of scrutiny relative to
research operations or reduce the number or amount of awards to the University.

e The University may be faced with fees, fines, and other penalties.

While you are not expected to become an expert on every University policy pertaining to fiscal
responsibilities, a basic understanding and dedicated compliance with University policies and procedures
is essential.

Information related to the following policies and procedures can be found on the University’s
webpages:

e The University of Northern Colorado Board of Trustee Policy Manual

e Information Management and Technology Policies and Procedures

e General Accounting Procedures

e Accounts Payable Procedures

e UNC Purchasing and Contract Procedures

e Payroll and Benefit Procedures

e Human Resources Procedures




Fiscal Communications

We all share responsibility for communicating — fully, openly, transparently and ethically — to other
management offices such as the Controller, the Dean of your College, and the Provost, as well as to
external entities that provide University funding — our students, sponsors, donors and regulating agencies.

Of particular concern are communications with external entities such as sponsors, donors, and regulatory
agencies relative to policy compliance. Communications with such entities should be shared with your
supervisor and possibly senior University management. These communications may address:

e Material issues of non-compliance, whether they have been resolved or not
e Inappropriate reporting of financial information

e Questioned costs identified after project closeout

e Allegations of Fraud or suspected Fraud

It is also of utmost importance to be aware of privacy laws and the protection of personally identifiable
information such as social security numbers, bear numbers, credit card numbers, student grades and
health information, etc. when communicating University information with others. Personal Information
Data Protection procedures can be reviewed on the University website for Information Management
and Technology Policies and Procedures.

In the large and decentralized structure that characterizes the University, the internal communication
process can be quite complex. You need to determine the effectiveness of your area of responsibility’s
fiscal communications, including communications resulting from your personal actions as well as
communications you have delegated. You need to think about both formal communications (such as
those occurring in a staff meeting or through a newsletter) as well as informal communications (such as
those that take place between employees in your area).

Identification and Communication of other Financial Risk issues

Fiscal Misconduct

Fiscal Misconduct includes all of the following:

e Misstatements or fraudulent financial reporting that deceive financial statement users
e Misappropriation of assets that involve property theft from the University

¢ Financial abuse that results in University resources being used inappropriately

An employee or student associated with the University who knows of or suspects Fiscal

Misconduct should promptly notify either one's immediate supervisor or one of the following
investigative units: Chief Financial Officer, Controller, Internal Audit, General Counsel, Campus Police,
and/or Human Resources.

The University also offers employees and students access to a confidential, anonymous reporting system
that is not part of the University. This hotline, MySafeCampus, sends reports to the University while
protecting the reporter’s identity and allowing anonymous follow-up. MySafeCampus is an alternative
for anyone who feels unsafe using the less confidential forms of communications.

Students and employees can log on to http://www.mysafecampus.conv/ or telephone 1-800-716-9007 to
contact MySafeCampus. The University maintains a Frequently Asked Questions web page
(MySafeCampus FAQ) to help you with questions you may have regarding using the MySafeCampus
anonymous reporting tool.




Misstatement or Misapplications of University Accounting Policies

The University has set forth various accounting requirements in its rules and procedures. Most areas of
the University have simple accounting processes that involve classifying revenue and expenses in account
codes that describe their nature. However, the nature of operations for your area of responsibility may
require more sophisticated accounting procedures. If you have complex operations (such as construction,
customer revenue collections, equipment purchases, and/or insurance recoveries), you should discuss
what accounting is required with the General Accounting Office.

False Statements

A false statement is a communication in speech or in writing which states something that is untrue, tends
to deceive or mislead, or is based upon mistaken, erroneous, or inconsistent ideas or facts. If you are
aware of any false statements that have been made internally within the University or to an external
entity, this information should be reported to the appropriate university official.

Communications from a Regulatory Body

Due to the size and complexity of the University, regulatory bodies, such as the US Department of
Education (DOED) or National College Athletic Association (NCAA), may not direct their
correspondence to the appropriate employee. Therefore, each of us must take personal responsibility to
ensure that any Communications with a Regulatory Body are forwarded to the appropriate person.

Guarantees and Indemnification

A Guarantee is a legally binding agreement whereby the University provides a third party an assurance
that a condition will be fulfilled. Indemnifications are legally binding arrangements whereby the
University promises a sum of money in compensation for loss, injury, or damage, or for trouble and
annoyance. Guarantees and Indemnifications on the part the University are generally prohibited
under State law. Therefore, all contracts should undergo appropriate legal review.

Unasserted Claims or Assessments

In carrying out your day-to-day operations, you may interact with a multitude of external parties, such as
students, regulatory bodies, vendors, and/or sponsors. If these parties are unsatisfied with the
University’s performance they may seek a legal course of action to address their concerns. Most legal
actions are handled by the University Legal Counsel; however, you may be aware of an Unasserted Claim
that has not yet been officially filed. If so, it is your responsibility to inform University Legal Counsel.

Contingencies

A Gain or Loss contingency is a situation involving uncertainty about the value of a Financial Transaction
because of what may happen in the future. An increase in value is a gain contingency, whereas a negative

impact on value is a loss contingency. The controller should be notified of any gain or loss contingencies

of which you are aware with respect to the value of a liability or an asset.

Subsequent Events

A Subsequent Event is a Financial Transaction that occurs after the beginning of the current fiscal year, but
affects the prior fiscal year. Examples include material accounts receivable are later determined to be
uncollectible, or after the fact contracts that create liabilities or obligations to pay.

Estimates

An estimate is when the value assigned to a Financial Transaction is based upon an assumption or
educated guess as opposed to a fact or known event. These include financial transactions for Accounts
Receivable Allowances for Doubtful Accounts, Scholarship Allowances, and Annual Depreciation
Expense. Due to the inherent uncertainty that arises when dealing with Estimates or assumptions, the
value of the particular financial activity could change materially in the upcoming year. So, the existence
of Material Estimates should be disclosed to the controller.
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Chapter 2 - Accessing Banner Finance and Basic Navigation

This chapter explains how to gain access to the University’s Finance System, and some basic
steps for navigating within the system. The University Finance system is a part of the Banner
Integrated Data Base System (Banner). The Banner Finance module is one of four Banner Data
Base modules used by the University. The other three Banner modules are Student Records and
Accounts Receivable, Human Resources and Payroll, and Financial Aid.

While the Banner Finance system does have some similarities to other finance systems, Banner
does work differently from many programs you may be accustomed to using. Learning about
some of the similarities, as well as some of the tricks for addressing the differences, can make
your use of the Banner Finance System more productive.

The first step to being able to utilize the Banner Finance System is to gain security access to the
system.

Security Access and Help with Banner

The University must protect the integrity of its reporting information. To do this employees are
granted security access to the Banner System based upon their job duty requirements.
Information Management and Technology (IMT) has designed forms for security access to the
various modules of Banner. There is one security authorization form for each Banner module:
Finance, Human Resources, Student and Financial Aid.

Each of these forms requires the employee’s supervisor’s approval plus the Banner Module’s
Data Steward’s approval. The Data Steward for the HR/Payroll Module form is the Director of
Human Resources. The Data Steward for the Student Module is the Registrar. The Data Steward
for the Financial Aid Module is the Financial Aid Director. The Data Steward for the Finance
Module is the University’s Controller.

Details on how to download the Banner Finance Security form are provided below. Before you
complete this process, the employee’s job duty requirements related to Finance should be
reviewed. Also, as the Banner Finance Security Access Form requires Fund and Organization
information, the employee and supervisor should be aware of the Funds and Orgs that the
employee should be authorized to access. (See Chapter 3 — The FOAPAL Chart of Accounts

System)
e Employees who need to be able to review financial information but not change or update

that information should only be assigned Query access to view the financial data for the
area for which they work.
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e Other employees may need to be able to make changes directly to the Banner Financial
System that affect University Business such as entering journal entries, inputting
purchase requisitions, reconciling or adjusting suspense/clearing accounts, managing
unrelated business income, updating approval queues, using Xtender services, etc. The
security access for these employees requires maintenance access to the Banner system.
All employee maintenance access to the Banner Finance system must be carefully
reviewed by the employee’s supervisor and University Controller before it is approved.

e As with ALL access to the Banner System, security access to the system must be
terminated and/or revised when a University Employee changes positions or leaves the
University.

To initiate the process of granting security access to the Banner Finance system to an employee:

1. Go to the Financial Services General Accounting website:
B General Accounting Services Home - Windews Intemet Expiorer T T T T TR e ST 5 T e—

- \‘3 hittp://www.unce.edu/zccts

es/genacct/indexhtm [ &4 [x][2 sing

i Favorites | s @ Better than expected, but .. “ University Of Norther Co... 2 http- lorado.edu-.. “ hitp- du-obi.. @] WelcometoManaged Re.. & Welcome to Managed Re... [ Suggested Sites ~

f-8

~ 1 fm v Page~ !

S TRAINING

} FORMS 1 PROCEDURES 9 PUBLICATIONS

<1 Financial Services Home

<l Accounts Payable

& Budget Office

7 Bursar’s Office

& General Accounting

&l Purchasing and Contracts

&1 UNC Visa Card

What we do...
| Resource Links
EIO Helpsheets
: P The General Accounting Office monitors all University accounts to ensure compliance with :ﬂf;g:g;s;: :;m
FAQ's University and state reporting requirements. General Accounting verifies and processes journal
Property Accounting entries and EIOs, manages University property and inventory, monitors grants, federal loans and
Record Retention Guidelines scholarships, and provides required reports to private, state and federal entities ;\P;I»‘?rwzl Queue
Instructions
Staff /
Contact Us 3 Banner Finance Security
What's New? Request Forn]
Banner Finance Approval Queues
_ Finance & Audit Committee Report, 2012 1st Qtr gngn?"gnszsd
n Annual Financial Report FY11
EIO Account Codes

2. On the right-hand side of the home page, click on the Banner Finance Security Request
form.

Print a copy of the Finance Module Banner Security Form or fill out the form online.

4. Fill the form out with the employee’s information regarding their Banner Finance usage
needs:

a. The Production Database should always be marked. Only users requesting
maintenance type access have a need for the Test, Pre-Production or QA databases.

b. All Banner Finance Users need access to the Finance Related Inquiry only Finance
Security Classes: UNC_GEN USER ALL Cand UNC FIN USER ALL C
These classes are already checked on the form.

c. Most Banner Finance users need ONLY these two security classes to complete their
finance related job duties.
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d. Ifyou believe the employee needs more access than these two security classes
provide, please contact the General Accounting Office.

e. Complete the Funds and Orgs to which the employee may have query security access.
If you believe the employee should have maintenance access, please contact the
General Accounting Office to verify this.

5. The employee and supervisor must sign this form acknowledging that the employee and
supervisor have read and understand the University’s procedures related to:

a. Family Educational Rights and Privacy Act (FERPA)

b. Information Management and Technology Policies and Procedures.
c. URSA Data Standards

6. The signed form should then be faxed or mailed to General Accounting Office (Fax 1-
1142; Campus Box 44).

7. The Financial Services Data Steward (the University Controller) then reviews the
completed form and approves the security access, if appropriate.

8. If approved by the University Controller, the authorized form is then forwarded to the
Information Management and Technology department (IMT). IMT generally can update
the security access for the employee within a few days of receiving the completed and
authorized Finance Module Banner Security Form.

If you need Help --
Financial Services and Information Management and Technology Services (IMT) will work
together to answer your questions about using the Banner Finance Module.

If you have any questions regarding the Banner Finance Module Security Access form, call
Financial Services at 351-2228.

The IMT Technical Support Center is open 24/7. You may submit questions online at IMT
Technical Support OnLine or you may call IMT at 351-4357 (HELP).
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Logging In to Banner Finance

After you have gained security access to Banner Finance, you are ready to “Log In” to Banner.
Go to the URSA Banner Homepage (http://ursa.unco.edu) and log in using the same login and
password as you use for the UNC network. The URSA login page is shown below:

UNIVERSITY of

NORTHERN COLORADO Ve

UNG WEB CONNECTION Need help? Call 970-351-4357

Secure Access Logi to Ursa — Unit i

v for Access
User Name:

Ursa is the secure, electronic gateway to real-time information and tools for University of Northern Colorado
Facully/Sta wxa

Sy faculty, staff. and students. Lirsa makes UNC's day-fo-day operations and lang-range planning more efficient
ent example: smir1234 and more effective.
Password:
om—— Cancel Ursa Security
Numerous security precautions, including SSL encryption, have been taken to safeguard Ursa and your
I am having problems logging in. personal information. Technologies such as SSL encryption help to protect you and your personal data.
I forgot my Bear Number.,

However, it is alse your responsibility to help keep your data and Ursa secure. By following these simple
steps below you can help keep this information secure
Forgot Password: Student | Faculty/Staff

Never share your Password with anyone.

Your user name and password are your UNC digital identily.
Always log out of Ursa and close your web browser windows.
Only access information from trusted computers.

Choose strong passwords.

URsA%Account

Your account provides you with secure

tcess to Ursa, e-mail, and University If, for any reason, you believe your account has been compromised, contact the UNC Technical Support
Recourcas. Center immediately for assistance at (970) 351-4357.

- I am a new student and need

to activate my ac
- Iam a new faculty member What's Inside?
or staff member and need to
activate my account. = INB (Internet Native Banner) Access
= Campus
= Class Reyistration, Course Descriptions
Make this my homepage = Course Tools
Instructions on how to make your browser = Email
0ad this page on startup. - DearMail

« Outlook Web Access
News and Events
Self Sarvice
« Personal Information
View and Update Address & Phones
« Studaent & Financial Aid
Admissions, Registration, Student Records, Financial Aid
- Employee
Time Sheet, Leave Report, Benefits & Deductions
Pay Information
and more services and information ...

(Y

Copyright © SunGard Higher Education 1998 - 2011.

URSA

Once logged in, you may choose from the tabs at the top of the page. Click on the Banner tab,
then click the “Link to Banner 8 Production” to sign in to Banner.

VERSITY of

RN COLORADO

£ =
UNC WEB CONNECTION Need heip? Call 970-351-4357
Puicnc W ey on ¥ noscurces Y Satoty ¥ rioto ¥ Empioves YERTTR criain ¥ wootnor
Banner 8 Production =11 = JEsi Bar

er Self-Service 2E

ke will automatically sign you into Banner without the need to
1anner login and password, Howesver, the first time and any

time your network password changes you will be re
passwords. You will r o message indicating that your Banner

System password has been changed to match your password in the Ures,
You will need to click the link

che Hare' to continue, Approval Alerts BEEE
Journal Document: 14
Total: 14

Electronic Internal Order B

Mext Approver All Documents

Thaere were ne sctive EIO forms found with

EIO Help Sheets BE
+ EIO - Instructions
- EIO - Account Codes
+ EIO - Approving Docurr

r amail a8 8 contact

s fram Urs
= EIO - Supplying Department Email Addresses
- EIO - Tips and Tricks
= EIO Training Videos

Insight Reporting Portal

ODS has been updated as of 21-MAY-2012 05:57:25.

Insight Environme

Production Insight
User 10: Password:

Login

Top

URSAS

14



Choose a Banner Form Using the Menu

At the main menu in Banner (GUAGMNU), you may type in the name of the Banner form you
would like to use in the “Go To .. .” field.

You can also find a Banner form you need by simply searching for it within the Banner folders:

v Tools Help

(& BRI SR G2 @ 00X

I g 3L L i 012 - Last login Monday, M 2012 09:54:54 &AM
CoTo... E Welcome, Joe Tacoronte. Products: B
sy iGeneral Ledger [*FINGENLL] E2

I chart of Accounts System Control [*FINCHRTS]
Jchart of Accounts Account Codes [*FINCHRTA]

1 chart of Accounts Entity Maintenance [*FINENTTY]
1 General Accounting Transaction Forms [*FINGEMNLA]

— ‘ZGeneral Accounting Query Forms [*FINGENLQ]

Bl Executive Summary [FGIBDSR]
Bl Direct cash Receipt Summary [FGICSUM]

Bl pirect cash Receipt Inquiry [FGIDCSR]

Bl Document Retrieval Inquiry [FGIDOCR]

B General Ledger Activity [FGIGLAG]

Bl Journal Youcher Summary [FGIISUM]

Bl General Ledger Trial Balance [FGITBAL]

Bl Trial Balance Summary [FGITBSR] =
Bl Detail Transaction Activity [FGITRND]

sl General Budget Query Forms [*FINGBUDQ]

B Budget Availability Status [FGIBAVL]
Bl Executive Summary [FGIBDSR]
ﬁ Elorganization Budget Status [FGIBDST]

Banner Broadcast Messages

Above we have “Clicked” on the FINANCE SYSTEM MENU

e From there, we opened the General Ledger Tab

e Then we opened the “General Accounting Query Forms” folder and General Budget
Query Forms

e In this folder, we can find the commonly used “Organization Budget Status form”
FGIBDST — double click on the form name and the form will open

We are choosing form FGIBDST as an example of a commonly used Banner Finance Inquiry
form. The FGIBDST Organizational Budget Status form provides Operating Ledger financial
information (Revenues, Expenses, and Transfers) for a chosen fiscal year (July 1 through June
30).

e This form is an Inquiry Only Form

e Inquiry Only forms are identified in Banner by the letter “I”” as the third letter of the form
name: FGIBDST
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Search for a Banner Form Using GUIBOJS

You can access a Banner Form Search tool from the Banner General Menu. Next to the “Go
To...” Box is a “Down Arrow.” Clicking on this “down arrow” key will take you to a form
search tool: Object Search GUIBOIJS.

4| Oracle Developer FaRME Runtime “Web

Eila Edit

| I_-l =i el I ‘._..:1

The Percent Sign % is a “wildcard” in Banner. To search for a Banner form, use the Wildcard %
to enter as much information as you know about the form you are looking for. In this case, we
know the form we are looking form is an Inquiry form starting with “FGI” and we know that the
form description has the word “Budget” in it.

rmobject Search GUIOBIS .0 (PROD)
Mame Description Type

[Fe1% [sBudgets -| 2

| | | |

| | | | |-

| | | |

| | 52
( Statt ( S| =] { LCEJJ

Then press the F8 key to execute the search for the form.

If the form you are looking for appears in the search list, you can “Click” on it to open.

‘w8 Object Search GUIOBIS 8.0 (PROD)
Mame Description Type

[FeRAWL [Budget Availability Status [Farm -] [=

|FGIBDST |Organizatiun Budget Status |F0rrn v|

|FGIE-SLIM |Organi2ati0n Budget Summary |Form v|

| | | |

| | -
{( Start J {( Clear {( Cancel
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Elements of a Banner Inquiry Form

 Oracle Developer Forms Runtime - Web:

File Edit Options Block [tem Record Query Tools Window Help

Menu
B & [EE
Toolbar oD)
Chart: EF Organization: 45010 [+ Dean Matural & Health Office
Fiscal Year: |06 [* Fund: 10000 [* State Appropriated General Fund
Index: [~ Program: (4101 =] General Academic Administration >~ First
. -
CIQuery Specific Account Account: o block
[ Include Revenue Accounts Account Type: 3 or Key
Activity: (=]
Commit Type: |eoth Location: (=] —_
/_ Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
61720 [T [Faculty Full Fringa Banefits 0.00 17,242.68 0.00 -17,242.68 [
E2220 T Administrative Contract FT 429,344,000 B5,263. 28 .00 F34,680.74
E28E0 T Grad Assist Tuition Scholars .00 ,644,00 .00 -%,644.00
E3220 T Classified Regular FT Wage 46,201.00 0.00 0.00 46,201.00 Scro”
653320 L [classified Regular PT Wage 0.00 15,963.00 0.00 -15,963.00 B _
Records = Bar
. E3720 L | Classified Full Fringe Benefi 0.00 2,88%.32 0.00 -Z,88%.32
display L
64100 L | [student wages Salary 4,000.00 0.00 0.00 4,000.00
64110 || [Student Academic vear 0.00 50.00 0.00 -s0.00
64115 ||L [student Summer 0.00 3,053.48 0.00 -3,053.48
64510 L [atdnt Hrly Calo WS Need Of 0.00 413.09 0.00 -413.09
64530 L [atdnt Hrly Calo WS NoNasd 0.00 286.25) 0.00 -286.25
E4720 T NonStudent Hourly Fringe B .00 70,20 .00 -70.z0 -
\ Net Total: 536,112.00 142,477,444 1,786.3% FE4,848.17
Auto _ _
Hint ‘ Dup Itern for Detail,Count Guery for Oran. Summary, Dup Rec for Encum, List |
. Record: 1/37 | ] | | <08C=
Line

‘4 start “Ee | B Out... e g Manu. oft PowetPoint ../ 4 Internet Explorer

Menu Tool bar — Provides various options and shortcuts for efficiently using Banner. The icons
on the toolbar are described in detail in the next section.

Blocks — Banner forms are broken up into blocks. The “first block” is generally used to enter the
parameters for information you wish to retrieve. The “next block” generally provides the
information requested. To move between blocks, it is necessary to use the “Next Block” button
in the tool bar, or by pressing “Control” and “Page Down” at the same time.

Records display — This “Next Block” section displays the information for the parameters that
were entered in the first block. You can scroll down through this information by 1) using the
“down arrow” key, 2) using the scroll bar on the right, or 3) using the “Next Record” button in
the Tool Bar.

Scroll Bar — Used to view all the information in a block.

e A scroll bar on the right hand side of a Block indicates that more than one page of records
exists vertically and that they cannot all be viewed on one screen. The scroll bar helps
you view all the pages of information from top to bottom.

e A scroll bar at the bottom of a Block indicates that more information exists horizontally
than can be viewed on one screen. The scroll bar helps you view all the information
available for the record from left to right.

Auto Hint Line — Is a text line at the bottom of the form that provides information for the field
where the cursor is located. It shows:

e Brief field description and data entry instructions

e Error and processing messages

e Keyboard equivalents to access other blocks, windows, or forms from the field
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The Banner Finance Toolbars — For Inquiry Forms

Banner Inquiry forms have two primary tool bars to help you navigate:

&| Oracle Developer Forms Runtime - Web: Open > FGIEDST

il Edit Options Block kem Becord Query Tools Help

| | | | | | | | |
Exit/ Notused Various These are Duplicated below Not used Use for Data

Print in Query and by smart keys in Query Extract
Roll Delete Next Next Execute Message View Doc
Save Back Record Record Block Query (rarely used) (Extender) Exit
| | | | | | | | | |
| | | | | | | |
Select Insert Previous Previous Enter Cancel Print  Add Doc Not Used
Record Record Block Query  Query (Extender)

= Organization Budget Status FGIBDST 8.5 (PROD)

Farm Form  Banner DatzBase
Description MName Version (Production)

The tool bars for Budget Status Form FGIBDST are duplicated above. These two tool bars are
accessed at the top of the form.

The first tool bar’s primary purpose is to allow you direct access to print, exit the form, access
other forms or extract data to Excel:
* File - Primarily used to print the current page showing on the screen or to exit the form.
* Options - Primarily used to directly access other related Banner Forms.
* Help - Primarily used to extract data to an Excel file.

* Block, Item, Record and Query are Navigation tools that can also be accessed using the
second tool bar icons or various smart keys.

» Edit and Tools are generally NOT used within an Inquiry form.

In the second tool bar, the primary tool icon buttons are highlighted in red (above) and defined on
the following page.

The tool icon buttons highlighted in purple (above) are rarely, if ever, used within an Inquiry only
Form.
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Primary Inquiry Toolbar Icons — For Inquiry Forms

Rollback Icon - Clears all information in a form and returns you
to a data enterable field in the current block.

Next Block — Use this button to go to the next block. Pressing
the keys - Control and Page Down - at the same time will also
take you to the next block.

Enter Query - Clears the information in the block you are
working in and allows you to enter a search parameterin a
field you want to search. Enter the parameter(s) and then
execute the query (see below). Pressing the F7 key will also
clear the block and allow vou to enter a search narameter.

Execute Query — Once you have entered a query parameter
(see above), this button will instruct the system to find the
information that matches the parameter(s). Pressing the F8
key will also execute a query.

Exit Icon - If you are in the process of executing query, a single
click of this icon once will cancel the query. If you are not
processing a query, a single click returns you to previous
screen.
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Banner Search Tips

In the Banner Budget Organizational Status form FGIBDST, you can only conduct a “search”
within the Account field. Other forms allow you to search on other fields. To find out what
fields you can conduct a search on:

1) Press F7 or the Enter Query (Question Mark) Icon in the Tool Bar to clear the block.
2) Tab to or click on the field for which you want to conduct a query.

3) You can only conduct a query on fields that Banner allows you to click on when initiating
a query. If you cannot tab to or click on a field, then you also cannot query that field.

4) Enter the parameter, amount, name, date, etc., that you wish to query in the query field.
In the example below, we are searching for all expenses in the 10000 fund that begin with
the numbers “79”. These expenses would generally be Capital Outlay expenses.

| Cracie Developer Formns Runtime - Web: Open » FGIBDET
—

Gl Edit Qobons Blodk [tem Becord Query Tools Help

@ 0 AERE $9 808 & & AR & ¢ & £ 0 X

L Qrganization Budget Status FGIBOST 8.5 (PROD)

Chart: l:‘.i - Organization: : [
Fiscel Year 1z [~ Fund: [toono  [=  state Appropriated Gereral Fund

Ind e - Program: ! -

Query Specilic Account Accaisiy i— _'

# include Revenue Aocounts Account T”“i_ ks

Activity: | [*

Commit Type: |= [~ | Location: | [~

Account Type Title Adjusted Budget WD Activity Commitments Available Balance

—- (I M | | _ |

5) Press F8 or the Execute Query Icon in the tool bar. If transactions exist in the database
and the parameters properly entered, the transactions you are searching for will appear.

|Eile Edit Options Block Item Record Query Tools Help
WD HEEE 7 PBE @ 8 BB S8 ¢ 4 £ 0 X
‘M@ 0rganization Budget Status FGIBDST 8.5 (PROD)
Chart: EF Organization: [7
Fiscal Year: ’FF Fund: 10000 F State Appropriated General Fund
| Index: 4 Program: ~
[J Query Specific Account Account: F
 Include Revenue Accounts Account Type: ~
Activity: [7
Commit Type: Location: d
| Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
[7a110 |E— |cap out IT Equipment =45, | 0.00 | 56,250.00 | 0.00 | -56,250.00 A
[79170 |E— |cap out Other Equipment = | 16,201.00 | 13,922.52 6,240.00 -3,961.52
79870 e [capital outlay Library Mats | 1,145,147.00 1,259,099.95 | n.on| -113,852.95
[79500 |E— [BUDGET for Project Transfe | 0.00 | 0,00 0.00 | 0.00
| 79980 e [tnternal Purchases-cap ou | 0.00 1,000.00 | 0.00 -1,000.00
T i T T T T
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Banner Search Tips — Wild Card %

%

To search within an inquiry form, or other source within Banner, you may use wildcard
characters to aid in the search. The % Percent Sign is the most effective Banner Wildcard
character to help you with your search.

e The % wildcard character represents any number of unspecified characters.

e [tis best to put the % sign before and after the string of characters you are searching for
to ensure that your search is as complete as possible.

e Ifyou aren’t sure if the first letter should be capitalized or not, leave the first letter out of
your search.

Examples:

e As shown before, if you are searching for the Organization Budget Status report you
might search as: %Budget%

e Ifyou are searching for all account numbers that start with “725” or have “725” as part of
the account number, you might enter a search as: %725%

e Ifyou are searching for the Organization Budget Status Report but you aren’t sure which
letters are capitalized, you might enter a search as: %udget%atus%
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Naming Conventions of Banner Objects

The names of Banner objects are seven characters long. The position location of each character
follows the conventions described below. The example of the FGIBDST object is highlighted
below:

Position Location Descriptions and Examples

2 Module 4-7 Unique name for
1 Primary system owning . object (examples
owning object object 3 Type of object only)
F G I BDST
. A Accounts
F Finance Payable A Application Form BDST Budget Status
B Budget
G General Development B Base Table BSUM Budget Summary
N Human
Resources/ G General . .
Position Lt I Inquiry Form DOCH Document History
Control
P Human . ENCD Detail
. M Maintenance
Resources/ O Operations Form Encumbrance
Payroll Activity
R Rule
R Financial Aid P Purchasing ;F;ble/Repoﬂ/Proc IDEN Identification
R Research T Ger}eral TRND Detail Transaction
S Student . Maintenance Test ..
Accounting Activity
Pattern
T Accounts T Validation V Validation VNDH Vendor Detail
Receivable Form/Table Form/Table View History
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Checking Your Banner Display Options

All Banner Users should check their Banner Display options to ensure they are correct.
¢ Go to the General Menu (GUAGMNU) and type GUAUPRF

File Edit Qptions Block Item Record Query Tools Help
i IR @

—  Go ToO...|GUAUPRF

_13Job Submission [*GENJOB] =
£3SBGI Geo Region/Divisions [GORSGEO]
@dparameter Selection Compile [GLBPARM]
_1Population Selection [**GENPOPSEL]
_ILetter Generation [*GENLETTER]
—1General International Management [**GENINTL]
System Functions/Administration [*GENSYS]
—1Banking and Currency [*GEMCURR]
_1Electronic Data Interchange [*GENEDI]
_1Desktop Tools [*GENDTOOLS]
_1Event Queue Maintenance [*GENEQS]
AMenu/Preference Maintenance [*GENMEMNU]
B Menu Maintenance [GUTGMAU] —
2 oracle password Change [GUAPSWD]
SR = o ool User Proferences Maintenance [GUAUPRF]
B My Banner Maintenance [GUAPMNU]
E] MMy Banner Maintenance and Copy [GUTPMNU]
_10bject Maintenance [*GENOBJS]
1 QuickFlow Process [*GENQUIK] A

EI Welcome, Mary Sorensen.

Banner Broadcast Messages

e All Display Options in the left hand column should be checked

e Ifany are Not checked off the user should mark them and then press the save icon

File Edit Options Block Item Record Query Tools Help ORACLE

(BB AEABEBE %9 @ & & W E @1 @1 .1 X

Directary Options My Links Menu Settings [CEEE
Display Options User Interface Color Settings
[« Display Form Mame on Title Bar Description: |Enter the RGE color code for non iconic buttons. =]
i Default ¥alue: [F2040204b153
¥ Display Form Name on Menu
User Value: [r2040204b153 [Rd]
¥ Display Release Number on Title Bar
Description: [Erter the RGE color code for the canvas,
[« Display Database Instance on Title Bar Default Yalue: |r2559255h255
User value: [r2559255b255 ™
Alert Options
Description: |Enter the RGE color code for codefdescription prompts,

¥ Prompt Before Exiting Banner Default ¥alue: r0g0b0O
user vaive: [ |

Kl

v Display additional Confidential warning

@ Dlsplay Addlitional Deceased Warning Description: [Enter the RGB color code for the menu links canvas.
Default ¥alue: [r2550255h255
[ Display Duplicate SSN/SIN/TIN Warning User Value: |r255g255h255 E‘
Data Extract Description: |Enter the RGE color code for the menu broadcast message canvas,
Default value: [r2550255b255
¥ Include Header Rows in Data Extract User Yalue: |r255§255h255 B -



Setting Up “My Banner”

My Banner is useful for quick access to the forms you most commonly use, and is simple to set
up:
1. At the General Menu, double click on My Banner to open the folder.

2. Click on Organize My Banner under My Banner to open the form. You may also
simply type “GUAPMNU” in the Go To ... field at the General Menu.

L Ol Deeioper Forms Rurime e © R W W

File Edit Options Block Item Eecord Query Tools Help

I - Monday, March 1 2 - Last login Monday, March 19

Co To.. [:l Welcome, Mary Sarensen, Products: E

‘AMy Banner

B Executive Summary [FGIBDSR]

B Action Code Validation [STYAGTN]

[ Activity Gategory Yalidation [STVACCG]

El Activity Code Maintenance [FTMACTY]
I ... 1) onver icuspu]
_1Banner

‘A student [*STUDENT]

_JFinance System Menu [*FINANCE]

_JHuman Resources [*HRS]

JFinancial Aid System Menu [*RESOURCE]

O General [*GENERAL]

_1Banner Security [**SECURITY]

I Document Management Suite [*BDMS]

3. This will take you to the Banner Maintenance form (GUAPMNU).

File Edit Cptions Block Item Record Query Tools Help DRACLE
[ Fn |
JOE_TACORO Personal MenuEpter Query CXECUte Query
Type: |Orac|e Farrms modul;\\d‘@ | Object | . | . Description
FGAAUTO Automatic Journal Voucher =1

Object Description i |F|'MORGN |Or’ganization Code Maintenance
‘TGMCCDQUM betail Query = |F|'MFUND |Fund Code Maintenance
‘ |F|'MACTV |Activity Code Maintenance
‘ | “Double click on Object |F|'MACCT |Account Code Maintenance
‘ | |FORAPPL |Apprnva| Process
‘ | |FOIAPPH |Document Approval History
‘ | |FOAUAPP ||_|ser Approval
‘ | Click to Insert '_—'-k- |FGIENCD |Datai| Encurnbrance Activity
‘ | ﬂl |FPICPOF |open Purchase Grders by FOAPAL
‘ | |FGIOENC |Orgaﬂizatinna| Encumbrance List
‘ | @ |F|'MAPPQ |Appr0va| Queus Maintenance —
‘ | : =] |FaraE=T |zase Extract Process
‘ | [Feacase |ease Parameter
‘ | i |FGRPDTA |Program Detail Activity
‘ | |FaTvHDH [vender Detail History
‘ | |FAIINUL |Invo\ce.fcred|t Merno List
‘ | |FGRTRNH |Dai|y Transaction Control Rep
‘ | |TFADETC |Deta|l Code Control Form - Finance
‘ | |NHIDIST |LahDr Distribution Data Inguiry
‘ | |FGRGLTA |G/L Transaction Activity
1 I | | |FarsLac |zeneral Ledger Activity

- r r
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10.

On the left side of this form, you will see a list of available forms in alphabetic order by
the Form Description in the second column.

On the right you will have the forms already included in your list.

In order to add a form to your personal menu, you must first find it in the listing on the
right. You can do this by scrolling through the list and finding the form you want to
add to your menu OR you can execute a query to find the form.

If you choose to execute a query:

a. Place your cursor in the object field and click on the enter query icon or F7. This
will clear the left hand columns.

b. In the object field, type in the name of the Banner form you want to add and
execute your query by clicking the “execute query” icon or pushing F8.

c. The form you are searching for should appear in the right hand column and be the
only form in that listing.

Once you have identified the form you want to save to your personal menu:
a. Double click on the object (it may change to a blue font color).
b. Then click on the arrow pointing to the list on the right.
c. This will move the object to your list.

d. Click on the save icon. You will get a message that a certain number of items
have been saved.

Every time you add a form to your list the entire list is saved.

The next time you access Banner the form will be available in the General Menu.
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Recently Used Forms

Edit Options Block Item Record Query Tools Help

Direct Access
Ohject Search
QuickFlow
Select
Rollback

Save

Refresh

Print

Exnit

Exit QuickFlow
Exit Banner
Return to Menu
Preferences

. EGITBSR Trial Balance Summary

. EGIBDSR Executive Summary

. EGIDOCR Document Retrieval Inguiry

. GUALPRF General User Preferences Maintenance
. EGITRMD Detail Transaction Activity

. EGIBDST Organization Budget Status

[ (T ) B N N R L

I%l [@.IEJE',JIE-I—-—[EBI@I [ X
2012 - Last login Friday, Mar
caronte. Products: |Z|
ETC]

o

Click on any form name

to navigate to form
/Mithout typing in name.

T T T T

E Organization Budget Status [FGIBDST]

2 Journal Youcher Entry [FGAIYCD]
2 organize My Banner [GUAPMNU]

Banner

Banner Broadcast Messages

2 List of Automatic Journal Youchers [FGIAUTO]

After you have accessed forms in Banner, a recently used form list is created just as in Microsoft

Office products.
e Click on the File tab in the general menu.
e Click on any form name to access it without having to type in the name.
e  When you close out of Banner the list will be erased.
[ ]

A new list will begin the next time you access Banner forms.
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Chapter 3 - The Banner FOAPAL Chart of Accounts System

Accurate and timely accounting information is necessary to help UNC evaluate its financial
operations and strategically plan for its financial future.

e Accounting and financial reporting at colleges and universities is necessary to provide
information to help managers effectively evaluate the efficiency of current operations.

e Managers must know how much money they are earning and how much money they are
spending so that they can effectively allocate financial resources and strategically plan for
the financial future of the University.

e Accurate accounting information is also necessary for outside entities who must evaluate
the financial operations of the institution such as the State of Colorado or Bond Rating
companies.

Public Colleges and Universities account for their Assets, Liabilities, Net Assets, Revenues,
Expenses and Transfers using the Fund Accounting System. Fund accounting is an accounting
system that emphasizes accountability rather than profitability and is used by non-profit
organizations, governments and universities. Within this financial system, a fund is a self-
balancing unit, segregated for specific purposes in accordance to revenue source, as well as laws,
regulations and/or special restrictions. Fund accounting allows the University to track the
following financial elements within its Banner Chart of Accounts system:

e Where financial resources came from (Fund)

e Who owns the resources (Organization or Org)

e What is the type of revenue or expense (Account)

¢ How can the expenditures be compared to other universities (Program)
e Which special program does this transaction belong to (Activity)

e Where does this transaction occur (Location-Not Used by UNC)

The University’s Chart of Accounts FOAPAI elements are revised often. When revisions are
made, a “FOAP Alert” email is sent to all business managers.

Fund, Org, Account, Program and activity hierarchy reports are available under the Publications
Tab of the General Accounting Website. These reports can also be accessed through the Insight
reporting system.
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FOAPal Elements

The Banner system’s Chart of Accounts classifies Assets, Liabilities, Net Assets, Revenues,
Expenses and Transfers using an alpha/numeric system called a FOAPal. The components of a
FOAPal are explained below:

FTO|A| P | a |l

un r ccount rogram ctivit ocation
Fund Org | A oz Activity | Locati
(O]Dtional}

Where did \/\/l’mo is What kind [How does USCC{ for Not used

the money respon- of trans- this tracking
come from? sible for action is transaction speciﬁc
the taking compare to activities
moncy? Place? other that cross

universities? Func{s/orgs

5o0ré 5 digits 5o0ré

4 digits 5 digits
digits dieits

Fund
e Identifies the source of the money (the “Where?”)
e The University uses approximately 1400 funds
e The most used and largest University funds, however, are the 10000 State Appropriated
General Fund and the 28000 Auxiliary Housing and Dining Fund
e A single fund can be paired with multiple Orgs
Organization
e Identifies the unit responsible for managing the money (the “Who?”)
e Follows a structure very similar to the University’s organization chart
e A single Org can be paired with multiple Funds

Account
e Identifies the type of revenue or expenditure (the “What?”)
e Includes tuition, student fee, housing contracts, grant revenues, etc.
e Includes personnel, cost of sales, supplies, travel expenses, etc.

Program
e Identifies the purpose of the transaction (the “How?”")
e Includes instruction, research, public service, academic support, student services,
institutional support, operation maintenance of plant and auxiliaries

Activity
e Identifies which project is being tracked within a FOAP — NOT REQUIRED (The
“Which”)
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Fund = Where Did the Revenue Come From?

The F, in FOAPal, stands for “Fund” and identifies the source of the revenue received (the
“Where?”).

The Fund code is mandatory for all transactions and has 5 numeric digits.

Funds are used to account for revenue and expenses related to a specific source of revenues.

Funds also account for assets and liabilities, such as cash balances, and accounts payable.

Each Fund can be associated with multiple Orgs.

Tuition and
Fees

Sales and
Senvices Grants

Gifts

Investment
Income

A recently updated Fund Hierarchy Report can be accessed through the Publications Tab of the
General Accounting website or by running the FIN022 FOAP Hierarchy report through Insight.

UNC earns revenue from many different sources. These revenue sources include student tuition
and fees, auxiliary sales and services, Colorado state funding, restricted grants and gifts,
investment income, etc. In the Banner finance system, Funds are used to identify the source of
revenues.

Some funds are considered restricted, while others are considered unrestricted. All revenues,
whether restricted or unrestricted, may be expended only according to University purchasing,
approval, and financial policies and procedures.

e Unrestricted funds do not have external stipulations; however the University may
designate these funds for specific purposes.

e Restricted funds include externally funded grants, contracts and gifts. Gifts are generally
first received by the UNC Foundation and then gifted to the University. These funds
have documented restrictions regarding how the funds may or may not be utilized.
Restricted funds may be spent only on items for which the donor/grantor has agreed.
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Major Fund Types
The definitions for some of the major fund groupings at UNC are:

1xxxx funds are University General funds

e The largest of these funds is the 10000 fund, which is called the Unrestricted General
Fund. The majority of the University’s revenue and expenses related to its primary
instructional mission and support functions are recorded in the 10000 fund.

e Other 1xxxx funds include multiyear faculty support funds, University strategic planning
funds, research incentive funds, etc.

2xxxx funds are Unrestricted Self-Supporting funds

e These funds include programs funded by student fees such as Student Clubs, the
Recreation Center, and other student fee funded organizations.

o 22xxx Extended Studies funds which are supported by continuing education tuition and
fees.

e 28xxx Auxiliary Operations include Dining Services, Residence Halls, the University
Center, Parking Services, etc. Auxiliary funds sell goods and services to students, staff,
and external customers.

3xxxx funds are Restricted Grant and Gift Funds

e These funds are sometimes referred to as sponsored projects and are funded by external
sources such as the Federal and State Governments, and other private entities.

e 328xx through 329xx Restricted Foundation Funds are supported by gift and grant funds
provided by the UNC Foundation. Funds received from the UNC Foundation are utilized
to pay for University expenses approved by UNC Foundation Donors.

e These funds primarily support research, instruction or public service activities related to
the mission of UNC.

6xxxx are Capital Project or Reserve Funds

e These funds are managed and carefully monitored by Senior Management and/or the
Facilities Office.

e These funds generally are funded by cash transferred from unrestricted funds to be used
or saved for specific purposes.

8xxxx are Agency Funds

e These funds are used to account for non-university cash that belongs to scholarship
programs or student groups.

e These funds do not belong to and are not under the control of UNC.

e UNC allows scholarship programs and student groups to utilize the University Banner
Finance System to simplify their accounting processes.

e These funds work very much like a checking account provided by a bank.
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Org = Who is Responsible for the Money?

The O, in FOAPal, stands for Organization or “Org”, and identifies the unit responsible for
managing the money (the “Who?”).

The Org code is mandatory for all transactions and has 5 numeric digits.
Orgs are used to account for revenue, expenses and transfers only.
Orgs do not track cash, accounts receivable, accounts payable or any other asset or liability.

One Org can be associated with many different funds. For example, an ORG such 48010 (Dean
of Performing and Visual Arts), can be associated with the 10000 general fund, 2xxxx extended
studies funds, 3xxxx grant funds, or 8xxxx Agency funds, etc.

A recently run ORG Hierarchy Report can be accessed through the Publications Tab of the General
Accounting website or by running the FIN022 FOAP Hierarchy report through Insight.

The Org Code Hierarchy follows a structure very similar to the University organizational
chart:

Ixxxx Orgs roll up to the University President
2xxxx Orgs roll up to the Board of Trustees
3xxxx Orgs roll up to the Provost

4xxxx Orgs represent each of the Colleges

*  40xxx Orgs roll up to the Dean of Education and Behavioral Sciences
*  42xxx Orgs roll up to the Dean of Human and Social Sciences

*  44xxx Orgs roll up to the Dean of the Monfort College of Business

* 46xxx Orgs roll up to the Dean of Natural and Health Sciences

*  48xxx Orgs roll up to the Dean of Performing and Visual Arts

Sxxxx Orgs roll up to the VP of Finance & Administration

6xxxx Orgs are generally related to Auxiliary Services or Student Activities
7xxxx Orgs roll up to University Relations
8xxxx Orgs are generally related to Athletics

9xxxx Orgs account for Central University Revenues and Expenses
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Account = What is the Transaction For?

The A, in FOAPal, stands for “Account” and identifies what the transaction is for (The
“What?”).

The Account code is mandatory for all transactions and has 5 numeric digits.

All financial transactions must be classified within the following Account categories:

A recently run ACCOUNT Hierarchy Report can be accessed through the Publications Tab of the
General Accounting website or by running the FIN022 FOAP Hierarchy report through Insight.

Income Statement account codes include:

S5xxxx Account codes are used to categorize Revenues:
Tuition, student fees, housing contract revenue, ticket sales, etc.

6xxxx Account Codes are used to categorize Personnel Expenses:
Faculty, staff and administrative salary and fringe benefit costs, etc.

7xxxx Account codes are used to categorize Other Expenses:
Cost of goods sold, supplies, capital equipment, travel, overhead charges, etc.

9xxxx Account codes are used to categorize Transfers In and Transfers Out:
Transfers cash and/or budget from one fund to another;
No exchange of goods or services is provided by a transfer transaction;
All transfer transactions must be approved by the General Accounting Office.

Balance sheet account codes include:

Ixxxx Account codes are used to categorize Assets:
Cash, accounts receivable, inventory, etc.

2xxxx Account codes are used to categorize Liabilities:
Accounts payable, accrued liabilities, etc.

3xxxx and 4xxxx Account codes are used to categorize Net Assets:
Net Assets equal the total of assets minus liabilities;
Net Assets were formerly called fund balance;
Transactions are never made directly to Net Assets except in extremely rare circumstances —
and then these transactions are made ONLY by the University Controller.

For University financial reporting to be accurate, it is critical that accounts be used correctly.

Sometimes employees try to code expenses to an account where there is budget, rather than to
the account code where the expense really belongs. This makes it difficult for the University to
know how much things really cost when conducting a cost analysis.

If questions ever arise regarding which account code should be used for a certain item, please
contact the General Accounting Office for assistance.
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Internal Sales and Purchase Account Codes:

Internal purchases and sales account codes are used when an accounting transactions is
processed between two UNC departments.

These transactions are usually completed using an EIO (Electronic Internal Order).

* An example of this situation would be when the science department purchases a
computer from Bear Logic. This transaction would be recorded as internal revenue to
Bear Logic and as an internal expense to the science department.

* While internal transactions represent “real” revenue to the selling department and “real”
expenses to the purchasing department they do not increase the University’s total actual
revenue and expenses.

* Therefore, the UNC Banner system provides a unique set of account codes for these
transactions that can be identified and eliminated from the University’s financial
statements.

* Internal Revenue account codes generally have the format: 579xx.
* Internal Purchases (expenditures) account codes generally have the format: 729xx.

» This elimination process is the reason the account codes for both the internal revenue and
internal expense must match.

Detailed information regarding internal sales/purchases transactions is available on the Financial
Services General Accounting website under Electronic Internal Order (EIO) Procedures and EIO
Account Codes .

http://wwrw.unco.edu/acctservices/genacct/eio_helpsheets.htm v‘ ] |¢,‘ X H;, Bing

".3 W Better than expected, but... “ University Of Morthern Co... £ http--cusg.colorado.edu-.. " http--www.unco.edu-obi... £ Welcome to Managed Re.. £ | Welcome to Managed Re... n Suggested Sites «

sity Of Northern Col... | EIO Helpshests x\ | i - - [ @ v Pagev §

@ FORMS @ PROCEDURES & PUBLICATIONS & TRANING ;
\\

4

Financial Services Home

=l Accounts Payable

Budget Office

Bursar’s Office

)

General Accounting

d

Purchasing and Contracts

UNC Visa Card

Electronic Internal Orders - EIOs

“! Resource Links
EIO Helpsheets : ) )
) Electronic Internal Orders - EIOs - are paperless transactions used for internal purchases and
FAQ's sales. The EIO web application is located on the Banner Tab of Ursa. EIQs utilize the Banner
Property Accounting Approval Queues for authorizing signatures.

Record Retention Guidelines

Approval Queue
Authorization Form

Approval Queue

-~ Helpshests are listed below and also via Ursa under the Banner Tab Instructions
a
Contact Us Hands-on fraining sessions for new employees are offered through the Center for the Banner Finance Security
Enhancement of Teaching and Learning (CETL). Direct questions to Krystal Dilka at Request Form
krystal dilka@unco.edu.
G ly Used
L = 0 nstructons Aecount Codes
m EIO - Account Codes
EIO Account Codes

= ElO - Approving Documents Using Ursa

m EIO - Supplvina Department Email Addresses Fund Application Form
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Program = How Does this Transaction Compare?

The P, in FOAPal, stands for “Program” and identifies the functional purpose of the transaction
using the same categories as other universities (the “How” do we compare?).

The Program code is mandatory for all transactions and has 4 numeric digits.

Program codes follow a standardized system of comparable functional categories that are
required by the National Association of College and University Business Officers (NACUBO).

Program codes for revenues are similar to revenue account codes; however, expenditure program
codes have very different categories than expense account codes.

The primary NACUBO expenditure program codes are:

Lxooc-Student Semvices
ﬂ/@‘ !'l' [ . 91xx to 9dsoc-Auxiliaries

(Primarily Housing and
Dining)

B:xo0c-Scholarships

Bxooe-Institutional Support Tooc-Facilities

A recently updated PROGRAM Hierarchy Report can be accessed through the Publications Tab of
the General Accounting website or by running the FIN022 FOAP Hierarchy report through Insight.

These NACUBO function expenditure categories are used in the preparation of various financial
and activity-related reports and computations that include the following:

e Annual audited financial statements including the Statement of Revenue, Expenses and
Changes in Net Assets (SRECNA)

e State of Colorado reporting

e The Integrated Postsecondary Education Data System (IPEDS) reporting, which is used
for benchmarking by higher education institutions and the federal government

e Other reporting such as for bond rating companies, granting agencies, etc.

The University’s ability to accurately report University activities to funding entities, and
therefore, receive needed appropriations, recover costs, and assess overhead is heavily
dependent upon accurate Program code assignment.
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Program Code Functional Categories and Coding

1xxx Instruction: Expenditures for activities that are directly related to the University’s
instructional program, including expenditures for academic and tutorial instruction, and regular,
special and extension sessions.

2xxx Research: Expenditures for activities specifically organized to produce research, whether
commissioned by an agency external to the institution or within the institution.

3xxx Public Service: Expenditures for activities established primarily to provide non-
instructional services beneficial to individuals and groups external to the institution, such as
conferences, institutes, etc.

4xxx Academic Support: Expenditures incurred to provide support services for the institution’s
primary missions: instruction, research and public service. This category includes costs such as
educational and library materials, academic computer support, curriculum development, and
academic administration and personnel costs, including academic deans but not department
chairpersons.

Sxxx Student Services: Expenditures incurred to provide support services to students. These
expenditures include the costs of the Admissions and Registrar’s offices, plus the cost of
activities with the primary purpose of contributing to students’ emotional and physical well-
being and intellectual, cultural, and social development outside the context of the formal
instruction program. The Enrollment Management, Student Activities, Cultural Centers,
Counseling and Career Guidance, etc. offices are included in this category.

6xxx Institutional Support: Expenditures incurred to support central activities for the
administration and operations of the University as a whole. University executive management
(governing boards, President, Vice Presidents) planning, legal functions, fiscal services, human
resources, administrative computing, etc., are included in this program code.

7xxx Operations and Maintenance of Plant: Includes all expenses related to the
administration, supervision, operation, maintenance, preservation and protection of the
University’s physical plant. Expenditures include facility operations, new construction, facility
and grounds repair and maintenance, utilities, custodial services, fire protection, property
insurance, hazardous waste disposal, central receiving, disaster preparedness, and capital leasing.

8xxx Scholarships: Expenditures include scholarships or financial aid entitlements from
restricted, external or unrestricted, or institutional funds. Scholarships, trainee stipends or other
awards may only be categorized to this program code if the recipient of the aid is not required to
perform service to the University in consideration of receiving the award, nor are they expected
to repay the amount received.

91xx-94xx Auxiliary: Expenditures for operations that provide goods or services to students,
faculty, or staff for which a fee is charged. An auxiliary enterprise exists to furnish goods or
services to students, faculty, staff, other institutional departments, or incidentally to the general
public. The distinguishing characteristic of an auxiliary enterprise is that it is managed as an
essentially self-supporting activity. Examples are residence halls, food services, college stores,
and parking services. The auxiliary enterprise category includes all expenses relating to the
operation of auxiliary enterprises, including expenses for operation and maintenance of plant,
depreciation and administration.
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Activity = Which Specific Project is being Tracked?
The 2™ “A” in FOAPAI, stands for Activity and identifies a specific project or activity that a
department needs to account for.
The Activity Code is optional and has 5 alpha/numeric digits.
A single activity code may be used by multiple funds, organizations, accounts, and/or programs.

As Activity codes are optional, they must be very carefully and consistently entered by the
Banner user to ensure that transactions are accurately reported.

e Activity codes are assigned by the General Accounting Office after consultation with the
Business Manager who is requesting an activity code.

e The Purchase Card Office must be notified when an Activity Code is added to the Banner
Chart of Accounts; otherwise Procurement Card (Pcard) Transactions using the new
activity code will NOT process correctly.

While the Banner system will process transactions without an activity code, the University
has determined that certain transactions must have an activity code attached to them.
These transactions include but are not limited to:

Axxxx Capital Projects

Cxxxx Conference Services activities
ESxxx Extended Studies activities
Fxxxx UNC Foundation activities
Mxxxx State Capital Projects

Pxxxx State Capital Projects

Qxxxx Multiyear activities

Zxxx Scholarships

If you are not sure whether a transaction requires an activity code or not check with your
supervisor or fund accountant.

A recently updated ACTIVITY Hierarchy Report can be accessed through the Publications Tab of
the General Accounting website or by running the FIN022 FOAP Hierarchy report through Insight.
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FOAP Hierarchy Reports

What is a FOAP Hierarchy?

Banner Funds, Orgs, Accounts and Programs are organized in hierarchies that allow you to more
easily capture and review summarized data within specific Banner Inquiry forms or when using
the University’s Insight Reporting Process.

The lowest level of each hierarchy is the active, data-enterable Fund, Org, Account, or Program
code into which transaction data is recorded.

Each Data-Entry level Fund, Org, Account or Program “rolls-up” to a higher level from which
summarized data can be retrieved.

e Funds utilize five “roll-up” levels plus two fund type levels. Most data-enterable funds
are at Fund Level 4 or 5.

e Orgs utilize eight “roll-up” levels but no Org type levels. All data-enterable Orgs are at
Org Level 7. The Human Resources office uses some Orgs at Fund Level 8, but these are
NOT transaction data-enterable orgs.

e Accounts utilize four “roll-up” levels plus two Account type levels. Most data-enterable
funds are at Account Level 3 or 4.

e Programs utilize four “roll-up” levels but no Program type levels. Data-enterable
Program codes are at Prog Level 2. The Program code hierarchy has not been revised
and the hierarchy structure is not very useful at this point for reporting.

e Activity codes and Location codes do not have hierarchies within Banner.

As noted previously, Funds, Orgs, Accounts, Programs and Activity codes change often.

The Finance Office sends out email notices explaining changes made to Funds, Orgs, Accounts,
and Programs. These email notices are called “FOAP Alerts.” If you are not receiving these
emails and believe you have a need to receive these notices, contact the General Accounting
Office and ask to be added to the FOAP Alert list.

As noted in previous sections, recently processed FOAP hierarchy reports can be accessed from
the Financial Services Website under the Publications Tab.

FOAP Hierarchy reports can also be easily run using the Insight Reporting Process. Using
Insight Reporting however, requires additional security access and training.
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Reading and Understanding a Fund Hierarchy Report in Banner

When reviewing a FUND Hierarchy Report it is very important that you review a recently
run/processed report. All parts of the Chart of Accounts (Funds, Orgs, Accounts, Programs, and
Activities) are constantly being revised to serve the many financial purposes of the University.

A hierarchy report you ran last week might very likely be out of date today.

As the Fund, Org, Account and Activity hierarchy reports are very long and change often:
e Itis NOT efficient or effective to print a long hierarchy report each time you need it or to
refer to an obsolete report.
e It is much more effective and efficient to download a recent copy of the hierarchy you
need and save it to your computer each time you need to reference a hierarchy.

The first page of the Fund Hierarchy Report as of May 23, 2012 is copied below:

University of Northern Colorado
Fund Hierarchy

as of 05/23/2012
01 UNRESTRICTED GENERAL FUNDS
10 State General Funds-NonExempt
01 10 100 . . . . Unrestr Nt Asst-General NonExempt M A
1000 . . . University General-Qtr Op NonExmpt M A
10001]. . University General Funds-Limited M A
10000 |. State Appropriated General Fund h A
10070 |. Stimulus - LB Appropriated b A
10030]. . University Other General Funds M A
10435 |. Summer Faculty Funding A A Wacker, Robbyn
10452 | Gen Fund Institutional Scholarships b A Somero, Marvin
1010 . . . University General Fndz-Multiyear M A
10089]. . Grant MatchFundz-Multiy'r N A
10100 |. Match Clearing b A Castor, Mona L.
10102 | M320494 Archaeclogical Surveyll SHF A A Brunswig, Robert
10103 |. M35810A SEED GU Y A Edwards, Carolyn W.
10104 | M32318A Math Summer Camp MAA SM0 |Y A Soto-Jehnson, Hortensia
10105 |. M32815 Stryker Match b A Wacker, Robbyn
10110 . WM350994 McNair Y A Smith, Thomas A.
10112 . M361714 LTTR Masters DOED 9430011 Y A Bezyak, Jill
10113 |. M3E2314 RSVP CNCS 08/30M1 Y A Pirera, Deborah J.
10114 |. M322924 AIBL Small Grant EAF 7/11 h A Pirera, Deberah J.
10115 |. 360484 Four Corners Y A Clinefetter, Joan
10116 |. M354024 MRI Acguisition NSF 714 b A Pirera, Deborah J.
10117 |. M382084 Middle Ground Y A Clinefetter, Joan
10120 |. M35168A Student Supp A A Smith, Thomas A.
123 | M3&018C Upward Bound b A Graff, Jane
10205 |. M35238 Colo Space Grant b A Walch, Robert &.
10214 |. M361194 Grad prep SEIS DOED S/09 Y A Rude, Harvey A.

e Funds 10100-10214 “roll-up” to fund 10099 Grant Match Funds Multiyear.

e This means that you can review Fund 10099 and retrieve summarized financial information for
funds 10100-10214 added together.

e A “Y” in the Data Entry Column means that transaction data can be entered into this fund.

e An “N” in the Data Entry Column indicates that the Fund is Not Data Enterable; therefore, it is
either a “Roll-Up” fund or an Inactive Fund.

e An “A” in the Status column means the Fund is Active. An “I” means it is Inactive.

e A fund that is NonData enterable and Inactive should NOT and CANNOT be used.
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Reading and Understanding and ORG Hierarchy Report in Banner:

When reviewing an ORG Hierarchy Report it is very important that you review a recently
run/processed report. All parts of the Chart of Accounts (Funds, Orgs, Accounts, Programs, and
Activities) are constantly being revised to serve the many financial purposes of the University.

An ORG Hierarchy report you ran last week might very likely be out of date today.
Do Not Print ORG hierarchies unless you need a hard copy for a very current, on-time type
activity. Remember that any printed Hierarchy report will quickly be obsolete! If you simply

need to reference an ORG Hierarchy - download a recent copy and save it to your computer.

A page of the ORG Hierarchy Report as of May 23, 2012 is copied below:

University of Northern Colorado
Org Hierarchy
as of 05/23/2012

Level Level Level Lewel Level Level Lewvel Level Data FMGR

1 2 3 4 5 6 T 8 Name of Org Entry First Name
40C0OL |. . . . . Academic Colleges M A Robbyn Wacker
400EBS |. . . . Coll of Education & Behavioral Sci M A Eugene Sheehan
4000 . . . Dean Col of Educ & Behav Sciences M A Eugene Sheehan
40000 |. . Dean Col of Ed & Behav Sci Operatns V] & Eugene Sheehan
40010 . Dean Col Ed & behav Sci Office h A Eugene Sheehan
400104 |Timesheet Only - Dean EBS Office V] A Eugene Sheehan
400108 |Timeshest Only - CEBS Develop Asst M A Eugene Sheehan
40010C | Timesheet Only - EBS Foundation M £ Eugene Sheehan
40050 . EBS Accreditation h A Eugene Sheehan
40060 . EBS Assessment b £ Eugene Sheehan
40080 . EBS Instructional Reserve h A Eugene Sheehan
4mot . . Dean EBS - Other M £ Eugene Sheehan
40100 . Tointen Inst for Educaticnal Chg b A Janet Alcorn
40110 . Natl Ctr Low Incidence Dizabilties b £ Kay Ferrell
40120 . Cumbres ks A Linda Carbajal
40410 . Lowry DOIT Center b £ Leilani Johnson
4020 . . . Educ & Behav Sciences Schools M A Carohyn Edwards
40201 | . Schl of Teacher Education M £ Carohyn Edwards
40200 . Schl of Teacher Education Office ks A Carohyn Edwards
40220 | . Schl of Urban Education M £ Eugene Sheehan
40224 . Urbkan Education ks A Eugene Sheehan
40401 | . Schl of Special Education ] £ Harvey Rude
40400 . Schl of Special Education Office ks A Harvey Rude
40701 | . School of Peych Sciences ] £ Mark Alcorn
40700 . Schl of Psych Sciences Office ks A Mark Alcorn
40720 . Psycholoegy b £ Mark Alcorn
407585 | . Closed EBS Schools M A Susan Hutchinson
4050 . . . Educ & Behav Sciences-Departments ] £ Susan Hutchinson
40611 |. Dept of Stat & Research M A Jay Schaffer

e Data Enterable and Active Orgs 40100-40410 “roll-up” to the NonData enterable, Active Org
40101 Dean EBS - Other.

e NonData Enterable Orgs 40000 and 40101 “Roll-Up” to 4000 — Dean College of Education and
Behavioral Sciences (EBS). If you need to view a financial summary report of the Dean of EBS,
you could run a query on Org 4000.

e Orgs 40010A through 40010C are Non-data enterable Orgs that are active; however, these Orgs
are only used by Human Resources and the Electronic Personal Action Form System (EPAF). .

e Org 4040 School of Special Education Closed is Non-Data enterable and Inactive. This Org
should NOT be used.

e Org40799 is described as “Closed EBS Schools” and is NonData Enterable but Active. This Org
will be made Inactive as soon as all budgets and transactions are cleared out from all Orgs rolling
up to this Org. This Org should not be used except in cases where prior year information may
need to be reviewed.
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Reading and Understanding an Account Hierarchy Report in Banner:

When reviewing an ACCOUNT Hierarchy Report it is very important that you review a recently
run/processed report. All parts of the Chart of Accounts (Funds, Orgs, Accounts, Programs, and
Activities) are constantly being revised to serve the many financial purposes of the University.

The ACCOUNT Hierarchy report you ran last week might very likely be out of date today.

Do Not Print ACCOUNT hierarchies unless you need a hard copy for a very current, on-time
type activity. Remember that any printed hierarchy report will quickly be obsolete! If you
simply need to reference an ACCOUNT Hierarchy - download a recent copy and save it to your
computer.

A page of the ACCOUNT Hierarchy Report as of May 31, 2012 is copied below:

University of Northern Colorado
Account Code Hierarchy

as of 05/23/2012
Acct Acct Acct Acct  Acct Acct
Type Type Level Level Lewvel Lewel Data Activel
1 2 1 2 3 4 Name of Account Code Entry Inactive
72 OPERATING EXPENSES
0| . . BUDGET OTHER OP EXP Budget Rollup N A
T2000). . BUDGET Other Operating Exp N A
010 . BUDGET Gen Fund Limited P Rollfrwd B A
7202 . BUDGET Muttiyear Pr ¥r Carryforward B A
020 . BUDGET Budgeted Avail Net Assets B A
T2030 . BUDGET Reallocation/New Revenue TBD B A
032 . BUDGET Commit Future Budget Salarie B A
T2034 . BUDGET Commit Future Budg Scholarsh B A
035 . BUDGET Offset for Transfer In & Out B A
T2039 . BUDGET Preject Budg Pending Author B A
050 . BUDGET Contingency B A
721 | . . PURCHASED SERVICES N A
100]. . Purchased Services Expense N A
72130 . Business Purchased Services Y A
131 . Parking Passes - Campus Visitor Y A
72132 . Cable Services Y A
133 . Internet Service Y A
72134 . BUDGET Other Purchased Services B A
135 . Legal and Accounting Services Y A
72137 . Coffee and Water Services Y A
139 . Advertising-Employee Recruitment Y A
72140 . Advertising-Other Y A
145 . Public Relations Y A
72150 . Purchazed Medical Services Y A
155 . Printing Y A
72156 . Quick Copy Services Y A
160 . Office Equipment Maintenance Y A
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NonData Enterable Account Level 1 Accounts 721 Purchased Services and 720 Budget Other
Operating Expense “Roll-Up” to Account Type 72 — Operating Expenses.

1. The following pages of this report show that many more three digit Account Level 1
Accounts “Roll-up” to Account Type 72 — Operating Expenses.

2. Ifyou need to view a financial summary report for all Operating Expenses, you could
run a query on Account Type 72 and create a summary report of all Operating
Expenses.

Data Enterable and Active Accounts 72112-72160 “roll-up” to the NonData enterable, Active
Account Level 2 Account 72100-Purchased Services Expense.

1. If youneed to view a financial summary report for all Purchased Services expenses,
you could run a query on Account Level 2 Account 72100 to create a summary report
of all Purchased Services Expenses.

All accounts “rolling-up” to Account Level 2 account 72000 Budget Other Operating
Expenses and Account Level 3 account 72134 Budget other Purchased Services have a “B”
in the Data Entry column.

1. This means that only Budget transactions can use these account codes.
2. Actual expenditures paid to vendors, etc., CANNOT use these account codes.
Inactive accounts will have an “I” in the Active/Inactive column.

1. If you download any hierarchy report from the UNC Financial Services Website,
Inactive accounts will not be on the report.

2. Ifyou download a hierarchy report from Insight you have the choice of choosing
Active or Inactive reports.

3. Ifan Account (as well as a Fund, Org, Program or Activity) is Inactive — the code
CANNOT be used.

Budget for all accounts that “Roll-up” to account code 721 Purchased Services are “Pooled”
within this account.
1. The Budget Office or Grant Accountant can help you with the details of this budget
process.

2. The Budget Office can also help you manage any accounts you may have in the Budget
Only Account Level 3 accounts 72010-72090 that “roll-up” to Account Level 2 72000
— Budget other Operating Expenses.
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Chapter 4 - Banner Inquiry Forms

Basic Banner Inquiry Forms-Introduction

Below is a list of Banner Inquiry Forms that will be covered in this chapter. Included with each
form is an explanation of the information it shows as well as instructions on how to use it.

1. FGIBDST - Organization Budget Status

2. FGIBSUM - Organization Budget Summary

3 FGIOENC - Organizational Encumbrance List

4. FGIENCD - Encumbrance Detail Activity

5. FGITRND - Transaction Detail Activity

6. FGIBDSR - Executive Summary (Operating Budget and Actual)

7.  FGITBSR — Trial Balance Summary (General Ledger Balance Sheet)
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FGIBDST-Einance General Ledger Inquiry Form Organizational Budget Status

Entering the Parameters for an FGIBDST Query

The FGIBDST Organizational Budget Status form displays budget, YTD activity, commitments
and budget availability for a specified FOAP(al) sorted by account.

To complete an FGIBDST query, go to the General Menu form, (GUAGMNU) type
“FGIBDST” in the Go To ... Field and press enter or tab.

vt e e s s S
&) -IEC loper untime &b

File Edit ©ptions Block Item Record Query Tools Help

=] B RAEEE % H X | ey

‘r@ General Menu GUAGMNU 8.3.0.5 (PROD) - Monday, &pril 2, 20
G To... |FIEDST [*] welcome, Mary Sorensen.

] My Banner

IJdBanner

[= student [*STUDENT]

[Finance System Menu [*FINANGE]
JHuman Resources [*HRS]

Financial Aid System Menu [**RESOURCE]
[ General [*GENERAL]

JBanner Security [¥*SECURITY]
C1Document Management Suite [*BDMS]

This will bring up a screen that looks like the following:

B Oracle Developer Forms Runtime - Web: Open > FGIBDST

file Edit Cptions Block Item Record Query Tools Help
BYEBCAEE P DOH A S AE T
Chart: [ 4@}——— Default Value is Q Organization: [ <@ Enter your Fund and
Fiscal Year: 12 4gf——Defaultis CurrentFiscal ~ Fund: ﬂg-""—- - Organization Code
Index: [ =] Year Program: &
Query Specific Account Account: :J
¥ Include Revenue Accounts Account Type: Y]
. Activity: =]
Commit Type: |Both - Locution: [— LI
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
| l | l | &
| Ll | [ I
| [ | l I
| Ll | | |
[ | | |
—) | | [
( LI [ [ I
[ L | l l
[ L [ [ l
| LIl | l !
| L | l l
| Cl | |_ | v
Net Total: [ | |
4 [
Account Index; Press LIST for valid codes. | J
Record: 111 [l .. | Listofvalu.. | | <0sC>
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1. The Chart field defaults to Q.

2. The Fiscal Year field will default to the current fiscal year.

a.
b.
C.

The period from July 1 to June 30 is the fiscal year for UNC.

Fiscal year 13 would be the period from July 1, 2012 to June 30, 2013.

If you want to check previous fiscal year information, enter a different two digit
year in this field.

The Index field is not used at this time.

4. If you are querying a Fund that does not report Revenues within each Org, it is important to
unmark the “Include Revenue Box” by clicking on this box.

a.

b.

d.

The most commonly used fund that does not report revenues within each Org is the
10000 General Fund.

Removing the checkmark in the “Include Revenue Accounts” box for Funds that
do not report revenues within Orgs allows the total budgeted available balance to
be reported by the FGIBDST form using the correct positive or negative sign.
Unless you are certain that the fund you are querying reports revenues and
expenses within the same fund and org combination, and you are only interested in
reviewing Expenditures, it is generally a good practice to simply unmark this box.
If you need to review Revenues then this box will need to be marked.

5. The Commit Type field will default correctly to “Both.”

6. In the Organization field, type in the ORG code you wish to query.

a.

b.

Remember if you are querying an ORG that uses more than one FUND, the FUND
field can be left blank.

The financial information provided will then include all transactions charged to the
particular ORG regardless of what FUND was tied to the transaction.

Data retrieved based upon ORG only can be very misleading as many different
types of FUNDS (Grants, Bonds, Extended Studies) may be included.

7. In the Fund field, type in the Fund code you wish to query.

a.

If you are querying a FUND that uses more than one ORG, the ORG field can be
left blank.

The financial information provided will include all transactions charged to the
particular FUND regardless of what ORG was tied to the transaction.

If you are most interested in retrieving ALL transactions related to a Fund it is best
to leave the ORG field blank. This will make it easier to later identify transactions
that have been coded using an incorrect Org Code.

8. Type in Program field (optional) or leave this field blank (recommended).

a.

Only enter the Program field if you want to retrieve information regarding a
specific Program code.

Leaving the field blank ensures that your query will retrieve all transactions
regardless of the program code used. This will also make Program code errors
easier to detect.

9. Leave the Account field blank to display all accounts (recommended) or type in an
Account number to display that account and all successive accounts.
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Tips and Hints for FGIBDST Query Parameter:

e Sometimes the FUND, ORG and PROGRAM codes are populated automatically by
“default” codes. These should be cleared as needed before completing the query.

0 Check that these “default” codes are correct before continuing.

0 If'the default codes are not what you want to query on, replace the “default” codes
with the codes you want to query before continuing.

0 Default program codes are generally based upon the Org requested rather than the
Fund. If you do not correct or remove the program code your query will not be
correct. Default program codes that are based upon Orgs cannot be permanently
changed within the Banner System to be based upon funds.

0 If a self-supporting Fund has an inappropriate default Org this problem should be
changed within the Banner System. Call your fund accountant to let them know
the problem.

e Remember that if a NonData enterable, higher level “Roll Up” level FUND or ORG is
queried, the FGIBDST form will provide summary financial data only. Detailed
transaction information cannot be retrieved using higher, “Roll Up” FUND or ORG
levels.

Running an FGIBDST Organizational Budget Status Query

After entering your desired parameters click on the “Next Block™ icon in the tool bar or press the
smart keys “Control/Page Down.” The next block of the FGIBDST form will be populated:

Oracle Developer, Forms Runtime - Web: Open > FGIBDST

File Edit options Block Itern Record Query Tools Help DRACLE-
CRREER ¥ BHER G EIEEI S GBI @

Chart: EF Organization: |S1zo0 F General Accounting
Fiscal rYear: 11 [T Fund: 10000 F State appropriated General Fund
Index: [T Program: [7
[ Query Specific Account Account: F
¥ Include Revenue Accounts Account Type: F

Activity: F
Commit Type: Location: [+]

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
[62220 [L [administrative Exermpt Full | 175,530.00 145,252.22 | 29,255.00 | 1,022.78 |~
[s2720 [t [Fringe Full-administrative | 47,393.08 3s,218.15 7,898.05 276 .08
[s3z20 [ [classified Regular FT wage | 342,904.00 | 285,054.53 57,150.66 698,81
[63720 [L [Fringe Full-Classified [ 92,584.04 76,964.74 | 15,430,658 | 188.62
[s7a10 ||_— [BUDGET sal & Fringe Budge | 7.00 000 .00 7.00
[7z090 |E— |BUDGET contingency [ 10z.00 0.00 | .00 | 10z.00
[72137 [E [coffes and water Services | 0.00 20.00 | 50.00 | -to0.00
[7z160 |E— [office Equipment Maintenar | .00 | 66.30 | .00 | -68.30
[72210 |E— [office supplies [ 2,500.00 14283 .00 | 2,357.17
[72220 [E [Postage [ 0.00 5.25 0.00] -8.25
[7zz50 |E— [cantra Expense supplies | .00 | -a.50 .00 | 3.50
[72ze0 |E— |Books and subscriptions ne | .00 | a7s.00 .00 | -475.00 5
MNet Total: [ -666,145.12 -551,011.59 | 109,615.19 |
e
Dup Itern for Detail, Count Query for Orgn. Surnrmary, Dup Rec for Encurn. List
Record: 1/22 | | | =o5C=

‘s start

[ 7~ 2 mte...

| @ tnbox - ...

-/ 'E‘i Time Tr...
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The second block provides summary information for each account code for the FUND and ORG
you entered.

The amounts under “Adjusted Budget” are summary BUDGET totals for each account.
The amounts under “YTD Activity” are summary ACTUAL Year-To-Date Transaction
totals for each account.

The amounts under “Commitments” are summary UNPAID, encumbered Expenditures
for each account.

The amounts under “Available Balance” equal the net total of “Adjusted Budget” minus
“YTD Activity” minus “Commitments.”

Options Tab - FGIBDST Organizational Budget Status Query

The Options tab in the FGIBDST tool bar provides links to the following forms that provide
more information:

1.

FGIBSUM “Organization Budget Summary.” This form provides a summary snapshot of
the information at the account type summary level: Revenue, Personnel, Other Expenses,
and Transfers. To access FGIBSUM from FGIBDST:

* Go to the tool bar and click on Options.

*  Click on the first option “Budget Summary Information” (FGIBSUM).

*  FGIBSUM is discussed in detail in the next section.

FGIOENC “Organizational Encumbrance List.” This form provides a listing of unpaid
commitments (encumbrances) for the Fund/Org queried by account code. To access
FGIOENC from FGIBDST:

* Go to the tool bar and click on Options.

* Click on the second option “Organizational Encumbrance List” (FGIOENC).

*  FGIOENC is discussed in detail later in this chapter.

. FGITRND “Transaction Detail Information.” This form provides detailed transaction

information at the account level by fiscal year for Budget Entries, Actual Paid
Transactions and Committed Unpaid Encumbrances. To access FGITRND from
FGIBDST:

* Qo to the tool bar and click on Options.

* Click on the third option “Transaction Detail Information” (FGITRND).

* FGITRND is discussed in detail later in this chapter.
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FGIBSUM-Einance General Ledger Inquiry Form Organizational Budget
Summary

Entering the Parameters for an FGIBSUM Query

The FGIBSUM “Organization Budget Summary” form provides a summary snapshot of the
information provided in the FGIBDST form at the account type summary level: Revenue,
Personnel (Labor), Other Expenses (Direct Expenditures), and Transfers.

As noted on the previous page, FGIBSUM can be accessed from the FGIBDST Options Menu.
From FGIBDST:

* Qo to the tool bar and click on Options.

*  Click on the first option “Budget Summary Information” (FGIBSUM).

* FGIBSUM will open up in Banner.

Alternatively, FGIBSUM can also be accessed from the General Menu GUAGMNU. Follow the
same directions as provided for FGIBDST, except substitute FGIBSUM in the Go To... box.

This will bring up a screen that looks like the following:

& Training Banner 7
File Edit C = Block Item Record Query Tools Window Help

REAEE Y DEE & XE

Chart of Accounts: EEI Organization: EI Commit Indicator:
Fiscal Year: EEI Fund: EI

Account Type Adjusted Budget YTD Activity Commitments Available Balance

Net: Revenue minus
{Labor + Expense + Transfer) | [

Total Commitments:

Record: 11 | | | | =030+ J

f." start 4] e /| Outlook Taday - .\ i 4 Internet Expl... - § Banner Training ... | @ Barner Training f B Microsaft PowetP... Q‘)ﬁ'}_‘ <» 1020 AM

The Chart field defaults to Q.

The Fiscal Year field defaults to the current fiscal year. This default can be replaced
with the two digit fiscal year code you wish to query if different from the current year.
In the Organization field, type in the ORG code you wish to query.

In the Fund field, type in the Fund code you wish to query.

The Commit Indicator field will default to “Both.”

N —

bk w
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Running an FGIBSUM Organizational Budget Summary Query

After entering your desired parameters click on the “Next Block™ icon in the tool bar or press the
smart keys “Control/Page Down.”

Totals for Account Type are displayed in the second block.
The Net Revenue total equals total Revenue less Labor and Expenditures and Transfers.

This example below is for the 10000 Fund and 51200 General Accounting Org:

.|é| Oracle Developer Forms Runtime - Web: Open > FG[_E__T- TETTECDT -
File Edit Options Block Item Record Query Tools Help
(RO EB EEABE %% DEE O B BRI T H EI & @ X
" Organization Budget Summary FGIBSUM
Chart of Accounts: EF Organization:  |S1200 [* General Accounting Commit Indicator: |Ecth
Fiscal Year: ’?F Fund: 10000 " crare appropriated General Fund
Account Type Adjusted Budget YTD Activity Commitments Available Balance
| | | | e
[ 557,435.50 | 509,251.94 | 168,579.38 | 9,326.65
Direct Expenditures | 23,047.00 12,461.18 0.0 10,585.82
|Transfers | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | | B
Net: Revenue minus
{Labor + Expense + Transfer)| '7101435-50| -521,693.12
Total Commitments: | 168,879.88

1. An amount appears in the Revenue line on the FGIBSUM only if the FUND earns
revenues. Revenue account codes have five numeric digits beginning with a Sxxxx. This
Fund/Org combination does not show any Revenues because it does not have any
Revenues recorded in 5xxxx account codes. This is because it is for the 10000 fund and
is for an ORG with a code number less than 90000. The 10000 fund accounts for its
Centralized Revenues and Centralized Expenses in 9xxxx ORGS.

2. Labor expenses include all salary and fringe expenses. Labor expense account codes
have five numeric digits beginning with a 6xxxx.

3. Direct expenses are all other non-labor expenses. These expenses include cost of sales,
supplies, travel, utilities, etc. Direct expense account codes have five numeric digits
beginning with 7xxxx.

4. Most Funds will not have Transfers. Transfers are carefully monitored by the Budget and
Finance Office. Transfer account codes have five numeric digits beginning with a 9xxxx.
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Options Tab - FGIBSUM Organizational Budget Summary

The Options tab in the FGIBSUM tool bar provides only a link back to the FGIBDST
Organization Budget Status Form.

If you accessed FGIBSUM from the FGIBDST Options tab, you can also go back to the
FGIBDST form simply by clicking the “X” in the top right hand corner of the form.

All Banner Inquiry forms have an “X” just above the menu bar in the top right hand corner of the
form that will take you to the last screen you were using when it is clicked on.

The example below is provided to show you where the “X” is, and to provide an example of
FGIBSUM for a Fund that does account for Revenues, Labor, Other Expenditures plus Transfers.

We have left the ORG blank in this example, so this FGIBSUM summary is showing ALL
transactions for ALL Orgs that use the 28000 Auxiliary Housing and Dining Fund.

4| Oracle Developer Forms Runtime - Web: Open > Fﬁm -
File Edit Options Block Item Record Query Tools Help

BN E BCAEER % BE@HE & BE TG g @ # @0 X

‘78 Organization Budget Summary FGIBSUM 8.3 (PROD)

chart of Accounts:  [Q [~ Organization: =] Commit Indicator: |Both

Fiscal vear: ’EF Fund: 28000 >

Auxiliary Housing, Dining, UC

Account Type Adjusted Budget ¥TD Activity Commitments Available Balance
|Revenue | 36,003,535 83 | 35,490,221 66 | o0 | 513,314.17 |~
|Labar | 5,647,301 .64 6,571,545 .81 1,296,513 12 | 779,242.71
|pirect Expenditures | 16,596,194 51 | 13,206,521 80 | 1,425,869.76 | 1,963,502.95
[Transfers | 10,772,147 06 | 5,551,023.47 o.o0| 5,220,223.59
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | | -

MNet: Revenue minus
(Labor + Expense + Transfer)| -12,107.38 10,159,930 58
Total Commitments: | 2,722,382 88
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FGIOENC-Einance General Ledger Inquiry Form Qrganizational
Encumbrance List

Entering the Parameters for an FGIOENC Query

Form FGIOENC Organizational Encumbrance List displays a list of all encumbrances for a
specified Organization.

As noted in the FGIBDST section, FGIOENC can be accessed from the FGIBDST Options
Menu. From FGIBDST:

* Go to the tool bar and click on Options.

* Click on the second option “Organizational Encumbrances” (FGIOENC).

* FGIOENC will open up in Banner.

Alternatively, FGIOENC can also be accessed from the General Menu GUAGMNU. Follow the
same directions as provided for FGIBDST, except substitute FGIOENC in the Go To... box.

This will bring up a screen that looks like the following:
| £| Oracle Developer Forms Runtime - Web: Open > FGIOENC  ———— W = . - T T _

'Ei\e Edit COptions Block Item Record Query Tools Help

BEEBR %% BEE B E g 2@ X
e cganizational Encumbrance List FGIOENC 8.0.0.1 (PROD)

Save

Chart: EB Index: [E Organization: EGeneral Accounting
Fiscal Year: ’FE] Fund: El

Encumbrance Vendor Acct Prog Acty Locn Amount Commit Type

-

LU

The Chart field defaults to Q.

The Fiscal Year field defaults to the current fiscal year.

The Index field is not used at this time.

In the Organization field, type the Org code you wish to query.
In the Fund field, type in the Fund code you wish to query.
Click Next Block.

A
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Running an FGIOENC Organizational Encumbrance Query
After entering your desired parameters click on the “Next Block™ icon in the tool bar or press the
smart keys “Control/Page Down.” Encumbrance documents, associated Vendors, and

remaining amounts will be displayed.

This example below is for the 67000 Dining Services Org and 28000 Auxiliary Fund:

| £:| Oradle Developer mem -Web: Open > FGM - I W T
L File Edit Options Block Item Record Query Tools Help
EBYE HEEE vF HEK B E Tk £ #21@ 01X
onal Encumbrance List FGIDENC 80,01 (PROD)

Chart: [a[*] Index: ’—[7 Organization: W[T Dining Services Operations

Fiscal Year: ’?F Fund: WITAumllarv Housing, Dining, UC

Encumbrance Yendor Item Acct Prog Acty Locn Amount commit Type
[pavi1e3s  [absolute Cool Commercial Refrigeration. | 0 [72130 o200 | | | 917628 0~
[Poni16o7  [Fedex [0 [rzm [sz00 | | | 17a71 U
[poo11757  [Tundra Specialties [ 4 [rezee |s2a0 | | | 1,704.06 U
[Poo11775  [whaley Foodservice Repairs Inc. [ 4 [rzz2z |s200 | | | 586.05 U
[Poot2310  [Cintas Corp MO 2 [0 [rzrw0 [sz00 | | | 50000 U
[prizooot | l—n 63220 [sz00 | | | 66,227 54 E
[prizoooL | |—1 63720 [sz00 | | | 20,065 44 E
[prizooor | [ o [szz20 [s2a0 | | | 64,414.23 |U|
[prizoooL | [ 1 [ez7an [sz00 | | | 19,517.52 U
| | [ ]| | | | | []
| | [ ] | | | | [
| | [ ] | | | | []
| | [ ]| | | | | []
| | [ ]| | | | | 0
| | [ ]| | | | | [
| | [ | | | | []
| | [ ]| | | | | L
| | [ ]| | | | | []
| | ]| | | | | [l =

e The Encumbrance column provides the Purchase Order number (POxxxxx) or the Payroll
Document number (PRxxxx) for the unpaid commitment (encumbrance).

e Purchase Order Vendors are identified on this form in the Vendor Column.

Payroll commitments are not identified by employee name for privacy and other reasons.

e The Item column information is not very useful and additional queries cannot be made on
this information.

e The Acct column stands for Account code and identifies which account the encumbrance
is charged to. The Prog Column identifies the Program code, and the Actv Column
identifies the Activity code. The University does not use Locn or Location codes.

The Amount column provides the amount of the remaining Encumbrance.

e The “U” in Commit Type means the encumbrance is unpaid. This column is also not

very useful.

Options Tab - FGIOENC Organizational Encumbrance List

The Options tab in the FGIOENC tool bar provides a link to the FGIENCD Detail Encumbrance
Activity form. This form displays detailed transaction activity for a selected original
encumbrance entry as well as all transaction activity against the encumbrance.
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FGIENCD-Einance General Ledger Inquiry Form Detail Encumbrance Activity

The FGIENCD Finance General Ledger Inquiry Form Detail Encumbrance Activity displays
detailed transaction activity for a selected original encumbrance (commitment) entry as well as
all transaction activity against the encumbrance.

As noted in the previous section, FGIENCD can be accessed from the Options menu in
FGIOENC.

While in FGIOENC simply click on any code in the Encumbrance, Acct, Prog, Actv or
Amount column and then click on FGIENCD in the Options Tab.

FGIENCD will open and the detail related to the requested encumbrance will be
provided.

FGIENCD can also be accessed from the General Menu (GUAGMNU):

Enter FGIENCD in the Go To... Box.

In the Encumbrance field, type the Encumbrance document number (e.g., P0000009) or
select it from the drop down list.

Click Next Block.

0 The Vendor, Date Established, and Balance of the encumbrance are displayed in
the top section of the form.

0 The original Encumbrance, Liquidation amount and Balance for each FOAPAI
responsible for payment of the purchase are displayed in the middle section of the
form. Click Next Record to view additional encumbrance data if the purchase is
distributed to more than one FOAPAL

0 All transactions related to the purchase order (original order, change orders, invoices)
are displayed in the bottom section of the form.

Much information is provided by the FGIENCD Encumbrance Detail form.

Personally Identifiable Information (PII) such as Bear Numbers can be accessed from this
form. Itis vitally important that you understand the rules and requirements for protecting

this information.

The FGIENCD Encumbrance Detail form is a very complicated form.

Additional Information regarding the proper use of this form is provided by the
Purchasing and Accounts Payable Office.

Please refer to their training or contact the Purchasing/Accounts Payable office if you
have questions.
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In the FGIENCD Detail Encumbrance Activity example below, P0011697 was clicked on from
within form FGIOENC before clicking FGIENCD in the Options Tab.

The detail related to this Fed Ex Purchase order then appeared in the FGIENCD form:

File Edit Cptinons Block Item Record Query Tools Help

’E_El Detail Encumbrancy

BOE BEEER B9

y FGIEMCD

Encumbrance Period:

Encumbrance: PODL1697 |7
Description: |FedEx Status: [0 Type: [P

Date Established: |27-JUN-2011 Balance:

179.71 vendor: NS |FedEx

Encumbranc
Information Item: 1] |Document Accounting Distribution
Sequence: 1 Fiscal vYear: |12 Status |g Commit Indicator: |U =
Encumbrance con Index Fund Orgn Acct Prog Acty Lacn Proj
Lo . ' * 25000 £7000 72130 9200
liquidation, and | [erom0 ] | | | ]
Balance Encumbrance: | 300,00 Ligquidation: | -1z0.29 Balance: | =]
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
01-JUL-2011 PORD PO011697 |— \ 300.00 | 30000 ~
02-AUG-2011 INEI 10217097 |— \ -20.56 | 279.44
Related 03-AUG-2011 INEL 10217270 |— \ -5.32 | 274,12
Transaction 10-0CT-2011 INEI 10222508 [ \ -15.34 | 258.28
- |07-HOY-2011 INEI 10224942 |— \ -36.80 | 221.48
15-NOW-2011 INEI 10225659 |— \ -12.81 | 205.67
26-JAN-2012 INEI 10231058 |— \ -5.46 | 203.21
13-FEB-2012 INEI 10232371 |— ‘ -8.11 | 195,10 w
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FGITRND-Einance General Ledger Inquiry Form Transaction Detail Activity

The FGITRND Transactions Detail Activity form displays detailed transaction activity for
specified FOAPALI elements sorted by account.

FGITRND can be accessed from the General Menu GUAGMNU. Follow the same directions as
provided for FGIBDST, except substitute FGITRND in the Go To... box. If accessing
FGITRND from the General Menu, you will need to manually enter your query parameters.

As noted in the FGIBDST section, FGITRND can also be accessed from the FGIBDST Options
Menu. FGIBDST allows you to view detailed transaction information in FGITRND from the
FGIBDST “Account”, “Adjusted Budget”, “YTD Activity”, or “Commitment” columns.

1) The type of transaction detail retrieved in FGITRND depends upon where your cursor is
on FGIBDST before you open the FGIBDST Options menu and click to open the
FGITRND Detail transaction Form.

» Ifyour cursor is on an “Account Code” in FGIBDST, all transactions for that account
code will be displayed in FGITRND: Budget, YTD Actual, and Committed
Encumbrances.

* Ifyour cursor is on an “Adjusted Budget” amount in FGIBDST, only BUDGET
transactions for that account code will be displayed in FGITRND.

* Ifyour cursor is on a “YTD Activity” amount in FGIBDST, only ACTUAL Year-to-
Date paid transactions for that account code will be displayed in FGITRND.

* If your cursor is on a “Commitments” amount in FGIBDST, only ENCUMBERED
unpaid transactions for that account code will be displayed in FGITRND.

2) Next click on the Options tab in the FGIBDST tool bar. Then click on “Transaction
Detail Information (FGITRND)”. This will bring up the detailed transaction information
on form FGITRND for the original account/amount you chose in #1 above.
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Understanding an FGITRND Detail Transaction Query

In the examples shown below, we have accessed FGITRND from FGIBDSR for the 10000 fund
without querying with an Org. We clicked the cursor on account code 72130 Business
Purchased Services and the YTD Activity amount of $513,875.67.

File Edit Options Block [term Record Query Tools Help

BY I ch S B E # | @

Chart: EF Organization: l— 4
Fiscal Year: ’?F Fund: W F State Appropriated General Fu
Index: ’—[7 Program: l— [7
[0 Query Specific Account Account: F

Account Type: l— [+
i Include Revenue Accounts

Activity: l— F
Commit Type: Location: l— [7

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
[72030 |E— [BUDGET Reallocation/Mew f | 107,265.00 | 0.00 | 0.00] 107,268.00  —
[72035 [ [eUDsET offset for Transfer | -61,164.52 | 0.0 0.00| 61,164,582
[72090 [ [eupsET contingeney \ 354,598.00 0.0 0.00| 354,898.00
[72101 |E— [BUDGET Purch serv-nonpPa | 1,904.00 0.00 | 0.00]| 1,904.00
[72110 [ [tndependent contracts \ 163,590.00 | 141,246.57 | 12,000.00 | 10,645.13
[r2115 [ [participant stipends \ 132,447.00 10,673.08 | / 0.00| 171,773.92
[72125 [E [Termporary Personnel \ 207,634.00 200,195.86 164,165.12 | -156,726.98
[72130 [ [Business Purchased Service | 7665,854.14 | 513,8?5.6?/ 411,639.73 | -138,661.26
[r2131 [ [Parking Passes - Carnpus W | 435.00 | o.00 0.00| 435.00
[rz13z2 £ [cable Services \ 200,00 0.00 0.00] 200,00
[fe133 [E [internet service \ 171,356.00 139,772.95 | 61,695.23 -30,112.18
[72135  [E [Legal and Accounting Servii| 125,000.00 80,818.15)| 0.00] 44,181.85 v
Net Total: \ 11,593,502.57 | 11,592,623.31 | 15,416,605.29 |

We then clicked on the Options tab and opened FGITRND:

File Edit Options Block Item Record Query Tools Help

= W

o E | E <E = E B =

CcCOA Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type
- - - - & - & & =
2] | feoos ] | Frs | | —
Increase (+) or

Account Organization Program Activity Date Type Document Field Amount Decrease {-)
72130 32500 5500 29-AUG-2011 IMEI 10218674 Clear Channel D 1,750.00 [+ =)
72130 32500 Ss00 29-AUG-2011 IMEI 10218673 Clear Channel YD 5,498.00 [+

72130 32500 Ss00 05-AUG-2Z011 PCD FCO00093 CERI TURMBEAUGE [YTD 140,91 [+

72130 3zooo s500 03-AUG-2011 IMEI 10217284 Intermountain Dat:  [YTD 1,145.50 |+

|7213l3 |325DD |550D 03-aUG-2011 INEI 10217280 Cappex.com LLC D | 11,500.00 F

[r2130 [z2500 [s500 03-AUG-2011 INMI 10217234 Hobsons Inc vTD [ 3,000.00 |:

[F2130 [zz500 [s500 [18-30L-2011 [Frot [sUn0z568 |Fire Engine RED D [ 2,916.67 |+

[7z130 [s4010 [6oo0 [10-aPR-z012 = [t0zz702s |HireRright Tne vTD [ 3,890.01 |+ =
72130 95110 £000 06-APR-2012 FTOL ALDD3E7S Mar 12 Morthern ar  [YTD -a71.s0 |-

7z130 S4010 s000 06-APR-201Z IMEI 10236831 The Point Sports M [YTD 117500 [+

F2130 95110 so000 O6-APR-Z012 IMET 10236818 Morthern armored YTD a71.50 [+

72130 51230 6000 16-MAR-2012 TMNI 10235074 Enterprise Recover [7TD a7.30 [+

72130 s5110 &000 [15-MaR-zo12z  [FTO1 [aunoz73e [Feb 12 Morthern ar  [yTD -414.00 |-

[7z130 [s5110 (6000 [09-Mar-zo12 [tEr [10234611 [Morthern armored  [YTD [ 414.00 [+

[F2130 [54010 [soaa [07-mar-zao1z [tner [t0zz4454 |HireRright Ine v TD [ 2,915.91 [+

[F2130 [o5110 [soo0 [21-FEB-2012 [FroL [auoos47z [1an 12 Worthern ar YD [ -373.75 |-

[7z130 [s5110 [soo0 |zo-FER-ZO12 [treL [tozzzas0 [Merthern armared 7D [ 373.75 |+ y

A Fffeets | »
Total: | 513,875.67

for document query forms; Count Query for encumbrance detail
=0EBC=

Press Key Dup lte
Record: 146233
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This sample page of FGITRND is one of the many pages of transactions detail provided for the
example Fund 10000 and Account code 72130. In the bottom left hand corner you can see the

record count of transactions provided by this form. The arrow points to the Document number
10217280 which is record 146 of 383 records.

FGITRND can return so much information that additional queries on specific parameters or
downloading this information to Excel may be necessary to efficiently use this information.
Instructions on how to complete these queries or downloads are provided in the following

sections.

Next using the horizontal scroll bar at the bottom of the form, use the cursor to scroll to the right
to access additional information related to these transactions. A screen print of what this looks
like in Banner is shown below:

File Edit Qptions Block Item Record Query Tools Help

WNE BAEE 3P 28

FGITRMD 8.4.0.3

B &S AE 5

COA  Fiscal Year Index Fund Organization Account Program Activity Location  Period Commit Type
R A 1 = TET
Rl 2] oo | faazo | | | (] [ )
Transaction Increase (+) or
Account  Organization Program  pe  pypd Activity Location Date Field Amount Decrease (-)
[r2130 32500 5500 [ta0a0 | | [e-auG-2011 T | 1,750.00 [+ w
[72130 32500 [ss00 10000 | | [29-auG-2011 D | 5,498.00 [+
[r2130 32500 5500 0000 | | [31-uL-z011 T | 40,91 [+
[rz130 32000 5500 10000 | | 03-aUG-2011 T | 114550 [+
[7z130 [32500 5500 ‘10000 | | |03-AUG-2011 4TD [ 11,500.00 |T
72130 |32500 |s500 10000 | | 03-aUG-2011 NTD | 3,000.00 [+
[rz130 32500 5500 10000 | | [o1-auC-z011 T | 2,916.67 [+ :
[7z130 [s4010 000 10000 | | [t0-aPR-z012 D [ 3,890.01 [+ =
[r2130 35110 eo0n 1000 | | [6-AFR-2012 T | 47150 [
72130 |s4010 |s0o0 10000 | | 06-aPR-2012 NTD | 1,175.00 [+
[z130 [s5110 000 10000 | | 6-apR-2012 D [ 47150 [+
[rz130 51230 eonn 10000 | | [t6-MaR-2012 T | 3790 [+
[72130 [s5110 eo0n (10000 | | [t5-MaR-2012 T | -414.00 |-
[z130 [s5110 [0 10000 | | [09-Mar-2012 D | 414,00 |T
[rz130 54010 eonn 10000 | | [07-MaR-2012 T | 291591 [+
[rz130 [s5110 eonn 10000 | | [o1-FeB 2012 T | -373.75 [
[7z130 [s5110 [soon ‘10000 | | |20_FEB_2012 M TD [ 373.75 |T -
a | v
Total: | 513,875.67

Fress Key Dup item for document guery forms; Count Query for encumbrance detail

Record: 146383

=05C=
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The information provided in form FGITRND by Column is:

1.

2
3.
4

10.
11.

12.

13.
14.

Account Code
Organization Code
Program Code

Activity Date — This is the date the information was entered into Banner. This is not
necessarily the same date the information was officially posted into Banner.

Type Code — A partial listing of Transaction Type codes is provided in a later section. The
primary transaction Type codes shown on this example are:

* INxx - Transaction Types that begin with the letters “IN” are Accounts Payable
transactions

* PCD -- The PCD Transaction Type is used for Purchase Card Transactions

* FTO1 — The FTO1 Transaction Type is used for Journal Entry Transactions

Document Code - The unique Document ID code that is used by many forms to identify
specific transactions.

Transaction Description
Fund Code

Activity code - None of the transactions in this example use an Activity code, therefore,
the column is blank.

Location Code - The University does NOT use the Location code column at this time.

Transaction Date — The date the transaction was actually posted to the Banner system, i.e. a
transaction may be entered into Banner with an Activity date of April 3, but a Transaction
date of March 31. Transaction dates often must be different from Activity dates to ensure
that transactions are recorded in the correct reporting period.

Field - Designates whether the transaction is a Budget Transaction (xBx), or a Year To
Date Actual transaction (YTD) or an Encumbered commitment (ENC).

Amount — Provides the transaction dollar amount.

Increase (+) or Decrease (-) column - Identifies whether the transaction increased or
decreased expenses or revenues.

Understanding Transaction Types Used in FGITRND and 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. The following is a listing of commonly used
Banner Transaction Types:

Budget Entries generally begin with a “B”

BDO1 Permanent Adopted Budget
BDO02 Permanent Budget Adjustments
BDO04 One-Time Budget Adjustments

Journal Entries generally utilize transaction type FTO1
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Payroll Entries begin with an “H.” The most common Payroll transaction types are:
*  HGNL — Gross payroll expenditures
* HFNL - Fringe Benefit expenditures

Accounts Payable/Purchasing common Transaction Types are:
* INEI or INNI - Invoice with or without an associated encumbrance
* INEC or INNC - Invoice credit memo with or without encumbrance
* CNEI or CNNI — A cancelled invoice with or without encumbrance
*  PORD or CORD — An established Purchase Order or a Changed Purchase Order
* PCRD — A cancelled Purchase Order
* REQP — A Purchase Requisition
* PCD — A Purchase Card Transaction

Interdepartmental Transactions:
*  WOS — A Facility Workorder System Transaction
* IMO — An Electronic Internal Purchase Transaction

Departmental Revenue Deposits generally use the MSC — Miscellaneous Receipts transaction type.

Executing a Query Using Specific Attributes in FGITRND and other Inquiry Forms

FGITRND and other forms often provide more information than can be easily reviewed. Queries
can be easily processed on specific parameters in FGITRND and as well as in other forms using
a similar process.

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) Then in the “Type” Column, we would enter FT01, 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 will return information for FT01 Journal Entries only.

File Edit Cptions Block Item Record Query Ioof
2 BAEEE % BEN & & RE T ¢ & H @0 X

'z Detail Transaction Activity FGITRMD 2.4.0.3 (Pra ™)
COA Fiscal Year Index Fund OrganiZation Account Program Activity Location Period Commit Type
NG [~ N N [~ [~ [
R kel oo | e | | | -
P S
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-}

| | | | Froi | | | | B
| | | | | | | | | [
| | | | | | | | | [
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Example of a Parameter Specific Query — FT01 Journal Entry Transactions Only:

File Edit Options Block Item Record Query Tools Help

=l AEEES T BEeE & S EE E e k@ X
D)

78 Detail Transaction Activity FGITRMD 8.4.0.°
COA Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type
- - [~ [~ (- - - [~ [~
o bl foson | faaso | | | -
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
72130 54014 1000 11-APR-Z012 FTo1 0032746 Trnsf Fac Wisa Exp T z6,705.00 |+ =
72130 42630 1000 30-MAR-2012 FTO1 Jo03zez4 trnsfr addtnl funds T 150.00 [+
72130 42630 1000 z83-MAR-2012 FTO1 10032560 trnfr Exp PHC Educ TTD 250,00 [+
72130 46550 1000 09-FEB-2012 FTo1 ALUOO3Z8E Reallocate Foard &:  [¥TD 45.00 [+
72130 46540 io00 09-FEBR-Z2012 FTO1 AUDOZ254 Reallocate Pcard e YT 69.50 [+ |
72130 46540 1000 15-JAN-2012 FTo1 ALOO3123 DFD Site visit fee £ [VTD -2,270.00 |-
72130 30180 4101 11-APR-2012 FTO1 0032746 Trnsf Fac Visa Exp T -26,705.00 |- |
72130 32500 5500 14-FEB-2012 FTO1 AUOO3326 Reverse ALIOD3ZE6  [7TD -1,129.26 [- |
72130 32500 S500 14-FEB-2012 FTO1 AUOOD33Z6 Business Purchase:  [7TD 112926 |-
72130 32500 5500 14-FEB-2012 FTo1 ALOO3326 Business Purchase:  [¥TD -3o0.00 |-
Fai30 32500 S500 14-FEB-2012 FTo1 ALDO3326 Business Purchase: [VTD -zas5.00 |-
72130 32500 5500 14-FEB-2012 FTO1 AUOO3326 Business Purchase:  [7TD -2,854.17 |-
72150 32500 5500 14-FEB-Z012 FTo1 ALO03326 Business Purchase:  [rTD S18,460.00 |-
F2130 32500 s500 14-FEB-Z012 FTO1 AUDOZ326 Reverse AUDO3ZS6 D -15.460.00 F
72130 32500 5500 14-FEBR-2012 FTO1 AUDOZ326 Reverse ALIOO3Z&E T -2,854.17 -]
72130 32500 5500 14-FEB-2012 FTol1 ALOO33Z2E Business Purchase:  [vTD 63642 |-
72130 3z500 5500 [14-FER-2012 [Frox [auooaaze Business Purchase, |TTD -sze.ez |- -
] e | >
Total: -F3.7LE 46

FRM-40100 »/recnrd
Record: 1/66 =05C=

The resulting sample query returns only FTO1 Journal Entries recorded in Fund 10000 and
account 72130. You can see in the bottom left hand corner of this sample query that the
highlighted Journal Entry Document number J0032746 it the first of 66 journal entries recorded
in this fund and account. While this does reduce the number of transactions to be reviewed it
may still be difficult to review this many transactions efficiently.

We will continue to identify different and possibly more efficient methods of reviewing detailed
transaction information in the following sections.

Executing an FGITRND Query to review ALL transactions in a Fund and Org

Sometimes you may need to review all of actual transactions for a FUND and ORG combination.
It would be tedious and inefficient to review FGITRND for each account listed in FGIBDST.

You can query all Year-to-Date (YTD) Actual transactions for a FUND/ORG combination by
going directly to FGITRND from the Banner Menu Screen (GUAGMNU).

1) Go to the Banner Menu Screen GUAGMNU, enter FGITRND in the Go To box and
Press enter.

2) Enter the Fund and Org you wish to query in the first block.
a. For this type of query it is important that you enter both a Fund and an Org.
b. Queries for ALL transactions based only on a Fund or on an Org can return so
much data that the queries can be very slow or could potentially “lock up”
Banner and would require you to log out of Banner and start over.
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3) Go to the Next Block by clicking on the Next Block Icon in the tool bar or pressing the
smart keys: Control, Page Down.

4) Finally, click on the Execute Query Icon in the tool bar or press the smart key F8.
a. Do NOT click on the Question Mark Enter Query Icon or press the smart key F7.
b. These queries often return a significant amount of data and the query may run slowly.

In the example on the following page, you can see a query completed in FGITRND using the
parameters for Fund 10000 and Org 32500. This example returned transaction data for all
account codes and program codes used by this Fund/Org combination.

After scrolling to the bottom of all the records, you can see that a total of 1,523 records were
returned. In the sample page copied below, you can see:

e Transactions charged to many different account codes: 72130, 72131, 72133 and 72137.

e Many different Transaction Types including Budget Entries (Bxxx), Purchase Order
Encumbrances (PORD), Journal Entries (FTO1) and Purchase Card Expenses.

e Each type of Field code: YTD=Year to Date actual expenses, xBx=Budget Entries, and
ENC = Committed Encumbrances.

Example of a Query of ALL Transactions Recorded in a Fund/Org Combination:

File Edit Options Block [tem Record Query Toaols Help

HEBEE &%

etail Transactio tiy FGITRMD 8.4
COA Fiscal Year Index Fund Organization Account Program Activity Location  Period Commit Type
= T : S O S :
B = foom ) fom ) | | | | -
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-]
[r2130 32500 5500 [o3-anG-z011 | [tm [10z17234 [Hobsons Inc o 3,000.00 [+ o
[rz130 [32500 [ss00 [z6-10L-2011 |porp | [Pon11g94 [cappexcom e [me | 11,500.00 [+
72130 [s2s00 |s500 [1e-ui-zma1  [Fros [aunozses [Fire Engine RED o | 2,916.67 |+
72130 [s2s00 |s500 [z3-3uw-zo11 | [epo1  [Loooooos [Fr12 base from Fr: [oBD | 130,790,583 [+
[rz131 [32500 [ss00 [1z-sep-zni1  [pooz | [0o30I1z [Restion Friz budge [aBD | -7,000.00 |- :
[r2131 32500 |ss00 [z3-3um-zo11 ooz [Loooooos [Fr1z base from Fr: [oBD | 7,000.00 [+ m
[r2133 32500 |ss00 [tz-sEP-2011 BD0z 10030312 [Realion Friz budge [aBD | se0.00 [+
[r2137 [32500 5500 [o5-aPR-z012  |PCD [Pcooo1o9 [pELoRES BELOLOY [mo | 3497 [+
[r2137 32500 5500 [o5-2PR-z012  |PCD [Pcooozog [cerI TURNBEAUGH o | 1326 [+
[r2137 32500 5500 [05-aPR-z012 | [PCD [Pcooozog [cert TurneEAGE [TD | 44,84 [+
[r2137 32500 ss00 [o7-mar-2012 |pcD [pcooozos [cert TurneEAGE [TD | 06.28 [+
[r2137 [z2500 5500 [o7-mar-2012 |pcD [pcooozos [cERI TURNBEALGH o 421 [+
[r2137 [z2500 5500 [07-mar-z012 [PCD [pcooozos [cert TurneEAGE [rTD | 7081 [+
[rz137 [32500 5500 [oa-FEB-2012  |pcD [pcooozo7 [cert TurneEAGE [rTD | g8.23 [+
[r2137 32500 5500 [oa-FEB-2012  |pcD [pcooozo7 [cERI TURNBEALGH o 40.00 [+
72137 32500 5500 [o5-1an-z01z | [pcD [rcoonios [cert TuRnEEALGE [D | 4000 [+
[rz137 32500 |ss00 [05-78m-2012  [PcD [rcoonios [cert TuRneEALGE [TD | 1370 [+ =
4 I v
Total: | 3,435,043.60

Press Key Dup Iterﬁem query farms; Count Query far encumbrance detail

Record: 3791523 =05C=
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Executing an FGITRND Query to review ALL transactions having a Specific Parameter

A query of ALL transactions recorded in a Fund/Org combination can return much more
information than needed. You can still review ALL transactions within a Fund/Org combination
based upon specific parameters.

In the example below, we will query all transactions recorded in Fund 10000 and Org 32500.
We only want the form to return Actual Year-to-Date Transactions. We do not want Budget or
Encumbered Commitments to appear in the report:

1)
2)
3)

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 Icon in the tool bar or press the smart key FS.

File Edit Options Block Item Record Query Tools Help

@ & B E e ® X

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

F

eall oo | s | o | | -

Increase (+) or

Account Organization Program Activity Date Type Document Field Amount Decrease (-}

| | | | | | e B -
| | | | | | [ L

[ [ T | | T M

As shown in the example below, querying on YTD Field transactions reduces the number of
transactions returned to 1,306.

All of these transactions are Year-to-Date Actual transactions.

No budget or encumbrance transactions are included in this query.

In this example we are using a specific parameter in the Field column; however, you can
make your query specific to any column field(s) in the FGITRND form.

Eile Edit Options Block Jtem Record Query Tools Help

= BEER % EEE & EE T kR @ X
::.,- WD 2 b
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type
= - ~ - ~ i ~ - =
B B o) Fmos ] | oo | | -
Increase {+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
77217 32500 S500 [23-mar-z012 [1ramz [10235850 [quinonez, Elias ca [YTD 302,00 |T ]
FrELY 32500 ss00 [13-mer-zoiz [l [tozzsz1s [Moberly, amanda s [rTD 75.00 [+
77217 32500 5500 [os-maR-z012  [1umI [10234550 [canill, angela 10. 1D 107.00 [+
77217 32500 S500 [z4-FER-2012 [1ramx [10233384 [Moberly, Amanda £ |[YTD z73.00 [+
FreLT 32500 5500 |z1-FER-ZD12  [1MMI [tozzz00s [Moberly, amands = [rTD 7s.o0 [+
77523 32500 5500 |22-DEC-2|311 |Fr|31 |Aum32939 |cm-r Acct PCOOO10  [YTD -53.00 |—
77523 32500 5500 2z-DEG-z011 FToL AuODz989 Corr Acct PCODOL0  [vTD as.08 |-
77523 32500 5500 22-DEC-2011 FToL AUDOZ9E9 Corr Acct PCO0010  [VTD 5361 [
|77523 |3250D |55DD 2z-DEC-2011 FTO1 AUDOZ969 Corr Acct PCO0010  [TTD -52.00 r
[77523 [sz500 [s500 22-DEC-2011 FToL AUDDZ9ES Corr Acct PCO00D10  [YTD -zo59 |-
[77523 [32500 [ss00 22-DEC-2011 FroL AUDDZIES Corr Acct PCOODLO  [YTD -98.00 [- |
|77523 |3250D |55DD D&-MNOW-2011 PCO PCO00101 I¥AN DIAZGREELE T 53.00 |T
[77523 [sz500 [s500 08-NOV-2011 PCD PCODO101 IWAN DIAZGREELE  |vTD 52.00 [+
[77523 [32500 [ss00 08-NOW-Z011 FCD PeoDO101 ERIN MITCHLERHO  [YTD 93.61 [+
[775es |zz500 [s500 Ds-MOV-ZOLL  |PCD PCODDL10L CHRIS BIERDEMaN  [1TD 98.00 [+
[77523 [sz500 [s500 08-NOV-Z011 PCD PCOO0101 CHRIS BIERDEMAN [YTD 45.08 [+
[r7523 [s2500 [s500 De-NOW-z011  |PCD FCODO101 CHRIS BIERDEMAN  [7TD zn.59 [+ =
A | >
Total: | 1,274,916.28

FRM-40352; Last recArelreved.

Record: 13061 306 =0S5C=
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Extracting an FGITRND Query to an Excel File

As noted in the last several pages, the detail information provided by the FGITRND form can
provide too much information to effectively review within the Banner System. Scrolling through
all the records and manually reviewing them can be tedious, inefficient and result in errors.

In these cases, the data from FGITRND can be downloaded to an Excel file where it can more
easily be reviewed and reconciled.

The records returned in FGITRND can be extracted into an EXCEL Data file using the following
process. Note: You must have your pop-up blocker turned off in Windows Explorer for this
function to work:

1. Click on the “Help” Icon in the Tool bar.
2. Click on “Extract Data No Key”.

3. Ifyou get a popup that says “Note Some of the data being extracted contains embedded
double quotes. This may cause the data to format incorrectly.” Don’t be concerned
about this message. Simply click on “OK”.

4. A popup screen will appear that asks “Do you want to open or save this file?” Click on
G‘Open,’.

5. Make sure all other screens on your desktop are closed or made small. The Excel File
will often appear to be “hiding” behind any other screens you have open.

6. An Excel file named “Gokoutd” will appear. This Excel file will have all the data
available from the FGITRND form related to the journal entry you are querying.

7. Save the file to Excel using a different name, and manipulate this data as you would in
any other Excel file.

Fie Edit Qpoors Block [tem Eecoed Query Tooks . ORACLE
=X 3, k] 9:. '?fl - : B Bl B Snlne Help R IR & | i =
“u Dotal Transaction Adtivty FOITRMD 8401 (PROD Rl
Cryrafie Mol [de
COR  Flscal Yoar  Index Fund  OFGAN L (frem Bropestesy P Rdlivity  Locatien  Perind  Commit Type
- - i = Thire Kays [ - -
i 16500 B0 | oy
Desmlay Error
Display [0 Image Imcrpase [+ ) or
Account  Organizstion Pregram Activiey | Csander Eni Desord]  Field Amnsnt Decrease (-]
T 512040 4200 25-0CT-3 [adculator W& Pageoll 7010 ME YT Y TERES [ =
GATIG EtRani] 200 1 T
LERFL B3R L] vTG T IEEAA |
AT 51300 00 1D TARLAD [+
B241% %1300 i) Ml Pagrall 2011 5 VD 11138 [
kb 35 51300 00 HE: Pagroll 2011 5% [vTOD 10740 |+
1% 23200 1] ’ HE Payeall 2911 5 O AT |+
LEE S LFEL] s FEDTE BT HiGhL Si=TR LR il Payroll i &8 g R L]
64417 51200 200 0% - 2011 HGHL FOOLIB04 WEL Pagroll 2011 58 [YTD 10449 |e
TZLNY 51700 £200 08-HA 201 PLE FEO0DEF SUSAN MCGIRRED  [VTD mog |
72137 51300 300 8- J8- 2011 PO FCO0D0ES SUSAN MCGUIREM  [vTD 1500 |+
TIia? 51300 200 IWMARIDIL  RCD FLO0D0E DEEF ROCK WATER [T man e
FIEH 81300 4400 23-M-2011 oY O0TRIZI Dwep Rock PCard 4 [V10 a0 |e
72168 51200 £200 0B-MR-2011 LD FCOODIFL TUSAN MCGUIREE  [vTD AL |2
T 51200 4200 29.MAR-DEEL (PED FEO0D0EE BRATTONS OFFICE  [YTD £8.30 [+
LFFER [s1200 400 232011 rToL MOTHI0 Brattens Copier PC [VTD TH MG |
72180 51200 400 FRRT TR oL WOTHITD Brattens Cepur PC [1TD: Triz |e
: w
Tatal: [T ET=IE]
Prraa oy Dup fers lor documang quany S, Counl Ouiey i sncumbiante detsl
o I I ] -oson
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Example of a Query of ALL Year-To-Date Actual Transactions Recorded in a Fund/Org Combination
with a YTD Field Code Downloaded to Excel using the “Extract Data No Key” Function:

Increase [+)or

1 Account Organization Program Activity Date Type Document Description Fund Activity Location Transaction Date Field Amount  Decreaze ()
1280 T7215 32500 3500 5-Aug-11 PCD PCO0O0093  JOSHUA P BAROSSOUTHWES U 10000 31-Jul-11 YTD 173.8 +
1281 77215 32500 5500 5-Aug-11 PCD PCO0O0093  JOSHUA P BAROSENTERPRISIU 10000 31-Jul-11 YTD 87.79 +
1282 77215 32500 5500 3-Aug-11 MSC FO014148  ADMISSIONS u 10000 3-Aug-11 YTD -12.02 -
1283 TI217 32500 5500 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 S5-Apr-12 YTD 75 +
1285 T7217 32500 3500 S-Apr-12 INNI 10236687  Baros, Joshua Phillip. u 10000 S-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 TI217 32500 5500 28-Mar-12 INNI 10236139  Broghammer, Sean M. u 10000 28-Mar-12 YTD 128 +
1289 77217 32500 5500 28-Mar-12 INNI 10236137 Angelos, Siobhan Marie. u 10000 28-Mar-12 YTD 135 +
1290 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 5500 19-Mar-12 INNI 10235218  Moberly, Amanda Sue. u 10000 19-Mar-12 YTD 78 +
1293 TI217 32500 5500 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 FTO1 AUO002989 Corr Acct PCOOD10L TvlExp U 10000 22-Dec-11 YTD -53
1297 77523 32500 5500 22-Dec-11 FT01 AU002989 Corr Acct PCOOD10L TvlExp U 10000 22-Dec-11 YTD -45.08
1298 77523 32500 3500 22-Dec-11 FTO1 AUD02989 Corr Acct PCODD10L TvlExp U 10000 22-Dec-11 YTD -93.61
1299 77523 32500 5500 22-Dec-11 FTO1 AUD0D2989 Corr Acct PCODD10L TvlExp U 10000 22-Dec-11 YTD -52
1300 77523 32500 5500 22-Dec-11 FT01 AU002989 Corr Acct PCOO010L TvlExp U 10000 22-Dec-11 YTD -20.59
1301 77523 32500 5500 22-Dec-11 FTO1 AUD02989 Corr Acct PCODD10L TvlExp U 10000 22-Dec-11 YTD -98 -
1302 77523 32500 5500 3-Nov-11 PCD PC0O00101 IVAN DIAZGREELEY U-10 UPI. U 10000 31-Oct-11 ¥YTD 53 +
1303 77523 32500 5500 8-Nov-11 PCD PC0O00101 IVAN DIAZGREELEY U-10 UPI. U 10000 31-Oct-11 ¥YTD 52 +
1304 77523 32500 5500 8-Nov-11 PCD PC000101  ERIN MITCHLERHOLIDAY INN U 10000 31-Oct-11 YTD 93.61 +
1305 77523 32500 5500 8-Nov-11 PCD PC0O00101 CHRIS BIERDEMANDOUBLETF U 10000 31-Oct-11 ¥YTD 93 +
1306 77523 32500 5500 8-Nov-11 PCD PC00O0101  CHRIS BIERDEMANGILCO MA U 10000 31-Oct-11 YTD 45.08 +
1307 77523 32500 5500 3-Nov-11 PCD PC000101 CHRIS BIERDEMANSHELL OIL U 10000 31-Oct-11 YTD 20.59 +

1300

Data extracted from FGITND to an Excel File looks like the picture above.

* You can use extract data files to reconcile/subtotal/identify errors in EXCEL without
having to type data in manually.

» Data Files extracted to EXCEL are automatically named GOKOUTD.

* Be sure to save the file to your computer or shared drive using a different name.

If the file you extract does not include column headings, please refer to Finance Training 1.10
Accessing Banner Finance and Basic Navigation.

* Under the section “Checking Your Banner Display Options,” you will find how to update
your Banner Setting so that Extracted Data will have column headings.

* Go to the General Menu (GUAGMNU) and type GUAUPREF.
» All Display Options in the left hand column should be checked.

e Under “Data Extract” the box beside the words “Include Header Row in Data Extract”
should be checked off.

» If this box or any other box is NOT checked off the user should mark the box(s) and then
press the save icon.
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FGIDOCR-Einance General Ledger Inquiry Document Retrieval

Reviewing Detailed Document Information Related to a Transaction

The FGIDOCR Document Retrieval Inquiry form displays detailed information related to a
specific transaction.

FGIDOCR can be accessed from the General Menu GUAGMNU. Follow the same directions as
provided for FGIBDST, except substitute FGIDOCR 1in the Go To... box. If accessing
FGIDOCR from the General Menu, you will need to manually enter the Transaction Document
identification number.

FGIDOCR can also be accessed from the FGITRND Options Menu.

e Place your cursor on the Transaction listed in FGITRND that you want to query and click
on any parameter for that transaction.

e Click on the FGITRND Options icon in the tool bar.

e Click on QUERY DOCUMENT (By Type).

¢ Form FGIDOCR will open up, but only the document number will be listed.

e Click on the Next Block icon in the Tool Bar or press the smart keys “Control, Page Down”.

e The form will be populated with the details of the transaction.

File Edit Options Block Item Record Query Tools Help

p ] g = A4 b
& HEAEE %W EBEEE NG BE T @@L X
8.4 (PROD)
Header Information
Transaction Date: |16-SEP-2011 Fiscal Year: |12 Fiscal Period: |03 Items: s Commit Type: |Uncommitted [T Document Text
Detail Information
Sub Journal Document =
Number Item Sequence Type Description Amount Sign Currency Reference
0 o 1 [Frow |Fix Fund - E000ZE72 [ 1,365.00 [credic  ~| | [ :
COA Index Fund Orgn Acct Prog Actv Locn Proj NSF Override Bank Accrual o
@ | [10000 |3z500 [72340 5500 [ & B
Sub Journal Document
Number Item Sequence Type Description Amount Sign Currency Reference
o o 2 [Fro: [Fix Fund - E00O3131 [ s00.00 [credic <] | [
COA Index Fund Orgn Acct Prog Actv Locn Proj NSF Override Bank Accrual
[a | [10000 [3z500 [72940 5500 [ O O =

FRM-40100: Atfirst record.
Record: 178 =08C=
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Extracting Detailed Document Information Related to a Transaction to Excel

Each Transaction reported in FGITRND can have many details that are reported in FGIDOCR.

Within the FGIDOC form, you can only see two lines of detail per page. To see all the
transaction detail you must use the scroll bar on the right side of the form to scroll down through
all the records. This can make reviewing a complicated document inefficient and prone to errors.

Using the same process as described under Extracting an FGITRND Query to an Excel File,
you can extract detail document information from a FGIDOCR form:

1. Click on the “Help” Icon in the Tool bar.

2. Click on “Extract Data No Key”.

3. Follow the same directions described under Extracting an FGITRND Query to an
Excel File.

An excel file like the example below will be created. You will be able to subtotal, query, and
sort this data just like you can in any other Excel File:

IE_] gokoutd[2]
A B C D E F G H I J K L M N (o] P Q R S T U

1 Sub Numkltem Sequence Journal Ty Descriptic Amount  Sign Currency Documeni COA Index Fund Orgn Acct Prog Actv Locn Proj NSFOverride Bank Accrual
2 0 ] 1 FT01 Fix Fund - 1365 C Q 10000 32500 72940 5500 N

3 0 o 2 FT01 Fix Fund - 500 C Q 10000 32500 72940 5500 N

4 0 ] 3 FT01 Fix Fund - 67 C Q 10000 32500 72940 5500 N

5 0 ] 4 FT01 Fix Fund - 168.55 C Q 10000 32500 72940 5500 N

6 0 o 5 FTO1 Fix Fund - 58 C Q 10000 32500 72940 5500 N

7 0 ] 6 FTO1 Fix Fund - 106 C Q 10000 32500 72940 5500 N

8 0 ] 7 FTOL Fix Fund - 67 C Q 10000 32500 72940 5500 N

9 0 o 8 FT01 Correctior 233155 D Q 10800 32500 72940 5500 N

an
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FGIBDSR-Einance General Ledger Inquiry Budget Executive Summary

Reviewing the Parameters for an FGIBDSR Executive Summary Query

The FGIBDSR Executive Summary form provides summary information for FUNDS and ORGS
using higher, “Roll Up” level FUNDS, ORGS, ACCOUNTS and PROGRAMS as well as lower
level, data enterable FUNDS, ORGS, ACCOUNTS and PROGRAMS.

If you are responsible for a group of ORGS or FUNDS that are grouped under a higher, “Roll
Up” hierarchy level, the form FGIBDSR can be used to retrieve summary information for groups
of FUNDS or ORGS at specified “Roll Up” levels.

FGIBDSR can be accessed from the General Menu GUAGMNU. Follow the same directions as
provided for FGIBDST, except substitute FGIBDSR in the Go To... box. Use the same
parameter entry instructions as used for form FGIBDST.

The Options icon in the FGIBDSR tool bar only allows you to access the FGITRND Transaction
Detail Information Form.

e [t is important to note that detailed information will only be returned in FGITRND from
FGIBDSR if the FUND, ORG, ACCOUNT, and/or PROGRAM codes are ALL data
enterable.

e If you enter a query based upon a non-data enterable higher level rollup Fund, Org,
Account, or Program code, FGITRND will NOT return ANY information.

In the example below, we have entered the higher, “Roll-up” level ORG 510FIN (Financial
Services) in the Organization field. This returns summarized financial information for ALL
ORGS that “Roll up” to S10FIN:

Chart: EF Organization: (51DFIN ¥ Financial Services
Fiscal Year: ’?F Fund: [7
Index: I—F Program: l— F
[ Query Specific Account Account: ,— =

Account Type: l— [7
¥ Include Revenue Accounts

Activity: l— F
Commit Type: Location: l— F

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
[72140 |E— [advertising | 2,454.00 1,600.00 | 0,00 654,00 =
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
[fz1s5 [ [printing | 49,977,658 | 32,561.82 0.00| 17,415.86
[r2160 |6 [offics Equipment Maintenar | oo 1,203.69 | 0.00| -1,203.69
72201 [t [euDGET Supplies | 1,000.00 | 0.00 | 0.00| 1,000.00 .
[72210 |E— [office Supplies | 70,003,00 | 65,397.77 | 0,00 | 460523
72219 |E— [Recruitment Supplies | 0.0 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 Cling-F | 1,153.00 6,071.07 | 0,00 -4,918,07
72240 |E— |computer Supplies | 0.0 at.a4 0.00 41 .44
[r22as |6 [computer Software/Softwa | oo 170.00 | 0.00| 17000 v
Net Total: | -1,644,221.14 | -1,484,346.88 13,025.00
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FGITBSR-Einance General Ledger Inquiry Trial Balance Summary

Reviewing the Parameters for an FGITBSR Trial Balance Summary

If you are responsible for a Fund that has a separate cash balance, you may need to access form
FGITBSR Trial Balance Summary Form.

e This form helps you identify your current cash balance in ACCOUNT 11090 Interfund
Claim on Cash. This number can generally be found in the first line of the form.

e The Fund’s Current Fund Balance is found in the bottom right hand corner.

e If there is an asterisk in the box to the right of the Current Fund Balance debit/credit box,
the Fund has a deficit balance.

FGITBSR can be accessed from the General Menu GUAGMNU.

e Follow the same directions as provided for FGIBDST, except substitute FGITBSR in the
Go To... box.

e Enter the Fund code in the Fund Field and leave the Account code blank in the Account
field.

The FGITBSR Trial Balance Summary form provides Balance Sheet information.

e Balance Sheet information includes accounts such as Cash, Accounts Payable, and Net
Assets.

e Balance Sheet information is only available at the FUND and ACCOUNT level.
e Balance Sheet information CANNOT be provided at the ORG or PROGRAM level.
If you are responsible for a group of FUNDS that are grouped under a higher, “Roll Up”

hierarchy level, the form FGITBSR can be used to retrieve summary information for groups of
FUNDS at specified “Roll Up” levels.

The Options icon in the FGITBSR tool bar only allows you to access the FGIGLAC Query
General Ledger Activity Information Form. This form looks like and is used in same way as
form FGITRND Transaction Detail Information Form.

e [t is important to note that detailed information will only be returned in form FGIGLAC
from FGITBSR if the FUND and ACCOUNT codes queried are ALL data enterable.

e Ifyou enter a query based upon a non-data enterable higher level rollup FUND or
ACCOUNT, FGIGLAC will NOT return ANY information.

Most university employees do not have a need to regularly review Fund Balance Sheet
information. FGITBSR is generally only used by employees with significant financial

responsibilities. Contact your fund accountant if you have questions regarding form FGITBSR.

An example of an FGITBSR Trial Balance summary form is provided on the following page.
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In the example below, we are querying the Data-Enterable FUND 61100 — Auxiliary Facilities
Projects.

File Edit Options Block [tem Record Query Tools Help

BOE BEAEE %% B & B RE TR &P @ X

e

E_E! AGEINEET ummary FGITESR 8.4 (P
COA: EF University of Morthern Colorado Fiscal Year: '?[7
Fund: 61100 [7 Auxiliary Facilities Projects OR Fund Type: I_F
Account: [7 OR Acct Type: I_[T
Acct Beginning Debit/ Current Debit/
Type Account Description Balance Credit * Balance Credit *
’E [12000 [tnterfund Claim on cash | 2,394,565.60 |Debit l_ | 1,742,579.17 |Debit l_ B
[z1 [21000 [Accounts Payable System | o.00 [credit [ 0.00 [credit [
’Z 22015 |accounts Payable FRS | .00 [credit l_ | 0.00 [credit l_
’E 31215 |original Budget Mon-Pers Exp Cantra | | 0.00 [credit l_ | 2,394,565.60 |Credit l_
[31 [31225 [Base Adist Non-Pers Expense Control | | o.00 [credit [ 1,081,351.06 [credit [
E [31240 [Budgeted Transfer Contral | 0.00 [credit l_ | 1,081,351.06 |Debit l*_
E 31310 [Budgeted change to Fund Balance | 0.00 [credit l_ | 2,394,565.60 |Debit ’*_
[31 [35300 [#ctual Man Personnel Exp Control | o.00 pebit [ 1,733,337.49 [Debit [
[31 [s5900 [Actual Transfers Control | 000 pesit | | 1,081,351.06 [Credit | [*
’Z 43100 |Restricted auxiliary - Expendable | 2,394,565.60 |Credit l_ | 2,394,565.60 |Credit l_
[41  [4s000 [Unrestricted Net Assets | 0.0 [credit [ | 0.00 [credit |
[ ] | | | [ | [
[ ]] | | | [ ] | [ =
* - denotes amount is opposite of Normal Balance
Total: [ALL ACCoUNTS | 0.00 | [ .00 | [
Current Fund Balance:| 1,742,579.17 |Credit l_

e The cash balance in account 11090 is $1.742M.
e This fund does not have any Accounts Payable or Accounts Receivable Balances.

e The account codes that start with a 3xxxx are meaningful to advanced accounting staff
employees, but do not need to be reviewed by other employees.

e The Fund’s net fund balance from June 30" of the prior year is referred to as net assets
and is reported in an account code that starts with 4xxxx.

e The Fund’s current Fund Balance as of today is shown in the bottom right hand corner.
In this case this fund’s current fund balance is $1,742,579.17. This equals its cash
balance because this fund does not have any assets or liabilities other than cash.

e This fund does NOT have an asterisk because its only asset is cash and its cash balance is
positive.
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Appendix A: Summary Statement of Basic University
Financial Responsibilities

Basic Financial Responsibilities Required by Authorized Personnel to Approve a
University of Northern Colorado Financial Transaction

All employees are entrusted with the responsibility of preserving University resources and using
those resources in a prudent manner for their designated purposes, as prescribed by policies,
laws, regulations, and rules, as well as contract, grant and donor restrictions.

By accepting authority to approve internal and/or external transactions, you have agreed to fully
review all transactions under your responsibility, up to your authorized dollar limit, before
approving them to ensure that they meet the minimum requirements detailed below.

By approving a document you verify that:
0 Funds are available for the purchase and will not cause a budget or cash deficit.

0 The purchase is being made for official University business and that it supports the
mission of the University.

O There are supporting source documents to support the transaction.

0 The transaction (revenue / expense) is correctly coded to the correct Fund, Organization,
Account, Program (FOAP) and Activity codes.

00 There has been proper segregation of duties so that no one employee controls all phases
of a transaction and at least two people were involved in the decision.

0 For grant and foundation funds, the financial transaction is in compliance with sponsor
and donor stipulations and restrictions.

O That the transaction meets the ethical standards of the University as required by
University of Northern Colorado Board Policies, as found on-line at
http://www.unco.edu/trustees/PolicyManual.pdf.

a. 1-1-502 Conflict of Interest - A University employee shall disclose to his or her
immediate supervisor all facts and circumstances related to any University
transactions, activities, contracts or other dealings in which they are involved or
may become involved on behalf of the University which might directly or
indirectly involve them in a conflict of interest. Under Colorado Law, CRS 18-8-
308, failing to disclose a conflict of interest is a class 2 misdemeanor.

b. 1-1-504 Nepotism - It shall be deemed to be a conflict of interest for an employee
to serve in a supervisory capacity over a relative or dependent. For the purposes
of this policy, a relative shall be deemed to be any person within the 5th degree of
consanguinity and a dependent shall be defined by the Internal Revenue Code.

c. 1-1-505 Outside Activities - Employees may not compete with the University or
convert business opportunities of the University to their personal gain or
advantage or the gain or advantage of another. Employees may not convert
confidential information or trade secrets of the University to their personal gain or
advantage or the gain or advantage of others

Your accounting and finance contact can provide additional information and answer
questions regarding approval responsibilities.
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Appendix B: Glossary of Financial Terms

This section contains a glossary of terms that may help you use and better understand Banner.
You may encounter some of these terms as soon as you start using Banner. On the other hand,
depending on your job duties, you may never see or need to use many of these words.

The list below includes only those terms that are relevant to basic Banner Finance use. It does
not include all terms that may be more specifically related to Budgeting, Accounts Payable,
Purchasing or Personnel.

A complete list of all Banner Finance terms can be found on the Financial Services General
Accounting webpage: Financial Services Glossary of Terms.

Account: In Banner, the 5-digit numeric code that identifies the kind of transaction taking place. Used
for Assets, Liabilities, Net Assets, Revenues, Expenses and Transfers. The first “A” is a mandatory
element of the FOAPal chart of account system. (Chapter 3)

Banner ACCOUNT Code hierarchy

Revenue ACCOUNT Codes and related PROGRAM Codes
Frequently Used Expense ACCOUNT Codes (Under construction)
EIO Account Codes

Activity: The 5-digit alpha/numeric code used to account for specific revenues and expenditures related
to a specific project. This is the second “a” and is a non-mandatory element of the FOAPal chart of
accounts system. Banner ACTIVITY Code hierarchy (Chapter 3)

Approval Queues: Web-based system for approving documents through URSA and Banner that replaces
previous signature manual. Currently used for Electronic Internal Orders (EIOs). (Chapter 2)

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.). (Chapter 3)

Assets: Fiscal resources controlled by the entity as a result of past events and from which future
economic benefits are expected. Assets include Cash, Accounts Receivable, Inventory, Capital
Equipment, etc. (Chapter 1)

Banner: The University software system that processes retrieves and reports information as an integrated
database. (Chapter 2)
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Business Manager: University administrative employees assigned to facilitate the accomplishment of
the financial management objectives of a single or group of Organizational unit(s) or Fund group(s).
(Chapter 1)

Capital Equipment: Single items having an expected life of more than one year and costing $5,000 or
more. (Chapter 3)

Chart of Accounts: The listing of each element of the FOAPal - Funds, Orgs, Accounts, Programs and
Activity codes - used by the University’s Banner Finance System. Each element has its own chart, which
lists each identifying alpha/numeric code, hierarchy rollup, and whether the element is active and/or data
enterable. (Chapter 3)

Commitment (Encumbrance): A Commitment (also called an Encumbrance) 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. (Chapter 4)

Communication with a Regulatory Body: University employees have a personal responsibility to
ensure that any Communications with a Regulatory Body such as the US Department of Education
(DOED) are forwarded to the appropriate person. (Chapter 1)

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. (Chapter 4)

Data Steward: Each Banner module (Student, Finance, Human Resources, and Financial Aid) is
assigned an employee responsible for the following: Updating and maintaining Banner validation tables
and other system maintenance forms; Assigning Banner Security Access; Assigning Insight reporting
security access; Supervising the addition or changing of Person and Non-Person changes; Reviewing
Banner Data and Insight reports for accuracy and dependability. (Chapter 2)

Debit: The amount entered on the left-hand side of a journal entry. A debit increases expenses and assets.
A debit can also be used to decrease revenues or liabilities. (Chapter 4)

Document: A Banner finance transaction identified by an alpha/numeric code that can be reviewed
within the Banner Finance system for additional detail and history. (Chapter 2)

Electronic Internal Order (EIO): A web form used to record the purchase and sale of goods and/or
services between campus departments. (Chapter 3)

Employee: An individual who currently holds a university employment appointment whether full time,
part time, hourly, seasonal or temporary. (Chapter 1)

Encumbrance (Commitment): An Encumbrance (also called 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. (Chapter 4)

Expenditure (Expenses): Charges incurred for operation, maintenance, interest, and other goods or
services made during the fiscal period. (Chapter 1)

False Statements: A false statement is a communication in speech or in writing which states something
that is untrue, tends to deceive or mislead, or is based upon mistaken, erroneous, or inconsistent ideas or
facts. (Chapter 1)

FERPA: The Family Education Rights and Privacy Act. Employees of the University should be aware
of the provisions of this law. University FERPA procedures (Chapter 2)

Finance System: The University's system for managing its Financial Transactions and Financial
Reporting. The primary system is the University's Banner system; however, numerous subsystems are
integrated with the Banner system. The Finance system is used to record all of the University's financial
records and prepare the University's financial statements and other financial reports. (Chapter 1)
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Financial Reporting: A management tool that accumulates and summarizes the University's Financial
Transactions and is used to both measure and monitor the acquisition and use of University resources.
(Chapter 1)

Financial Report Review Process: Policies and procedures that result in the routine review of financial
Information. This is a key control to ensure all Financial Transactions are properly recorded in the
Finance System and to detect fiscal misconduct. (Chapter 1)

Financial Transactions: Transactions are processed by numerous University departments including
General Accounting, Accounts Receivable, Human Resources and Payroll, Purchasing and Accounts
Payable. Transactions include the recording of Tuition Receipts and Auxiliary Sales, Personnel
Expenditures, Journal Entries, Invoice Payments, Travel reimbursements, Scholarship payments, etc.
(Chapter 1)

Fiscal Administrative Staff: Employees of the University who are involved in University Financial
Transactions, such as initiating purchases, receiving cash, entering or reviewing transactions into the
University's finance system. (Chapter 1)

Fiscal Misconduct: Deliberate acts or failure to act regarding fiscal matters, contrary to established law,
rule or policy, with the intent to obtain an unauthorized benefit, which results in a loss to the University.
(Chapter 1)

Fiscal Role: The categorization of employees to indicate their fiscal responsibilities to the University.
Primary categories include Senior Administrators, Principal Investigators, Business Managers and
Financial Administrative Staff. (Chapter 1)

FOAPAL: The individual components of the coding structure used by the University's Banner Finance
System Chart of Accounts to record financial transactions. FOAPal is the acronym for the elements:
Fund, Organization, Account, Program, Activity, Location (location is currently not used at UNC).
(Chapter 3)

Form: A document in which information is entered and retrieved from in Banner. Forms are also
referred to as objects. (Chapter 2)

Fraud: Includes certain illegal acts arising from fraudulent financial reporting or misappropriation of
assets. Fraudulent illegal acts are characterized by deceit, concealment, or violation of trust and
perpetrated to obtain money, property or services; to avoid payment or loss of services; or to secure
personal or business advantage. (Chapter 1)

Fund: In Banner, the 5-digit alpha/numeric code that specifies the source of the money. The “F” is a
mandatory element of the FOAPal chart of account system. Banner Fund Code Hierarchy (Chapter 3)

Fund Accounting: A Fund accounting system emphasizes accountability rather than profitability
and is used by non-profit organizations, governments and universities. Within this financial
system, a fund is a self-balancing unit, segregated for specific purposes in accordance to revenue
source, as well as laws, regulations and/or special restrictions. (Chapter 3)

GAAP: Generally Accepted Accounting Principles are the accounting concepts, measuring techniques,
and standards of presentation used in the University’s financial statements. (Chapter 1)

General Ledger: A listing of the University’s assets and liabilities of the University and related revenue
and expense transactions. (Chapter 2)

Guarantees and Indemnification: A legally binding agreement whereby the University provides a third
party an assurance that a condition will be fulfilled. Guarantees and Indemnifications on the part the
University are generally prohibited under State law. (Chapter 1)
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Inquiry (Query): In Banner, an operation performed on specific screens to obtain detailed information.
One cannot update any information in Banner Finance while in query mode. The word “Inquiry” is used
to describe Banner Forms that only provide information in query form and cannot be used to change
Banner Finance data. The third letter of these forms is generally and “I” but occasionally is a “Q”
(Chapter 2)

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.
(Chapter 3)

Internal Control: A comprehensive strategy of policies and procedures, as well as expectations of
employees, that are designed to provide reasonable assurance that the objectives of an institution are
achieved with efficiency, accuracy and reliability and in compliance with applicable policies, laws and
regulations. Includes transaction authorization and adequate record keeping procedures; proper
segregation of duties; reliability of financial reporting, etc. (Chapter 1)

Journal Entry: An adjustment made to the Finance System that increases on FOAPALI and decreases
another FOAPAI. Journal entries are generally completed to record adjustments, transfers, and/or
reclassifications of budgets, revenue and/or expenses.

Liabilities: Obligations or claims against the resources of an entity arising from past transactions or
events. The settlement of a liability results in the use of assets, provision of services or other
yielding of economic benefits in the future. Liabilities include Accounts Payable, Unearned
Tuition or Grant Revenue, Bonds Payable, etc. (Chapter 1)

Location: Not currently used by UNC. The “L” in the FOAPal chart of accounts system. (Chapter 3)

Maintenance: In Banner, an operation performed on specific screens that inputs or changes actual
Banner Finance information. One can only update information in Banner Finance while in maintenance
mode. (Chapter 2)

Misstatement: Is accidental or intentional untrue financial statement information that deceives financial
statement users. (Chapter 1)

NACUBO (National Association of College & University Business Officers): National association
that provides training develops resources and acts as a liaison for colleges and universities with regulatory
bodies. Liaison activities include federal tax issues, accounting standards, etc. (Chapter 3)

Net Assets (Statement of Net Assets): Net assets equal the balance remaining after liabilities are
subtracted from assets at a single point of time. (i.e. at fiscal month-end close or at June 30" year-end
close, etc.) The Net Asset balance is the amount of total resources available for future operations. The
University’s Statement of Net Assets (SNA) report is part of the University's annual report (formerly
known as the Balance Sheet). The SNA is a financial snapshot of the University's assets, liabilities, and
net assets also at a single point of time, generally year end. The total of these three components must net
to zero. (Chapter 1)

Object: A Banner Form, Process, or Table. (Chapter 2)

Operating Ledger: This is a listing of the University’s revenues, expenses and transfers for a fiscal
period and all related transactions. (Chapter 2)

Organization (ORG): In Banner, the 5-digit alpha/numeric code that specifies the unit responsible for
managing the money. The “O” is a mandatory element of the FOAPal chart of accounts system. Numeric
only codes are data-enterable. Any codes that include an alphabetic digit are not data-enterable. Banner
ORG Code hierarchy (Chapter 3)

Policies and Procedures: University developed principles and rules that are based upon University
Board of Trustee principals or externally mandated laws, regulations, and rules. (Chapter 1)
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Principal Investigator: University employees assigned to facilitate the accomplishment of the financial
management objectives of one or more restricted sponsored projects. (Chapter 1)

Procedure: Business processes that implement policies. (Chapter 1)

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. (Chapter 3)

Program: In Banner, the 4-digit numeric code that identifies the function being supported by the
transaction. The “P” is a mandatory element of the FOAPal chart of accounts system. Programs are based
on the standardized categories of expenses as defined by NACUBO (see above). Standardized Program
categories used to group expenses are: Instruction, Research, Public Service, Academic Support, Student
Services, Operation & Maintenance of Plant, Institutional Support, and Scholarships & Fellowships.
Banner PROGRAM Code hierarchy (Chapter 3)

Purchase Order (PO): UNC'’s large dollar purchase order used to order materials or services with a cost
of more than $5,000. (Chapter 4)

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. (Chapter 2)

Query (Inquiry): In Banner, an operation performed on specific screens to obtain detailed information.
One cannot update any information in Banner Finance while in query mode. The word “Inquiry” is used
to describe Banner Forms that only provide information in query form and cannot be used to change
Banner Finance data. The third letter of these forms is generally and “I”” but occasionally is a “Q”
(Chapter 2)

Revenues: Fees and other receipts earned from providing services or the sale of goods before any costs
or expenses are deducted. (Chapter 1)

Senior Administrator: University academic and administrative employees responsible for primary
Organizational units or Fund groups. Senior administrators include the President, Vice President,
Associate and Assistant Vice Presidents, Deans and Directors, etc. (Chapter 1)

Sponsored Project: This is a restricted grant, contract, or other mutually binding award that includes
stipulated conditions regarding the use of funds or property for which the University must comply.
(Chapter 1)

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 3)

Subsequent Event: A material Financial Transaction occurring after the beginning of the current fiscal
year (July 1), but affecting the financial statements of the prior fiscal year ending June 30", (Chapter 1)

Suspense or Clearing Accounts: A Fund/Org/Account Combination (FOAPal) that represents a
temporary classification of a transaction within the Finance System due to incomplete data being
available. Another entry must be processed to ensure the appropriate classification of the transaction.
(Chapter 2)

Transaction Type: A Banner Rule code. Each transaction type in Banner has its own Rule
Code/Transaction type. (Chapter 4)

Transfers: Reclassification of cash and related budget from one Fund to another Fund. All Transfers
must be approved by the University Controller. (Chapter 1)
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Unasserted Claims or Assessments: Situations where an external party (such as students, regulatory
bodies, vendors, sponsors) may be unsatisfied with the University's performance and may desire to seek a
legal course of action to address their concerns. It could also be a legal action that has not yet been filed
with the appropriate campus legal office, but for which you are aware. (Chapter 1)

University Business: An activity that carries out the University's mission of Instruction, Research and
Public Service or that provides support to the University's mission. (Chapter 2)

Unrelated Business Income: Income produced by the University from activities beyond our mission and
subject to taxation under the Internal Revenue Service. (Chapter 2)

URSA: The University’s online, single point of access to secure Banner Information, as well as tools for
students, faculty and staff. Ursa is the Latin word for Bear. (Chapter 2)

Xtender: Banner's document imaging system. Xtender provides imaging, document management, data
capture, storage management, output capture and report management capabilities. (Chapter 2)

Your Area of Responsibility: The University Departmental Organizational unit or Fund group for
which you, as an employee of the University, are responsible. (Chapter 1)
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