Northeastern State University

Banner Finance Training

SSB9 Budget Queries and Finance Screens
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Fund

e |dentifies the source of the money (the “Where?”)
e Balance sheet and revenue/expense reports can be produced on a Fund
® Funds can be restricted (such as grants and endowments) or unrestricted (general)

Organization

e |dentifies the unit responsible for managing the money (the “Who?”)
e May be associated or used with several funds - Follows a structure very similar to our organization chart

Account

Describes the “What?” of a financial transaction

Identifies the kind of transaction taking place

Examples:

479100 Sales Revenue -All deposits begin with a 4 account code
536140 Office Supplies-All payments begin with a 5 account code

Program



e Describes the function being supported by a transaction (the “Why?”) Program codes provide a way of
classifying transactions across organizations and accounts

e Most educational institutions use program codes defined by the National Association of College and
University Business Officers (NACUBO)

® Programs include:
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Activity

Instruction

Research

Public Services

Academic Support

Student Services

Institutional Support

Operation and Maintenance of Plant
Auxiliaries

Optional component of the FOAP(AL)

Used to track revenue and expenditure activities within a project or program Location
Optional component of the FOAP(AL)

Normally used to represent a physical location, such as a building or room

Accessing Financial Information

Finance Self-Service Banner (SSB) is a web browser-based tool that allows users to do many common tasks

without having to log into the Banner System. Anyone with regular Banner 9 Finance rights has those

same rights applied during a Self- Service session. This means they can only query accounts and

documents or initiate budget adjustments for Orgs they have rights to in Banner 9 Finance. Likewise, they

must be an Banner 9 Finance approver to be able to approve documents in Self-Service.

Logging into Self-Service

Self-Service Banner (SSB) is accessed through the goNSU site.

1. Loginto GONSU (Located in the top menu bar of www.nsuok.edu)
2. Click the Finance Tab (located in the left menu bar)
3. Choose SSB9 Finance Dashboard in the Banner Links box
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Any time a word, title, code or amount appears in a blue color it is a hyperlink that will bring the user to a new
functionality or will drill down to some supporting documentation. As you work in Self-Service you can move
backwards through your steps by clicking the left navigation arrow in the upper left of the screen.

If a Self-Service session is inactive for over 30 minutes, the session will expire for security reasons and you
will have to log in again.

When you enter SSB 9 Finance, you will receive options to perform My Finance queries, approve documents,
delete finance templates, and view documents. The budget develop option is only available to a limited
number of individuals. This guide will be going through the My Finance Query option.

My Finance

d approve transactions and view financial information for department / or

» My Finance Query

~ Create, view and share budget availability, encumbrance and
payroll queries.

< Approve Documents Budget Development
View list of documents pending approval. Approve, disapprove, or Create and review fiscal year operating budgets for the budget
deny. development process.

View Document

Delete Finance Template
Delete templates for Finance Queries, Budget Development, and @ View draft, pending and completed documents with related

Purchase Orders. information and approval history.




My Finance Query

Only POSTED transactions appear in finance queries. If a document is incomplete, or still in an approval queue,
it is not posted. These amounts will not be reflected in Self- Service Banner.

To start a budget query, click on the My Finance Query option. The next screen will give you the query
dashboard option to select any saved favorites queries or start a new query. The guide will provide more
information about how to add favorites further into the steps. Let start by creating a query, select New Query.

My Finance Query search Query Q

Favorites Saved Queries Shared Queries ¢ Low-High

No Favorite Query exists

The query menu will pop up for you to select the query type and enter your FOAPAL and parameter settings.
Below is a list of available queries. This guide will go over the Budget Status by Organizational Hierarchy that is
recommended to view available budget.

Select Query Type contains:

Budget Status by Account-list a account codes in one screen payments have been made to. This query does
not group your account codes by budget type

Budget by Organizational Hierarchy-This budget will group your transactions by budget type to provide a good
view of where your available budget is currently showing.

Budget Quick Query- cannot drilldown to detail transactions or documents supporting the numbers reported—
only returns four check-marked data elements below. The other two query types allow you to specify which of
these ten available data elements to present in the report.

Multi Year Query- This query is used for multi-year budgeted FOAPs such as Grants and Capital projects that
utilize a grant code. Other budgeted FOAPs will not be able to use this query option. This allows you to see the
overall budget for a period of time rather than one fiscal year at a time.

The ten possible data elements for Budget Queries page are:

1. Adopted Budget — original budget entered or rolled from a prior year
2. Budget Adjustments — budget changes
3. Adjusted Budget — net of two above elements



Temporary Budget — (we do not use this)

Accounted Budget — Includes any budget changes in the past or future.

Year to Date — actual transactions booked (JVs, invoices, direct pays, deposits, etc)

Encumbrances — Generated by purchase orders and salary encumbrances; funds committed for future

payments.

Reservations — net open Requisitions

9. Commitments —Equal to the total budget set aside for future obligations. These are made up of
Reservations and Encumbrances.

10. Available Balance — net available budget. Formula is: Adjusted Budget ,less Year to Date, less

Commitments equals Available Balance.
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Payroll Expense Detail-This provides employee payroll information. Financial Manager (Account Sponsor) must
approve access to this query type. Grant code is not required.

Encumbrance Query- This query allows you to look at the active purchase orders set up in a FOAP.

Once the Create New Query menu pops up, select the drop-down menu for Select Query Type and choose
Budget Status by Organizational Hierarchy

Create New Query

Select Query Type

Budget Status by Acco... ¥ Select Query Type

Budget Status by Account  ~

Values

Chart™ Index S

A Northeastern Stat... Choose Index

Budget Status by Account

Fund Organization™ Budget Status b'_',"

10001 Education an... T&0016 Office of Bu... Drganlzatlc:nal Hiera rl:h}"l

Budget Quick Query

Account Program

Choose Account Choose Program Multi Year QLIEI‘"_,I'

Payroll Expense Detail

Activity Location

[ pltpeep— R ————— s

10001 Education and Ge... *v

Choose Activity Choose Location

Fill in the values for your query.

Chart: A Northeastern State University- This will not change.

Index: Leave blank

Fund: The funding source you want to view

Organization: The organization for your funding type

Account: Leave blank (if you know the specific account code, then you can enter the code but it will
not provide you with your overall available balance)

Program: Leave blank (If you query by program code, you may not capture transactions that were
coded improperly)



Activity: Leave blank (You can enter a code if you utilize this feature, such as capital projects)
Location: Leave blank

Create New Query
Fund Type Account Type
Choose Fund Type Choose Account Type

Commitment Type

. nclude Revenue Accounts
Uncommitted

Fiscal Year *

Comparison . Comparison

. \ b e

Fiscal Year Fiscal
Period

Operating Ledger

Adopted Budget (D Year to Date (©

When you scroll down in the query menu, you will notice all the value options are located in one area.

Fund Type: Leave blank

Account Type: Leave blank

Fiscal Year: Enter the fiscal year you want to view

Fiscal Period: Enter the period you want to query. It is recommended you enter 14 to capture all data.
Comparison Fiscal Year: Leave blank

Comparison Fiscal Period: Leave blank

Include Revenue Accounts: Unchecked

Revenue query is mentioned further into this guide.

Note that you can query using a specific “Fund Type” or “Account Type” by populating those fields.
Common Fund Type queries would be:

® 11 Current Unrestricted Funds

e 21 Grants
o 31 Auxiliaries
e 91 Plant

Common Account Types used would be:

e 5A-5D for Salaries and Wages
o 5E for Benefits
e 51 Professional Services



e 52 for Travel
e 53 for Operating Expenditures (0O&M)
e 54 Equipment

Fiscal Period-is monthly. i.e. 03 is September, 04 is October, 05 is November and 14 is the Accrual Period which
includes all the final entries for the fiscal year. The query results will always be cumulative year-to date through
the end of the fiscal period specified. Using period 14 will always give you the cumulative up to-date total for a
fiscal year.

Comparison — Fiscal Year/Period-dropdowns allow you to see comparable data for two fiscal years in the
guery results. The comparison fiscal period does not have to be the same as the primary fiscal period. For
example, you may want to see the current year as of period 04, but the prior year as of period 14.

Commitment Type-relates to budgeted values and the query options are Uncommitted, 10 Committed or
Both. All normal budget transactions are Uncommitted — meaning the budget can be used by any type of
transaction charged to that FOAP string. When purchase orders are rolled from one fiscal year to another the
related budget is also rolled — but as Committed. This means that rolled budget can only be used by that
purchase order and invoices tied to it.

The Office of Budgets and Accounting advises to pull budgets without an account code, program code and/or
account type added. This will allow you to pull the budget that The Purch is budget checking against.

The last section of the query menu requires the operating ledger columns you would like to view. The items
selected in the screenshot below are The Office of Budgets and Accountings recommendations (Accounted
Budget, Year to Date, Commitments and Available Balance). You can select more or less for the information
you require.



Create New Query

Fiscal
Year™

Comparison

one
Fiscal Year hone

Operating Ledger

Adopted Budget @

Budget Adjustment (0

Adjusted Budget @

Temporary Budget (D

Accounted Budget &

Fiscal

Period *

Comparison
Fiscal
Period

None

Year to Date @

Encumbrance @O

Reservation (i

Commitments (@

Available Balance (@

SUBMIT

Before diving into the query, SSB9 has new query options located to the right under New Query. Starting from
the left the icons are edit query, share query, save query, view parameters and view more. Below are
screenshots of the view query parameters and view more options.

Budget Status by Organizational Hierarchy
{ Office of Business Affairs - T60016

Query Results

Organization

Organization & ) o] Health <
Title
TE0016 QOffice of Business Affairs ]

Report Total (of all records)

FY25/PD12
Accounted &
Budget

Son vl 0
$250,234.00

$250,234.00

FY25/PD12 Year .,
to Date ¥

$10,753.92

§10,753.92

FY25/PD12 .
Commitments

$80,350.00

£80,350.00

+

FY25/PD12
Available &

Balance

$1559,130.08

$159,130.08




View Query Parameter

Budget Status by
Organizational
Hierarchy
07/01/2024

Period Begin

Period Ending 06/30/2025

Mortheastern

State University -

A

All

Education and
G 1-10001 i . i .
Enere View Available

Balance

Program All

Office of Business
Affairs - TG0016

Organization
View pending
Activity Al documents
Account

View payroll

View more: (Kebab menu or the vertical 3 dots) View Available Balance, View Pending Documents, View
payroll (accesses has to be requested and approved by account sponsor). To utilize view available balance, an

account code must be included in your budget query.

Available Balance

£ Office of Business Affairs - T60016

Query Results

Account < Account Title < Posted Amount $

6 NonSalary and Benefit Pook $36,451.08

Report Total {of all records) $36,451.08

Pending Amount &

50.00

$0.00

Available Balance $

$36,451.08

Any time a word, title, code or amount appears in a blue color it is a hyperlink that will bring the user to a new
functionality or will drill down to some supporting documentation.

Budget Status by Organizational Hierarchy
{ Office of Business Affairs - T60016

Query Results

Account Type FY25/PD12

Account Type & Title P 4 Health o Accounted $
Budget
5 Compensation ] $133,406.00
7 Operational Expenses £116,828.00

Report Total (of all records) $250.234.00

FY25/PD12 Year .,
to Date ¥

$10,753.92

FY25/PD12 .,
Commitments

g

S0.00

50.00

L
o
=1
0]
n

$80,350.00

—
+

FY25/PD12
Available $
Balance

$159,130.08

By selecting 7, the query will provide more detail on where the budget is established.



Budget Status by Organizational Hierarchy
£ Office of Business Affairs - T60016

Query Results

Account Type & F\IccountType ¢ Health e
Title

51 Professional Services A

i Trave
Operating Expenses ]

Report Total (of all records)

FY25/PD12
Accounted &

Budget

$72,350.00

£116,828.00

FY25/PD12 Year .,
to Date ¥

FY25/PD12 4
Commitments ~

$80,000.00

$80,350.00

+

F¥25/PD12

Awvail

able &

Balance

£36,451.08

You may have also noticed the icons appearing in the health column. This is a new feature of SSB9 to show you
how much budget you have available. Since NSU budgets at the high level (L account codes) you may see

several red explanation icons, but the overall operating expenses have a green check mark.

Budget Status by Account
€ Office of Business Affairs - T60016

Query Results

Account v Account Title o Health <
531310 Premium Paid to Risk A
Mgmt
531520 _ .
‘‘‘‘ Premiums Insura A
533140 Maint
av
2ot NSU Reimbursement
L3630 Administrative

Expenditures

Report Total {of all records)

FY25/PD12

I
Accounted $ FYES'PDQYEMC
to Date
Budget

$0.00 $5.58

$0.00 51.34
$30,108.0 s0
$30,108.00 $26.92

FY25/PD12

. W
Commitments

$0.00

$0.00

$350.00
9000

$0.00

§350.00

+

FY25/PD12
Available &
Balance

(55.58)

$29,731.08

By selecting the blue hyperlink amounts, you can view more information on the year-to-date payments or

commitments.

Budget Status by Account
£ Office of Business Affairs - T60016

Query Results

Transaction Date hd Activity Date < Document Code

07/16/2024 07/18/2024 209665

Report Total (of all
records)

Description

MNortheastern

Vendor/Transaction .
w

State University

Amount & Rule Class Code bod

$20.00




When you are at the document code level, you can click on the document code that will bring up a pdf file with
the expense description or you can select the explanation mark icon to view related documents, such as check
number. This is the Banner check number and not the number printed on the check from the State of
Oklahoma.

INVDICE
Invoice Number 1209665 Submission 1 Purchase Order
Invoice Date OTM5/2024 Vendor Invoice 25828617 Vendor Nartheastern State
University (NOJ125503)
Transaction Date AT 2024 Suspense Na G601 N Grand Ave
Payment Due AFE 2024 Cancel Date
Document Total 20.00 Open'Paid P Tahlequah OK
74464- 3302
Accounting Type Carmmadity Level Hold H
Credit Memo N Collects Tax Calbects Mo Tases
1099 Vendor N Recurring N Discount Code
Matching u Income Type Currency
Header Text
Related Documents
Commadities
Item Description um Tax Group  Tolerance  Final Pay  Last Suspense
Override Receipt Check Disbursement
1 DEPOSIT TO: 17100 TEG0105 488110 166100 Mo NAECE | 7420
FHONE PROG 00501555 | 07/18/2024 Completed
Approved Other MNet Total
Armaunt 20.00 0.00 0000 N .
Approval History
Accounting Distributions
SEQUENCE  Chartindes Fund. Orgn.feet Preg-Aetv. Locn-Praj Bank NSF Suspense  NSF Override Distribution Het Banount
Case Percent Mo Approval History information available
1 - - 10001 TEQD16- 554230 166100 - RF Ne No 10000 oo for 1209665
Grand Total - All Commodities 20.00 Approvals Required
Grand Total - All Accounting Distributions 20.00
Mo Approval required information available
for 1209665
DISCLAIMER - This Invaice PDF is restricted to internal use only.

To save a budget query, you must be within the Account Type of Compensation or Operating
Expenses. Note: when budget queries are saved, you are not able to go back (from account type
52,53,54 to account type 7).

Select the Save icon, enter a query name, click the set as favorite and then select save.



Budget Status by Organizational Hierarchy
{ Office of Business Affairs - T60016

Query Results

AccountTypEC F'.IccountType o Health o
Title

5 Compensation

7 Operational Expenses 0

Report Total {of all records)

FY25/PD12
Accounted $
Budget

$133,406.00

$116,828.00

$250,234.00

FY25/PD12 Year 4
to Date ¥

$10,753.92

FY25/PD12 4
Commitments ~

N

%80,350.00

$80,350.00

+

FY25/PD12
Available &
Balance

$122,679.00

$159,130.08

Save as

10001-T60016 Operating

Set as favorite

CANCEL

Your budget will now appear in Favorites on your My Finance Query dashboard. SSB9 also provides a visual
chart so you can see your budget at a glance along with the date of the budget query located in the bottom
left corner. The budget health chart does not include the compensation budget since the query was saved with

only the 7 account type budgets.

My_Finance = My Finance Query
My Finance Query

Favorites Saved Queries

10001-T60016 Operating

)

$36,451 available

Shared Queries

$80,376 spent of $116,828

Search Query

<

£ Low-High

If you have multiple operating FOAPs, you can create a saved query for each one for quick budget searches.

The dashboard also allows you to save other queries such as the encumbrance query. The parameters will be
the same as above but your will choose encumbrance query instead.




My Finance = My Finance Query

My Finance Query

Favorites Saved Queries Shared Queries

10001-T60016 encumbr...
Encumbrance

$84,832 remaining

719% $34,348 liquidated of
$119,181

08/19/2024

Search Query

<

$ Low-High

10001-T60016 Operating
31D

08/19/2024

Budget

$36,451 available
$80,376 spent of $116,828

Encumbrance Query Values

Select Query Type

Encumbrance Query

Values

Chart

A MNortheastern State University

Fund

10001 Education and General

Program

Creatz New Query

Location

Account Type Commitment Type
All

Encumbrance Status

All

Fiscal Period *

You will notice that only the following values are filled; Chart, Fund, and Organization. Encumbrance query
does not require a grant code even though an asterisk next to the title.

SSB9 now allows you to delete queries you no longer need. See the trashcan icon in the bottom right-hand
corner of each saved query.

10001-T60016 encumbr.. i

384,832 remaining

714 $34,348 liquidsted of
£115,181

L,




Revenue Query

To start a revenue query, click on the My Finance Query option. The next screen will give you the query
dashboard option to select any saved favorites queries or start a new query. The guide will provide more
information about how to add favorites further into the steps. Let start by creating a query, select New Query.

:

Favorites Saved Queries Shared Queries £ Low-High

My Finance Query search Query

No Favorite Query exists

The query menu will pop up for you to select the query type and enter your FOAPAL and parameter settings.
Below is a list of available queries. This guide will go over the Budget Status by Account that is recommended
to view revenue Profit(Loss) report.

Once the Create New Query menu pops up, select the drop-down menu for Select Query Type and choose
Budget Status by Account

Create New Query

Select Query Type

Budget Status by Account

Select Query Type

Values

Budget Status by Account A

Chart*

A Mortheastern State Un...

Fund

31510 Rebates and Refu...

Account

ndex

Choose Index

Organization *

T60016 Office of Busines...

Program

Choose Program

Location

Budget Status by Account

Budgat Status by
Organizational Hierarchy

Budget Quick Query
Multi Year Query

Payroll Expense Detail

L e T T

10001 Education and Ge...




Fill in the values for your query.

Chart: A Northeastern State University- This will not change.

Index: Leave blank

Fund: The funding source you want to view

Organization: The organization for your funding type

Account: Leave blank (if you know the specific account code, then you can enter the code but it will
not provide you with your overall available balance)

Program: Leave blank (If you query by program code, you may not capture transactions that were
coded improperly)

Create New Query

Fund Type Account Type

Choose Fund Type Choose Account Type

Commitment Type

nclude Revenue Accounts

All

Fiscal Year *

Comparison . Comparison

. . b =

Fiscal Year Fiscal
Period

Operating Ledger

When you scroll down in the query menu, you will notice all the value options are located in one area.

Fund Type: Leave blank

Account Type: Leave blank

Fiscal Year: Enter the fiscal year you want to view

Fiscal Period: Enter the period you want to query. It is recommended you enter 14 to capture all
data.

Comparison Fiscal Year: Leave blank

Comparison Fiscal Period: Leave blank

Include Revenue Accounts:Checked



Create New Query

Fiscal Fiscal
Year ™ Period *

Comparison - Comparison
A None B
Fiscal Year Fiscal
Period

Operating Ledger

Adopted Budget @ Year to Date O
Budget Adjustment (0 Encumbrance @
Adjusted Budget @ Reservation @

Temporary Budget (D Commitments (@

Accounted Budget (& Available Balance (O

SUBMIT

Any time a word, title, code or amount appears in a blue color it is a hyperlink that will bring the user
to a new functionality or will drill down to some supporting documentation.

Budget Status by Account

< 315003

Query Resufts +

Account Title ¢ Health ¢ FY25/PD12 Accounted Budget & FY2S/PD12 Year to Date $ FY25/PD12 Commitments & FY25/PD12 Available Balance &

Report Total (of all records)

s0.00 $133.32 $0.00 ($133.32)

By clicking on the blue number amounts under Year to Date. You will be able to see the transaction
amounts in each account code. Account codes beginning with a 4 is revenue and 5 account codes
are expenses.

You may have also noticed the icons appearing in the health column. This is a new feature of SSB9 to
show you if you collected or spent funds when compared to the budget amount. Since NSU budgets
at the high level (L account codes) you may see several red exclamation icons next to each account
code. To compare your revenue budget against collected amounts, create a Budget Query by
Hierarchy and check the ‘include revenue amounts’. This query type will group your revenue amounts
for better comparison to a budget total.

To save a budget query, click the Save icon, enter a query name, click the set as favorite and then
select save. Your saved query will now appear as a bar chart to show your profit(loss) in the query
you created.



31500-3 Budgst

Banner 9-Application Navigator




Banner Inquiry Screens

Below is a list of the most commonly used Banner Finance Inquiry Screens. Included with each
screen is an explanation of the information it displays as well as instructions on how to use it.

1. FGIBDST — Organization Budget Status

2. FGIBSUM — Organization Budget Summary
3. FGITBAL — Trial Balance

4, FGIOENC — Organizational Encumbrance List
5. FGIENCD — Detail Encumbrance Activity

6. FGITRND — Transaction Detail Activity

7. FAIVNDH — Vendor Detail History

8. FOIDOCH — Document History




#1

FGIBDST

Finance General Ledger Inquiry Form

Organizational Budget Status

This screen displays budget, YTD activity, commitments and budget availability for a specified
FOAP(AL) sorted by account code.
1. Atthe Dashboard, type “FGIBDST” in the Search . .. Field and press enter.

Release: 3.0.1

a .
ago Keyboard Shortcuts




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

»

" o

-~

X Organization Budget Status FGIBDST 9.3.6 (PREPROD) ADD & RETRIEVE

Index: Query Specific: *[_]

Account

Include Revenue: Commit Type: leh | - |

Accounts

Location:

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

4]
14

EDIT Record: 11 KEY_BLOGK KEYBLOG_COAS_GODE[1] ellucian

The Chart field defaults to A.

The Fiscal Year field defaults to the current fiscal year.

The Index field is not used at this time.

For State Appropriated Funds (10001), click Include Revenue Accounts to remove the check.
Removmg the check allows the available balance to be seen in funds where there is no revenue. If
using a fund with revenue, this step is not necessary.

7. In Commit Type field, Both should be the default.

o U Aw

X Organization Budget Status FGIBDST 9.3.6 (PREPROD) ADD B RETRIEVE

Index: Query Specific: *[_]

Account

Include Revenue: Commit Type: leh |v\

Accounts

Location:

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

EDIT Record: 1/1 KEY_BLOCK.KEYBLOG_COAS_CODE[1] ellucian.




8. In the Organization field, type in your Organization number.

9. Inthe Fund field, type in your Fund number.

10. Type in Program field (optional). The program code could produce an
incorrect budget report if expenses and/or revenue was entered with a
different program code than the one used for the query.

11.In the Account field, leave blank to display all accounts (recommended) or
type in an Account number to display that account and all successive accounts.

X Organization Budget Stalus FGIBDST 9.3.6 (PREPROD) £ TooLs
Chart: * & Y State University Fiscal Year: = |19 o “
*_ Index: = Query Specific: *[_|
Account
HH Include Revenue: Commit Type: |Both -
Accounts
Q ol T60009 -] Office of Budgets and Accounting Fund: 10001 ---| Education and General
Program: (166100 -] Fiscal Operations Account: | =
p.-.’ Account Type: = Activity: =
Location: .
? Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

]
14

DT Record: 111 KEY_BLOCK KEYBLOC._FUND_CODE [1] ellucian

12. Click Next Section (ALT + Page Down) or GO. Totals for each Account are
displayed in the second block. The Available Balance Net Total equals Adjusted
Budget less YTD Activity and Commitments (in Designated Tuition FOAPs only)

X Organization Budget Status FGIBDST 9.3.6 (PREPROD) ADD [B RETREVE JaRELATED ¥ TooLs

Chart: A Northeastern State University Fiscal Year: 19 Index: Query Specific Account: Include Revenue Accounts: v Commit Type: Both m
Organization: T60009 Office of Budgets and Accounting Fund: 10001 Education and General Program: 166100 Fiscal Operations ~ Account: Account Type: Activity:
Location:

s== ¥ ORGANIZATION BUDGET STATUS S inset @ Deicte  TmcCopy | Y. Filter |+
Account Type Title ‘ Adjusted Budget YTD Activity Commitments Available Balance

Q L Wages Student Institutional 0.00 1,184.44 0.00 1,184.44
511150 L Full Time Professional Salary 119,784.00 19,964.00 0.00 99,820.00

bz 511160 L Full Time Nonprofessional Salary 110,952.00 17,069.56 0.00 93,882.44
512120 L Health Insurance Premium 0.00 523664 0.00 -5,236.64
512121 L Vision Insurance Premium 0.00 65.40 0.00 -65.40

? 512122 L Life Insurance Premium 0.00 133.90 0.00 -133.90
512123 L Disability Insurance Premium 0.00 8450 0.00 -84.50

ﬂ 512124 L COBRA Administration 0.00 550 0.00 -5.50
51221 L Unemployment Compensation 0.00 5930 0.00 -59.30
512310 L Workers Compensation 0.00 238.16 0.00 -238.16
513110 L FICA Employer 0.00 222924 0.00 -2,229.24

@ 513120 L Medicare Employer 0.00 52136 0.00 -521.36
513241 L QOTRS Contribution Tier Il 0.00 1,707.26 0.00 -1,707.26
513242 L OTRS System Retiree Fee 0.00 378434 0.00 -3,784.34
522150 E Travel Expense Registration 0.00 20000 0.00 -200.00
531310 E Premium Paid to Risk Mgmt 0.00 26.28 0.00 -26.28
531520 E Premiums Insurance 0.00 628 0.00 -6.28
536140 E Office Supplies 0.00 96.19 0.00 -96.19 | +
a | X

EDIT Record: 1728 FIVAGCT_BLOCK FTVAGGT_AGGT_GODE [1] ellucian




¢ Related screens available in the Related menu:
o FGIBSUM - Organizational Budget Summary (for specified Fund and Organization)
o FGIOENC - Organizational Encumbrances List (for specified Fund and
Organization)
o FGITRND — Default Transaction Activity (for selected Account)

X Organization Budget Status FGIBDST 9.3.6 (PREPROD) i B # tooLs
Q, [search
@
Budget Summary Information [FGIBSUM]
ShifteF2
z== !
— Organization Encumbrances [FGIOENC]
F4
Q Transaction Detail Information [FGITRND]
F
2
=
?

EDIT Record: 1728 FTVAGCT_BLOCK FTVAGGT_AGGT_CODE [1] ellucian




#2
FGIBSUM

Finance General Ledger |nquiry Form

Organizational Budget Sum mary

This screen provides summarized budget, YTD activity in Revenue, Labor, Direct
Expenditures, and Transfers totals for a specified Fund and Organization.

1. Atthe Dashboard, type “FGIBSUM” in the Search. .. field and press enter.
2. The Chart field defaults to A.

3. The Fiscal Year field defaults to the current fiscal year.

X  Organization Budget Summary FGIBSUM 9 2 2 (PREPROD)

£ TooLs
1 Organization: (T60008  |...] Office of Budgets and Accounting Fung: (10001 |.-] Education and General
Commit Indicator: |Uncommitted | - |

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

M
14

EDIT Record: 11 KEY_BLOCK.EXECUTE_BTN[1] ellucian




4. In the Organization field, type in your Organization number.
5. In the Fund field, type in your Fund number.
6. In the Commit Indicator field, Both should be the default.

X Organization Budget Summary FGIBSUM 9.2.2 (PREPROD) aDD B RETRIEVE

Chart of Accounts: * |A Fiscal Year: *| 19
- 0 izati T60009 J Office of Budgets and Accounting Fund: {10001 « | Education and General

Commit Indicator: [Uncammined’ | -]

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

1l
14

EDIT Record: 1/1 KEY_BLOCK EXECUTE_BTN [1] ellucian.

7. Click Next Section or Go. Totals for Account Type are displayed in the second block.
The Net total equals total Revenue less Labor and Expenditures and Transfers.

X Organization Budget Summary FGIBSUM 922 (PREPROD) ADD B RETRIEVE JuRELAED  ¥f ToOLS
Chart of Accounts: A Fiscal Year: 19  Organization: T60009 Office of Budgets and Accounting ~ Fund: 10001 Education and General Commit Indicator: Uncommitted m
3 ~ ORGANIZATION BUDGET SUMMARY Binset B Deete Tmcopy | V. Filler
Eccount Type Adjusted Budget YTD Activity Commitments Available Balance
H ] ‘Revenue
Labor 338,044.00 52,283.60 0.00 285,760.40
Q Direct Expenditures 16,451.00 61421 0.00 15,836.79
Transfers
'._; Net: Revenue minus(Labor + Expen -354,495.00 -52,897 81
- Total Commitments 0.00
Record 1 of 4
?
&

EDIT Record: 1/4 FTVATYP_BLOCK FTVSDAT_TITLE [1] ellucian




e Related forms available in Related menu:
o FGIBDST- Organizational Budget Status (for specified Fund and Organization)

Organization Budget Summary FGIBSUM 9.2.2 (PREPROD) aop B remeve EENSEGGE £ Toos
Q fsearch
&« ZATI T
> £.get Status Information [FGIBDST]
Shift+F2

3
| —
?

EDIT Record: 1/4 FTVATYP_BLOCK FTVSDAT_TITLE [1] ellucian
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FGITBAL
Finance General Ledger Inquiry Form
Trial Balance

This screen displays the current account balances for a Fund.

At the General Menu, type “FGITBAL” in Search . .. field and press enter or tab.

The Chart field defaults to A.

The Fiscal Year field defaults to the current fiscal year.

In the Fund field, type in your Fund number.

In the Account field, leave blank to display all accounts (recommended) or type in an
Account number to display that Account and all successive Accounts.

6. Click Next Section. The current balance for each Account is displayed. The Debit/
Credit field indicates whether the balance is a debit or a credit. An asterisk after the
Debit/Credit field indicates if the balance is opposite of Normal Balance.

GoA W e

X General Ledger Trial Balance Page FGITBAL 9.3 7 (PREPROD) a0 B RETREVE  SirElaiED  $fToOLS

Chart: A Fiscal Year: 19 Fund: 33105 Galaxy of Stars  Account: Account Type: [ sarover ]

~ GENERAL LEDGER TRIAL BALANCE Insert B Delete  "mCopy | Y. Fiter

Account Description Beginning Balance Debit/Credit = Current Balance ‘ Debit/Credit
Cash On Hand 100.00 Debit 100.00 Debit
101999 Claim on Cash/Interfund 83912 Credit - 1264259 Debit
130100 Banner Accounts Receivable 0.00 ' Debit 0.00 ' Debit
130101 Legacy Accounts Receivable 0.00  Debit 0.00 Debit
130130 Allowance for Doubtful Accts 0.00  Credit 0.00  Credit
212100 AP System Required 0.00 Credit 0.00 Credit
320010 Net Assets 73912 Debit - 73912 Debit
891000 Revenue Control 0.00 Credit 17,426.85 Credit
891200 Budgeted Revenue Control 0.00  Debit 35,400.00 Debit
892000 Expenditure Control 0.00  Debit 3,94514 Debit
892200 Budgeted Expenditure Control 0.00 Credit 3540000 Credit
894000 Encumbrance Control 0.00 ' Debit 4,375.00 Debit
894200 Reserve for Encumbrances 0.00 Credit 437500 Credit
894400 Reservation Control 0.00 Debit 0.00 Debit
894500 Reservation Control Reserve 000 Credit 000 Credit
895000 Budgeted Change to Fund Balance 0.00 Debit 0.00 Debit
Total ALL ACCOUNTS 0.00 0.00
20 v | PerPage Record 1 of 16

* - denotes amount is opposite of Normal Balance

a | x 3
EDIT Record: 1118 FGVTBL1_BLOCK FGVTBL1_ACCT_CODE [1] ellucian




#4
FGIOENC

Finance General Ledger |nquiry Form

Organizational ENnCumbrance List
This screen displays a list of all encumbrances for a specified Organization.

At the General Menu, type “FGIOENC” in Search . . . field and press enter or tab.

The Chart field defaults to A.

The Fiscal Year field defaults to the current fiscal year.

The Index field is not used at this time.

In the Organization field, type in your Organization number.

In the Fund field, type in your Fund number.

7. Click Next Section. Encumbrance documents, associated Vendors, and remaining Accounts
are displayed.

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

ok wWwNE

B ap B REREVE JLRELATED  $§f TOOLS

Chart: A Fiscal Year: 19 Index:  Organization: T20145 College of Education Admin  Fund: 10001 Education and Genera [ statover ]
~ ORGANIZATIONAL ENCUMBRANCE LIST B2 insert @ Delete "W Copy | V. Filter

Encumbrance Vendor ttem Acct Prog Actv Locn Amount Commit Type

[EMEE | American Assoc College Teacher Educ 1 531260 111000 6410.00 U

P0073662 Oklahoma Technology Association 1 532130 111000 300.00 U e
P0079086 Sodexo Inc & Affliates 1 536170 111000 53250 U

Record 1 of 3
a|lx
©2000 - 2018 ERucian. All ights resarved. ellucian

EDIT Record: 173 FGBENCD.FGBENGD_NUM 1]




° Related forms available in Related menu:
o FGIENCD - Detail Encumbrance Activity (for selected

Encumbrance)
X @ellucian  Organizational Encumbrance List FGIOENC 9.3.4 (PROD) a0 B reTRiEve [EERERNS 3% TooLs

Q, search

#
Query Detail Encumbrance Info

- [FGIENCD] e

Q

e

?

(]

@




#5

FGIENCD
Finance General Ledger Inquiry Form

Detail EnCumbrance Activity

This screen displays detailed transaction activity for a selected original encumbrance entry as well as all
transaction activity against the encumbrance.

1. Atthe General Menu, type “FGIENCD” in Search ... field and press enter or tab.

2. In the Encumbrance field, type the Encumbrance document number (e.g., PO000009) or select it from the
drop down list.

3. Click Next Section.

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

b. The original Encumbrance, Liquidation amount and Balance for each FOAP(AL) responsible for
payment of the purchase are displayed in the middle section of the form. (Click Next Section to view
additional encumbrance data if the purchase is distributed to more than one FOAP(AL).

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

= X @ellucian  Detail Encumbrance Activity FGIENCD 9.3.4 (PROD) ADD @ RETREVE S RELATED % TOOLS
Encumbrance: P0075223  Encumbrance Period: A [_strtover )
Description  Dell Financial Services LP Date Established ~ 77/09/2016
a2 Status  © Balance
Type P Vendor NOO79137  Dell Financial Services LLC
Q T ENCUMBRANCE DETAIL Y. Filter
Encumbrance -
. P tem 1 Computer Replacement orgn
[ 5
Information soquence 7 et
Fiscal Year 17 Prog 111900
?
Status  C Actv
Commit Indicator U Locn
a
Proj
COA A Encumbrance 6.80
Index Liquidation -6.80
@ Fund 12020 Balance
[Dofap M Record 1 of 4
'~ TRANSACTION ACTIVITY
Transaction Date Type Document Code Action Transaction Amount Remaining Balance _
11/08/2016 PORD P0075223 6.80 6.80
11472016 INEI 10068078 T 6.80 0.00 Encumbronce,
Record 1 0f 2 H H v
Related liquidation, and
Transactions

Balance

FGBENGD. FGBENGD_SEQ_NUM [1] ©2000 - 2018 Ellucian. Al ights reserved. ellucian,




#6

FGITRND
Finance General Ledger Inquiry Form

Transaction Detail Activity

This screen displays detailed transaction activity for specified FOAP(AL) elements sorted by
account.

1. Atthe General Menu, type “FGITRND” in Search. .. field and press enter or
tab.

The Chart field defaults to A.

. The Fiscal Year field defaults to the current fiscal year.

4. Enterone or more elements of the FOAP(AL) you wish to view.

w N

X @ ellucian Detail Transaction Activity Page FGITRND 9.3.6 (PROD) ADD B RETRIEVE  JLRELATED  ¥f TOOLS
T N P Ce
Organization: [T60008  |.] Accownt: [ .
ass
= e — O —
Location: |:[\ period: [ |
Q ] - N—
b Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

KEY_BLOCK KEVBLCK_ACCT_CODE [1] D e e — ellucian

5. Click Next Section.
6. Click Go or F8. Before selecting go, you can enter a parameter to filter by
a. All year-to-date transactions related to the FOAP(AL) are displayed. The Type column
indicates the transaction type for each document.
b. The Field column indicates the category (Budget, Year-to-Date, Requisitions and
Encumbrances) the expenses post to.
OBD & ABD= Original and Adjusted Budget
YTD=Year-to-Date, paid transactions
RSV=Requisitions
ENC=Encumbrances
c. The total for the transactions are listed at the bottom of the screen. You can also select
Query Total for all Records from the Options menu under Tools.
d. Toview other information for each transaction such as document number and document
description, click on the arrow on the horizontal scroll bar located near the bottom of the
form.




X  @ellucian  Detail Transaction Activity Page FGITRND 9.3.6 (PROD) ADD |3 RETREVE JLRFIATED  §§TOOLS 7

COA: A Fiscal Year: 19 Index: Fund: 10001 Organization: T60009 Account: Program:  Activity: Location:  Period:  Commit Type: Both Q Enter a query; press F8 to execute.

~ DETAIL TRANSACTION ACTIVITY Binset &
Basic Filter  Advanced Fiter o
Account @ Organization @  Program @ Field @  Amount =)

| Add Another Field ... v

oo

Account  |Organization  Program | Field | Amount Increase (=) or Decrease (-} Type  Document® | Transaction Date*  Activity Date * | Description Commit Type

Total
1 v |4 »
Record 10f 1

Resord: 11 KEY_BLOGK KEYBLCK # " GODE[1] ©2000 - 2018 Elucian. All rights reserved. ellucian

e Related forms available in Related menu:
o Query Document (By Type)
o Detail Encumbrance Info (FGIENCD)

X  @ellucian  Detail Transaction Activity Page FGITRND 9.3.6 (PROD) SLRELATED ¥ TOOLS
COA: A Fiscal Year: 19 Index: Fund: 10001 Organization: T20145 Account: Program: 111000 Activity: Location:  Period: ~ Commit Type: Both
™ DETAIL TRANSACTION ACTIVITY 3 insent V. Fiter |~
Account  Organization | Program  Field | Amount Increase (+) or Decrease (-) Type  Document* Transaction Date * | Activity Date *  Description Commit Type
20145 11000  YTD 2000 + CNNI 00446652 10/26/2018 10/26/2018 Northeastern State University u
488110  T20145 111000 YD -20.00 - INNI 10085753 101222018 10/22/2018 Northeastern State University u
511132 T20145 111000 YD 107481 + HGNL  F0014666 1111612018 1111212018 HR Payroll 2018 BW 23 0 u
511132 T20145 111000 YD 84825 + HGNL  F0014583 11 10/26/2018 HR Payroll 2018 BW 22 0 u
511132 T20145 111000  YTD 1,131.00 + HGNL  F0014510 10 10/12/2018 HR Payroll 2018 BW 21 0 u
511132 T20145 111000  YTD 107663 + HGNL  F0014426 10/ 09/28/2018 HR Payroll 2018 BW 20 0 u
511132 T20145 111000 YTD 92800 + HGNL | F0014349 09/21/2018 09/14/2018 HR Payroll 2018 BW 19 0 u
511132 T20145 111000 YTD 83376 + HGNL  F0014211 09/07/2018 08/30/2018 HR Payroll 2018 BW 18 0 u
511132 T20145 111000 YTD 120169 + HGNL  F0014128 08/24/2018 0817/2018 HR Payroll 2018 BW 17 0 u
511132 T20145 111000 YTD 56550 + HGNL  F0014030 08/10/2018 08/02/2018 HR Payroll 2018 BW 16 0 u
511132 T20145 111000 YTD 65250 + HGNL  F0013963 072772018 07/20/2018 HR Payroll 2018 BW 15 0 u
511133 T20145 111000 YTD 599 + HGNL  F0014349 08/21/2018 09/14/2018 HR Payroll 2018 BW 19 0 u
511133 T20145 111000 YTD 198 + HGNL F0014211 09/07/2018 08/30/2018 HR Payroll 2018 BW 18 0 u
511139 T20145 111000 YTD 46173 + HGNL F0014666 11116/2018 111212018 HR Payroll 2018 BW 23 0 u
511139 T20145 111000  YTD 38198 + HGNL F0014583 11/02/2018 10/26/2018 HR Payroll 2018 BW 22 0 u
511139 T20145 111000  YTD 28138 + HGNL F0014510 107 10122018 HR Payroll 2018 BW 21 0 u
511139 T20145 111000 YD 19529 + HGNL F0014426 09/28/2018 HR Payroll 2018 BW 20 0 u
511139 T20145 111000 YD 216.14 + HGNL F0014349 09/14/2018 HR Payroll 2018 BW 19 0 u
511139 T20145 111000 YD 14725 + HGNL  FO014211 08/30/2018 HR Payroll 2018 BW 18 0 u
511139 T20145 111000 YD 4712 + HGNL  F0014128 08/24/2018 08/17/2018 HR Payroll 2018 BW 17 0 u
Total 47543094 +
[] A K »

i 4 M3 canm & I S Ponncd 4 ~£2C0




#7

FAIVNDH
Finance Accounts Payable |nquiry Form

Vendor Detail History

This screen provides a list of vendor invoices, credit memos, and payment transactions for a
specified vendor.

1. Atthe General Menu, type “FAIVNDH” in Search. .. field and press enter or tab.

2. Inthe Vendor field, enter the vendor ID or click the drop down box to search on

X  @ellucian  Vendor Detail History FAIVNDH 9.3.6 (PROD) ADD |8 RETRIEVE  J3 RELATED ¥ TOOLS
L Selection: |All 3 Fiscal Year: |19 =
Invoice Date From: | ) Invoice Date To: | )
ass
]
Get Started: Complete the fields above and click Go. To search by name. press TAB from an ID field. enter your search criteria, and then press ENTER.
.
=
?

KEY_BLOGK FAAVNDH_VEND_GODE [1] 2000 - 2018 Ellucian. All ights reserved ellucian




3. Click on the Entity Name/ID Search Form [FTIIDEN] option.

X  @ellucian  Vendor Detail History FAIVNDH 9.3 6 (PROD) ADD B RETRIEVE L RELATED 4§ TOOLS

Vendor: | - Vendor Hold: ( Go )
L Selection: |All ~| Fiscal Year: |19 -]
Invoice Date From: | @ | Invoice Date To: | @

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

4
=

tion List x
? e
a

Entity Name/ID Search (ETIDEN)

Alternate ID Search (GUIALTI)

®

SAVE

Record: 111

ellucian.

4. In the Last Name field on the Entity Name/ID Search Form [FTIIDEN], enter the name or part
of the name using a percent sign (%) as a wild card before,after, or on either side of the search
string. First letter is always capitalized.

5. Click Go or F8.

X  @ellucian  Entity Name/ID Search FTIIDEN 9.3.6 (PROD) ADD B RETRIEVE JLRELATED i TOOLS 1
~ ENTITY NAME/D SEARCH & Insert "a Cop Y. Filte:
| Vendors Proposal Personnel Agencies
Terminated Vendors Financial Managers Al
Grant Personnel Terminated Financial Managers
~ DETAILS & Inse fac ¥, File:
Basic Filter  Advanced Filter o
D © LastName ©  FirstName © Middle Name ©  Entity Indicator e
| | [%Northeastern% | | | | | | [~]

Add Another Field ... ¥

oo

D Last Name First Name Middle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type

(®) caselnsensitive Query () Case Sensitive Query

CANGEL

©2000 - 2018 Ellucian. All rights reserved




6. Highlight the correct vendor from the list and click Select.

X  @ellucian  Entity Name/ID Search FTIDEN 9.3.6 (PROD) i B RETRIEVE S RELATED % TOOLS
¥ ENTITY NAMEID SEARCH 2 inse: Y.
@ v Vendors Proposal Personnel Agencies
Terminated Vendors Financial Managers Al
Grant Personnel Terminated Financial Managers
¥ DETAILS [+ . Filter
Active filters:  Last Name: %Northeastern% @  Clear All Filter Again [}
'.-i D Last Name First Name. Middle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type
31142 NSU - Northeastern Acti Corporation D Yes Ne No No Ne ETAP
? N0D172165 | NSU - Northeastern Acti Corporation Yes No No No No THRD
N00202983 | Northeastern Assoc of S Corporation Yes No No No No
a N0D125502 | Northeastern Glass & Mi Gorporation Name Yes No No No No
N00125502 | Northeastern Glass and Corporation Name Yes No No No No
N00125502 | Northeastern Glass and .. Corporation Name Yes Ne No No Ne
N00125680 | Northeastern Health Sys. Corporation Yes No No No No
[IFAETE || Northeastern Oklahoma Corporation Yes No No No No
@ N00126369 | Northeastern Oklahoma Corporation Name Yes No No No No
N00208579 | Northeastern St Univ M Corporation Yes No No No No
N00125503 | Northeastern State Univ... Corporation Yes Ne No No Ne
N00212751 | Northeastern State Univ Corporation Yes No No No No
N0D176080 | Northeastern State Univ Gorporation Yes No No No No
NQ0125714 | The Northeastern Corporation Yes No No No No
20 v | PerPage Record 8 of 14
(@) Case Insensitive Query () Case Sensitive Query B
= GANGEL

©2000 - 201

7. The Fiscal Year field defaults to the current fiscal year.
8. In the Selection field, select the type of invoice to view (All, Credit Memo, Open, Paid).

X  @ellucian  Vendor Detail History FAIVNDH 9.3.6 (PROD)

vendor: [N00125503 = Vendor Hold:
# selection: ([ |- | ——— Fiscal Year: (19 -
Invoice Date From: | = | Invoice Date To: | [:])]

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

KEY_BLOCK FAAVNDH_SEL_IND [1]




9. Click Next Section or Go. All invoices meeting the specified criteria are displayed with
payment information. Highlight a specific Check Number and click the box with the down
arrow to go to the Check Payment History Form [FAICHKH] to see all invoices paid on that
check.

X @ ellucian  Vendor Detail History FAIVNDH 9.3 6 (PROD) ADD [@ RETRIEVE JSLREIATED 3§ TOOLS

Vendor: ND0125503 Northeastem State University Vendor Hold: Selection: All Fiscal Year: 19 Invoice Date From:  Invoice Date To:
~ VENDOR DETAIL HISTORY Insert @ Delete " Copy | Y. Filler | *
Vendor Invoice Invoice Approval viC Credit Memo Open/Paid Cancel Vendor Invoice Amt Due Date Check Date Check Number
10083423 Y N N P N 445278 0TI05/2018 0710512018 00018641
BUSINESS 070518 10083424 ¥ N N P N 122500 07105/2018 0710512018 00018642
PA-PROG-070518 10083425 ¥ N N P N 250,000.00 0710512018 00018643
RCP-070518 10083426 ¥ N N B N 117000 07105/2018 00018644
STAX235 10083455 Y N N P N 120723 071212018 48555460
10083465 10083465 ¥ N N P N 105,910.36 0711212018 00445162
10083475 10083475 ¥ N N P N 11,670.85 0711212018 00445222
10083476 10083476 ¥ N N B N 15,663.40 00445218
10033479 10083479 Y N N P N 1083333 48555425
10083481 10083481 ¥ N N P N 329952 0711312018 48555426
10083482 10083482 ¥ N N P N 665459 071132018 00445148
10083483 10083483 ¥ N N B N 250,000.00 0713/2018 48555427
1122 10083585 Y N N P N 138.00 071712013 00445219
D121 10083586 ¥ N N P N 200 07172018 00445220
10083592 10083592 ¥ N N P N 25856 48555482
10083594 10083594 ¥ N N B N 353366 48555488
10083599 10083599 Y N N P N 3461 071712015 071812013 00445257
10083600 10083600 ¥ N N P N 73300 071712018 071812018 00445258
10083640 10083640 ¥ N N P N 77053 0711812018 0711812018 00445284
10083641 10083641 Y N N B N 812117 071812018 071812018 48555491
Total 5.381,160.03

4 BLOCK] _ 2018 Educian. All ights reserved.

e Related screens available in Related menu:

o FAIINVE - Invoice/Credit Memo Query (select query document [by type] for
selected invoice)

o FOICOMM - Commodity Information (for commodity description on
selected invoice.

o FAIVINV - Vendor Invoice Query (for invoice header and detail for selected
invoice)

X  @ellucian  Vendor Detail History FAIVNDH 9.3.6 (PROD) aop B rereve RN TooLs

Q fsearch

View Vendor Invoice [FAINVE]

Commodity Information [FOICOMM]

View Invoice Information [FAIVINV]

FABINVH_BLOCK FAVVIC2_VEND_INV_CODE[1] ©2000 - 2012 ERucian. All ights reserved




#8

FOIDOCH
Finance Operation Inquiry Form
Document History

e This screen displays the processing history for a specified document by a selected document type and code
e Access to this screen is limited by security class

1. Atthe General Menu, type “FOIDOCH” in Search.. .. field and press enter.

2. Inthe Document Type field, enter "REQ" for requisition, “PO” for purchase order, “INV” for invoice, or click the
drop down menu to select from all types.

3. Inthe Document Code field, enter the Banner document number.

4. Click Next Section or Go.

X @ellucian  Document History FOIDOCH 9.3.2 (PROD)

Document Type: INV Invoice ~ Document Code: 10085352
"
™ DOCUMENT HISTORY Insert [ Delete T Copy | V. Filter
= Document Type Document Number Status Status Deseription
"‘ isiti R0020545 A Approved
Q Purchase Order P00T8519 A Approved
Invoice 10085352 P Paid
B Check Disbursement 48556029
'.- Receiving Documents Y0040714 Cc Completed
Receiving Documents Yo041107 Cc Completed
? Receiving Documents Y0041109 Cc Completed
Receiving Documents Y0041427
f= Record 1 0f 8
@

FORDGHC1.D0C_TYPE_DESG [1] e T a— ellucian




5. All entries related to the specified document are displayed. Use the Related menu to query the document

selected.
X @ellucian  Document History FOIDOCH 9.3.2 (PROD) a0 B reTREVE EECREENCN  ff TOOLS
Q, fsearch
®
DOCUMENT HIST Requisition Info [FPIREQN]
= Query Document [BY TYPE]
=
?
a

FORDCHC1.DOG_TYPE_DESC |2 @2000 - 2018 Ellucian. All ights reserved. ellucian

6. The Status field for each document listed indicates its current status, such as open, approved,
or canceled. Select View Status Indicators in the Tools menu for a list of codes.

X  @ellucian  Document History FOIDOCH 9.3.2 (PROD) ADD B RETRIEVE % RELATED 3§ TOOLS
Document Type: INV Invoice ~ Document Code: 10085352
L.
™ DOCUMENT HISTORY Insert @ Delete T Copy | V. Filter
== Document Type Document Number Status Status Deseription
| Requisition R0020545 A Approved
Q Purchase Order P0078519 A Approved
Invoice 10085352 P Paid
E Check Disbursement 48556029
'5 Receiving Documents Y0040714 [ Completed
Receiving Documents Y0041107 Cc Completed
? Receiving Documents Y0041109 Cc Completed
Receiving Documents ¥0041427
a8 Record 1 0f 8

FORDCHC1.00C_TYPE_DESC [1] 8 r ellucian




Exporting to Excel

Exporting data from Banner into an Excel document can be a very useful technique to organize
data so that it can be manipulated. It also allows one to save data to the hard drive for easy

access.

The instructions following use the example of the FGITRND form, but any data from a Banner
inquiry can be exported to Excel using the same steps.




1. Once you have populated the data block with the information you need, click on the Tools
menu, and choose Export.

X @ellucian  Detail Transaction Activity Page FGITRND 9.3.6 (PROD) w0 B pp—
Q, |earch s
= ACTIONS

Refresh Fs

Export ShiftF1

Print ClrieP

Clear Record Shift+F4.

Clear Data Shift+F5

Iltem Properties

Display 1D Image

Exit Quickfiow

About Banner
OPTIONS

Query Total for all records

Format Display Preferences

BANNER DOCUMENT MANAGEMENT

Retrieve Documents AR

Count Matched Documents

FGVTRND.DI

2. The file will automatically download to your browser.

X @ellucian  Detail Transaction Activity Page FGITRND 9.3 6 (PROD)
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Account |Organization | Program |Field | Amount Increas (+) or Decrease (-) Type | Document* | TransactionDate * | Activity Date *  Description Commit Type
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5. Open thefile from your browser or the download folder on your computer. At this
point, you can adjust the columns, add titles and headings, add formulas, and format the

document however best suits your needs.

FGITRND (2) - Excel
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3 |'Accou'Organizatior 'Prograr'Activit Type' "Documen 'Descriptio ‘Commit " 'Fund'  ‘Activity 'Location’ ‘Transactic'Field”  'Amount’ 'Increase (+) or Decrease ()"

4 [53614(T60009 "166100 s JE16 PC000207 PCard SUN U "10001 s YTD 32.73 +

5 53614(T60009 "166100 ### JEL6 PC000207 PCard AMZU "10001 s YTD 13.98 +

6 [53614(T60009 "166100 i JELS PC000207 PCard SUNU "10001 s YTD 141.96 +

7 [53614(T60009 "166100 #mume JE16 PC000204 PCard SUN U "0001 s YTD 8158 +

8 53614(T60009 "166100 #a# JEL6 PC000203 PCard SUNU "10001 s YTD 56.95 +

9 [53614(T60009 "166100 i JELS PC000201 PCard SUNU "10001 s YTD 3119 +
10 [53614(T60009 "166100 #aumn JE16 PC000200 PCard J.D. U "0001 s YTD 65 +
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Glossary of Banner Terms

This section is a glossary of terms that will help you use and understand the Banner system.

Account — The 6-digit number that specifies the kind of transaction taking place. Used for both revenue and expense
transactions.

Banner — Software system that processes, retrieves, and reports information as an integrated database. Banner
integrates student, financial, human resources and financial aid information.

Block — Banner forms, or screens, are broken into blocks.

Chart of Accounts — A list of the fund, organization and account numbers, and program and activity codes. In general, a
chart of accounts provides a structure for capturing financial data and reporting information about financial activity.

Commitment — Equivalent to Encumbrance (see below)

Document ID — A sequential identification code, consisting of letters and numbers that are assigned to a transaction
when it is processed in the Banner system. Examples of document ID’s: JOOxxxxx — Journal Entry; POOOxxxx — Purchase
Order; 100xxxxxx— Invoice Number; ROOxxxxx— Requisition Number.

Encumbrance — The estimated amount of a purchase order, contract, or salary posted against an account(s). An
encumbrance is established when goods or services are ordered. Encumbrances are cleared as payment for the goods or
services is made.

Expenditure — Charges incurred for operation, maintenance, interest, and other expenses during the current fiscal
period.

FOAP(AL) — Acronym for F und, O rganization, A ccount, Program, Activity, Location. Fund — The 6-digit number that
specifies the source of the money.

goNSU — The online access point (web portal) to NSU’s Banner system.

Module — A component of the Banner system providing specific information. The Finance module provides detailed
financial information; the Student module provides information on student schedules, grades, etc. Object — Banner form,
report, process, or table.

Organization — The 6-digit number that specifies the unit responsible for managing the money.

Program — The number that identifies the function being supported by the transaction. Based on the standardized
categories of expenses as defined by NACUBO (National Association of College and University Business Officers.)

Query — A method of requesting specific information or a way to narrow a search for information.

Transaction Type — Banner rule code that is used to classify documents by type.
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