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1. Introduction

1.1. Purpose

This document is a manual to help guide faculty and staff with functions and features of Banner Finance.
Banner Finance is used to monitor department budgets, access account balances and reconcile account
activity. This document assumes the user has already had training in Banner Navigation or enough
experience with Banner to follow the formats and conventions of the system.

1.2. Scope

The scope of this document is to give faculty and staff exposure to Banner Finance, along with the skills
necessary to navigate within Banner Finance and its forms. The examples chosen are functions or forms that
are frequently used by faculty and staff. This manual explains the following:

- St. John Fisher University’s chart of accounts
- How to access the available Banner Finance forms and what information they provide
- How to find information on the Banner Finance forms

1.3. Reference Information
1.3.1. Reference Documents
1.3.2. Reference areas

Banner Finance information can be found on mysjf.edu in the A-Z Department listing under both
the Controller’s Office and the Business Office. Both links direct you to the same page.
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2. Chart of Accounts

This section describes the Chart of Accounts used by St. John Fisher University. The Chart of Accounts is
the set of numbers that is used for tracking all financial transactions for the University. It provides a
mechanism to report common information and a way of tracking an entity’s assets and liabilities. It provides
an alignment (or hierarchy) of the organization codes for the schools and administrative departments of the
University.

2.1. What is a FOAPAL

The term FOAPAL is an acronym used by Banner Finance. It is comprised of the first letter of the words:
Fund, Organization, Account, Program, Activity, and Location. The Chart of Accounts uses each of these
subsets to create unique numbers to differentiate between departments and organizations. The Fund,
Organization, Account, and Program codes are the primary chart of accounts elements used for classification,
budgeting, recording, and/or reporting. The Activity and Location codes are used to provide more specific
detail to the FOAP.

Example:  Fund Org Account Program Activity Location
11100 - 2001 - 71200 - 30 -  COMREP - 00
Operating Faculty Supplies Academic Computer N/A
Fund Committees Support Replacement

2.2 Fund (F)

The Fund code is the designation for a financial and accounting entity in which transactions are recorded and
utilized to carry on specific activities, in accordance with prevailing regulations, restrictions, or limitations. In
simple terms, it describes where the money is coming from.

The Fund code that is used most frequently is the general operating fund (11100). This number is generally

used for departmental budgets. There are separate Fund codes used for restricted funds, endowment funds,

grant funds, plant funds, auxiliary enterprise funds and / or student agency funds. These codes are obtained
by contacting the Controller.

2.3. Organization (O)

The Organization code describes the department or club organization that is spending the money. The
Organization code often names a specific department.

Example:  Faculty Committees = 2001

24, Account (A)

The Account code defines the expense and/or revenue. It describes what the money is being spent on.

Example:  Supplies = 71200
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2.5. Program (P)

The Program code describes a function, such as instruction, institutional support, fundraising, or physical
plant. This code is generally used for reporting purposes.

Example:  Academic Support = 30

2.6.  Activity (A)

The Activity code allows for temporary units of work, subsidiary functional classifications, or short duration
projects. It allows a FOAP to have several different sub-topics. For example, instead of creating a separate
fund for each capital project, this code is used to differentiate the activities within it. Likewise, instead of
creating accounts that are specific to an organization, activity codes are used.

Examples: Operating Project - OIT Computer Replacement = COMREP
Homecoming Reunion Weekend = HRW

Capital Project — Facilities Carpet Replacement = REPCAR
Kearney Hall Boiler = KHBOIL

2.7. Location (L)

The Location code describes a specific place or area where the FOAP is occurring. This code is often used to
define the location of a fixed asset and/or is helpful for universities that have several satellite offices and need
to differentiate between the different locations. The Location is currently not being used by St. John Fisher
University.

2.8. Index (1)

The Index is an accounting code that creates a “shortcut” to accounting for specific organizational budgets. It
automatically provides part of the FOAPAL information. In FGIBDST, the Organization Budget Status form,
for example, entering an Index automatically inserts the Fund, Organization, and Program codes. Thus, the
user would only have to enter the Account code to complete the FOAP.

However the index should not be used when submitting or approving a document, purchasing card, or invoice.
The full FOAP or FOAPA should always be used in these cases. Although some indexes currently exist, the
Business Office no longer creates index shortcuts for organizational budgets.

All rights reserved. Passing on and copying of this document, use and communication of its content is not permitted without prior authorization of St. John Fisher University.

File: faculty-finance-rev-0.09.13.docx 14 August 2023 Page 5 of 24




Faculty & Staff Banner Finance Training Manual

3. Banner and Banner Finance

Banner is integrated, application software that St. John Fisher University uses to maintain information regarding
our students, employees, faculty, alumni, and university finances in a single database.

All data entered into Banner is performed in the Production database. This is known as PROD.

3.1. Access to Banner

Usually a manager fills out a security form to request access to certain areas of Banner for their employee. This
form indicates which module(s) and specific forms that the employee should have access to. When all
necessary approval signatures are attained, this form is forwarded to the OIT department. In conjunction with the
security form, the employee must complete a confidentiality agreement. This agreement is also forwarded and
retained by OIT.

When forms from the Finance module are requested, the Finance office makes security updates in the system for
accessing financial data pertaining to Funds and Organizations. When the updates are completed for Banner
security, the employee is informed that their access is ready for use. Banner is most commonly accessed
through the mysjfc webpage.

The preferred internet provider for Banner is Chrome. Use your network logon name and password to sign into
mysijf.edu.

Click on Employees.

1 ST, JOHN
| FISHER MYSJF EMPLOYEES STUDENTS FISH'R'NET CALENDARS
S UNIVERSITY

Click on the Launchpad.

A-Z LIST CURRENT CATALOGS v LAUNCHPAD Q  SEARCH LOGOUT

. ST.JOHN
| FISHER MYSJF EMPLOVYEES STUDENTS FISH'R'NET CALENDARS
= UNIVERSITY
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3.2, Log on

Click on the Banner 9 Admin icon in the St. John Fisher University tab.

Apps dashboard

5t. John Fisher University  MNon-Production Apps  Apps

" 5t. John Fisher University

= -
% El-ager‘
25LIVE
my.sjf.edu 25Live (Room Banner 9 Admin Benefits Enrollment

Reservations)

With single sign-on, you are automatically logged onto Banner when you click the Banner 9 link in the
Launchpad.

- If you sign out of Banner, and want to sign in again from the Banner window, then you will use
your network logon and network password again.
- Or, if you are still in the mysjf.edu webpage, then just click the Banner 9 link again.

Once logged into Banner, your logon username provides the security level at which you can access forms and
data.

3.3. Main Menu

Upon logging on, the Banner “Welcome” page appears and is ready for input. Your logon id has security values
built within it that allows or disallows your movement within forms.

Welcome

‘ @® Search Direct Navigation Q |
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3.4. Maneuvering to other screens

There are many ways to navigate through Banner including: Hierarchical Menus, the “Search” field, or just typing
in the function name. The Toggle Menu in the upper left (also known as the Hamburger Menu) shows the name
description for each functional icon. Click the Toggle Menu again and the descriptions “roll up” leaving just the
icon on the Welcome page.

@ | BF myapps % | @ Application Navigater x | + v o o 5
&« c & O B & hitpsy/frhelxeas) -prod.sjfcedu:8444 /applicationNavigatorPROD/seamless B &% &y =

Dashboard

Applications

Search

Recently Opened W I

Help

‘ ® Search O Direct Navigation Q

Favorites

Sign Out

Mrs. Beverly L. Senecker

One way to access a form is to click on the Applications Menu. The Banner menu displays each Banner
module. Each module has a hierarchy of forms and allows the user to drill down to deeper levels of forms and
processes. The My Banner menu allows the user to save specific forms and processes in a list to be retrieved
any time. My Banner is similar to a “favorites” list. The forms are retained in this list until the user removes
them.

& C @ (B ey https:/frhelxeasi-prod sifcedu:8444 /applicationNavigatorPROD/seamless B & x fi =
< Back to Applications

< Banner

Student (*STUDENT)

Advancement

(*ALUMNI)

Welcome

Finance System
Menu (*FINANCE) [ @® Search O Direct Navigation Q

Human Resources
(*HRS)

Financial Aid
(*RESOURCE)
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Another way is to use the “Search” fields. Enter all or part of a word or topic that you are looking for. Banner
displays choices as it finds matches to your entry. For example, if the letters entered are “budg” (for budget) a
large list will display. As more letters are typed, such as, “budget stat”, the list of choices is narrowed down.
Likewise, if the letters entered are “fgib”, a different list of choices is displayed, matching on those letters.

Welcome

‘ @® Search (O Direct Navigation

budget Stad

®1.

Organization Budget Status
(FGIBDST)

Budget Status (Current Period)
(FGRBDSC)

Grant Budget Status Report
(FRRGBFY)

T

As forms and processes are selected, they are saved in the Recently Opened Folder. Opening this folder
shows the most recent forms or actions that were selected or used during this Banner session. Upon logging
off, the Recently Opened Folder is emptied. After logging back into Banner, you will either need to search
again for the desired forms or choose them from the Application Menu.

<

Back to Main Menu

Recently Opened

Organization
Budget
Status
(FGIBDST)

Organization
I

a
Encumbrance
List
(FGIOENC)

Detail
Transaction

Activi
(FG ITEKI D)

Welcome

{ ® Search

© Direct Navigation
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3.5. Status Line

The bottom of every Banner screen displays the Status of the entry. It shows what Banner is trying to process
from the command entered.

a et
EDIT Record: 11 KEY_BLOCKKEYBLOC GODAS GOBDE[1] ellucian
3.6. Hints, Warnings, and Errors

Hints, warnings, and error messages are displayed in the upper right corner of the Banner screen. It briefly
tells why Banner could not complete its request.

x Organization Budget Status FGIBDST 9.3.6 (PROD) ADD [ RETREVE & ED 1
Chart: *|2 | Fiscal Year: = |19 € 'CRROR® 110000isinvalid. LIST for valid choices
St John Fisher College
Index: | - Query Specific: [ |
Account
Include Revenue: Commit Type: | Both =]
Accounts
Organization: 2001 L) Fund: | [BEE i)

Common auto hint messages are:

o *ERROR* <name> is invalid. LIST for valid choices.
(This message displays when a person does not have access to a form or it is not spelled correctly.)

e Invalid function; press SHOW KEYS for valid functions.
(The proper response to this message is to try the function again.)

o Enter a query; press F8 to execute.

e Query cause no records to be retrieved. Re-enter.

3.7. Next Section / Previous Section

The Next Section / Previous Section buttons are located in the bottom left corner of your screen.

Previous

———r Next Section
' BEETTY_
@I f 4 e

FABINVH_BLOGIK FAVVIC2_VEND_INV._ CGODE [1] ellucian

You can also use a sequence of keyboard strokes to perform these Banner functions. For example, to move
to the Next Page / Section, press the [Alt] key plus the [Page Down] key.

To move to the Previous Page / Section, press the [Alt] key plus the [Page Up] key.
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4. Commonly Used Banner Finance Forms and Reports

The following is a brief list of Finance forms that are commonly used by departments and student organizations.

FGIBDST

FGIBSUM

FGIOENC

FGITRND

FGZODTA

FGIENCD

Organization Budget Status

This provides a snapshot of each budget account line for a specific department or
organization.

Organization Budget Summary

This provides a quick summary of the grand totals for revenue, labor, and expense lines.

Organization Encumbrances (Purchase Orders)

This provides a quick summary of all purchase orders that are currently open for a specific
organization.

Detail Transaction Activity

Showing one account at a time, this provides the specific detail of the revenue and expenses
that are totaled on the FGIBDST screen.

Report of Organization Budget and Transaction Activity

This is the same data that is shown in FGITRND, but in a report style format. Instead of
showing one account at a time, as in FGITRND, each account is listed with the detail.
Detailed Encumbrance (Purchase Order) Activity

This provides specific information about a purchase order, including whether it is open or

closed, the amount of money still on the purchase order, and the invoice numbers and dollar
amounts that have been charged against it so far.
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4.1. FGIBDST - Organization Budget Status

This form provides budget, revenue, and expense information for departments and student agencies. It indicates
the year-to-date totals of all active accounts associated with the Fund and Organization that have been entered.
This form does not provide information on a balance sheet account (i.e. assets or liabilities).

Revenue accounts begin with the number 5, labor and benefit expense accounts begin with the number 6, and
general office expense accounts begin with the number 7.

Type FGIBDST in the Search field, then fill in the appropriate header block input fields.

Chart: Use “2” to view anything after May 31, 2006.
Fiscal Year: This is a 2-digit number representing the fiscal year.

Orgn: Enter your Organization code.
For operating budgets, this will automatically fill in
the Fund code and the Program code when you tab off the field.
Fund: Enter your Fund code, if not displayed or needing to change it.
Program:  Leave this blank. (Always!)
Account: Leave this blank to see everything. Enter 71200 if only want to see expenses.
Acct Type: Leave this blank.
Activity: Leave this blank, unless looking for detail about a specific Activity Code.
For Example: Strategic Initiative SI1801, enter SI1801
Location:  Leave this blank.

Click the GO button to view the data.

X Organization Budget Status FGIBDST 9.3.6 (PROD) ADD B REREVE JLrelaren  REToOLS
P P FscalVoar* B[] = ]
Index: \—\\ Query Specific: [ |
Account
Include Revenue: [v] Commit Type: |hzl

Accounts

O

J Fund: |11100
)

Account:

Program: |
Account Type: | el 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

The budget data displays.
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To see more specific information pertaining to a specific account:
Click on the (Year to Date) YTD Activity field for that account, and then click the RELATED tab in the
upper right corner of the form, above the Start Over button.

X  Organization Budget Status FGIBDST 936 (PPRD0627)

Chart: 2 St

John Fisher College  Fiscal Year: 13 Index: Query Specific Account: Include Revenue Accounts: v Commit Type: Both

Organization: 2001 Facuity C Fund: 11100 Operating Fund  Program: Account: Account Type: Activity: Location:

'~ ORGANIZATION BUDGET STATUS . Fiter
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

61000 L Administration - Pers Svcs FT 30,000.00 | | 0.00 30,000
61201 L Student - College Work Study 1,000.00 0.00 1.000.
71200 E Office Supplies 1,000.00 67.29 814
71203 E Copying 400.00 0.00 0.00 400
71205 E Printing 20000 0.00 0.00 200
71211 E Purchasing Card Expense 0.00 3799 0.00 -37
71215 E Laboratory Supplies 1,000.00 0.00 0.00 1,000
71218 E Athletic Supplies 0.00 32919 0.00 -329
71300 E Meals & Entertainment 50000 38.00 0.00 462
71302 E Travel General 1,000.00 0.00 0.00 1,000
71305 E Faculty Development 5,000.00 0.00 0.00 5,000.
71811 E Consultants 50000 000 0.00 500
71700 E Equipment - Non Capital 2,500.00 39.00 4894.00 1,967.
71815 E Electrical Repairs 50000 0.00 0.00 500
72205 E Guest Lecturers/Honoranums 500.00 0.00 0.00 500.
72560 E Rental Expense 50000 000 7085 429

Net Total -44,600.00 -562.72 63214
{ »
20 v | PerPage Record 3 of 16

From the RELATED tab, select one of the following:
Budget Summary Information [FGIBSUM]
Organization Encumbrances [FGIOENC]
Transaction Detail Information [FGITRND]

B rereve EESEEINCHE  £f TooLs

Q, [search

Budget Summary Information [FGIBSUM]

ShiftsF2

Organization Encumbrances [FGIOENC]

Transaction Detail Information [FGITRND]

F3
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4.2, FGIBSUM - Organization Budget Summary

This form provides a summary of the budget information for a specific organization.
FGIBSUM can be accessed from FGIBDST or from the Search field in the main menu.

In FGIBDST, click the cursor on any Account code, in the lower half of the screen. Then use the RELATED tab
and select Budget Summary Information [FGIBSUM]. The information automatically displays.

X Organization Budget Summary FGIBSUM 9.2 2 (PPRD0627) A0D B RETREVE J4aRreELATED R TOOLS

Chart of Accounts: 2 Fiscal Year: 19 Organization: 2001 Faculty Committees Fund: 11100 Ope Commit Indicator: Both Start Over
|~ ORGANIZATION BUDGET SUMMARY Sinsert B Deiete Tmcopy | V. Filier
Account Type Adijusted Budget ¥TD Activity Commitments Avagilable Balance
[Revenues
Labor 31,000.00 0.00 0.00 31,000.00
Direct Expenditures 13,600.00 562.72 632.14 12,405.14
Transfers
Net: Revenue minus{Labor + Exp -44 600.00 56272
Total Commitments 632.14

Record 1 of 4

NOTE: If accessing this form from the Search field, the desired Organization and Fund must be entered. The
Chart of Accounts and Fiscal Year fields will default to the current parameters. However, these can be changed
to get previous fiscal year data.

FGIBSUM input fields from Search field:

Chart: Use “2” to view anything after May 31, 2006.

Fiscal Year: This is a 2-digit number representing the fiscal year.
Orgn: Enter your Organization code.

Fund: Enter your Fund code.

Commit: Auto-fills Both; so, leave as is.

Next Section To view the data
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4.3. FGIOENC - Organization Encumbrances

This form displays a list of all encumbrances (purchase orders) for a specific organization.
FGIOENC can be accessed from FGIBDST or from the Search field in the main menu.

In FGIBDST, click the cursor on any Account code, in the lower half of the screen. Then use the RELATED tab
and select Organization Encumbrances [FGIOENC]. The information automatically displays.

X Organizational Encumbrance List FGIOENC 9.3.4 (PPRDO62T) ADD B RERIEVE daRElATED  FETOOLS
Chart: 2 Fiscal Year: 19 Index:  Organization: 2001 Faculty Committees Fund: 11100 Operating Fund Start Over
|™ ORGANIZATIONAL ENCUMBRANCE LIST &3 insent Ta Cop Y. Filter
Encumbrance .Vendor Item Acct Prog Actv | Locn Amount Commit Type
"_PDDDO151 ASR Systems Group Inc 0 71200 30 6729 U
P0O000162 Gov Connection Inc 0:71700 30 95.00:U
PO000163 Apple, Inc 071700 30 COMREP 39500 .U
PO000164 Nolan's Rental Inc 072560 30 7085 U

Recoerd 1 of 4

If there are no open purchase orders, you will get a message.

X Organizational Encumbrance List FGIOENC 9.3.4 (PROD) a0 B rREREVE girELaiED $fToOLS 1
Chart: 2 Fiscal Year: 1§ Index:  Organization: 2001 Faculty Commitiees Fund: 11100 Operating Fund O Query caused no records to be retrieved. Re-enter.
" ORGANIZATIONAL ENCUMBRANCE LIST “E@n=en @ Oslele "W Gopy | Y. Fiter
Encumbrance Vendor ltem Acct Prog Actv Locn Amount Commit Type

Record 1 of 1

NOTE: If accessing this form from the Search field, the desired Organization and Fund must be entered. The
Chart of Accounts and Fiscal Year fields will default to the current parameters. However, these can be changed
to get previous fiscal year data.

FGIOENC input fields from the Search field:

Chart: Use “2” to view anything after May 31, 2006.

Fiscal Year: This is a 2-digit number representing the fiscal year.
Orgn: Enter your Organization code.

Fund: Enter your Fund code.

Click the GO button to view the data.
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4.4. FGITRND - Detail Transaction Activity

This form provides detailed information on the operating ledger accounts: revenues and expenses. It does not
provide information on a balance sheet account (i.e. assets or fund balances). Access to this form can be
obtained from the Banner home page Search field or from within FGIBDST.

The easiest way to access FGITRND is from within FGIBDST. In FGIBDST, click the cursor on the YTD Activity
amount (or Account code), in the lower half of the screen that detail is desired for. Then use the RELATED Tab
and select Transaction Detail Information [FGITRND]. The information automatically displays.

X Detail Transaction Activity FGITRND 9.3.6 (PPRD0627) ADD B RETREVE Sarelaten ¥ To0Ls
COA: 2 Fiscal Year: 19 Index: Fund: 11100 Organization: 2001 Account: 71200 Program: Activity: Location:  Period: Commit Type: Both
¥ DETAIL TRANSACTION ACTIVITY ERinserr @ Delete T Y. Fiter
Account  Organization | Program | Field  Amount Increase (+) or Decrease {-) Type | Document * Transaction Date * | Activity Date *  Description
!_TJE_ 2001 30 YTD 4510 + FTD1  J1900038 08/03/2018 B. Senecker P-Card 06/2018

71200 2001 30 YTD 5150 + INEI 10183877 07/27/2018 ASR Systems Group Inc
71200 2001 30 YTD 945 + INNI 10183 Crystal Rock LLC
71200 2001 30 YTD 1249  + INNI 10183872 07/15/2018 08/03/2018 Office Depot, Inc

Total 11854 +

v
Record 1 of 4

NOTE: If accessing this form from the Search field, a query must be performed to get the desired data.

FGITRND input fields from Search field:

Chart: Use “2” to view anything after May 31, 2006.

Fiscal Year: This is a 2-digit number representing the fiscal year.
Fund: Enter your Fund code.

Orgn: Enter your Organization code.

For operating budgets, this will automatically fill in the Fund code, if it was blank.
Account: Enter the Account code that you want to see the expenses for.
Program:  Leave this blank.

Activity: Leave this blank, unless looking for detail about a specific Activity Code.
Location: Leave this blank.
Period: Leave this blank.

Click the GO button to get the next set of Basic filters.
In the Account box: Type the account that you want to see detailed transactions for (i.e. 71200)
In the Field box: Type YTD

Click the GO button in the lower right to execute the query to display all of the data.
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FGITRND: To export (copy) the data to an Excel spreadsheet:

While viewing the displayed data in FGITRND, click on the TOOLS tab in the upper right corner of the
screen. This will display the TOOLS menu.

x Detail Transaction Activity FGITRND 9.3 6 (PPRD062T)

Bao Bremeve  Sirelan - #FToois
COA: 2 Fiscal Year: 19 Index: Fund: 11100 Organization: 2001 Account: 71200 Program:  Activity: Location:  Period: ;‘low:z
Commit Type: Both
¥ DETAIL TRANSACTION ACTIVITY RRinsert Q0slets faCopy | W Filler
Account Orpanization Program Field Amount Increase (+) or Decrease (-] Type Document * Transaction Date * Activity Date * Description
@ 2001 30 YTD 4510 + FT01  J1900038 08/03/2018 08/03/2018 B. Senacker P-Card 0F
71200 2001 30 YTD 51.50 + INEI 10183977 0712712018 D ASR Systems Group Ir
. 71200 2001 30 1YTD 945 + . INNI 10183973 07/16/2018 Crystal Rock LLC
. 71200 2001 30 $YTD 1249 + . INNI 10183972 07/15/2018 Office Depot, Inc
Total 11854 +

»
Record 1of 4

Now click Export.

Broo Bremee  Siraaen .Sl
Q fearch
ACTIONS

Refresh

o

Print

Clear Record Shift+F4
Clear Data Shits

ltem Properties

The menu will close and the exported FGITRND file will appear at the bottom of your screen. You may need
to use the corners of your Banner screen to shrink the size to be able to see the file. Chrome’s default is to
block pop-ups, so be sure to allow pop-up blockers.

) Mrs. Beverly L. Senecker @ Sign Out ?

——

Bao Rremee  Jreaen | #fTooLs
COA: 2 Fiscal Year: 19 Index: Fund: 11100 Organization: 2001 Account: 71200 Program: Activity:  Location:  Period:
Commit Type: Both

"~ DETAIL TRANSACTION ACTVITY

Binser Dol Tmcopy | Ve
Program | Field | Amount Increase (+) or Decrease () | Type |Document®  Transaction Date * g#®Activity Date *  Description |
30 YD FTO1  J1900038 08/032018  B. Senecke|
3 Y™ INEI 10183977 08/032018  ASR Syster|
30 Y™ INNI 10183973 s Crystal Roc!
30 YD INNI 10183972 07/1512018 Office Depol

Total
Record 1 of 4

canceL ‘ saecT
ellucian

B FGITRND.csv s Showall | X

This exported Excel file is found in your Downloads folder in Windows Explorer.

4.7 Favorites
PR Decktop
8 Downloads < = e = = = = o -

e
=l Recent Places
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4.5, FGZODTA - Organization Detail Activity with Security Report

This report provides a detailed listing of the data in FGIBDST. The more specific parameters that are entered,
the more limited the report is. This report can be run to the database for viewing online or it can be printed.

Type FGZODTA in the Search field. When the form appears, click the GO button to get the additional input
fields.

FGZODTA input fields:
Printer: Enter Database (to view online) or choose a printer name (to print).

Next Section

Fiscal Year: Enter 2-digit year
Chart: Use “2” to view anything after May 31, 2006.
From / To Org: Enter specific Organization codes <or>

Leave this blank to get all Organizations that you have access to.

From / To Fund Enter specific Fund codes <or>
Leave this blank to get all Funds that you have access to.

From / To Account Enter specific Account codes <or>
Leave this blank to get all Accounts.

From / To Activity Enter specific Activity codes <or>
Leave this blank to get all Activity Codes.

From Date Enter the beginning date of the search criteria.
This date must be within the fiscal year entered on line 01.

To Date Enter the ending date of the search criteria.
This date must be within the fiscal year entered on line 01.
If the “To Date” is the last date of the month, the listing will show totals.

Include Accruals N
Print Totals Y
Commitment Type U
Next Section
Save Parameters Click this box to save your input for next time.

Press [F10] or SAVE icon (in the lower right corner of the screen) to save and process these values.
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X Process Submission Controls GJAPCTL 9.3.3 (PPRDO62T)

Process: FGZODTA Organization Dil Activity +Sec  Parameter Set;

™ PRINTER CONTROL B3 insart
Printer | DATABASE [-] Lines |55 |
Special Print | | SuomitTme | |

~ PARAMETER VALUES EEinser EDeiste "mcopy | W Filter
| Number * Parameters Values |
|or Fiscal Year 19

02 : Chart of Accounts 2
03 From Organization Code 2001 > Type Your Organization Code Here
| 04 To Organization Code 2001
| os From Fund Code 11100

06 To Fund Code 11100
_. o7 From Account Code
_. D& To Account Code
| o From Activity Code
110 To Activity Code
_. 11 From Date (DD-MON-YYYY) 06/01/2018
_. 12 To Date (DD-MON-YYYY) 08/31/2018

. 13 Include Accrual For Last Prd N
_. 14 Print Organization Totals N

. 15 Commitment Type u

-

i |20 v | PerPage Record 16 of 16
¥ SUBMISSION 3 insert Y. Filte
Save Parameter Set as Hold / Submit () Hold () Submit
Name |7\ Description .

GJIBPRUN GUBPRUN_NUMBER [16]

Upon saving your input entries, you will receive some status messages. Click on the TOOLS number to
acknowledge any messages.

X Process Submission Controls GJAPCTL 9.3.3 (PPRDO62T) ADD B RETREVE  S% RELATED
Process: GZODTA | Parameter Set: o Saving current parameter values as user level defaults.
I
Gel Started: Fill out the fields above and press Go. | @ Logfie: fozodta 2443088 og List e: fozodta 2443005 fis

Still in FGZODTA, we now want to view the online data from the Database:

Click on the RELATED tabs menu and select Review Output [GJIREVO]

Bao B remeve RS 2

Q, |search

4" Review Output [GJIREVQ]
Delete Multipie Saved Output [GJIREVD]

Upload File [SUAUPLP]
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Click in the File Name field. If the cursor stays there, the system has processed your request.
If the cursor jumps back to the Number field, it is still processing your request. Wait a minute and
try to click in the File Name field again.

Then double click in the File Name field. When the Available Files window displays, the output file

(fgzodta_.lis) is automatically selected, so select [OK].
X Saved Output Review GJIREVO 9.0 (PPRD0627) Bao RBremeve JShreaen  #§Tools

Process: [FGZODTA =) p— s

e — Beginning Date: [ [m]
- o Saved -
Lnes:
Get Started: Fill out the fields above and press Go.
Crteria [Q ]

RecordCount  Date Saved  Time S
172 081612018 1001
11 08162018 1001

Output File

Record 1 0f 2

[ oo | o ]
At this point, the user can view the data by using the scroll bars or save the data to an output file.
Process: FGZODTA Organization Dil Activity +Sec ~ Number: 2443098 ~ File Name: fgzodta 2443098is Beginning Date Saved Lines: 172 m
~ SAVED OUTPUT REVIEW Binser BlDsiete Tac Y. Fi

FGZODTA: To save the data to an output file:

Click on the TOOLS tab menu and select Show Document (Save Document and Print File). This function
is about halfway down the list, under the OPTIONS title.

Select Yes to the question, “Do you wish to continue?”

X  Saved Outpul Review GJIREVO 9.0 (PPRDU62T7) ADD |B RETRIEVE g&RELATED R TOOLS 1

Process: FGZODTA Organization Dt Activity +Sec Number: 2443098 File Name: fgzodta 2443095 lis  Beginning O o You have selected to Show File (fgzodta_24430987is) ina
i browser. Do you wish fo continue?

7 (e e

The data now displays as a text file on the screen through a browser. The user can review, print, or save
the data.

¥ SAVED OUTPUT REVIEW

To print the output file:
Right click on output file.
Select Print...
Choose the Destination (Printer or PDF)
Click Save
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4.6. FGIENCD - Detail Encumbrance Activity

The Detail Encumbrance Activity form displays detail information about a specific encumbrance (purchase order).
The form includes specific information about the creation of the purchase order, as well as, any transactions
posted to the purchase order.

FGIENCD is the most easily accessed from the Search field on the main home page. However it can also be
accessed from FGITRND (within FGIBDST).

FGIENCD input field:
Encumbrance: Enter a purchase order number for your department.

Click the GO button on the upper right side of the screen to execute the request and display the data.

X Detail Encumbrance Activity FGIENCD 9.3.4 (PPRD0627)

Encumbrance: PO000161 Encumbrance Period: All [ seciow ]

- ENCUMBRANCE INFORMATION Dot Hocce ' Y. Fite
Description ~ ASR Systems Group Inc Date Established ~ 08/03/2078
Status O Balance
Type F Vendor @00243574 ASR Systems Group Inc
~ ENCUMBRANCE DETAIL Bisen @ose: "m Y. Filter

tem

Sequence g

Fiscal Year 19

Status O Actv
Commit Indicator U Locn
Proj
CoA 2 Encumbrance
Index Liquidation
Fung 71100 Balance 67.29
Record 10f 1
* TRANSACTION ACTIVITY Binset Eociele "mCopy | V. Fills
Transaction Date Type Document Code Action Transaction Amount Remaining Balans
0712 18 PORD PO000161 11879 1879
0712712018 INEI 10183977 5150 6729 f,
e coce | seuzer
READ Recor: 1/1 FGAENCD.FGBENCD_SEQ_NUM (1] ellucian

NOTE: If accessing this form from FGITRND, click the cursor in the lower half of the screen on a line containing a
purchase order. The Field column must be ENC. Then use the RELATED Tab and select Detail Encumbrance
Info [FGIENCD]. The information automatically displays for that purchase order.

X Detail Transaction Activity FGITRND 9.3.6 (PPRD0627) ADD B RETREVE SaRELatED  $fTOOLS
COA: 2 Fiscal Year: 19 Index: Fund: 11100 Organization: 2001 Account: 71200 Program: Activity:  Location: Period: m
Commit Type: Both
T DETAIL TRANSACTION ACTIVITY E3insert Eosiete Mo Y. Fiter
Account  Organization  |Program  Field  Amount Increase (+) or Decrease (-) Type | Document* | Transaction Date*  Activity Date *  Description
71200 2001 30 ¥TD 4510 + FTO1 | J1900038 08/03/2018 08/03/2018 B. Senecker P-Card 0i
71200 2001 30 ENC -51.50 - INEI 10183977 07/27/2018 08/03/2018 ASR Systems Group li
71200 2001 30 YTD 5150 + INEI 10183977 07/27/2018 08/03/2018 ASR Systems Group li
@Fl | 2001 30 @ 118.79 + DDOD161 07/23/2018 D8/03/2018  ASR Systems Group |
71200 2001 30 ¥YTD 945 + INNT 10183973 071162018 08/03/2018 Crystal Rock LLC
71200 2001 30 ¥YTD 1249 + INNI 10183972 0711572018 08/03/2018 Office Depot, Inc
71200 2001 30 0BD 1,00000 + BDO1 | J1500036 07/01/2018 08/03/2018 FY19 Approved Budge
Total 118583 +
»
Record 4 of 7

Q, [search

Query Document [BY TYPE]

Detail Encumbrance Info [FGIENCD]
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5.

Banner Finance Terminology

COA stands for Chart of Accounts and will usually default to “2”.

The fiscal year is the last two digits of the fiscal year
Example: 19 is fiscal year 2019; June 1, 2018 through May 31, 2019

Some forms may require fiscal period. The fiscal period is the 2-digit month.
Example: June is 01, December is 07, and May is 12.

Some forms or reports may require a date that is usually in the format of DD-MMM-YYYY.
In most cases, Banner will accept and convert a date entry in the format of MM/DD/YY.
To get today’s date, type the letter “t” or “T” (no quotes) in the date field and press [TAB].

Transactions are located by document numbers in the Banner Finance system. The following are the
symbols for different document types:

Budget

Invoice / Voucher
Journal Voucher
Purchase Order

Cash Receipt
Voucher to pay Invoice
Check number

o<V UV--—-

O 0O 0 0O O O O

The following are document types that are used in Banner Finance.

BDO1 Budget entry

CD05  Cash Disbursement

CNNI Voided / Canceled Check

CR0O5  Cash Receipts

FTO1 Journal Entry/ Transfer between 2 or more Funds
INEI Check to pay invoice (Encumbered PO)

INNI Check to pay invoice (Blanket PO or Direct Pay)
JE15 Journal Entry within the same fund

PORD  Purchase Order

PCRD Cancel Purchase Order

CORD  Purchase Order Change Order

O 0O OO OO O OO0 O0o0OOo

D = Debit and C = Credit

In operating accounts, which are the revenues and expenses, the detail shows a plus sign (+) or a
minus sign (-). The plus sign indicates that the transaction has the normal balance for that account.
The minus sign indicates that the transaction has the “opposite balance than is expected for that
account. Therefore a plus sign in a revenue account means an increase in revenue, while a plus sign
in an expense account means an increase in expenditures.
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6. Policy, Procedures, and Forms

6.1. Controller’s Policy and Procedures

The Business Office is currently creating policy and procedure documents for easy reference. They will be
located on the Controller’s Office webpage and in the Finance Department’s Public folder, when available.

6.2. Commonly Used Business Forms

Commonly used business forms are located on the Controller’'s Office webpage and in the Finance
Department’s Public folder. In some cases, the forms have been created in Excel and then converted to
Adobe. Thus there could be two forms with the same name, but different document types. Please feel free to
use the type of form (Excel or Adobe) that you are most familiar with. Please refer to the individual request
form for specific details and requirements.

6.2.1. Purchasing Cards

Purchasing card purchases are now performed online and uploaded for all business expense purchases. All
supporting documentation and receipts are required, along with the FOAPs assigned for all purchases.

6.2.2. Business Expense and Payment Forms

These forms must be filled out and handed in for department travel or payment reimbursement. All supporting
documentation and receipts are required. Small receipts must be taped onto a blank white piece of paper, as
they will be scanned into Banner for storage and retaining purposes. Thus, the use of staples is not allowed
and documents will be returned for correct labeling. Department Head approval and account codes are
required.

6.2.3. Cost/Expense Transfer Request Form

This form is used to make corrections to transactions that have been charged to the wrong FOAP. If the
correction is within your own budget, then it only requires the budget managers approval. However, if the
correction is moving a transaction to another department’s budget area, then it requires both the manager
where the transaction currently is, and the manager of where the transaction is being moved. Also, anything
over $3000 requires the VP or Dean approval, as well.

6.3. Tax Exempt Forms

The University is tax exempt and these forms should be used for all University purchases. The Business
Office does not reimburse tax. Tax Exempt forms are available in the Business Office.
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7. Purchasing

71. Purchasing Guidelines (The Best Way To Make a Purchase)

All departmental purchases should be made utilizing a Purchase Order Request Form.

Please contact the Purchasing Department so they can facilitate the most appropriate vendor for the
purchase. (purchasing@sijf.edu or 585-385-8049)

A Purchase Order Request Form must be used for the following.

e If this is a purchase for a capital expense.

If this is a purchase for technology, such as computer hardware or software, such as computers,
laptops, keyboards, monitors, software for any reason, etc., please contact OIT as they must facilitate
this order.

e If this is a purchase for equipment (lab equipment, machinery, etc.).

e |If this is a purchase for furniture.

e If this is a purchase for a service contract.

o If the items have been planned for and are being ordered ahead of time.
o Especially, if you have already received a quote from a vendor and plan to order from them.

e If your department uses this vendor often for a variety of purchases (including repetitive purchases,
recurring rentals, or just specific separate purchases) that you order yourself.

e If this is a purchase on a Grant, please contact Brenna Donoghue (585-899-3773) in the Business
Office so she can facilitate the most appropriate means.

Amazon orders must go through the SJF Prime Business account. If you do not have a login, please
contact the Purchasing Department. You must have a FOAP on each order or the order will not be processed.

Staples orders: These orders are direct billed from the website. Please contact the Purchasing
Department, if your department does not have an account set up for Staples.

Hotels, Cars, Travel: Please contact the Purchasing Department for current information.
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