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BANNER FINANCEelf Service

Banner Finance is a module of the Banner database that records all financial transacpiomsdésthe
University communityvith up-to-date financial data to facilitate proper budget contréhe information
contained inBanner Finance can be viewed in Banner INB or Banner Self Service. This training guide will teach
users how to utilize the tools in Banner Self Service to effectively manage a budget.

Accesgo the forms and queriesovered in this guidaequires that tle end user successfully complete
the required training courses. Users whién be granted viewing access to their organization(s) upon
completion of this course and approval from their Budget Manager.

Approve Documents

The Approve Documents link oarher Finance Self Service is where users can approve or disapprove
documents in their approval queuglso listed in the approval queue amquisitions and journal vouchers
(budget transfersyou submitted that are still in the approval process.

91 Click Aprove Documents Link
Finance
Budget Queries

Encumbrance Query
Reduisition

Budget Transfer
Multiple Line Budget Transfer
Delete Finance Template

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Di
Delete Finance Template
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1  Submit Query
0 Select option Documents for which you are next approver

Approve Documents

Enter Approval Parameters

User ID ACMOE

Document

Documents for which you are the next approver

4 Select |

1 View DocumentBefore approving a requisition, it must first be viewed to ensure that the purchase
adheres toUniversity procurement policies & procedures, is a justifiable expense for the requesting
organization and is filled out completely and accurately.

0 To View a requisition, select the Document Number you need to review.
0 Select back button on web browser teturn to approval queue.
0 Select History to see who has already viewed the document.

All docu

@]

1 Approve or Disapprovénce the requisition is reviewed, the appropriate action will need to be taken. If
you want to send the requisition back to the originator for emtions, the req will have to be
disapproved so it can be corrected.
0 Select Approve or Disapprove next to appropriate requisition number.

Approve Documents

&R Select the Document Number link to display the details of a document. Select the History link to display the approval history of the do
to approve the document. Select the Disapprove link, if enabled, to disapprove the document.

Queried Parameters

User 1D ACNOE _ Noe, Andrea
Document Number:
Documents Shown:|Next Approver

Approve Documents List

Next Approver [Type|NSF|Change Seq#|Sub#|Originating User|/Amount/Queue Type|Document|History|/Approve|Disapprove,
Y REQ JLWILSON 110.85 DOC R0523950 |History |Approve |Disapprove
Y REQ CMBURTON 79.60] DOC  |RQ523953 [History |Approve |Disapprove
Y REQ DCMOLINEAUX 21.00] DOC <R0523954 istory [Approve |Disapprove




o0 When approving requisitions, comments typed will not be visible to next approver.
0 When denying requisitionspaautomated email will be sent to originator.
A Commaets will be visible in the-eail, however, the space is limited anything more
than 23 sentences will need to be sent viarail or through a phone call
A Whenjournal vouchers (budget transfers) are denied, an automateaad will not be
sent so please notify the originator by another method.

Approve Document

Document Information
Document Number: R0523954 Type: REQ
Change Seq# Sub#
Amount: 21.24
Comment:

Approve Document H Cancel ‘

This document has been approved.

RELEASE: 7.1.0.1
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View Document

Once a requisition has been submitteke View Document linkan be usedo trackthe requisition.
This option can also be used to view Journal Vouchers, Purchase Orders, Invoices, etc.

Finance

Budget Queries
Encumbrance Query
Fequisition

Ot Ly Nty
< Select |
Budget Transfer

Multiple Line Budget Transfer
Delete Finance Template

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | VYiew Dt
Delete Finance Template

RELEASE: 7.2

Approval History

In order to seavhere the requisition is at in the approval proceg®w the approval history.

1 Choosédype from the drop down menu.
1 Document Number
o Enter Document Number you are searching for.

&R To display the details of a document enter parameters then select View document. To dis
parameters then select Approval history. If you do not know the document number, select
feature. This enables you to perform a query and obtain a list of document numbers to ch

Choose type: |Requisition . |___Document Number | |ro526132

Submissions: WEeEIT] Change Seq# Refarenc
Purchase CQrder
Invoice

Journal Voucher
Encumbrance
Direct Cash Receipt

Display Accol

@ Yes W) (R L)
Display Document/Line Item Text Display Commodity Text
O All @&  Printable 3 None ¢ All @ Printable ) None

[ View document ” Approval history ]




o If a requisition number is not known, click Document Number to perform a search.

To display the details of a document enter parameters then select View document. To display approval history for a document ente
play P play app Y
parameters then select Approval history. If you do not know the document number, select Document Mumber to access the Code L
feature. This enables you to perform a query and obtain a list of document numbers to choose from.

Choose type: | Requisition Document Number r0526132
Submission#: Change Seq#

Purchase Order
Invoice
Journal Voucher

Display Accoy
play Encumbrance

® Yes

Display Document/Line Item Text

o All ®

Direct Cash Receipt
] e

Printable

[ Reference Number ]

Click to search

O MNone

[ Wiew document H

Approwval history ]

for Document

[ O

A Enterknown search criterizOnly one of the marked fields is needed to perform a

search

# - at least one of these fields required.

Requisition Code Lookup
Document Number# |

User ID¥ ACNOE

Activity Date® Al [v] [a [v]
Transaction Date ® All [V] All [v]
Vendor ID#

Requestor

Approved All [v]

Completed Al [v]

Reference Number#

Execute Query

A Execute Query
A Select Appropriate Document Numb&vhen a document is select@innerwill return
to the main View Document screen and enter number in the Document Number field.

Notice that some
documents do not list the
vendor. If a req is done
without a Vendor ID, it
will not display here. This
is one reason why it is

important to use Vendor
)$50 xEAT AOAQ
rather than just using

Document Text.

RO524232 ACMNOE Mov 20,
2007

RO523954 ACHOE Nowv 29,
2007

RO525624 CMOE Jlan 08,

20038

RO525628 Jan 08,
RO525842 ACNOE ,
RO525788 ACMNOE Dec

2007
199 documents selected.

[ Exit without Walue

Enter criteria

for known

Mowv 16, L20003623 Treasurer of Campbell
2007 County

Mow 28,
2007
Janm 08,
2008
Jan 08,
2008
Jan 08,
2008
Dec 18, LZ20001426 Travel Team
2007

L20002921 Musician's Friend

L20002361 Newegg Inc

Select desired document




9 Click Approval History

Document Identification

Document Number R(523954 Type Requisition
Originator: ACNOE  Noe, Andrea

Approvals required

Queue Description Level Approvers
6510 Financial Planning & Budgeting 4

Next approver
is listed first

Rawlings, Jennifer
6510 Financial Planning & Budgeting 8

Beckles, Anthony
BUDG BUDGET CHECK 1

Noe, Andrea
Crouch, Debra
Foit, James
Rawlings, Jennifer

No approvals have been recorded for this document

Document Identification

Document Number R0523954 Type Requisition
Originator: ACNOE MNoe, Andrea

There are no approvals required at this time

Approvals recorded
Queue Level Date User Approvals are
6510 8 Sep 24, 2007 Beckles, Anthony recorded in the
BUDG 1 Sep 13, 2007 Noe, Andrea
6510 4 Sep 21, 2007 Rawlings, Jennifer

bottom section.




View Document

In order to view a requisition that hgseviously been submitted, follow the steps above, but instead of
choosing the Approval History tab, choose View Document. Only those with viewing @ctesbudgetwill be

able to use this functiorlJsers that do not have viewing access can view tiegjuisitions in Banner INB using
the form FPIREQN.

Choose type: |Requisition | [_Document Number__] lR0523954

Submission#: Change Seq# [ Reference Number ]

Display Accounting Information

[O] Yes O No
Display Document/Line Item Text Display Commodity Text
O All &  Paintable ) MNone O All & Printable ) None

n

' FGSNI 2LISYyAy3a || NBldAaAAlGA2Yy S &aONREf G2 (GKS 06200:+
section. This section is where the following criteria can be seen: Purchase Orders, Invoices, Checks, and

Receiving DocumentdJsers who do not haveesving access can view the related documents using the form
FOIDOCH in Banner INB.

Requisition Accounting
Seq# COAFY Index Fund OrgnAcct ProgActv Locn Proj NSFSusp

1 L 084500001000 4500 71600260 0001 N This section tells you
Total of displayed sequences: that the items have
Related Documenis been ordered and
Transaction Date Document Type Document Code Status Indicato}| received but not yet
Jan 09, 2008 Purchase Order PO0Z21783 Approved

aid.
Jan 14, 2008 Receiving Documents YO003894 Completed P

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Doc
Transfer | Delete Finance Template ]
RELEASE: 7.2



Budget Query

Banner Finance Self Service provides three query options for viewing budgets; Budget Status by
Account, Budget Status by Organizational Hierarchy, and Budget Quick Query. Each query contains the same
information but is displayed in different manners. oirder to build and view a query, users must have viewing
access to their Fund/Organization and be familiar with their FOAPAL.

Budget Query Types

9 BudgetStatus by Account
o0 Organized by Account Code Detail

0 FourLevels of Reportindtems in blue can be dled down to further detalil
Query Results

Account Account Title FYO8/PDO02 Accounted FYO8/PDO02 Year to FYOS8/PDO02 FYO8/PD02 Available
Budget Date Commitments Balance
710001 Catering Services 5,000.00 0.00 0.00 5,000.00
710006 Individual Professional 0.00 0.00 0.00 0.00
Fees
710008 Printing 9,600.00 0.00 0.00 9,500.00
710009 Purchased Services 10,000.00 816.00 4,184.00 4,548.806

1 BudgetStatus by Organizational Hierarchy
o Organized by Organizational Hierarchy
0 SixLevels of Reportindtems in blue can be drilled down to further detail

Query Results

Account Account Type FY08/PD12 Adjusted FYO8/PD12 Year to FYOS8/PD12 FYO8/PD12 Available
Type Title Budget Date Commitments Balance
50 Revenue 0.00 0.00 0.00 0.00
50 Labor 7,557.03 3,588.34 0.00 3,968.69
70 Direct 41,213.50 10.00 3,658.00 37,545.50
Expenditures
80 Transfers
1053 Rollup 48,770.53 3,598.34 3,658.00 41,514.19

1 BudgetQuick Query

o Organized by Account Cofeetail

0 One Level of Reportinginable to drill down on this query
Query Results

Account Account Title Adjusted Budget Year to Date Commitments Available Balance
722004 satellite/TV 500.00 271.81 194.15 34.04
730000 Freight/Shipping 800.00 332.03 0.00 4&7.97

730001 Postage 200.00 24.44 0.00 175.56



Budget Query Terminology

The data in each budget query is organized by coluriiagh column contains a settodinsactionghat
provides Budget Managevgith the details of the budgetin the Budget Status by Account and Budget Status by
Organizational Hierarchy, the columns displayed are-dséined. There are ten data columns which detalil
budget information and activity:

This column includethe budget implemented at the beginning o
Adopted Budget the fiscal year.

Any budget adjustments or transfers, whether temporary or
Budget Adjustment  permanent, are reflected here.

The current budget is reflected here; users cannot drill down or
Adjusted Budget this column.

This column includes temporary budget adjustments that have
Temporary Budget  been made in the current fiscal year.

The current budget, Adopted Budget-Budget Adjustments;
Accounted Budget  users are able to drill down to view actuednsactions

Year to Date Actual transactions are recorded here; payments aratlits

Funds that have been encumbered by a Purchase Order are
Encumbrances generated in this column.

Funds reserved for future use by Requisition are refletie.
Requisitions still in the approval process will not be reflected in
Reservations Budget Query.

This column reflects the total amount of future obligations by
adding Encumbrances and Reservatjarsers cannot drill down
Commitments on this column

The amount of the budget avallke to spend is reflected here.
Available Balance Items still in the approval process are not included in this amou



Budget Query Tutorial

9 Click the Budget Query Link

Finance

< Budget Queries >
Encumbrance Query

Requisition

Approve Documents

View Document

Budget Transfer

Multiple Line Budget Transfer
Delete Finance Template

[ Budget Queries | Encumbrance Query | Requisition | Approve Docume
Delete Finan

ASE: 7.2

1 Select the type of query from the drop dowmenu

Budget Queries

&R To create a new query choose a query type and select Create Query. To retrieve an existing quen
Query,

Create a New Query
Type (Budget Status by Account

|x]

tat

Budget Status by Organizational Hierarchy
Budget Quick Query

Retrieve Existing Query
Saved Query None v

1 Click Create Query



