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TOOLBAR HELP

Following are descriptions of the toolbar icons that are found on Banner forms:

HORIZONTAL TOOLBAR

BHY DE EEE EEEE B B BEE EE) 5

@

Save (F10)

Rollback (Shift-F7)

o Select (Shift-F3)

L5
= Insert Record (F6)

%] Delete Record (Shift-F6)

= Enter Query (F7)

Execute Query (F8)

Cancel Query (Ctrl-Q)

Previous Record

) Next Record (Shift-Down Arrow)

Ik Previous Block .(Ctrl-PgUp)

Next Block (Ctrl-PgDn)

(& Print (Shift-F8)

Banner Bookshelf

Online Help
Exit (Ctrl-Q)

Banner Finance Training Manual Version 8.0

Saves all changes made in a form since the last time
you saved. Banner also refers to save as Commit in
some messages.

Clears all information & returns you to the Key Block of
a form.

Enters the highlighted value into the current field of
the form you are working from. List of Values uses OK
as the select.

Inserts a new blank record into a group of existing
records.

Removes all information for a record. When you Save,
the record will be deleted from the database.

Puts the form into query mode & lets you enter search
criteria to see what information is already in the
database.

In query mode, searches the database & displays any
records that match the search criteria.

Cancels a query & takes a form out of query mode.

Moves the cursor to the first enterable field in the
record (Shift-Up Arrow) before the current record.

Moves the cursor to the first enterable field in the next
record. If the cursor is at the last record, a new record
is created.

Moves the cursor to the previous information block in a
form

Moves the cursor to the next information block in a
form. If (Ctrl-PgDn) the next block is in another
window of the form, that window will be opened.

Captures the active screen (only what you can see)
and prints (Shift-F8) it to your local printer.

This documentation contains general information for
the Banner system.

Displays the Online Help window for the current form.

In a menu, the Exit command takes you out of Banner.
In a (Ctrl-Q) form, the Exit command takes you out of
the form. In a query mode, the Exit command cancels
the query.
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Frequently Used Banner Finance Rule Codes & Naming Conventions

Banner Finance Rule Codes

Budget/C&G/General Accounting
+ BO1 - Original Budget
- BO02 - Budget Revision
- BDT - Budget Transfer

Payroll
« CPF - Central Payroll Feed

Purchasing - (Requisitions are no longer created in Banner Finance; see Aggie Mart Training via the
Purchasing Department)
- REQP - Establish a Requisition
« RCQP - Cancel Requisition
+ PORD - Establish a Purchase Order
- POAD - Additional Charge on Purchase Order
« POPN - Purchase Order Open
« POCL - Purchase Order Close
« CORD - Establish Change Order
« COAD - Additional Charge on Change Order
« PCRD - Cancel Purchase Order
« POLQ - Purchase Order Request Liquidation

Accounts Payable
« INEI - Invoice with Encumbrance
« INNI - Invoice without Encumbrance
- ADDI - Additional Charges, Invoice
- ADEI - Additional Charges, Invoice w/ Encumbrance
« CNEI - Cancel Invoice with Encumbrance
« CNNC - Cancel Invoice w/o Encumbrance
« INEC -Credit Memo with Encumbrance
« INNC - Credit Memo w/o Encumbrance
- DTWI - State Withholding on Check
« DNEI - Check, Invoice with Encumbrance
«  DNNI - Check, Invoice w/o Encumbrance
+ CNEI - Cancel Check, Invoice with Encumbrance
« CNNI - Cancel Check, Invoice w/o Encumbrance

General Accounting
- SP8 - Receipt by Treasure’s Office
« JE15 - Journal Voucher between the same fund
« JE16 - Journal Voucher between different funds
+ OCD - Other Cash Disbursements
+ OCR - Other Cash Receipts

Naming Conventions

Position 1 identifies the primary system owning the form, report, job, or table.
A - Advancement
F - Finance
G - General
P — HR/Payroll/Personnel
R -Financial Aid
S - Student
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Position 2 identifies the module owning the form, report, job, or table.
A - Accounts Payable
B - Budget Development
F - Fixed Assets
G - General Ledger
O - Operations
P - Purchasing
R — Research Accounting

Position 3 identifies the type of form, report, job, or table.
A - Application
B - Base Table
I - Inquiry Form
M - Maintenance Form
R - Rule Table/Repeating Table/Report/Process
V - Validation form/Table/View

Positions 4,5 and 7 uniquely identify the form, report, job, or table.
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Frequently Used Finance Forms

We encourage you to use the non-Banner generated forms to assist with transacting
your processes with the University. The forms are located on the Business and Finance
Website. While at one time or the other all the forms may be used depending on your
job responsibilities, the most frequently used ones are:

Authorization for Lecturer, Contractual, and other Personal Services - This form
accompanies the purchase requisition for the applicable services.

Banner Access Request Form — Complete this form to gain access to the Banner Funds for
which you are responsible. Forward the completed form to the
Systems Development Office, Dowdy 2" Floor.

Budget Revision Form - For revising budgets for the Budget Office, Contracts and Grants
Office and the Accounting Office.

Check Request Form - Instructions are on the website as well.

Direct Deposit Authorization Form - The direct deposit process expedites payments and
reimbursements to vendors and employees. This form is not

used for payroll transactions.
Fund Create Request Form - To create a new non-state Fund.

Internal Salary Authorization Form — This form has been revised to reflect the FOAP and
current payroll formats.

J-Initiator Installation Instructions for Banner - You will need administrative rights to
your computer to be able to install the J-Initiator, which is
needed to run Banner.

Vendor Create/Modify Form - Accompanies purchase requests to Purchasing. A W-9 Form
(Request for Taxpayer identification Number and Certification)
from the vendor is also needed to established new vendor’s
Banner ID number.

Additional Banner information is located on the Business and Finance Webpage on the NCA&TSU
website. From the NCA&TSU website:

> Click on Faculty & Staff
> Click on Business & Finance
» Scroll down to and click on Forms

banfin@ncat.edu banfin@ncat.edu banfin@ncat.edu

A Banner Finance email has been established to assist you, if needed, as you navigate
through the Banner Finance Module- banfin@ncat.edu. You will need to have gone
through Banner Finance Training to gain access to the Finance Module. To register for
training, please access the Banner Registration vehicle on the NCA&TSU Website under
the FAC/STAFF/ADMIN link; to Banner, Banner Registration, then choose a Banner
Finance session and register.
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CHART OF ACCOUNTS

Fund Organization Account Program - FOAP

Chart "T”

A&T has only

one (1) Chart

FUND Fund Types
Hokx Restricted
This is NOT Where Unrestricted
an account Your General
Hokok Money Endowments
Resides Plant
Auxiliary
Source $$%$ Contracts & Grants
The list goes on...
ORGANIZATION
University Who The
Chancellor Department
Academic Affairs Division
Business & Finance Or Unit
Dev & Univ Relations Having
Student Affairs Fiscal
Deans of Sch & Coll Responsibility
Departments
ACCOUNT
What
This is your account The University |Office Supplies
Spends Labor Expenses
See “Fund” above Its money on: |Physical Plant
Goods Computers
And Travel
Services Furniture
Services

The list goes on....
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PROGRAM

Instruction Why
Research

Public Service Money is
Academic Support Spent in
Student Services Support
Institutional Support Of these
Physical Plant purposes
Auxiliary Services

NOTES: You will see references to the ‘FOAPAL’ which is the acronym for the entire accounting
string. A&T primarily uses the “"FOAP” - the A stands for Activity which will not be used at this
time. The L is for Location and is used by our Fixed Asset/Property Management Office.

When you key in your fund, the other elements, with the exception of account, will automatically
default or populate for you.

***PLEASE DO NOT CHANGE THE DEFAULTS***
If you feel an error has been made, please call the Financial Reporting Office at 256-2298

(Alvenia Uitenham). As a general rule, with few exceptions, no changes are allowed. However,
we can advise you on how to resolve or address your concerns.
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Office of Budget and Planning
Before Viewing Your Budget
In Banner, the account number is called “Fund.”

State Funds begin with “1.”

Overhead Funds will begin with “1.”

(the exception are Discretionary Funds which begin with "1307”)

Auxiliary, Athletics and Student Activities Funds will begin with“3.”

Contracts and Grants and Gifts will begin with “2.”

Student Organizations and other similar type Funds will begin with “8".

Capital Improvements will begin with “9.”

In Banner, the object code is called “Account.” To query an account, it must be preceded by a 5,
6or7.

5 = Revenue Accounts (for example, 50790)
6 = Salary Accounts (for example, 61210)
7 = Expense Accounts (for example, 73100)

Overview of the FOAP - F = Fund O = Organization A = Account P = Program

BANNER

FUND ORG ACCOUNT PROGRAM

101023 36517 61210 101
170017 41000 73100 170
191122 36500 73100 110
301001 43011 50845 202
302001 64500 61810 201
309002 22501 73900 207

In Banner, the Fund is the source (state, overhead, auxiliary, etc.)
Entering the Fund will default (automatically populate) the Org and Program Fields

In Banner, the Organization refers to the department making the expense
(i.e. Accounting, Registrar...)

In Banner, the Account Number shows the purpose of the expenditure
(i.e. Supplies, Travel...)

In Banner, Program = Category/Area
(i.e. Instruction, Library...)

Banner Training Manual 8 0_Amended Research -10- North Carolina
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Viewing Your Budget

Budget Availability - FGIBAVL

The FGIBAVL form displays present budget availability. The budget available status includes
adjusted budgets, year-to-date activities and commitments that have posted to the system, even
requisitions that are not completed. Requisitions that stay in an incomplete or suspended state
will reserve funds in that account. You will not be able to use the budget that is being held from
this transaction for other transactions. The requisition must be completed or deleted. However,
please note the following:

(1) Transactions which are “In Process” (not posted) are figured in the available balance;
(2) Budget pool line items display net balances from all related line item accounts;

(3) You MUST enter an account in the Account field;

(4) You do not have the ability to view document details;

(5) Does not display receipts;

(6) And does not display detailed transactions.

Chart: Enter “T”.
Fiscal Year: Enter the budget fiscal year.

Fund: Enter a fund or double-click on the field to select one.

Account: Enter an account or double-click on the field to select one. This field is required.

NOTE: The Account you enter here and all numerically greater accounts will display.

1B 0racle Developer, Forms Runtime - Web; Open > FGIBAVL

Eile Edit Options Block Itern Record Query Tools Help

Chart: i‘ Fund: 101059 (¥ Teacher Education Enter lowest
Fiscal Year: 10 [+ Organization: [37501 *  Teacher Education
Index: (~] Account: 61110 g Regular Salarie accou_nt num_ber
Commit Type: |2oth Program: 101 = Instruction associated with
chart
Control Keys --—-> Fund: |101059 Organization: 37501 Account: |s1110 Program:
Account Title Adjusted Budget YTD Activity Commitments Available Balance
Motor Yehicle Supplies 75.00 0.00 0.00 7500 4
Gffice Supplies 293.00 888,57 0.00 -595.57
Data Processing Supplies 2,250.00 0.00 0.00 2,250.00
73100 Travel & Registration Fees 933.00 80245 0.00 128,55
73200 Telecommunications 750,00 189.15 0.00 560,85
73400 Printing and Binding 188.00 0.00 0.00 188.00
73500 Repair Services 150,00 0.00 0.00 150,00
73700 Advertising 3,000.00 0.00 0.00 3,000.00
73900 Other Purchased Services 2,250.00 100.00 0.00 2,150.00
74400 Maintenance Agreements 726.00 0.00 0.00 726,00
75100 office Equipment 563.00 0.00 0.00 563,00
75200 EDF Equipment and Softwa 3,413.00 0.00 0.00 3,415.00
75300 Educational Equipment 4,125.00 0.00 0.00 4,125.00
75500 Other Equipment 1,161.00 0.00 0.00 1,181.00
Total: [ 15,302.00 1,987.17 0.00 17,91483 v .
a . A | D
Account Gode. | J
Record: 1114 [ | | <osc= 110

TP <= ©x 0 s ian
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Organization Budget Status — FGIBDST

The FGIBDST displays budget status. Documents which have been completed and posted will
appear.

Chart: Enter “T”".

Fiscal Year: Enter the budget fiscal year.

Fund: Enter a fund or double-click on the field to select one.
Account: Enter an account or double-click on the field to select one.

NOTE: The Account you enter here and all humerically greater accounts will display.
If you leave this field blank, all Accounts will display.

B Oracle Developer Forms Runtime - Web: Open = FGIBDST
File Edit Qptions Block Item Record Query Tools Help

BYERAER P BEX QSRR GEIEI S & 1@

CEEX

A Organization Budget Status FGIBDST 8.0.0.1 (PROD) il il =
Chart: FF Organization: 37501 F Teacher Education
Fiscal Year: ’F F Fund: 101059 F Teacher Education
Index: = Program: 101 [* Instruction
O Account: 61110 F EP& Regular Salaries
¥ Include Revenue Accounts ) Account Type: (7]
Activity: hd Ch
- Check box for non-state accounts
Commit Type: ion:
s Location: ] - Uncheck box for state and overhead accounts *
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
Bl  [E [Motor vehicle Supplies | 75.00 | 0.00 | 0.00 | TS
72600 |E— [office Supplies | 203,00 | 000 o.00| 203,00
72601 e [office supplies | 0.00| 828.57 | 0.00 888,57
[72900 |E— [Data Processing Supplies | 2,250.00 | 0,00 0,00 2,250,00
[rzs01  [£ [pata Froc supplies | 0.0 o.00| o.00| 0.00
[73100  [E [travel & Registration Fees | 538,00 | 000/ o.00| 938,00
[fazzz [E [in-State Ground Trans | o.00 | 509.45 | 0.00 -809.45 |
73200 [ [relecommunications | 750.00 | 0.00| o.00| 750.00
[73zo1 |E—|Loca|Te|ephone | 0.0 75.00 o0 75,00
[73203 [E [rostage & Box Rental | 0.00 | 11415 0,00 114,15
73400 |E— [printing and Binding | 168.00 | 0.00 0.00 188.00
[73s00  [E [Repair services | 15000 o.00| 0.00 15000 v
Net Total: | -19,902.00 | -1,987.17 | 0,00 _
QL e R R D PR RO m
Cup Item for Detail, Count Query for Orgn. Summary, Dup Rec for Encum. List |
Record: 1421 | 1 . | | =0sC= 110

'J start @ [ ww. =21, te. | . [Mca. {’;lﬁﬁ_.JQ 1,34 PM

Perform a “Control Page Down” or “Next Block.”

Banner Training Manual 8 0_Amended Research -12- North Carolina
A&T State University



Note the difference between FGIBAVL and FGIBDST:

B oracle Developer Forms Runtime - Web: Open = FGIBAVL

File Edit Options Block Item Record Query Tools Help

‘ra Budget

Chart:

Index:

BOE I BAEBE W/

kd

Fiscal Year: ’FF

=

Control Keys --->  Fund: |101059

D)

Fund:

Organization:

Account:

Program:

Organization: |[37501 Account:

Bl &

arsor [T
s1110 [T
e~

Teacher Education

S E®EI GG EIEIDCTX

Teacher Education
ER& Regular Salaries

Instruction

FGIBAVL shows available
balances for accounts

Program: \

Account

Title

Adjusted Budget

Commitments

Ava\hle Balance

Record: 1714

|Mator vehicle Supplies I /Enn I 0,00 | 0.00 | 75.00 -
[office Supplies [ 293.00 | 585 57 | 0.00 | \  sessr
[Data Processing supplies | 2,250.00 0,00 0.00 | \ 2,250.00
[Travel & Registration Feey 338.00 509,45 .00 \ 128.55
(73200 |Te\acnmmunicatin}/ [ 750.00 | 18915 | 0.00 | \ 560.85
73400 [printing angefiding [ 188.00 | 000 0.00 \eso0 |
(73500 [RepaiServices [ 150,00 | 0,00 0.00 | \t50.00
‘FSTUUMdeertising [ 3,000.00 0.00| 0.00 | 3
(73900 > [other purchased services | 2,250.00 100,00 | 0.00 | di‘:%
[74400 [Maintenance agreements [ 726.00 | 0.00 | 0.00 | ol
(75100 [office Equipment [ 563.00 | 0.00| 0.00 563.00
(75200 [EDP Equipment and softwa | 3,413.00 0.00| 0.00 | 3,413.00
[75300 |Educational Equipment [ 4,125.00 0.00 .00 4,125.00
(75500 [other Equipment [ 1,161.00 000 0.00 | 1,181.00 |
Total: \ 19,902,00 | 1,987.17 0.00 17,014,835 - L
—— — e
.‘lccﬂuntcﬂde.

i4 start

ﬂ In...

File Edit Options Block Item Record Query Tools Help

Chart:

Index:

status FGIBDST

[

Fiscal Year: ’FF

[ ™

[0 Query Specific Account
¥ Include Revenue Accounts

OEIREAER W E

.1 (PROD)

BRI B E T E & @]

Organization: |37501 F Teacher Education

Fund:

Program:

Account:

101058 [*|  Teacher Education

101 [* Instruction
61110 F EP& Regular Salaries

Account Type: [~]

1

Record: 1721

Dup Item for Detail, Count Query for Orgn. Summary, Dup Re: for Encum. List

| =05C-

Activity: F
Commit Type: Location: =]
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
0] [ [Motar wehicle Supplies [ 75.00 0.00 | 0.00 | 75.00 A
[re600  [E [office Supplies [ 293,00 0.00 0.00] 293.00
72601 |E— office Supplies [ 0.00 838,57 | 0.00 -888.57
::72900) |E— [Data Processing Supplies | 2,250.00 | 0.00 | 0.00 | 2,250.00
2901 |E— [Data Proc Supplies [ 0.00 0.00 | 0.00
[73100 [Travel & Registration Fees | 938,00 0.00 0.00]
[73112 E\[In-State Ground Trans | 0.00 509,45 | 0,00
73200 E et it [ 0.00
| e esmmmuicain FGIBDST shows how funds were spent ‘
[7320 |E— Local Telephone [ 0,00
[7a203 |? Paostage & Box Rental [ o.00] 114.15 0.0 |
[73400 [Printing and Binding [ 188,00 0.00 0.00]
73500 E [Repair services [ 150.00 0.00 | 0.00]
Net Total: [ -13,902.00 -1,987.17 0,00 B
=

i start

g In...

Banner Training Manual 8 0_Amended Research
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If you would like to see further details about a transaction, on the FGIBDST form, highlight the
Acct field and go to Options, scroll down to Transaction Detail Information (FGITRND).

Oracle Developer, Forms Runtime - Web: Open = FGIBDST

#IEIGILIX

armat Display Preferences
Chart: - T Organization:™s

Fiscal Year: llT =] Fund: Teacher Education

Index: F Program: 101 F refruction

T Query Spacific Account Account: 51110 r EPA& Regular Salarie

@ Include Revenue Accounts Account Type: ™ Use FGITRND to see further details
Activity: F

Commit Type: Location: =

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
|Matar vehicle Supplies I 75.00 | 0.00 0.00 | 75.00
%I\Es ‘ 293.DD| EI‘EIEI| u‘nn| 293,00
E |OfﬁcE Supm}\ ‘ EI.EIEIl EEEE?l u‘nn| -858.57
e [Data Pracessing Supp\ib‘\ 2,250.00 .00 0,00 2,250.00
e [Data Proc supplies [ .00 .00 000 0.00
E |Trava\ & Registration Fees ‘ L . . i n| 938.00
’? |In-State Ground Trans ‘ 0.00 The account fIEId IS hlghllghted 6,7-80945 |
[r3200 [e [relecommunications [ 750.00 . o 750.00
[r3z0r [e [Local Telephone [ .00 75,00 .00 -75.00
73203 E Postage & Box Rental 0.00 114.15 0.00 -114.15
73400 E Printing and Binding 188.00 0.00 0.00 138.00
73500 ’E— Repalr Services 150.00 0.00 0.00 150.00 -
Net Total: [ -19,902.00 -1,987.17 0.00 B
O e R P [ -
Dup e for Detail, Count Query far Orgn. Summary, Dup Rec far Encum. List | J
Recard: 1421 [ | | | =0sC= 110

prg—
:4 Start ..

. ”’IIE@@@lﬁlﬁ’ '

COA  Fiscal Year Index Fund Organization Account Program Location Period Query Type Commit Type
i A o ) - = .

[+ R [101059 [37501 [72500 [101 [ [ [ s ]

Increase (+) or
Amount Decrease (-}

75.00 [+ (]

Account Organization Program Activity Date Type Document

(72500} 37501 101 |0LJUL—2009 EO |LUUDDDEU ORIGINA BUDGET

' DS
\

jul
=
=

Document number

N\

/
[
/
/
[

TITTTTTTTTT

BO1 - Original Budget
B02 - Adjusted Budget
BDT - Adjusted Budget

N A A
N [ e e O I

ST AT I8

Total: | 75.00
-
[ | D
Press Key Dup ltem for document query forms; Count Query for encumbrance detail ‘
Record: 141 [ | | | =05C> 110
i4 start @, [sw. [Ff21 - Bo. [=or. . B c=@z*_|a
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B Oracle Developer, Forms Runtime - Web: Open = FGIBDST - FGITRND

File Edit Options Block Item Record Query Tools Help
BVE AAEE 37 206 & B BB BH < & #0X
vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv -
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
G £ 2 £ A R N R A
[r o 101089 37501 72601 202 | | [ ] s [
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease {-)
|a7s01 o1 [t1-ser-zops [mer 10091231 |office Depat |Enc | 3787 |— =
[z7801 [101 [t1-ser-zoos | [mEr 10091231 [office Depat [T | 37.87 [+
[a7s01 1oz [to-sEP-zome | [mmEr 10091230 [office Depot [enc | -850.70 |-
[s7s01 101 [to-ser-zoos | [mer [1a091230 [office Depat o | 850.70 [+
[z7501 [101 [z6-aUG-2008  [PoRD | [roD15409 [office Depat [Enc | 988.57 [+
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [
| | | | | | | | [ =
al e v =
Total: | 888.57 -
Ll T | »
FPress Key Dup lterm far document guery forms; Count Query for encumbrance detail ‘ J
Record: 1/5 | | | | =05C=

‘4 start @ | ww..

2 9 |9 214PM

Use the scroll bar to view
additional information

You can also go directly to FGITRND from the “"Go To” bar on the main menu to access this form.
However, you will have to enter the F O A P information in the header.
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Budget Queries

FGITRND - Transaction Detail Information: To view all transactions for a Fund code:

Enter Chart, Year, and Fund. The Org, and Program should automatically populate.

Delete “Account.”

- Perform a “Control Page Down.”

—
- Hit F8 or click on the “Execute Query” I toolbar button.

g.?.g Oracle Developer Forms Runtime - Web: Open > FGITRND = |E||1|
File Edit Options Block Item Record Query Tool

(EYE AEABR %% @

%A Detail Transaction & FGITRND
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
M M M M M > M M M
r 7| 270017 41000 270 | | [ ] s [
E Increase (+) or
Account Organization Program Activity Date Type Dohn{nt Field Amount Decrease (-)
| | | | | | | | | A
| | | | | | | | [
| | | | | | N | | [
| | | | | | RN | | [
| | | | | | | N | [
| | | | | | | N | [
| | | | | | | Delete account [
| | | | | | | | | [
| | | | | | | | | [
| | | | | | | | | [
| | | | | | | | | [
| | | | | | | | | [
| | | | | | | | | [
| | | | | | | | | [
| | | | | | | | | [
| | | | | | | | | [
| | | | | | | | | =
I | Total: ,7 |_
Enter Account Code. LIST available. | \
Record: 1/1 [ B | | =05C= J
The FGITRND form should look similar to the following:
Banner Training Manual 8 0_Amended Research -16- North Carolina
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B Oracle Developer Forms Runtime - Web: Open > FGITRND
File Edit Options Block Item Record Query Tools Help

%8 Detail Transaction 4

ty FGITRMD

I "’IHE]@E‘I@IE’@I@I%IE[@.[%@“'ICDI@I@N . x

5.0.0.1 (PROD) .-~

Use the scroll bar
to view additional
information

COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Com
i A £ N A N N
[ [0 101059 [z7501 \ 101 | \ [ [ [
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
725 0 T [101 [o1-uL-200s  [Bo2 |Looooosn |or1GINA BUDGET  [oBD | 7500 [+ -
[72600 [z7s01 [101 [or-3ui-zo0s  [eor |Loooooen [ortema BUDGET  [oBD | | 203.00 [+
72601 37501 [101 [11-sEr-zoos [muEr [10081231 [office Depot W \ 37,87 |:
72601 37501 [101 [11-sEP-2000  [muEr 10091231 |office Depot ’W \ a7.87 |—
[2s01 [s7s01 [101 [10-sEP-z00s  [mEX 10031230 |office Depot o ss07a [+
[72601 37501 [101 [10-sEP-zons  [imEl 10091230 [office Depot [enc | -as0.70 |-
[72601 37501 [101 [26-auG-2008  [PorD  [PoD15499 |office Depot Enc | a0 57 [+
[72000 [z7s01 [101 [or-3ui-zo0s  [eor |Loooooen [ortema BUDGET  [oBD | | 2,250.00 [+
72301 37501 [101 [26-auG-zo09  [poLq [Pon1s40a [office Depot Rey \ 3787 |— -
72301 37501 [101 [26-auG-2008  [poLe [Poo1s499 |office Depot ’W \ 856 40 |—
[r2301 [s7s01 [101 [13-AuG-zoos  [reqp | [ropie3ss [Landa Peterkin RSV | g94.27 [+
[73100 37501 [101 [o1-1uL-zoos | [Bo2 [Loooooso [ortema BUDGET  [oBD | 23,00 [+
[73112 37501 [101 [os-ocT-2008  [1nn 10093484 |Liles, Robin G. fo | 5815 [+
[a112 [z7501 [101 [0s-ocT-2009  [tMmt 10093481 [webb, Tammy 7. 7D | 26.40 [+
73112 37501 [101 [0s-0cT-2000 [tMmI [10093315 [waegerle, Dawn C W \ 1148 |:
73112 37501 [101 [os-ocT-2008  [tHm [10093314 [Petty, Cailisha Lore W \ 76 .44 |:
[ra112 [s7s01 [101 [ps-oCT-2009  [IMmt 10093293 [whittaker, Tyran. [0 | 5765 [+ S
’’’’’’’’’’’ | 3 |
Total: | 4,686.69 =
Al | »
Press Key Dup tern for document query forms; Count Query far encurnbrance detail | J
Record: 117 | 8 | | <08C> 110

4
s start

eln...

el B8 %

Click “Exit” X toolbar button to close the form or click the Rollback ““' toolbar button to query
on any other FOP combination.
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To view original budget for a FOAP (Fund, Organization, Account, Program):

- Click Next Block @ toolbar button or perform “Control Page Down.”

- Tab to the “Type” field and enter B01%.

=]

- Hit F8 or click the Execute Query T toolbar button.

B Oracle Developer Forms Runtime - Web: Open, > FGITRND

File Edit Options Block Item Record Query Tools Help
NE I BRAEE T DER QIE RE TR EIESR@]
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
G O = = = [~ ; :
[ [0 101059 [z7501 \ 101 | \ [ [ [
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
| | | | Bo1% | | B =
| | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | L] [ =
] | » ]
Total: ‘ =
Al | »
Enter a query; press F3 to execute, Cti+Q to cancel | J
Record: 111 | | Entergu.. | | | <08C> 110

el c B8 |

Note: Banner uses the percent sign (%) as a wildcard to query for almost anything and can be
used to define a pattern. For example, if you want to see all your organization codes that start

with 732, you would enter 732%. You would see 73200, 73201, 73202, etc.
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The FGITRND form should look similar to the following:

B Oracle Developer Forms Runtime - Web: Open > FGITRND
File Edit Options Block Item Record Query Tools Help

,2_9 Detail Transaction Activity

BB EEEE T BEXK @& BE T &l

s
Sk

COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
i A £ o R R NN : :
[ [0 101059 [z7501 \ 101 | \ [ [ [
Increase (+) or
Account Organization Program Activity Date ﬁy% Document Field Amount Decrease (-)
725 0 T [101 [p1ouc-zo0s o\ |Loooooso [ortema BUDGET  [oBD | 7500 [+ 4]
[72600 [z7s01 [101 [o1-auL-z00s [ [Ro2 |Loooooen [or1GINA BUDGET  [0BD | 293.00 [+
72300 37501 [101 [o1-30c-z00s | [e01 [Loooonen [oricua BUDGET [oBD | 2,250.00 [+
73100 37501 [101 [o1-30L-z00s | [e01 [Loooooso [oriGma BUDGET  [oBD | 238,00 [+
[73200 [37501 [101 [p1-20c-zo0s | [eo2 [Loooouen [oriGNa BUDGET  [0BD | 750,00 [+
[73400 37501 [101 [o1-3uL-zo0s | [BO2 [Loooooso [oR1GINA BUDGET  [0BD | 188,00 [+
[73500 37501 [101 [o1-3uL-2009 | [Bo2 |Looooosn [ortema BuDGET  [omD | 15000 [+
[73700 [z7s01 [101 [o1-auL-zo09 | [Bo2 [Loooonen [oR1GINA BUDGET  [0BD Total original budget |
73300 37501 [101 [p1-10L-zoog | [Bot [Lonoooen [oricma BUDGET  [oBD | L T ;
74400 37501 [101 [o1-30L-zo0g | [e01 [Loooooso [oriGma BUDGET  [oBD | \  7zea0 [+
[75100 [37501 [101 [p1-a0c-zo0s | [eox [Loooouen [oriGNa BUDGET  [0BD | \  sesoo [+
75200 37501 [101 [o1-3uL-zo0s | [BO2 [Loooooso [oR1GINA BUDGET  [0BD | \estzao [+
[75300 37501 [101 [o1-3ui-z00s  \[eor [ [Loooooso [ortema BUDGET  [omD | | Atzsoo [+
[75500 [z7s01 [101 [o1ou-200s | \eor | [Loosooeo [or1GINA BUDGET  [0BD | Ligo0 [+
| | [ [ X | [ [ \_ [
| | | | | | [ \ [
| | | | | Original budgets L \|— =
4 3 -
Total: | 18,302.00 =
Al | »
Press Key Dup tern for document query forms; Count Query far encurnbrance detail | J
Recard: 1414 || - | | =05C= 110

4
15 Start

eln...

Click the “Exit” X toolbar button to close the form or click the Rollback 3 toolbar button to

query on any other F O A P combination.
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To view original budget for a specific budget pool or expenditure account:

Click the “Next Block” ﬁ toolbar button or perform a “Control Page Down”.

Tab to the Account field and enter budget pool or expenditure code.

Tab to the Type field and enter B%o.

. :
Hit F8 or click on the Execute Query "= toolbar button.

The FGITRND form should look similar to the following:

B Oracle Developer Forms Runtime - Web: Open > FGITRND

File Edit Options Block Item Record Query Tools Help
NE AEERE P EEE QE RE TR EIH DD
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
G O = = = [~ ; :
[ [0 101059 [z7501 \ 101 | \ [ [ [
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
[a7s01 [101 [o1-uL-200s  [Bo2 |Looooosn |or1GINA BUDGET  [0BD \ 225000 [+ B
N | | | | | \ [
| T~ | — | | N
||— Enter expenditure code I I I . } F
| | | | | | | \ [
| | | | | | | \ [
| | | | | | | \ [
| | | | | | | \ [
| | | | | | | \ [
| | | | | | | \ [
| | | | | | | \ [
| | | | | | | — \ [
| | | | | | | |
Total budget for 73900
— | | o
| | | | | | | \ [ =
] | » ]
Total: | 2,250.00 =
Al
Press Key Dup ltern for document query forms; Count Query far encumbrance detail |
Record: 111 | o | | =0sC= 110 J

4
: Start B

Click on the Exit X toolbar button to close the form or click the Rollback 2 toolbar button to
query on any other FOP combination.
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Budget Revisions

Review available balance using FGIBAVL before submitting a budget revision request.

B Oracle Developer Forms Runtime - Web: Open > FGIBAYL
File Edit Options Block [tem Record Query Tools Help

BOEREABR &% BE@E A& REGEH GIE£ SO0 01X

s Budoet ] ¢ fl

Chart: |T—[T Fund: ’W[T Teacher Education
Fiscal Year: ’F[T Organization: W[T Teacher Education
Index: I—F Account: WF EPA Regular Salaries
Commit Type: Program: ’1EIIL—[T Instruction

Control Keys ---»>  Fund: |101059 Organization: |37501 Account: (61110 Program:

Account Title Adjusted Budget YTD Activity Commitments Available Balance
i [motor vehicle supplies | 75.00 | 0.00| o.00 | 75.00 <

7ze00  |office Supplies | 293,00 588,57 | o.00| -535.57

(72300 |Data Processing Supplies | 2,250.00 | 0.00| 000 2,250.00

(73100 [Travel & Registration Fees | 938.00 | 80945 | 0.00 128 55

(73200 [Telecommunications | 750,00 | 189.15 | 0.0 560.85

(73400 [Printing and Binding | 188.00 | 000 0.00 168.00

73500 |Repair services [ 150.00 | 0,00 o.00 | 150.00

73700 [Advertising | 3,000.00 | 0.00| o.00| 3,000.00

(73300 [other Purchased Services | 2,250.00 | 100.00 | 000 2,150.00

(74400 [Maintenance Agreements | 726.00 | 0.00 | 0.00 726.00

75100 |office Equipment | 563,00 | 000 0.0 563,00

75200 [EDP Equiprent and Softwa | 3,413.00 | 000 0.00 3,413.00

75300 [Educational Equipment | 4,125.00 | 0,00 o.00 | 4,125.00

75500 [other Equipment | 1,181.00 | 0.00| o.00| Listo0
Total: | 19,902.00 1,087.17 | 0.00| 17,9148 - .

|
Account Code.
Record: 1/14 | o

GIH...

7
iy Start

Available balanées
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Fund:

Request for Budget Allotment/Revision

Organization:

Department:

Department Head:

Program: -

Award Number: /(
evised
Available A ble
Account Account Description Budget | Increase | Decrease | Bu . -
This information
73100 |Travel -3,558.00| 14,000.00 1044 s needed
72600  |Office Supplies 35,000.00
73400  |Printing 12,000.00
73900  |Other Current Services 38,000.00
75100  |Office Equipment 15,200.00
75200  |Equipment and Software 7,800.00
= ==
Totals:)] (| $61,000.00{$61,000.00

JUSTIFICATION: (Submit an attachment if more space is needed.)

Debits and credits
Department Head Date Official Use ] must be equal
\ Approved DTSEppIoved
u] Q
Dean or Director Date / Budget Director Date
Vice Chancellor Date Contracts and Grants Date

:

Must have appropriate signatures

This form is used to request a budget revision within a fund.

NOTE: Cannot move communication funds (73200)
Cannot move maintenance funds (74400)
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How to Print a Banner Budget

— Current Budget Status

This report displays current budget status. Its contents are also the same as FGITRND.

From main screen, type FGRBDSC and [enter

' Oracle Developer Forms Runtime - Web: Open > GJAPCTL
file Edit Options Block Item Recard Query Tools Help

TR EYFETICICIEEE I

Perform a “Control Page Down”

Parameter Set: ~

In “Printer” field, type “database” Printer Gonfrol

Printer:  [EISTRYER

] Special Print: Lines: [s5 Submit Time:

Parameters
=

Perform a “Control Page Down” Parameter Values m
=

Enter the following in the “Values” column:

HEEEEEEE

e Linel

enter fiscal year (xx)

To Account Code -
DENGTH, 2 TYPE: Character O/R: Required M/S: Single
Enter the Fiscal Year for reporting,

e Line 2 = enter Chart of Accounts (T) || susmission

[ Save Parameter Set as Name: Description:  Hold ® Submit

Ll
Destination Printer; DOUBLE-GLICK for available printers, NO

enter fU nd “Save” icon Record: 1/1 [ | Listofvanu.. | | <osc> o J

PENTTT B i 2 o - PR e Feeey

e Line3

1B Oracle Developer Forms Runtime - Web: Open > GJAPCTL
File_Edit Options Block Item Record Que

enter fund

e Line4d

~ Parameter Set: ]

Budget Status (Current

e Lines 5, 6, 7 and 8 = leave blank printer Control
prnter: [ [7] Special Print: | Lines: [ Submit Time: [

e Line 9 = will default today’s date

Parameter Values

N.’,m:m. PﬂramETlers VaIEuTs )
(You may change this date if desire )F il
-
-
e Lines 10 and 11 = will default to “Y]
[ 5
e Line 12 = will default to “Y”
Submission
- Change to “N" Fmeter Set as T Description: [ ' Hold ® Submit il

1
Log file: ferbdsc_380089.log Listfile: fyrbdse_360089lis
Recgrd: 141

Line 13 = leave blank

@ s [oe: Bo. [ (e (G EETETErT < ©= . s m

Note “log” and “lis” number

Perform a “Control Page Down”

Save (with “Save” icon on top menu)

Go to “Options,” scroll down to “Review Output” (GJIREVO) and click

Note "“lis” and “log” number on bottom left of screen

Make sure that the "Number” in the block on the left of screen is same as noted number

Double click in “File Name"” - “lis” will be highlighted
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A&T State University



Click “OK”
Go to “Options”

Click on “Show Document” (Save and Print File)
Answer “Yes”

Oracle Developer, Forms Runtime - Web: Open > GJAPCIL - GJIREVO
File Edit Options Block Item Record Query Tools Help

BOERBAEAEE PR EEE QIS EE GG

Dutput R GIIREVO 2.0 (PROD) ey

Process: FGREDSC FE\udget Status (Current Period)

Number: |3sonee [~ File Name: ‘fgrbdsc_SGUUBQ.hs [*]  Lines: an
PEPDRT FGREDSC NC & & T 3tate University RUN DATE: 10/21/200%9
FISCAL YE&R: 10 Budget Status (Current Period) TIME: 02:55 FM

A% OF 21-0CT-2009 PAGE: 1

COAG: T North Carolina A:T State Uniwversity
FUND: 101053 Teacher Education
PRED ORG: 3750 School of Education
ORG: 37501  Teacher Education

ADJUSTED CURRENT PERIOD YEAR TO DATE EBUDGET AVAILAELE CHMT
ACCOUNT ACCOTNT TITLE BUDGET ACTIVITY ACTIVITY RESERVATIONS BALANCE TVP
72500 Motor Vehicle Supplies 75.00 .o oo oo 75.00 U
72600 Office Jupplies 233.00 .00 .00 .00 233.00 U
72601 Office Jupplies .00 .00 885.57 .00 -§88.57 U
72900 Data Processing Supplies 2,250.00 .00 .00 .00 2,250.00 U
72901 Data Proc Supplies oo oo a0 oo 000U
TOTAL Supplies and Materials 2,618.00 .00 885.57 .on 1,729.43
I NN
Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAE or ENTER to shift view.
Record: 1/7 I 1 o | | <0&C» 110

/s start. (@

If pop-up blocker is on, hold down the “Ctrl” key and click “Yes”

Go to “View” - scroll down to “"Text Size” then select "Smaller” or "Smallest”

Go to “File” - scroll down to “Page Set Up” and click - change page orientation to landscape

Click “OK”

Go to “File” - click “Print”
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Frequently Viewed Budget Banner Forms

FGIBAVL - Budget Availability Status

FGIBDST - Organization Budget Status

FGITRND - Detail Transaction Activity
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How to Contact Us

Office of Budget and Planning

e Location
- Dowdy Administration Building
2nd Floor, Suite 200
Ext. 4-7631
Fax 4-3827

e Personnel
- Akua J. Matherson
Assistant Vice Chancellor
akua.matherson@ncat.edu

- Tracey E. Smith
Associate Budget Director
telmore@ncat.edu

- Tammy J. Wilson
Accounting Specialist (Salary Control)
tammyj@ncat.edu

- Barbara B. Miller
Accounting Technician
millerb@ncat.edu

- Gail Torres
Administrative Assistant
gailw@ncat.edu

ps
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Purchasing Department

Banner Requisition

REQUISITIONING FROM START TO FINISH

Requestor (End-User) Completes Requisition

Purchasing Reviews requisition and order
<An email is sent to the Requestor
with a PDF copy of the purchase
order.>

Vendor Fills the order

Requestor (End-User) Accepts the order and receive

Accounts Payable Pays the Vendor’s invoice once
items have been received by
requestor
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Acquaint yourself with the toolbar prior to getting the key strokes down; the
toolbar options will help you. Two most commonly used address types for
vendors are AP (Accounts Payable) and PO (Purchase Order). The PO type
should be used when creating requisitions.

1. On the General Menu screen type ( ) in the Go field
and press enter. Perform a next block or Control page down.

2. Tab to the delivery date and enter a date (preferably 2 weeks
from current date)

3. Tab to Organization...enter Org (ex. 32501)

4. Tab to the ship to field and enter (for central receiving)

5. Tab to the attention field and Type (the attention to
field is limited to 35 characters) Perform a next block

6. Enter or click the arrow down box to select Entity
Name/ID Search FTIIDEN. Search your vendor using a wild card
(% sign)

Tip: Search for your vendor prior to creating a requisition. Write down
the vendor number and type it in the vendor section of your requisition.
This cuts down on the time spent searching a vendor.
7. If found on vendor to return to the vendor section.
Next Block. (If the vendor is not found...perform a next block)
In Banner a requisition can be entered without a vendor.

8. Enter the commodity code and tab. (Ex. 204-02) a message box
should appear, please click no. Do not type over the
commodity description!

9. Go to option, click item text and next block. Enter your
description, F10 or click the save icon and exit (X)

10.Tab to the unit of measure , enter quantity, price and
press enter. For multiple lines, press the down arrow on your
keyboard and repeat step 10. The amount will populate in the
yellow box.

11. Next block to the Accounting section

12. Tab to Fund and type in your fund number. Your organization
and Program will populate. Next, tab to account field and type
your account number (Ex. 72601)

13.Tab until the total populates in the

14. Next Block to the Balancing Completion page. (At this time you
should record your requisition nhumber)

15. Check at the bottom of page (Before
completing your requisition, make certain all information
is accurate. In Banner, you can not make any changes to
your document after it has been completed)
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NOTE: Check the bottom of the screen for clues... you will get instructions on what to do, as well
as information on what you've done wrong.

In Banner, expenditures and non expenditures cannot be mixed on the same requisition. (i.e.
75202 & 72601.) A separate requisition must be created.

Banner Printing

1. Go to General menu and type FPARQST (press enter)

2. Next block or control page down.

3. req_2 will default in the special print field

4. Next block or control page down.

5. Tab over to value and enter Requisition number

6. Next block or control page down. Click the save icon on the toolbar or press
F10 on the keyboard.

7. Check the bottom of the page for the list humber.

8. The requisition is then sent to the users e-mail address

9. Open your e-mail and print the requisition.
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Banner Receiving

In Banner, the end user is responsible for receiving their purchase
orders. This is necessary only after you have received your merchandise.

1. Go to the general menu screen. Type FPARCVD in the go field and press
enter.

2. Type NEXT in the receiver document field. Next Block

3. Type GR in the receiving method field. Next Block.

4. If you have a packing slip number, type it in the packing slip field.
Otherwise, type N/A. Next Block

5. Type the Purchase Order number in the PO field, tab to populate the
buyer and vendor’s information.

6. Click Select purchase order items. Next Block. Check the
add item box. F10 or click the save icon on the toolbar. Window opens,
click 0.K. Exit. Window opens, click yes. Next Block. Tab to current
and enter the quantity received. Tab.

7. Click Select access completion. At this point you should write
down the Y Doc number

8. Click the complete box.

If you forget to write down the Y Doc number, check the bottom of the screen or
check on FOIDOCH.
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Frequently Used Purchasing and Budget (State and non-state) Forms

Form ID/Name Description
: From the general menu
FTIIDEN screen type FTIIDEN in the “go to” field.
: initiates the procurement process by
FPAREQN defining an internal request to acquire goods or services.
: used to query and review the
FPIREQN requisition information. You cannot change any information
on this form.
: enables you to enter receipt
FPARCVD information for items order through the purchase order
processes. You can receive goods based on the quantity
: used to query and review receiving
FPIRCVD document information. You cannot change any information
on this form.
: displays the history of
FOIDOCH purchasing and payment documents. It identifies related
documents and provides the status of all documents that
are in the process stream for queried documents.
: used to search purchase search
FPIPURR open purchase orders
: used to search purchase
FPIOPOV orders by vendor I D numbers.
: used to search open
FPIOPOF purchase orders by FOAPAL.
: used to query an open
FPIORQF requisitions by FOAPAL
: used to search activity such as
FAIVNDH payments, purchase orders and invoices.
: used to search State,
FGIBAVL Overhead and Auxiliary Funds. Revenue accounts begin
with 5, Salary accounts begin with 6 and Expense accounts
7.
used to query activity
FGIBDST against your Fund.
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: Research Module - used to
FRIGITD search Grants, Contracts, gifts, Capital Improvement and
funds that continue for more than one fiscal year.
: Research Module - used to
FRIGTRD search activity against fund.
: enables you to view all
FGIENCD encumbrances on a purchase order.
: used to cancel requisitions.
FPARDEL Please note that a requisition cannot be cancelled once
submitted to Purchasing. Contact Purchasing to cancel.
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Frequently Used Query Forms Related to Purchasing

Keep in mind that all query forms are for review purposes only. As a result, there cannot be
any editing using this form. The following is a list of commonly used query forms in Banner
along with brief instructions on how to navigate through these forms.

FTIIDEN: Entity Name/ID Search Form is used in searching vendors.

Enter form in the go menu field and press enter.
Un-check the vendor box and check all in order to search the entire database.

e Tab to the last name field, enter the vendor’s name followed by the wild card (%
sign). Execute the query by pressing F8 on your keyboard. A list of ID numbers
and names will populate. Select your vendor by name and write down the ID
number. (ex. 950121301 SYSTEL) If the vendor has not been set up in the
database, they will need to complete and sign a W-9 form. Please attached this
completed form along with your requisition and forward to Purchasing.

e Press F7 to cancel query.

Tip: Create a list of the vendors along with ID numbers you commonly use to refer
back to when creating requisitions and check request.

FOIDOCH: Document History Form.

e Enter Document type such as Req, PO, Rcv and etc. To view a list of all
document types, click on arrow beside document type field. A window will
open with a list of Doc Types.

e Tab to Document code and enter the Purchase Order, Requisition, Receiver
number and etc. (ex: P0001879) Next Block. All Documents processed
against this number will populate.

e If you wish to view the document, highlight it and click option on the toolbar.
Select Purchase Order information.

e Next block continuously throughout the document to view.

FPARDEL: Requisition Cancel Form. A requisition cannot be cancelled after a PO has been
assigned.

e Enter your requisition number and Next Block
e Click on the box to select a reason code
e Click Option to access cancellation

FPIORQF: Open requisition by FOAPAL

e Enter your Fund, Orgn and Account code. Next Block.
e A list of open requisitions will populate.

FPIOPOF: Open purchase orders by FOAPAL

e Enter your Fund, Orgn and Account code. Next Block
e A list of open purchase orders will populate.

FAIVNDH: Vendor Detail History.
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Enter the vendor ID number. If you don’t have it handy, click the down
arrow to search. Once you've found the vendor, double click to get back to

the detail history page.
e Next block. Payment history and date will populate.

FGIENCD: Detail Encumbrance Form.

e Enter Purchase Order number. Next block
Encumbrance against this PO will populate. You will be able to view the

Purchase order and Invoice information.

kK >k
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How to Contact Us

The Purchasing Department
e Location
- Dowdy Administration Building
2nd Floor, Suite 200

Ext. 334-7555 and 334-7556
Fax 334-7013

PURCHASING STAFF

Director: Ted A. Little talittle@ncat.edu

Assistant Director: Nikki Williams mcwilli2@ncat.edu

PURCHASING AGENTS

Wendelin Douglas Garry Pierce
wdouglas@ncat.edu gpierce@ncat.edu

Stephen Pass Cherri Chrisp
swpass@ncat.edu chrispc@ncat.edu

Jorenda Lennon
jeranda@ncat.edu

DATA PROCESSING STAFF

Faye Wynn
fmwynn@ncat.edu

o I D G S T
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Accounts Payable

RECEIVING GOODS & SERVICES- Form FPARCVD

B oracle Developer Forms Runtime - Web: Open > FPARCVD [Q]
File Edit Options Block Item Record Query Tools Heln

B

B @G

Receiver Document Code| E

Receiving Header

Receiving Method:
Carrier:
Date Received:

Received By:

K]

L

[E]

[ Text Exists

Packing Slip

Packing Slip:
Bill of Lading:

[ 3
S

[ Text Exists

Purchase Order

® Receive Items  Adjust Items

K]

Purchase Order:

Buyer:

Vendor: ‘

More...

T T D
Enter a Receiver Document Code or NEXT', |
Record: 111 [ | |

or For... | [ Banner Training Maru...

r
S m R & PEm 6:38am
»

74 Start | 2 Barner - North Carcli., | /2 Oracle Application Ss. ..

PLEASE RECEIVE YOUR ORDER WITHIN 24 HOURS AFTER DELIVERY

Step 1

From the main menu, type FPARCVD in the go to field

Press enter

Key NEXT in receiver document code field

Click on NEXT BLOCK from the Tool Bar or ctl-pgDn using the keyboard

Select method of receiving by clicking on the arrow and choose the appropriate choice.

No information is required for the carrier or received by.

NEXT BLOCK or ctl-pgDn to Packing Slip information.
In some cases you will not receive a packing slip for example (catering functions, contractual
agreements).

Enter N/A
Companies that deliveries office supplies, computer and etc will generally have packing slips.
The number on the packing slip is what you should enter in the Packing Slip filed. It may
have other description such as document number or invoice number.

Click on NEXT BLOCK from the Tool Bar or ctl-pgDn using the keyboard

Enter the purchase order number

TAB
Information will populate.

On the Tool Bar, go to OPTION

Select the appropriate choice from the drop down menu:
RECEIVE ALL PURCHASE ORDER ITEMS - if all merchandise was delivered select
SELECT PURCHASE ORDER ITEMS - if NOT all merchandise was delivered.
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Step 2 - Item Receiving Options

If you clicked on RECEIVE ALL PURCHASE ORDER ITEMS
Simply, NEXT BLOCK or ctl-pgDn, to go to the Commodity Form

If you clicked on select purchase order items this is the second part of the form.

B 0racle Developer Forms Runtime - Web: Open > FPARCYD - FPCRCYP B =lol x|
File Edit Block Item Record Query Tools Help
(BYERCAEE %9 BEE Q& BR & & < &£ 1O X
" Receiving Goods PO Item Selection FPCRCVE 8. -
Purchase Order: ,m Blanket Order Number: ,—
Receiver Document: ,m Packing Slip: W
vendor: [s50118532 [swH Enterprises Incarporated
Text Quantity Add
Item Commodity Exists UM Quantity Accepted Item
[ 1 [ss000 [inFocus work Big IN5106 Multimedia P [ExtsTs [Ea [ 1 E
[ 2 [ss0-00 [square Trade 3 rear warrsnty [ExsTs [EA [
[ 5 [ss0on [Hw-commander [ExisTs [EA [
[ 4 [ss0-00 [Lens—o3s [exisTs [eA [ a1
[ | \ [ [ |
[ | \ [ [
[ | \ [ [ |
[ | \ [ [ |
[ | \ [ [ r
[ | \ [ [
[ | \ [ [ |
[ | \ [ [ r
[ | \ [ [
[ | \ [ [ |
[ [
[ [
(. [ -
Checkto include all itemns without text. Press COMMIT to capy; ‘ J
Record: 111 | | | | | <05C=

mstartm 4 oradle Applicatio. . | [Blinbox - Mlcrusuftml 0racle Applicatio. . | | Z|Oracle Develop... & JMorth Carolina A... | B Document. - Mm...| G Haad S 1017 am

NEXT BLOCK or ctl-pgDn - the first line is highlighted.
Using your arrow key on your keyboard, arrow down to the desired line to receive.
Example: if only line 3 was received, use the arrow key to arrow down to that line.

Click (to check it) the box under ADD ITEM.

F10 to save or click on the SAVE ICON on the Tool Bar

Click the black X to exit this form

NEXT BLOCK or ctl-pgDn to go to the Commodity Form

Tab to “current” and enter the amount received.

If all items on that line were received, tab to the Final Received box and check that box

If all items were not received, DO NOT CHECK the Final Receive box. Check the Final
Receive Box only when all items have been received.

NEXT BLOCK or ctl-pgDn
Complete your receiving report by clicking on the complete button.

Record your receiving document code number (Y Doc) on your documents. That number is
located on the upper left hand area of the form

Always access form FOIDOCH to verify completion of your Y DOC under receiver information.
“C" should always be in the status indicator box. If your status indicator is blank your Y Doc is
incomplete. Go back to FPARCVD and enter that incomplete Y DOC number. Repeat the
process by during a next block functions until you see the button to complete purchase order.
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Click on the complete button and your message at the bottom will

and forward to posting.
Vendor Payment Inquiry

FAIVNDH - VENDOR DETAIL HISTORY

I Oracle Developer Forms Runtime - Web: Open > FAIVNDH [Q]

File Edit Options Block Item Record Query Tools Help

read your Y doc has posted

BYE AEER % @ EYETEEEEEET

"z vendor Detail History FAIVNDH &.0 (P

|

vendor: |

Fiscal Year: [10 (7]

selcton:
Invoice Date From: [E 1nvoice Date To: =]

Indicators
credit Open/
Approval ¥IC Memo Paid Cancel

vendor

vendor Invoice Invoice Invoice Amt

Due Date

Check
Date

Check
Number

K DD
Valid selection criteria are: (411, (Credit Memos, O)pen, of (Plaid
Record: 171 |

[ % oracleappl... | 7 orace Appli., | 23 Orack Appic..,

[ Banner - No...

7 start

Click on the black arrow in the Vendor box
A dialog box will appear
Double click on ENTITY NAME/ID SEARCH (FTIIDEN)
Hit F8 or
Do not press F8 to narrow your search
Tab to the Last Name field
Type the name of the vendor or
If you are querying on an individual:
Type that person’s last name then
Tab to First Name field,
Type their first initial and the wildcard (%)
Press F8 to execute the query
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Oracle Developer Forms Runtime - Web: Open > FAIVNDH [Q] - FTIIDEN [Q],

File Edit Options Block Item Record Query Tools Help
BB RACAEE Y & (@&
Y3 Entity Name/ earch FTIIDEN 8.0 (PROD) -0 e e e e e e e =]
¥ vendors [] Grant Personnel CIFinancial Managers [ Agencies
[ Terminated Yendors [ proposal Personnel [ Terminated Financial Managers Oan
Middle Entity Change
1D Number Last Name First Name Name Ind Ind v F A G P Type
office Depat [c] b N N NN LeCr
[s50035141  [office Depot |€ r F |N— W W |N—
[s50125011 Office Furniture Unlimited, Inc E r ]\T W ]r\T W |r«T
[s50212987  [office Flan [ [=] [ LA I [m[w
[s50125652  [office of Personnel Management | e I A T T T
[s50157089  [office of State Personnel [ e I A I T
[s50170258  [office of the Gavernar [ [=] D I T T
950123372 Office of the State Controller ,7 E r ]T W ]r\T W |r«T ’7
[ [ I I IV I I R
[ [ o C L L L 0O [
[ [ I T T D N I R
[ [ I I I A IR A N
| | \ [ [ (. L L L 0O [
| | \ [ [ I I I A IR A N
| | \ [ [ I N I R A D
I I \ [ [0 0 C C L L 0O
| | \ [ [ 1 1 A IO I B N
L= vandars £ ElnancinlMananors L-Anencipc - Crant Porcanne | P - Pranncal Parcannel el
ID. Press Edit to change Ordering of Records |
Record: 1/8 | | | | =08C= J

74 start B earner-tor.. | 3 oraceappii.. | 2 oracke Appli.. | A orack sppic... | O Banner Train... B0 o, /2 Bl g f<’)/m £:57 AM

Double click on your choice or click on the Select icon from the Tool Bar after you have placed
the cursor on your choice.

You will be returned to the FAIVNDH form

That choice’s Banner ID will populate on the FAIVNDH form

Tab to populate the name attached to the chosen Banner ID

If the query did not find any records:
Press the Rollback icon on the Tool Bar
Uncheck Vendor and check All

Tab to last name and type the person’s last name and Wild Card (%)

Or for a non-person search such as a vendor, type that name in the Last Name field.

Press F8 to execute the query

Double click on your choice or click on the Select icon from the Tool Bar after you have placed
the cursor on your choice.

You will be returned to the FAIVNDH form

That choice’s Banner ID will populate on the FAIVNDH form

Tab to populate the name attached to the chosen Banner ID

NEXT BLOCK or ctl-pgDn to display the vendor payment history
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B Oracle Developer Forms Runtime - Web: Open > FAIVNDH [Q]
File Edit Options Block Item Record Query Tools Help

B ECREERE W E =Y

'%;E"-."‘Eerujm' Detail Histo AIVNDH 8.0 (PROD) ririririrliiiel il il

vendor: (950035141 [ [office Depot Selection:
Fiscal Year: |10 F Invoice Date From: [_ Invoice Date To: [_

Check#
Indicators

Credit Open/ VYendor Check

Vendor Invoice Invoice Approval ¥IC Memo Paid Cancel Invoice Amt Due Date Number
[
[to0sss39 | 2 i [ [P [ 3948 [06-AUG-2009  |07-AUG-2009  |0nddsize A
[479515178-002 10058939 [ [ W [P [ 438 [0e-AUG-z002  [07-aUG-2009 | [onedsize
[476347526-001 InnaaEE [ M [ [ [ 53956 [D7-AUG-2009  [n7-AUG-2008 00443126
[477526410001 10058289 ooy W] 20538 [07-AUG-2009  [07-AUG-2003  [00443126
[477826417001 [to0sases FoF K F N O] 634,20 [07-AUG-2009  [07-AUG-2009 00443126
479076408001 [ro0z8200 2 I [w [P | 193,76 [07-AUG-2009  [07-AUG-2009  [0D443125
[479349815001 [ro08aas2 [ M [ [ | -193.76  [07-AUG-2008  [07-AUG-2009 00443126
[481642662001 [ro089036 [+ I [w] [P w | 70.34  [07-AUG-2009  [17-AUG-Z0DS | (00661746 ]
[481252712001 [r0083027 [ M [ [ W] 527,55 [07-AUG-2009  [12-AUG-2009  |00661745
[450927140001 10059038 2 I [w [P | 2,39156 [07-AUG-Z003  [12-AUG-Z008 (00443312
[477403424-001 [to0za158 2 I I A T 33298 [10-AUG-2009  [12-AUG-2009 [00443312
[478211161-001 [ro089156 [ M [ [P W] -117.56  [10-AUG-2003  [12-AUG-2009 00443312
[478211162-001 [r0089157 [ M [ [ W] 13913 [10-AUG-2009  [12-AUG-2009  [00443312
481522547001 [ro089822 [ I [w] [P w | 10107 [13-AUG-2009  [14-AUG-2008 (00443458 .
Total: ‘ 3,458.93 .

Vendor’s
invoice #

T4 Banner Train...

2 start 3 Barner - Nor... | ¢ /= &BE o

Vendor Detail History form gives past, current and future information on a particular vendor or
travel reimbursement. FAIVNDH form gives the actual vendor’s invoice number, dollar amount,
check date, check number, due date if applicable and payment indicators.

To change to the previous fiscal year:
Click on the Rollback icon from the Tool Bar
Change the fiscal year
NEXT BLOCK or ctl-pgDn to display the vendor payment history
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Liquidating Encumbrances

™ Purchase Drder Liguidations - Message (HTML) - US-ASCII

JEiIe Edit Wiew Insert Format Tools Actions Help

=18l x|

)
L 4

JEJ&ED\V|®RenlytuAlI|BEForﬂard‘é | w |[&,‘ x | * - - ﬁ‘ @) .

I
| ¢ pocsTar

Fraom: Libacq [ibacg@ncat, edu]
To: ‘Deborah A. Harris'

ey libacq@ncat, edu

Subject: Purchase Order Liquidations

y
#f

Sent: Tue 2/20§2007 3:03 PM

Deborah, please Liquidate the following purchase order.

Thanks

Order Numher

Requisition/Purchase Vendor Account Code

Amount

PO007185 InSight Media Inc 75601

$25,000.00

Ednita W Bullock

Collection Management Librarian

MNorth Carolina Agricultural and Technical State TTniversity
F. D. Bluford Library

1601 East Market Street

Greensboro, IC 27411

Voice 336-334-T668, ext. 3232

Fax: 336-334-7783

iﬁﬁtartl“ Inhnx - Microsoft Gutlook | @Orade Application Serv... | ‘;{%Orade Developer Fnrms...l @Dn[umaﬂt? - Microsoft ... ||g Purchase Order Liqui... |4j§®t‘é‘)% & 2:59 PM

=

If you determine that services or products are no longer available or needed on your purchase
order, request a purchase order liquidation to make those funds available for further use.
Accounts Payable only liquidates encumbrances when there has been activity on the purchase
order and there is a balance remaining. Email your request to Deborah A Harris in the Accounts

Payable Department at daharris@ncat.edu.

Please allow 2 to 3 working days for liquidation.
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Frequently Used Query Forms Relating to Accounts Payables
FOIDOCH - Document History Form

B 0racle Developer Forms Runtime - Web: Open = FOIDOCH
File Edit Options Block Item Record Query Toals Help

BN ERAER 2T ZEE &S RE T ¢

"ngn:n:.urnEemt History FOIDOCH 8.0 (PROD) -

Document Type: WF Purchase Order Document Code: |PO013758 F
Requisition Status Bid Status Purchase Order Status Issues Status
Fomeann . - 1 & 0013758 s 1 &
[ [ [ [ [ [ [ [
I I I I I I [ [
[ | 0O [ | 0O~ [ | 0O [ | 0O
[ [ [ [ [ [ [ [
[ 1 U= [ 1 = [ 1 = L1 U=}

| 4
Invoice Status Check St Check# urn Status Receiver Status
10082596 P& W4‘i BRE [von1ese1 [ B |
[ [ [ DRRRE
[ | [ [ [ 1 0O O
y 0 C 0 0 |
[ [ [
rBanner I-DOC# |- L3 0& O®
B BRE

Asset Tag Status Asset Adjustment Status Y-DOC#

1 L [

[ [ [ [

[ 1 [ [ 1 [
O o)
[ [ -
[ = [ = 7

O D

Use MEXT BLK, PREY BLK to navigate; use DUPLICATE ITEM for Dac Inguiry Farm
Record: 111 [ o | | | =08¢=

‘3‘ & Appl

[ crade appic... | @§ Bann

74 start [ Banner - Nor... .| 3 orade appl..

Frequently used DOC TYPES:

Enter REQ (requisition), tab, enter DOC code, enter the RO000xxx number

Enter PO (purchase order), tab, enter DOC code, enter the purchase order number
REMEMBER TO NEXT BLOCK or ctl-pgDn

You must know one or the other DOC types in order to obtain any information.
FOIDOCH shows requisition number, purchase order number, Banner’s I Doc numbers (Banner
invoice number NOT the vendor’s), Banner’s Y Doc humbers and check humbers applicable to the

queried document type.

Status indicators:

(A) - approved (P) - Paid
(C) - Completed (R) - Receipt Required
(F) - Final Reconciliation (X) - Cancelled

There may be several status indicators on your purchase order anytime activity has occurred.
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FGIENCD - DETAIL ENCUMBRANCE
Enter the purchase order number to obtain encumbrance information or balance.

No activity on this encumbrance: Status is open.

Qracle Developer Forms Runtime - Web: Open > FGIENCD

File Edit Cptions Block Item Record Query Tools Help

BOE BAEEER S TIE (DB BB Sk S RO

"3 Detail Encumbrar

y FGIENCD

Encumbrance: PO01S363 |7 Encumbrance Period:

[————————
Description: |Oﬁ°iDe Depot Status: ’3 Type: F
Date Established: [13-auG-2009  Balance: 576.75 vendor: (950035141 [Office Depot

L]

Record: 171 |

Press Mext Record or Previous Record to scroll accountingftransaction details

| <o8e=

Item: | 0 [Document Accounting Distribution
Sequence: Fiscal Year: |10 Status: ’E Commit Indicator: ’LT
COA Index Fund Orgn Acct Prog Actv Locn Proj
[r] [ 309004 [22508 [F2s01 [z09 [
Encumbrance: 1,000.00 Liquidation: | szies  Balance: | 578.75 =
Transaction Date Type Document Code Action Transaction Amount Remaining Balance

19-AUG-2009 PORD PoD15363 [ 1,000.00 100000 =
08-SEFP-2009 IMET 10091027 ’— -104.23 895.77
e4-5EP-Z005 [mer (woszso0 [ T 579,13
24-SEP-2009 INET 10092301 ’— -29.10 850.03
24-5ER-2009 1NET 10092302 [] -34.60 815.43
[z0-0cT-2009 [mer 10034183 [ [ 225,78 [ 588.65
20-0CT-2008 InED 10054164 [ -27.49 [ 561.16 |
20-0CT-2009 InEC 10094166 [ [ 17.59 [ s76.75) =

REE QIS BRI GRIEI S B@ X

Date Established: |08-0CT-2009  Balance:

Encumbrance: PO016251 [7 Encumbrance Period:
Closed |
Description: [office Depot Status: < Tyf& P

vendor: (950035141 [Office Depot

Transaction Date

11

Record: 171

Type

—
—
—

e

Totally
| liquidated

Document Code

e
—

Action

I [ [ [ 2

Transaction Amount

Item: | 0 [Document Accounting Distribution
Sequence: Fiscal Year: |10 Status: E Commit Indicator: ’u—
COA Index Fund Orgn Acct Prog Actv Locn Proj
[ [ [142001 [3513 [7z300 [142 [
Encumbrance: 543,11 Liguidation: | -843.11 Balance: ‘ 0.00 =]

Remaining Balance

08-0CT-2009 PORD PON16251 84311 843.11 =
15-0CT-2009 INET 10094000 -843.11 0.00

Press Mext Record or Previous Record to scroll accountingitransaction details

| <osC=

A completed purchase order: Status closed, Action column (T) PO is totally liquidated.
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FAIVNDH - Vendor Detail History (payments)

= B)X]

B oracle Developer Forms Runtime - Web: Open > FAIVNDH [Q]
File Edit Options Block Item Record Query Tools Help

BOEEEEE v9 BEXE 2 2IRE

WHNDH 8.0 (PROD) i

'mvvendor Detail History

vendor: 350035141 [ [office Depot Selection:
Fiscal Year: |10 F Invoice Date From: [_ Invoice Date To: [_

Indicators
Credit Openf Vendor Check Check
Vendor Invoice Invoice Approval VIC Memo Paid Cancel Invoice Amt Due Date Date Nu[%ll:ler
[468763308-001 10093543 Moo W [r] W 17360 [14-0cTz00 | [15-0CT-2009 | [oosadnre 2
[47a769084001 10033345 [ [ fr] [P] I [ 17360 [14-0CT-2009  [15-0CT-2009  [00444976 :
[a91531833001 10093990 [r [ [ [r W 30.53 [15-0CT-2009  [L6-0CT-2009  |00867354
[485638821001 [1o0g3392 [ W M [r] I [ 45036 |15-0CT-2009  [16-OCT-2009 00445054
[as1787756001 [10a3594 [r 0 M [r] W 7443 [15-0CT-2009 | [16-0CT-2009 [00867354
[430737632001 10034000 [’ W [ [p] I [ 77761 [15-0CT-2009  [16-0CT-2009 | [pOE67ES4
[185839882001 1094001 [r [ [ [p] W 7059 [15-0CT-2009 | [16-0CT-2009  |00s67354
[431807699001 [ro094043 oo W [P W 148,75 [15-0cT2009 | [16-0CT-2009 | [no4as0se
[a87478 953001 1034029 [r [ [ [p] W 408.96 [16-0CT-2009  [16-0CT-2009  [00445054
[491245855001 [1was4091 fooow W ] 23711 [16-0CT-2009  [16-0CT-2009  [00445054
[491143006001 10034092 [v [m m [P] N [ 18117 [16-0CT-z003 | [16-0CT-2009 | [n0867E54
[490530165001 [wosa1e3 [r [ [ [o] W 2z678  [z0-0CT-2009 | \
[4sn9z3294001 10034164 [r W M [o W 2743 [z0-0cT-zoos | \ p
[490922237001] 10094158 [r [ [ [o] W] 1759 [z0-0cT-z00 | =l
Total: | 53,609.27 -

a0
FRM-40352: Last record of query retrieved.
Record: 145148 [ L | | =05C=

r'.' starl 5 = ar, [ applic.. | spplice.. | spplic... | II:!EiEanrnzr Traini. .. E

Vendor Detail History forms give past, current and future information on a particular vendor or
travel reimbursement. FAIVNDH forms give the actual vendor’s invoice number, dollar amount,
check date, check number, due date if applicable and payment indicators.

A check number preceded by an exclamation mark (!) indicates that the payment was made by direct
deposit to the recipient’s bank account.
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How to Contact Us...

Accounts Payable Department
The Accounts Payable Department is located in the University Accounting Office, Suite 221 Dowdy
Building.

336.334.7684 phone
336.256.0891 fax

Accounts Payable Staff

Deborah Harris, Supervisor -daharris@ncat.edu

Linda Currie -curriel@ncat.edu
Shirline Davis -sdavisl7@ncat.edu
Carmen Nicholson -cnichols@ncat.edu
Kathy Reeves -kmreeves@ncat.edu

Travel Staff

Yolanda Hopkins -yhopkins@ncat.edu
Shelby Clark -sjclarkf@ncat.edu
Ada Harshaw -laharsha@ncat.edu

Ak

=i} SRR ~ et
e e *‘mw,&mm@ﬂ}-ﬂ w«uﬁ“
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Research Accounting Module

Using Research Accounting to Manage Projects

Overview

Areas managed under the Research Accounting Module

e Contracts & Grants Accounting
e Gifts Accounting (Current Use)
e Capital Improvements Accounting

Research
Accounting

Contracts Capital
& Improvement
Grants Projects

Viewing Your Fund

FRIGITD - Grant Inception-to- Date

Unlike the several general forms for viewing your Fund, FRIGITD is the form
to access for viewing your Fund in the Research Module. The Form would display
the associated Grant, Fund, Organization (ORG) and Program (PRG) numbers.
To see the Fund in its entirety, do not enter an account number. If an account
number is entered, the display will be that account number and those
numerically greater. It is not necessary to enter an account number on this
Form. However, to see the revenue accounts, click on the “Include Revenue
Accounts” box locate on the right side of the Form.
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Net Total,

Accessing Your Fund

From the Main Menu form in Banner Finance, type FRIGITD

Press enter, FRIGITD form will appear.

Ensure that the Chart of Accounts is “T”. If not change itto T.

Tab to the Index field and type your Fund number (the Grant and Fund ORG and PRG numbers will
automatically populate).

Click on the box beside Include Revenue Accounts.

Click on the Next Block icon or press Ctrl-Page Down keys (your Fund should populate).

Note:

The “Date From” and “Date To” information in the Header Block (Top block). The information
indicates the date range of the data displayed-from the inception of the Fund to the current month and
year. It is by entering dates in these blocks that your Fund can be displayed reflecting any period of
time: a month, a quarter, a half year, federal fiscal year, etc. To change the date range, click on the
roll-back icon and enter the desired date range, click on the next block icon or press the Ctrl-Page
Down keys to populate the Fund.

Reading Your Fund

The columns:
Account — list all the accounts: revenue, labor or expense, associated with the Fund.
Revenue accounts - begin with the number 5xxxx
Labor accounts - begin with the number 6xxxx
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Expense accounts - begin with the number 7xxxx

Type — indicates the type of account: R for revenue, L for labor or salary related, and E for
Expense

Adjusted Budget — the number represents the original budget and adjustments to the budget of
the Fund

Activity — indicates the summation of what’s been spent (expenses and labor) or received
(revenue and receipts) in the Fund

Commitments — figures represents holds or encumbrances (purchase orders mostly) on the Fund

Available Balance — indicates the amount available after the Activity against the Budget. It
derived by:
Budget —Activity-Commitments= Available Balance on each account line.

A negative number on revenue Available Balance is a good thing! It indicates that a
Budget Revision is needed to allocate the additional revenue/receipts to an expense line
for spending. One exception is with Contracts and Grants where the budget
(revenue/labor/expenditure accounts) is established when the Contract or Grant Fund is
established.

A negative Available Balance on an expense account is not a good thing! Submit a Budget
Revision to satisfy the deficits or overspending on the account line.

Net Total (Totals across the bottom row)—
Adjusted Budget should be “0” because the sum of the expenditure/Labor accounts
should equal to the amount of sum of the amounts of the revenue accounts.
Activity — the figure represents the actual cash on the Fund; the revenue less the
expenditures/labor amounts. Commitments are not included in this figure.

Commitments — the figure is the summation of the commitments on the Fund.

Available Balance — reading across, the figure as the sum of: the Adjusted Budget less
the Activity less the commitment, which would normally be a negative number.

Banner Training Manual 8 0_Amended Research -49- North Carolina
A&T State University



Uses of Research Accounting

e Means to account for multiple year activities
e Grants are the main vehicle in Research Accounting
e Grants coupled with the Funds carry data forward—inception —-to-date

Grants to Funds Relationship

Grants are linked to Funds one of two ways:

One Grant to One Fund
e A specific sponsored project
e A gift donation

Example of One to One Link (Same Fund number as the Grant number)
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s Oracle Developer Famms Runtime - Web: Open > FRIGITD [Q] .
Elle_Edit ock ols el

Index: 280281 [~ Fund: 280281 [~ 38113
Program 110 Activity: 9]
Account Type: v Account: ~ Account Summary:
Date From (MM/¥Y): [07 7 [s0  DateTo(MM/YY): (10 4 [12
Adjusted Budget Activity Commitments Available Balance ‘
24,680.07 24,680.07 0.00 000 = |
25,90 25.50 0.00 0.00
0.00 0.00 0.00 0.00
1,01541 1,015.41 0.00 0.00
7682 7652 0.00 0.00
72.50 72.50 0.00 0.00
105.98 10558 0.00 0.00
0.00 0 .00
92826 926.25 0.00 0.00
000 0.00 0.00 0.00
166,91 166.91 90 0.00
0.00 0.00 0.00 0.00
801.00[ 801.00( 0.00 0.00
1,843 1,843 0.00
Net Total: 0.00 0.00 0.00 0.00
Press Key Dup Record for Grant Detadl Transactions |
Record: 922 (| | | | <0sc»

1. Enter the Fund Number in the Index field

Press Tab. The Grant, Fund, Organization and Program codes will automatically populate.
3. Click the Include Revenue Accounts box for these Funds are maintained either by Contracts,
Grants or Cash from donors.

Click on the Next Block icon or Ctrl-Page Down to populate the activity.

5. Scroll down to see the entire Fund activity.

N

e

One Grant to Many Funds
e A project with various phases
e Multiple departments working on same project
e Multiple projects of the same year grouping (capital improvement projects)
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Example of an One to Many Link (One Grant linked to Multiple Fund Numbers)

1. Enter the Grant Number in the Grant field.
2. Check the Fund Summary box.
3. Click on the Next Block icon or Ctrl-Page Down to populate the activity.

2] Oracle Developer Forms Runtime - Web: Open > FRIGITD [Q]
File Edit Options Block Item Record Query Tools Help
(BB BaBER %8 j =

'78 Grant Inception to Date FRIGITD 8.5 (PROD) [« il

Chart of Accounts: [T [¥] Grant: [400370 [*JPlant Capital Improvements 2000 Grant Year:

Index: [ Funa: [ (¥ organization: (]

Program: [ 2 activity: [ (% vLocation: (]

Account Type: = Account: [*]  Account Summary: [All Levels ~| By Sponsor Account

Date From (MM/YY): [07 ; [so  DateTo(MM/YY): [10 ; [12 [ Include Revenue Accounts

Account Type Adjusted Budget Activity Commitments Available Balance

[ \ [ =

] [ [

[ ] [

[ [

[ [

[ [ [ :

[ \ [

[ [ [

[ \ [

[ ] [ [

[ [ [

== [ [

0 [ [

[N [ [ [ &
Net Total: [ [ [

Checkto display Fund Summary | J
Record: 1/1 [ | |

=
9:19 AM

[ )

10/31/2012

The next form will look as below however, the form still is FRIGITD for Research Accounting
Module data:
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2] Oracle Developer Forms Runtime - Web: Open > FRIGITD [Q] — —— - — —

File Edit Options Block Irem Record Query Tools Help
AEBEEE W FIE
ion To Date Form FRIGITD
Fund Code Title Adjusted Budget

Commitments ble Balance

Repairs & Renovations 401,806.55 399,480.16 17142 217500 =
900210 |HVAC Repairs/Replacement 510,540.85 510,540.85 0,00 000
900220 [Roof Repairs/Replacement 650,005 44 650,085.44 0.00 000
900230 [Window Replace-Energy Efficiency 250,000.00 250,000.00 0.00 000 —
900240 [1mp/Renovations-Space Utiities 307,701.89 307,703.89 0.00 000
900250 |Advance Planning-2001 123,333.52 123,333.52 0.00 000
900260 [Utilities Improvements 304,662.60 304,662.60 0,00 001 -

Net Total: [ 2,548,132.88 2,545,786.46 17142 2,175.00
Account Type Description Adjusted Budget Activity Commitments Available Balance
[rasts [¢ fpantng Servicss L0000 om0 o o ()
[73s08 [€ [other Repairs 25,732.00 34,893.00 0.00 “5,161.00
[73s11 [ [Minor Building Renaw 0.00 0.00 0.00 000
[73702 [ [other adventising 15844 813.32 0.00 654 88
[73901 [ [other current Services 6,066,099 20,333.18 17142 1443772
[7at02 " [€ [puitding Rental 33,333.28 33,333.28 0.00 000
[5502 [e [s2500-4998/1temm 0.00 0.00 0.00 0.00
[sa2s [ [add'l nspection 0.00 0.00 0.00 000
[se2s [ [contingency 324,415.98 297,987.38 0.00 26,428 60
[7sesz [e [audio-visual 300,00 300.00 0.00 00 T
Net Total: [ 401,806,558 393,460.16 17142 2,175.00
FRM-40736: WHEN_NEW_BLOCK_INSTANCE_TRG trigger raised unhandled exception ORA-D1031: insufficient privileges ORA-D1031: insuflcient privieges | J
Record: 1/7 I 1 | | | <osc»

Use the scroll bar on the right of the form to review all the Funds attached to the Grant.

As the Fund number change or is highlighted, the applicable budget and transactions will be reflected
in the lower portion of the form.
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Grants versus Funds-What's the difference?

What does a Grant do?

Maintains basic information about each project
Principle Investigator info

The Sponsor info

Contract Ref #

Current & Cumulative funding

Payment methods

Billing attributes

What does a Fund do?

> Records the financial activity
> Its effective date must be within the effective date of the Grant
> Budget is recorded on the Fund
> Individual transactions are posted on the Fund
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Managing Your Grant/Fund

How do | find my information? (Listed are the most frequently used forms)

FRIGITD - Grant Inception-To-Date Query (the main form in Research

Accounting for budget and balance information)

View account type information (ex. adjusted budgets, inception-to-date actual activity,

View account type information

Adjusted budgets

Inception-to-Date actual activity
Encumbrances

Available balance amounts, by grant or by fund

VVVYVYYY

encumbrances, and available balance amounts.

This form lists all the transactions based on selected criteria. Transactions can be

queried by grant, the FOAPAL, year, and specific date range.

ouhwNE=

Oracle Developer Forms Runtime - Web: Open > FRIGITD [Q]

File Edit Options Block Item Record Query Tools Help

AEIBEEE % BEE G

%8 Grant Inception to Date FRIGITD 8.0 (PROD)

Index: [ Fund: 203331 [*  Organization: ag105 (v [JFund Summary
Program: 142 [7 Activity: [7 Location: [T [ Hierarchy

Chart of Accounts: FF Grant: 203331 F Seimens Building Tech Grant Year:

1]
FRM-40735 WHEN_MNEW_BLOCK_INSTANCE_TRG trigger raised unhandled exception ORA-01031: insufficient privileges ORA-01031: insufficient privileges
Recard: 1§17 |1 . | | <08C=

(N0

Account Type: [ ™= Account: [~ Account Summary: [ By Sponsor Account
Date From {MM/YY): ’?4 ¥ ’?9 Date To (MM/¥Y): ’G ! ’ETQ ¥ Include Revenue Accounts
Account Type Adjusted Budget Activity Commitments Available Balance M
S R [Restr private Gift [ 35,000.00 | 35,000.00 | .00 no0 -
’E |t [ePa reqular salaries [ 1,500.00 | 1,500.00 | 000 0.00
51410 |L [Won-Student Reg Wage [ 2,500.00 0.00 | .00 250000
51450 |L [Undergraduste Hourly Wage [ 0.00] 0.0 0.00 000
’m L [sacial security [ 0.00] 114.75 | 0.00 Q1475
71990 [E [Purchased Contractus| Services [ 0.00] 0.00 | .00 0.00
71991 [E [Fee-Contracted Ser [ 5,000.00 5,000.00 0.00 0.00
W & [Educational supplies [ 1,301.25 | 000 | 0.00 1,301.25 |
72301 [E [Teaching Supplies [ 6,473.75 | 5,740.62 | 733,23 0.00
72300 [e [Data Frocessing Supplies [ 100.00 | n.00 | 0.00 100.00
[73100  [E [Travel & Registration Fees [ 3,775.00 | 000 | 000 3,775.00
73101 E [Travel Advance 0.00 0.0 0.00 0.00
73000 E |Other Purchased Services £,204.00 0.00 0.00 £,204.00
[7320L [E [other current Services 761.00 5,826.79 1,408.50 -6474.29  +
Net Total: [ 7,385.00 16,617.84 -2,141.63 RECT

74 start 7 4 ternet Explorer = | T Banner Training Manu...

Navigate to the Grant Inception-To-Date Form using the Go Prompt on the main menu.

Type FRIGITD in Go Prompt and press enter. The form above will appear.
Enter the COA “T".

Enter the Grant code and press the Tab key.

Press the Tab key until cursor appears in the Fund field.

Enter the Fund code and press the Tab key.
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7. The Orgn and Prog will automatically populate.

8. If either is incorrect, click in the field and correct them.

9. Leave Acct field blank.

10. If desired, specify YR and Period if not current fiscal year.

11. Check “Include Revenue Account”.

12. Click on NEXT BLOCK from the Tool Bar or ctl-pgDn using the keyboard

Note: You will be able to see all transactions against the grant based on parameters.

If you are querying specifically for on account, after step 12, press F7 to enter a query, type the
account to query, F8 to execute the query.

13. Click the Exit icon (black X) when finished.
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FRIGRNT —Grant Code Query

Query on known information about a grant to find unknown information.

This form allows you to query on known information about a grant to find the unknown
information. The search must be based on at least one key field.

Oracle Developer Forms Runtime - Web: Open > FRIGRNT [Q] |Z”E‘E‘

File Edit Cptions Block Item Record Query Tools Help

Grant: [ [ -

Principal Investigator 1D: | | ‘

Agency: | |

Current Amount: I— Cumulative Amount: I— Maximum Amount: I—
Status: ,7 Status Date:

Project Start Date: Project End Date: Sponsor ID: |

Responsible Organization: |— ‘ ‘

Grant: [ [

Principal Investigator ID: | | \

Agency: | |

Current Amount: I— Cumulative Amount: I— Maximum Amount: I—
Status: l_ Status Date: ’7
Project Start Date: Project End Date: Sponsor ID: |

Responsible Organization: r ‘ ‘

Grant: [ [

Principal Investigator 1D: | | ‘

Agency: | |

Current Amount: I— Cumulative Amount: I— Maximum Amount: I—

Status: l_ Status Date: ’7

Project Start Date: ’7 Project End Date: ’7 Sponsor ID: |

Responsible Organization: r ‘ ‘ El

-

A e e e e e e R e [
Enter a query; press F8 to execute, Ctrl+Q to cancel. ‘ J
Record: 111 | | Entergu. | | | =08C>

‘s start "7 4 Internet Explarer = T Banner Training Manu. .. B o er For,.., AEg T -'(J ]

1. Enter FRIGRNT
2. Click Enter Query button, Search by something you know

a. Grant Code

b. PIID

c. Agency

d. Current $

e. Cumulative $

f. Maximum $

g. Status

h. Status Date

i. Project Start Date
j. Project End Date
k. Sponsor ID#

I

. Responsible
3. Execute Query (F8 or use the tool bar)
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FRIGTRD - Grant Detail Transactions Query

> By Fund, transactions view - inception to date
» Transactions can be queried:

a. By Grant
b. FOAPAL
C. Year

d. Specific Date Ranges

View transactions posted to the grant or a specific fund. The transactions can be
reviewed based on the following criteria: date, account, organization, program, activity
date, transaction date, type, document, etc.

The form can be accessed directly by entering the from name in the “go to” field on the
main menu or from options on the FRIGITD form.

1B Oracle Developer Forms Runtime - Web: Open > FRIGITD [Q] - FRIGTRD [Q]

File Edit Options Block Item Record Query Tools Help

BN ECREARE BT
"2 Gran ) RIGTRD 8.0 (PROD) [l
COA  Grant Index Fund  Organization Account i on it Year Period Date From Date To
G U i G i &
[r 20333 [ [e03331 | [ss105 | [s0zeo 142 [ [ [ [ [ |os-apr-zoms  [s1-0cT-2009

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

38105 142 21-MAY-2009

z

GFTO0031  [Seimens OBD 35,000.00

s0260 35105 14z 07-#PR-2009

10004231 |seimens Building Tech a 35,000.00

ah- RD
Press Key Dup ltem for Document Query Farms; Count Query for Encumbrance Detail |
Retord: 172 | 1 | <0sC=

s mB T &8

1. Navigate to the Grant Transaction Detail Inquiry Form using the Go Prompt on the main
menu.

2 Type FRIGTRD in Go Prompt and press enter. The form above will appear.

3 Enter the COA “T".

4 Enter the Grant Code and press the Tab key.

5.  Press the Tab key until cursor appears in the Fund Field.

6. Enter the Fund code and press the Tab key.

7 The Orgn and Prog will automatically populate.

8 If either is incorrect, click in the field and correct them.

9. Leave Account field blank.

10. 1If desired for a specific query date range, specify YR and Period.

11. Click the Next Block icon.

12. Click the Execute Query icon to display all account transactions.

Note: You will be able to see all transactions against the grant based on parameters.

If you want to query specifically on one account or a specific field, follow steps through Step
11, then:
a. enter in the appropriate field what you want to display
b. Use the wildcard (%) if appropriate
c. Click the Execute Query icon to display all account transactions.
13. Click the Exit icon when finished.

Banner Training Manual 8 0_Amended Research -58- North Carolina
A&T State University



Banner Training Manual 8 0_Amended Research -59- North Carolina
A&T State University



FRIPSTG — Grant Personnel Query

Provides a list of all grants for a given PI

Monitor grant activity by Personnel ID

EEX

Oracle Developer Forms Runtime - Weh: Open > FRIPSTG [Q]

Eile Edit Options Block Item Record Query Tools Help

BOEACER ¥ BEXE QS BEI ;G
@ Grant Personnel Inguiry FRIPSTG 8.0 (PROD) B

Personnel 1D: ‘ E‘

Grant Description Proposal Maximum Amount Status Status Date

| | | | [

| | | | [

| | | | [

| | | | [

| | | | [

| | | | (] 2

Total:

] A e e e N D e e, [N
Enter Proposal Personnel D List is available. |
Record: 1/1 | 1 o | | <08C»

/4 start T 4 Internet Explorer  ~ | B Banner Training Manu... B Oracle Developer For.., /@l T &E sesa

1. Navigate to the Principal Investigator Inquiry Form using the Go Prompt on the main
menu.

2. Type FRIPSTG in Go Prompt and press enter. The form above will appear.
3. To search for the Personnel ID, click the down arrow to the right of the ID field.
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B 0racle Developer. Forms Runtime - Weh: Open = FRIPSTG [Q] - FTIIDEN [Q]

File Edit Options Block Item Record Query Tools Help
NE BEAEE ST BEX IS ®E G
O vendors ¥ Grant Personnel [JFinancial Managers [ Agencies
CTerminated Yendors [ Proposal Personnel [ Terminated Financial Managers Cal
Middle Entity Change
ID Number Last Name First Name Name Ind Ind v F A G P Type
E =
I I I L1 O 0 0 Lfc o0of8 o g
I I I [ O L O C O °C L [
[ [ L oo oo
[ [ I I I A O D I A
[ [ IR IR S I A I N
I I I [ O L o C o rC L L]
I I I | [ I I I S
I I I [ [ I IR D N N I N
I I I [ [ IR IR S I A I N
I I I [ | [ [ N I I Y IO IO e N
I I I [ [ N N R I I I N
I I I [ [ I IR D N N I N
I I I L1 O I I I S
[ [ I [ [ I IR N N VA I N
I I I [ [ N N R I I I N
I I I [ | [ I N I I Y IO O S N
I I I [ 0 L 1 I I N
iz Asfaencios O GoatDaccannal 0 Seanscal Corchocal >
Enter a query, press F8 to execute, Cirl+Q to cancel. | J
Record: 111 | |Enterou.. | | | =08C=

s start "7 4 intemet Explorer v | G4 Banner Training Manu. .

4. Tab to the Last Name field.
5. Enter the Last Name (entire name or use wildcards).

Note: Wildcards may be used to stand in for an unknown letter in a name. The percent character
(%) represents any number of unspecified characters. The underscore character (_) represents
one occurrence of an unspecified character.

6. Click the Execute Query icon.

7. Double click on the ID of the person you are searching. You will return to the previous
form with name & ID.

8. Click the Next Block icon to view record.

9. Click the Exit icon when finished.

FRIASTG - Grant Agency Query
Monitor grant activity by Agency

Monitor grant activity by agency

1. Navigate to the Grant Agency Inquiry Form using the Go Prompt on the main menu.
2. Type FRIASTG in Go Prompt and press enter. The form below will appear. Click on the
down arrow to the right of the field.
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Oracle Developer Forms Runtime - Web: Open = FRIASTG [Q]

Eile Edit Options Block Item Record Query Tools Help
EBEEER %% =R
nguiry FRIASTG 8.0 (PRO =
Agency: | =
Grant Description Status Status Date Project Start Date Agency Proposal Maximum Amount
[ [ | | [ [ [ -
| | ] | \ \ \
| | ] | \ \ \
| | [ | \ \ \
| | L] | \ \ \
| | ] | \ \ \
Total:
A R e R e | D
Enter Agency Code Listis available. |
Recard: 1/1 |1 . | | =08C> J

74 start 7 4 Internet Explorer - | O Banner Training Manu,.. [ Orac

[ ¥endors [ Grant Personnel [JFinancial Managers ¥ Agencies
[0 Terminated ¥endors [ Proposal Personnel [ Terminated Financial Managers Can
Middle Entity Change
ID Number Last Name First Name Name Ind Ind v F A G P Type
B =i
I I [ . O 00000
\ | \ O I I A A I
\ | \ [ [ I I I A I N I
\ | \ [ [ N B
\ | \ [ [ R I I A N N
\ | \ O I I A A I
\ | \ [ [ N B
[ [ R I I A N N
[ [ I I N A I R
L L N O I I S D I
O I I A A I
[ [ R I I A N N
L L N O I I S D I
O I I A A I
\ | \ [ [ R I I A N N
\ I \ . L N A S N I I
\ | \ L[] R 1 1 R A I N B
T o e L S e m
Enter a query; press FB8 to execute, Cirl+Q to cancel. \ J
Record: 111 | lEnterqu.. | | | <08C-

74 start 7 4 Internet Explorer  ~ | @ Banner Training Manu... AmE S &E o5

3. Tab to the Last Name field.
4. F7 to enter a query. Enter the Agency Name (entire name or use wildcards).

Note: Wildcards may be used to stand in for an unknown letter in a name. The percent character
(%) represents any number of unspecified characters. The underscore character (_) represents
one occurrence of an unspecified character.

5. Click the Execute Query icon or F8.
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6. Double click on the ID of the Agency you are searching. You will then be returned to the
previous form with the selected Agency and ID.

7. Click the Next Block icon to view record.

8. Click the Exit icon when finished

FRIORGH - Grant Organization Query

View grants associated with the same organization

Oracle Developer Forms Runtime - Web: Open > FRIORGH [Q]

File Edit Options Block Item Record Query Tools Help
BAEIREEBE 9 BODE QI & REGEH
"8 Grant Organization Inguiry FRIORGH 8.0 (PROD) i+ =
coa: i
Organization: E
Grant Description Status Date Project Start Organization Proposal Maxgimum Amount
| | [ \ | | \ S
| | [ \ | | \
| | [ \ | | \
| | [ \ | | \
| | [ \ | | \
| | [ \ | | \
| | [ \ | | \
| | [ \ | | \
| | [ \ | | \
[ \ |
[ \ |
[ \ |
| | [ \ | | \
| | [ \ | | \ g
A »
Total: ‘ ||
)
O D
Enter Chart of Accounts | J
Recard: 141 |1 .. | Listorvalu... | | <08C=

‘4 start [772 4 mternet Explorer 4 I Banner Training Manu... B Oracle Develaper For... SER S "_J 9:39 &M

Navigate to the Grant Organization Inquiry form using the Go Prompt on the main menu.
Type FRIORGH in Go Prompt and press enter. The form above will appear.

Enter the COA (always T) code and press the Tab key.

Enter Organization code or press F9 to display the list of codes (or double click in the
block); choose code, choose SELECT from the tool bar (or double click on the wanted
code).

Click the Next Block icon.

The following items will be displayed: Grant Code, Description, Status, Date, Project Start
Date

7. Click the Exit icon when finished.

RwonpE

ow
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Research Accounting

How to contact us...

University Accounting Office

Gifts and Capital Improvements
Accounting

Suite 221 Dowdy Building
336.256.0891 fax
336.334.784 phone

Contracts & Grants Office

Contracts & Grants

IRC Building - 3™ Floor
336.334.7995 phone
336.256.0169 fax
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