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Self Service Banner Finance Overview

The College of Marin is implementing Banner software and additional software
products college-wide. This software was specifically designed for higher
education institutions.

This implementation will take place over a two-year period and will involve the
participation of staff, faculty, and students at different phases of the project. The
software includes the following integrated modules:

e Finance
Human Resources/Payroll
Student Services
Financial Aid

Finance, the first module to be implemented, will go live July 1, 2007.

The new system will provide a more state-of-the-art technical infrastructure, and
it is web-based, meaning that the system can be accessed from any computer.

System benefits include:
e Improved services for students, faculty, and staff
e Streamlined business processes and improved productivity
e Greater access to timely information and more effective decision-making
e Improved timeliness and ease of regulatory compliance

Self Service Banner Finance

Self Service Banner Finance is designed to expedite and improve the accuracy of
the requisition process. The system allows you to:

¢ Query budget information

e Submit requisitions

e Conduct budget transfers

e Approve requisitions

After entering a requisition into the system, it will appear in a queue where the
Requisitioner can view the status of the requisition at any time. Approvers can
view their department-specific queues whenever they wish, in order to check the
status of a requisition. Requisitioners and Approvers can access current account
balances to check for available funds.
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Access the
Production (PROD)

Access the Testing
(TEST) database here.

Connecting to Self Service Banner Finance

You connect to Self Service Banner Finance through the College of Marin

intranet. You will use the TEST link for this class, and you will use the PROD
(production) link after class for your day to day activities. The TEST link will
always be available if you wish to practice in that database prior to working in

Prod.

database here. \

Wealcome to the Intranet!

=1 General
EH_1 Manuals

-] Student Info 2005-06 Board Budget Pricritiss
=0 Financials 2006-07 Bowrd Budget Pririties
] 2007-08 Bosrd Gosle & Pricrities

-1 Committees
#-_1Research
#-_1 Helpdask
B Banner .
~— Salf-Service Academic Senate
D Banner PROD

Board of Trustees
2005-06 Board (oals and Ohjectives

The Acaderrdc Sevate el

IT Department

Woicehail Access Change
Tech Stream Help Dest

Banner Implementation

Suntzard Higher Ed

Banner Fundamentals CBT
Banner Training haterials
Self-Semice Banner TEST

The following table describes the databases that you will use in Self Service

Banner Finance.

Self Service
Banner Links

Description

TEST
Testing Database

During this course you will work in the Testing
Database. This database contains information that you
can practice with, and it will not affect the actual
Banner system. The Testing Database will always be
available if you wish to practice or review at any time.

PROD
Production Database

The Production Database is the one you will use in
day-to-day operations once you complete the training.

Self Service Banner Finance
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Logging into Self Service Finance Testing Database

The first time you log into Self Service Finance, you will use the User ID and PIN
provided in your training class. You will then change your PIN number so that no
one else will be able to log in as you. Your PIN must consist of six numeric
characters. NOTE: Never give your PIN number to anyone.

Security Question

You will also set a security question when you first log in that will allow you to
reset your PIN without assistance. You should use a simple question that only you
know the answer to.

Hands-On: Log into Self Service Finance the First Time

In this exercise, you will log into Self Service Banner Finance with your User ID and PIN. You will
then change your PIN for security purposes. You will also enter a security question, which will
allow you to reset your PIN yourself if you need to.

1.
2.
3.

Start Internet Explorer.
Type intranet in the Address field at the top of the browser and tap [Enter].

Click the Self Service Banner TEST link in the Banner Implementation section of
the intranet screen.

Banner Implementation

Suntard Higher Ed

Banner Fundamentals CBT
Banner Training hdaterials
Self-Senice Banner TEST

The Login screen appears.
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4. Follow these steps to log in to the system:

A Enter your User ID here. B Enter your PIN here. The first

NOTE: Itis case sensitive.  time you log in, your PIN will be

your birth date in mmddyy
// format. (No slashes in the date.)

Flease Mote; ID is Case Sensitive

To protect your privacy, please close your browser when you are finished.

User ID: mooozrog4
PIN: ssseee

[Login | [ ForgotPIN? |

C Click the Login button.

The system recognizes that you are logging in for the first time; therefore, the Login
Verification Change PIN window appears. You must change your PIN at this time to
ensure that you are the only person who knows your PIN.

NOTE: The format for a PIN is six numeric digits.

Change Your PIN Number
5. Follow these steps to change your PIN:

Login Verification Change PIN

“our FIN has expired. Please change it now.

Re-enter Old PIN: | gpases

MNew PIMN: -

Re-enter new PIN: |gaaaes

A Enter your Old PIN.

B Enter your New PIN. (Make a note.)

C Re-enter your New PIN.

D Click the Login button.

Self Service Banner Finance 4
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The Login Verification Security Question and Answer screen appears. Remember, you
can use this question if you forget your PIN or if you need to reset it. You would need to
reset your PIN if someone else obtained access to it.

Enter Your Security Question
6. Follow these steps to enter your security question:

A Enter your Question
and Answer here.

Login Verification Security Question and Answer

&R If you forget your PIN, you can reset it yourself without calling for assistance.

Enter your personal Security Question, along with the Answer. This will enable you
your information, To help you to remember your answer, limit it to 30 characters, |
characters.

Enter Question: |\what was the name of my first family pet?

Answer: ROVEF

— | )

B Click the Submit button.

Rev. Date 9/05/07 5 Self Service Banner Finance




Forgot Your PIN?

If you forget your PIN, there is a Forgot PIN? button on the login screen as shown
in the following illustration. If you click the button, Self Service Finance will
display your security question, and when you enter the answer, Self Service
Finance will prompt you to reset a new PIN.

User ID: rpoo27oo4

PIN: /

(Login | [ Forgot PIN? &

Logging into Self Service Finance Production

Because you are using the Testing Database in class, when you first log into the
Production Database, which is not related to the Testing Database, you will need
to change your PIN and enter a security question for that database.

Follow the steps used to log into the Testing Database when you log into the
Production Database for the first time, with the exception that you will choose the
PROD link on the intranet screen.

Welcame ta the Intranet!

w1 General
#-_1Manuals

=1 Student Info
®-_1Financials

=-_1 Committees
#-_1Research

#-_1 Helpdesk

=3 Banner

. ry Self-Service
Banner PROD

You will use a different MOO0OXXXXX number for the Production Database than
the one used for the Training Database. If you do not know this number, contact
Fiscal Services.
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Using the Main Menu

After logging in, the Main Menu appears. There are two links on the left side of
the Main Menu window: the Personal Information link and the Finance link.

Main Menu

Welcome, Eugene O, Abbott,
27,2007 at 11:41 am

\ Personal Information
Update addreszes, contack informati
Change your PIN; Customize your di

Finance

Personal Information

You choose the Personal Information link if you want to change your security
question or your PIN.

Personal Information

Change Security Question
Wiew Addresses and Fhones
Update Addresses and Fhones
Wiew E-mail Addresses

Update E-mail Addresses
Change your PIN

\ Answer a Survey

Finance

Clicking the Finance link displays the Finance menu, which consists of a series of
Finance-related links. These links provide access to the tasks you will perform in
conducting queries, issuing and approving requisitions, and conducting budget
transfers.

Rev. Date 9/05/07 7 Self Service Banner Finance



Hands-On: Use the Main Menu

In this exercise, you will observe the options of interest in Personal Information, and then you will
access the Finance menu.

1. Click the Personal Information link on the Main Menu

The Personal Information menu provides links to change your security question and PIN.

Personal Information

Answer a Survey /
Change Security Question
View Addresses and Phones

Update Addresses and Fhones
Wiew E-mail Addresses

Update E-mail Addry
Change your FIN

2. Click the Back button on your browser toolbar to return to the Main Menu.

3. Click the Finance link to display the Finance menu.

This is where you will find the links for most of your day-to-day operations; however, not
everyone will have access to all links. For example, not everyone can generate a
purchase order.

Please remain in this screen for the next exercise.

Self Service Banner Finance 8 Rev. Date 9/5/07



Understanding FOAPAL Codes

With Self Service Finance, codes replace the account numbers used in the
college’s legacy ERS system. The codes are referred to as FOAPAL: Fund,
Organization, Account, Program, Activity, and Location. This is also known as
the FOAPAL stream. You will need to enter FOAPAL codes in your requisitions,
queries, transfers, and so forth. For example the following table, which appears in
the requisition screen, contains fields for FOAPAL codes.

1

2

¢ Dollars

& Per
Seq# Chart Index Fund Orgn Account Program Activity Location )Accounting

The FOAPAL codes are described in the following table.

Code Description

Fund This code specifies the funding source where the money comes
from. Funds are either unrestricted or grant funds.

Organization The Organization code identifies the department responsible for
the financial activity.

Account The Account element identifies the spending category, such as
Office Supplies or Travel.

Program The College of Marin uses TOPS codes as program codes. It’s a
way of gathering information to report to the state. Each discipline
has its own TOPS code.

Activity Activity codes are assigned to transactions involving multiple
organizations or funds that share responsibility for a common
event or activity. This code is not used for requisitions.

Location This code is used to specify the assigned physical location of an

asset. This code is not used for requisitions.

Rev. Date 9/05/07
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Using Code Lookup

Many of the screens you will use for generating requisitions, queries, and so on,
contain a Code Lookup feature, which helps you to look up codes that you need in
completing Self Service Finance screens. You can look up FOAPAL codes as
well as other information you may need, such as a Vendor ID.

Using Wildcards with Lookup

Some of the lookup fields allow you to use wildcard characters to help locate a
code. The purpose of a wildcard is to let you look up information when you do
not know the complete entry.

A wildcard character is a special character that substitutes for one or more
characters. Self Service Finance uses the percent (%) sign as its wildcard
character. In the following illustration, the Requisitioner chooses account from
the Type list in order to look up an account code. The Requisitioner remembers
the first part of the account code and uses a wildcard to substitute for the missing
numbers.

Cade Lookup
Chart of Accounts Code |1 «

NOTE: Choose the number
Type account W / of rows to display from this
drop-down list.

Code Criteria £oog
Title Criteria
Maximum rows to return | 1 v

Execute Query ]

This lookup returns all of the account numbers beginning with 58.

Cade lookup results

Chart M

Account Code Title

S8200 Cuplicating/Printing

8400 Laundry

58500 Other Districtwide

538040 Recruitment

Sal00 Fostage

58070 Fingerprinting and Medical
8300 Catalog/schedule Development
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In the Title Criteria field shown in the following illustration, the Requisitioner
wants to look up the name of a vendor. The Requisitioner remembers the first part
of the vendor name and inserts a wildcard to substitute for the rest of the name.

Cade Laokup
Chart of Accounts Code |pq «

Type vendar v

Code Criteria
Title Criteria Officed

Maximum rows to return | i v

Execute Query

Using the Title Criteria wildcard entry shown in the previous illustration, Self
Service Finance returns these results:

Cade lookup results

Vendor ID Mame
MODOZ45584 Office Max
MOC0Z4585 Office Team

MOC025104 Office Depot

WARNING: Always use initial caps when performing a Code Lookup on Title
Criteria to ensure accurate results for your lookup.

Description of the Code Lookup Fields
This table describes each of the fields that appear in the Code Lookup feature:

Lookup Field Description

Chart of Accounts Code For the College of Marin, this code will always be M. (Some
organizations have more than one chart of accounts, and therefore
they have more than one code.)

Type This field describes the kind of lookup you are conducting. For
example, you may look up an Account, a Vendor, or a Ship Code.

Code Criteria This field is useful if you only remember part of a code.
Wildcards are permitted in this field.

Title Criteria This field is the description of the item, such as a Travel account
or a Vendor name. Wildcards are permitted in this field.

Rev. Date 9/05/07 11 Self Service Banner Finance




Lookup Field Description

Maximum Rows to Return | This field allows you to specify the length of the results list you
would like to see, ranging from 10 to 10,000.

Hands-On: Perform a Code Lookup

In this exercise, you will access the Requisition screen and perform a Code Lookup for a vendor
name and for a FAOPAL code.

Before you begin: The Finance menu should be open on your screen.

1. Click the Requisition link as shown in the following figure.

Finance

Budget Queries
Encumbrance Guery
Pequisiti

Furchase Order

2. Scroll to the bottom of the screen, and locate the Code Lookup area.
Look Up a Vendor Name

3. Follow these steps to look up a vendor name containing the word Home:
A Choose Vendor

Cade Laaokup " from the Type list.
Chart of Accounts Code [ « // B Enter the text as shown

Type vendar v in the Title Criteria field.

Gode Criteria .
L— C Click the Execute

Query button.

Title Criteria GHOome%

Maximum rows to return | 1 w

[ Execute Query ]

At the top of the screen you see the results of your query.

Cade lookup resulls
Vendor ID Name
MOD0Z24997 Home Depot, CROC

Self Service Banner Finance 12 Rev. Date 9/5/07




Look Up a FOAPAL Code

4. Scroll down to the Code Lookup section of the screen, and delete the criteria from
the previous lookup.

5. Follow these steps to look up an Account code beginning with 45. (Remember,
Account is the first A in FOAPAL.)

Cade Laokup A Choose Account from the

Chart of Accounts Gode [y v / Type drop-down list.
] B Enter 45% in the Code

Tvbe L
vp account & Criteria field.
Code Criteria 4595

Title Criteria / C Leave the Maximum Rows
/ to Return at 10.
Maximum rows to return | 1

| Execute Query | D Click the Execute Query
button.

At the top of the screen you see the results of your query. Account codes beginning with
45 are returned.

In this example, the system
found two account codes.
One is a 5-digit code and one
is a 4-digit code. When

Title creating a requisition, always
Other Supplies use a 5-digit code.

Other Supplies

Code iookup results

6. Click the Menu link in the upper-right corner of the screen to return to the
Finance menu.

Rev. Date 9/05/07 13 Self Service Banner Finance



Performing a Budget Query

Prior to entering a requisition, you should check your budget to ensure that there
are funds available for your purchase. You can build three types of budget

queries.

Budget Queries

Create a New Query

&R To create a new query choose a query type and select Create Query.

Type Budget Quick Query v

Budget Status by Account
Budget Status by Organizational Hierarchy,
Budg

Query Type

Description

Budget Quick Query

A predefined, simple snapshot of the budget as
of this moment.

Budget Status by Account

Allows you to query any combination of
FOAPAL codes for a specific organization
(department).

Budget Status by
Organizational Hierarchy

Allows you to query budget information for a
hierarchical group of organizations
(departments). For example, the Dean of
Mathematics and Science might conduct
queries for each department with the ability to
drill down into each organization in detail. This
type of query will most likely be used only by
requisition Approvers.

Self Service Banner Finance
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Budget Quick Query

The Budget Quick Query screen consists of a predefined set of fields as shown in

the following figure.

Budget Queries

| chartof accounts |

11100

evenue Accounts

Save Query as:

<Qshared

[ Submit Query l

Fiscal year: SO07

&R Enter a value in either the Organization or Grant fields as well as the F
the end of the fiscal year, from Grant Ledger. Otherwise, all informatio

Commitment Type: | 4|

WARNING: You can save a query as a template, Do not check the Shared
checkbox when you save a query. See page 31 for more information on templates.

Rev. Date 9/05/07
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Researching FOAP Codes

You can access a list of FOAP codes by clicking directly on the Fund,

Organization, Account, or Program button in a budget query screen. The Account
and Program lists display all accounts and programs. The Fund and Organization
lists display only the funds and organizations that you have

N

access to.

11100

[

Crganization

| 22501

_Account J

~ _~—

In this example, the
Account button was
clicked.

Code Lookup

&R Enter criteria then select Execute Query

Chart of Accounts M W

N Account Criteria
Title Criteria /
Maximum rows to return | 1gog v

[ Execute Query ]

[ Exit without value 1000

10000 |

Be sure to choose the
number of rows of data
you want to display from
this drop-down list.

Self Service Banner Finance
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The following illustration is a list of account codes. To quickly locate a code,
choose Edit—Find from the browser menu bar, or press [Ctrl]+[F], to display the

Find dialog box.
Code lookup results
Title Account
FT MonInstruct Certificated Sal 12000
FT MonlInstr Cert Sal - Sabbatical 12200
PT Instructional Cert Sal - NC 13080 Find what: | (e
FT MonInstruct Cert Sal - NC 14080 Direction
PT NonInstr Cert Sal - Sabb Rplemt 0 gm:tz:f::;e oo lp @) Down
FT Classified Sal - Custodial OT 211390 -
STRS 2100
workers' Comp 2600
W'C - Certificat onlnstructional 36300
Nnsurance 5400
Student Insurance 54400

Rev. Date 9/05/07 17 Self Service Banner Finance



Query Results

The following report was generated as a result of the query, and it lists all of the
accounts and balances for the 11100 fund and the 22501 organization.

The Year to Date column is the amount that has
been expended to date. This was referred to as
Expenditures in the legacy ERS system.

Repart Parameters
Organization Budget Status Report

By Account
Period Ending Jun 30, 2007
As of Jun 18, 2007

Chart of Accounts M Marin Community College District Commitment Type All

Fund 11100 Unrestricted Program All
Organization 22501 Fhysical Education - Dw Activity All
Account All Location All

Query Results

Account Account Title Adjusted Budget¥ear to Date Commitments Available Balance
11000 FT Instructional Certificated Sal 340,535.00 221,651.82 0.00 118,883.18
12000 FT Monlnstruct Certificated Sal 0,00 &,397.30 0.00 { 6,397.30)
12050 FT Management Certificated Sal 97,210.00 89,109,132 0.00 8,100.87
12430 FT Monlnst Dist. Dir.- Reassigned 0,00 439.82 0,00 [ 439.82)
13000 PT Instructional Cert Sal - CR 0.00 311,845.83 0.00 {311,845.83)
13100 FT Instruct Cert Sal - Summer CR 0,00 11,282.28 0.00 (11,283.28)
13130 FT Instruct Cert Sal - Summer OL 0,00 10,902.86 0.00 [ 10,902.86)
13300 FT Instruct Cert Sal - Substitute 0,00 10,731.03 0.00 [ 10,731.03)
13990 PT Instruct Cert Sal - Overload 0.00  91,853.10 0.00 (91,853.10)
14990 PT Nonlnstruct Cert Sal - Overload 0.00 5,210.55 0.00 {5,210.55)
21000 FT Classified Salaries - CSEA 47,943.00 44,218.858 0.00 3,730.12
21010 FT Classified Salaries - SEIU 101,664.00 87,361.68 0.00 14,302.32
21110 FT Classified Sal - SEIU OT 0.00 903,20 0.00 { 9032.20)
21170 FT Classified Sal - Maintenance T 5,351.00 3,873.20 0.00 2,477.80
23000 FT Classified Salary Student 0,00 3,029.00 0.00 [ 3,029.00)

Scoreen total 593,709,000 898,810,658 0.00 [ 305,101.68)

Running total 593,709.00 8958,810.68 0.00 { 305,101.68)

Report Total {of all records) 791,932.63 919,957.44 0.00 128,024.81)

MNext 15>

Be sure to notice if there are The Available Balance column displays negative
additional rows to display. numbers, because his manual was written
before budgets were loaded in the system.
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Hands-On: Perform a Budget Quick Query

In this exercise, you will conduct a quick query to display the budget status of the 11100 fund and
the 22501 organization.

Conduct a Quick Query

1. Click the Budget Queries link in the Finance menu.

2. Choose Budget Quick Query from the Type drop-down list.
3. Click the Create Query button.

Create a New Query
Type Budget Quick Query v

[ Create Query ]

The fields you see on the Quick Query screen are predefined by Self Service Finance.

4. Follow these steps to continue the query:

A Ensure the Chart B Enter the Fund and the  C Click the Submit Query

of Accounts is M. Organization. button.
NOTE: These are

required fields.

Budget Queries

&R Enter a value in either fthe @rganization or Grant fields as well as the F
the end of the fiscal ygar, ffom Grant Ledger. Otherwise, all informatio

Fiscal year: 07 M

[ chartof Accounts | |m m

11100
22501
Commitment Type: | 4| v

[ Include Revenue Accounts

Save Query as:

[] Shared

Submit Query

O
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This is the Quick Query report listing all of the accounts and balances for this particular

Fund and Organization.

Repaort Parameters
Organization Budget Status Report

By Account
Period Ending Jun 30, 2007
As of Jun 18, 2007

Chart of Accounts M Marin Community College District Commitment Type All

Fund 11100 Unrestricted Frogram All
organization 22501 Physical Education - Dw Activity All
Account All Location All

Query Results
Account Account Title

11000 FT Instructional Certificated Sal 340,535.00 221,651.82

12000 FT Monlnstruct Certificated Sal 0,00 &,397.320
12050 FT Management Certificated Sal 97,210.00 89,109.13
12430 FT Nonlnst Dist. Dir.- Reassigned 0.00 439.82
13000 PT Instructional Cert Sal - CR 0.00 311,845.83
13100 PT Instruct Cert Sal - Summer CR 0.00 11,283.28
13130 PT Instruct Cert Sal - Summer QL 0.00 10,902.86
13300 PT Instruct Cert Sal - Substitute 0.00 10,731.03
13990 PT Instruct Cert Sal - Overload 0.00 91,853.10
14990 PT Monlnstruct Cert Sal - Qverload 0,00 5,210,558

21000 FT Classified Salaries - CSEA
21010 FT Classified Salaries - SEIU

47,949.00 44,218.88
101,664.00 57,361.68

21110 FT Classified Sal - SEIU OT 0.00 Q03,20
21170 FT Classified Sal - Maintenance OT &,251.00 3,873.20
23000 FT Classified Salary Student 0,00 3,029.00

Screen total
Running total
Report Total (of all records)

Mext 15=

593,709.00 893,810.68
593,709.00 8§958,810.68
791,932,623 919,357.44

Adjusted Budget Year to Date Commitments Available Balance

0.00
0.00
0.00
0,00
0.00
0.00
0.00
0,00
0.00
0.00
0.00
0,00
0.00
0.00
0.00
0,00
0.00
0.00

118,883.18
{ 6,397.30)
8,100.57

( 439.82)

( 311,845.63)
(11,283.28)
( 10,902.86)
(10,731.03)
( 91,853.10)
( 5,210.55)
3,730.12
14,302.32

{ 903.20)
2,477.50

{ 3,029.00)

( 305,101.68)
{ 305,101.68)
( 128,024.61)

Queries screen.

5. Click the Another Query button at the bottom of the screen to return to the Budget
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Query by Account and Query by Hierarchy

If you select Budge Status by Account or Budget Status by Organizational
Hierarchy, the following screen appears. You check the Operating Ledger Data
columns that you wish to display as columns in your query report. (A Budget
Quick Query is predefined, so you don’t see this screen when you perform a

Budget Quick Query.)

[] Adopted Budget

[] Budget Adjustment
Adjusted Budget
[] Temporary Budget
[] Accounted Budget

Select the Operating Ledger Data columns to display on the report,

Year to Date
[] Encumbrances
Reservations
Commitments

Available Balance

TIP: Most Requisitioners find it helpful to check Adjusted Budget, Year to Date,
Reservations, Commitments, and Available Balance. The following table
describes the columns you can choose:

Query Option

Description

Adopted Budget Original budget allocation given at the
beginning of the fiscal year.

Budget Adjustment Permanent and temporary adjustments that have
been made to the budget.

Adjusted Budget The actual budget in effect right now—the net
of the adopted budget and all adjustments that
have been made.

Temporary Budget Adjustments done in the current year that are
temporary in nature. Adjustments that will not
roll over to the next fiscal year.

Accounted Budget The original budget plus or minus any

adjustments made by Fiscal Services.

Year to Date

The amount of money spent during the current
fiscal year up to today’s date.

Encumbrances

Generated by purchase orders; funds committed
for future payments.
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Query Option Description

Reservations Setting aside of budget funds. Generated by
requisitions.

Commitments A combination of purchase orders and
requisitions

Available Balance The amount of money remaining in an account

after all commitments to date are subtracted.
This is the amount of money that can still be
spent before the end of the current fiscal year.

Hands-On: Perform Budget Queries by Account and Hierarchy

Query Budget Status by Account

1. Follow these steps to begin a query by account:

Budget Queries

Q To create a new query choose a query type and select Create Query,

Query.
A Choose Budget Status
Create a New Query by Account from this
Type Budget Status by Account v drop-down list.

[ Create Query ] B Click the Create
Query button.

2. Check the boxes shown in the following illustration:

[] Adopted Budget Year to Date
[] Budget Adjustment [ | Encumbrances
Adjusted Budget Reservations
[] Temporary Budget Commitments

] Accounted Budget Available Balance

3. Click the Continue button.
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4. Follow these steps to continue the query:

A Choose the Fiscal Year from
which you want to report data.
Use the current year in this
example.

B Choose the Fiscal Period from which you want to
report data. Use the current period in this example.

Note: The fiscal period refers to the month of the
fiscal year, so July = 01, August = 02, and so forth.
Fiscal period numbers appear in the Glossary.

| chartof Accounts |

]

7
Fiscal year 2007 ¥ Fiscal period: 12
Comparison Fiscal year: | porg Comparison Fiscal period: | jore +
Commitment Type: all

_— C Enter your Fund and your
Organization in these fields.
Note: Fund and Organization
are required fields.

-ﬂlllm
Fund Type

[ Account Type ]

In most cases the fields chosen above will provide the query results that you desire. In
some cases you may wish to query additional fields such as account. For example, you
might enter the Travel account number, because you need to determine how much

money is available for travel.

N

Click the Submit Query button.
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The query report appears on the screen. The blue links allow you to drill down to view the
detail all the way to the actual requisition, purchase order, or vendor invoice. The
following listing shows all of the accounts for this organization/fund that have data in

them.

Organization Budget Status Report
By Account
Period Ending Jun 30, 2007
As of Jun 18, 2007

Chart of Accounts M Marin Community College Districk Commitment Type All

Fund 11100 Unrestricted Program All
Qrganization 22501 Physical Education - DwW Activity all
Account All Location All
Query Results
Account Account Title FY07/PD12 Adjusted FY07/PDI1R Year to
Budget Date
11000 FT Instructional Certificated 340,535.00 221,651.82
Sal
12000 FT MonInstruct Certificated 0.00 6,397.30
Sal
12050 FT Management Certificated 97,210.00 89,109.13
Sal
12430 FT MonInst Dist. Dir.- Q.00 439.82
Reassigned
13000 PT Instructional Cert Sal - CR 0.00 311,845.83
13100 PT Instruct Cert Sal - 0.00 11,283.28
Surmnmer CR
13130 PT Instruct Cert Sal - 0.00 10,902.86
Summer OL
13300 PT Instruct Cert Sal - 0.00 10,731.03
SuUbstitute
13990 PT Instruct Cert Sal - 0.00 91,853.10
Owverload
14930 PT MonInstruct Cert Sal - 0.00 5,210.55
Owverload
21000 FT Classified Salaries - CSEA 47,949.00 44,218.88
21010 FT Classified Salaries - SEIU 101,664.00 87,361.68
21110 FT Classifled Sal - SEIU OT Q.00 203.20
21170 FT Classified Sal - 6,351.00 3,873.20
Maintenance OT
23000 FT Classified Salary Student 0.00 32,029.00
Screen total 593,709.00 898,810.68
Running total 593,709.00 B898,810.68
Report Total (of all records) 791,932.63 919,957.44

FY07/PD12
Reservations

0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

07/PD12
mmitments

FY07/PD12 Available

Balance
0.00 118,883.18
0.00 ( £,397.30)
0.00 8,100.87
0.00 ( 439.82)
0.00 { 311,6845.83)
0.00 { 11,283.28)
0.00 { 10,902.86)
0.00 {10,731.03)
0.00 { 91,853.10)
0.00 (5,210.55)
0.00 3,730.12
0.00 14,3202.32
0.00 ( 903.20)
Q.00 2,477.80
0.00 { 3,029.00)
0.00 ( 205,101.68)
0.00 { 305,101.68)
0.00 { 128,024.81)

If your list is too long for the display,

you can click this button to display the

next part of the list.

6. Click the Another Query button to return to the Budget Queries screen.
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Query Budget Status by Organizational Hierarchy

7. Follow these steps to begin the query:

Budget Queries

&R To create a new guery choose a query type and select Create Query.

Query,
A Choose Budget Status by
Create a New Query Organizational Hierarchy
Type Budget Status by Organizational Hierarchy | T~  from the drop-down list.

[ Create Query ] B Click the Create
Query button.

8. Check the boxes shown in the following illustration.

[] Adopted Budget Year to Date

[] Budget Adjustment [ ] Encumbrances
Adjusted Budget Reservations

[] Temporary Budget Commitments

[] Accounted Budget Available Balance

9. Click the Continue button.
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10. Follow these steps to choose the query parameters:

A Choose the current
Fiscal Year.

B Choose the current
Fiscal Period.

N\

Fiscal year: 2007 v Fiscal period:

Comparison Fiscal year: | jjore

Commitment Type: all

[ chart of Accounts |

Organization

M Index

Activity

Lacation

IIII‘

Fund Type

Account Type ]

AN

N\

12 |»

Comparison Fiscal period: | pgre +

N

C Ensure the Chart of
Accounts is M.

D Enter 11100 in the Fund field and
2250 in the Organization field.

11. Click the Submit Query button to display totals for the organizations within this

person’s hierarchy.

Report Parameters
Organization Budget Status Report

By Organization
Period Ending Jun 30, 2007
As of Jun 19, 2007

Chart of Accounts M Marin Community College District Commitment Type All
Fund

11100 Unrestricted Program All
Organization 2250 Physical Education Activity All
Account All Location All
Query Results
Organization Organization Title FY07/PD12 Adjusted FY07/PD12 Year to FY07/PD12
Budget Date Reservations

2250 Physical Education

22501 Physical Education - 791,932.63 919,957 .44 1,521.65

22502 Physical Education -

22503 Physical Education -
2250 Rollup 791,932,632 919,957 .44 1,521.65

FY07/PD12
Commitments

FY07/PD12 Available
Balance

1,601.14 (129,625.95)

1,601.14 (129,625.95)

A hierarchical query drills
down by organization.
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Drill Down Through the Hierarchy
12. Click the 22501 link.

Report Parameters
arganization Budget Status Report

By Organization
Period Ending Jun 30, 2007

As of Jun 19, 2007

Fund 11100 Unrestricted Program
Organization 2250 Physical Education Activity
Account All Location

Query Results

arganization Organization Title FY07/PD12 Adjusted

Chart of &ccounts M Marin Community College District Commitrment Type All

FY07/PD12 Year to

FY07/PD12

FY07/PD12

FY07/PD12 Available

Budget Date Reservations Commitments Balance
2 Physical Education
22501 Physical Education - 791,832.63 919,957.44 1,521.65 1,601.14 (129,625.95)
22502 Physical Education -
22503 Physical Education -
2250 Rollup 791,832.63 919,957.44 1,521.65 1,601.14 (129,625.95)
This displays only the 22501 organization.
13. Click the 22501 link.
Query Results
arganization Organization Title FY07/PD12 Adjusted FY07/PD12 Year to FY07/PD12 FY07/PD12 FY07/PD12 Available
Budget Date Reservations cCommitments Balance
22501 Physical Education - 791,932.63 919,957.44 1,521.65 1,601.14 (129,625.95)
22501 Rollup 791,932.63 919,357.44 1,521.65 1,601.14 (129,625.95)

This drills down to the Account Type level. You could now continue drilling down to

additional account detail.

Query Results
Account Account Type FY07/PD12 Adjusted FYO7/PD12 Year to
Type Title Budget Date
50 Revenues
&0 Salaries 618,821.00 919,957.44
70 Direct 173,111.63 0.00
Expenditures
80 Transfers
22501 Rollup 791,932.63 919,957.44

FY07/PD12
Reservations

FY07/PD12
Commitments

0.00

1,521.65

1,521.65

FY07/PD12 Available

Balance
0.00 ( 301,136.44)
1,601.14 171,510.49
1,601.14 (129,625.95)

14. Scroll to the bottom of the screen and click the Another Query button.
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Query Tools

Self Service Finance provides a series of tools that allow you to further analyze
your organization’s budget. The tools include:

e Download to Excel
e Online Computation

e Save Query as Template

Downloading to Excel

You can download your query data to Excel then use all of the features available
in Excel to further analyze your data.

Hands-On: Download Query Data to Excel

In this exercise, you will conduct another query by account, and then you will download data to
Excel. You will then open the Excel file and observe the data you downloaded.

1. Choose Budget Status by Account from the Type drop-down list.
2. Click the Create Query button.

3. Make sure the following checkboxes are checked.

[] Adopted Budget Year to Date

[] Budget Adjustment [ ] Encumbrances
Adjusted Budget Reservations

[] Temporary Budget Commitments

[] Accounted Budget Available Balance

Click the Continue button.

Choose the current year from the Fiscal Year drop-down list.
Choose the current period from the Fiscal Period drop-down list.
Enter the Fund 11100 and the Organization 22501.

Click the Submit Query button.

® N »n ok
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9. Click the Download All Ledger Columns button as shown in the following
illustration.

Query Resuits
Account Account Title

FY07/PD12 Adjusted

Budget

FY07/PD12 Year to
Date

11000 FT Instructional Certificated 340,535.00 221,651.82
sal
12000 FT MonInstruct Certificated 0.00 6,397.30
Sal
12050 FT Management Certificated 97,210.00 89,109.13
Sal
12430 FT Nonlnst Dist, Dir.- Q.00 439.82
Reassigned
13000 PT Instructional Cert Sal - CR 0.00 311,845.83
13100 PT Instruct Cert Sal - 0.00 11,283.28
summer CR
13130 PT Instruct Cert Sal - 0.00 10,902.86
Summer OL
13300 PT Instruct Cert Sal - Q.00 10,731.02
Substitute
13990 PT Instruct Cert Sal - Q.00 21,853.10
Overload
149390 PT NonInstruct Cert Sal - 0.00 5,210.55
Qverload
21000 FT Classified Salaries - CSEA 47,949.00 44,216.88
21010 FT Classified Salaries - SEIU 101,664.00 87,361.68
21110 FT Classified Sal - SEIU OT 0.00 Q03.20
21170 FT Classified Sal - 5,351.00 3,873.20
Maintenance OT
23000 FT Classified Salary Student 0.00 3,029.00
Screen total 593,709.00 898,810.68
Running total 593,709.00 B898,810.68
Report Total (of all records) 791,932.63 919,957.44
\
F Download Al Ledger Columns ] [ Download Selected Ledger Columns ]

FY07/PD12
Reservations

Q.00

Q.00

0.00

0.00

Q.00
0.00

Q.00
Q.00
Q.00
0.00
Q.00
Q.00
Q.00
Q.00
Q.00
Q.00

Q.00
983,22

FY07/PD12
Commitments

0,00

0,00

0.00

0.00

0,00
0.00

0,00
Q.00
Q.00
0.00
0,00
0,00
0,00
0,00
0.00
0.00

0,00
1,062.71

FY07/PD12 Available

Balance

118,863.18
{ 6,397,530
8,100.87
[ 433.82)

(311,845.83)
( 11,283.28)

[ 10,902 86)
[ 10,731.03)
(91,853.10)
{5,210.55)
3,730.12
14,302.32

[ a03.20)
2,477.80

{ 3,029,009

( 305,101.68)

( 305,101.68)
(129,087.52)

10. The following message appears.

File Download

Mame: bwflsdld,csv
Type:r Microsoft Excel Worksheest, 1,30 KB

Do you want to open or save this file?

]

From: bannerapp-testl.marin.edu

DOpen

] ’ Save

] I Cancel

[Jidlways ask betore opening this tepe of fils

v

YWhile fles from the Internet can be ugeful, zome fles can potentially
harrn your camputer. [F pou doomat brust the zaurce, do not apen or
zave thig file, What's the rigk?

11. In this example, click the Save button to save the file to your desktop, and name it
My Report.

12. Navigate to your desktop, and double-click the Excel file to open it.

As you can see, you now have the full power of Excel available to work with your report.

13. Close Excel.

14. Leave the results of the query on the screen for the next exercise.
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Performing Online Computations

Online Computation allows you to perform simple calculations. This is an option
you might choose if you do not need the full power of Excel. Online Computation
allows you to perform calculations on two columns only.

Choose the first Choose the mathe- Choose the second From this drop-down list, choose the
number to calculate matical operator from number to calculate column after which you wish to insert
from the drop-down this column. from the drop-down a new column. This is where the
listin Column 1. list in Column 2. answer to your calculation will go.

Compute Aditional Colurnns for the Yuery \ \

Column 1 b\ Operator Column 2 \ Display After Column \ New Column Description|
FY07/PD11 Commitments v | | minus ~| |F¥07/PD11 Reservations ~| |FY07/PD11 Commitments ~ | Total POs

[ Perfarm Computation ] /

/

Click this button after Enter the description for

setting up your formula. your new column here. This
will become the column
heading in your report.

Hands-On: Perform an Online Computation

In this exercise you will perform an online calculation to total the reservations and commitments in
your query report.

Before you begin: the report from your Budget Status by Account Query should
be on the screen.

1. Scroll down to the Compute Additional Columns for the Query area at the bottom
of the Query Report screen.

Choose Commitments from Column 1.
Choose Minus as the Operator.

Choose Reservations from Column 2.

A

Click the drop-down arrow for the Display After Column list and choose the
column after which you want the new calculated column to appear. In this
example, choose Commitments.

6. Type Total POs as the title for your new column.
7. Click the Perform Computation button, which appears below the Column 1 field.
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Now you see your new column.

/~\

Query Results
Account Account Title FY07/PD12Z Adjusted FYO07/PD12 Year to FY07/PD12 FY07/PD12 Total POs FYR7/PD12 Available
Budget Date Reservations Commitments Bal§nce
11000 FT Instructional Certificated 221,651.82 0.00 [of alo} 0.00 118,883.18
Sal
12000 FT MNonInstruct Certificated £,397.30 0.00 ojoo 0.00 ( 6,397.30)
Sal
12050 FT Management Certificated 89,109.13 0.00 8] als} 0.00 8,100.87
Sal
12430 FT Nonlnst Dist, Dir - 439.82 Q.00 Q.80 0.00 ( 439.82)
Reassigned
13000 PT Instructional Cert Sal - 311,845.83 Q.00 Q.0 0.00 (311,845.83)

NS

8. Click the Next 15 button at the bottom of the table to see the result of your

calculation.

Query Results
Account Account Title

FY07/PD12 Adjusted

FY07/PD12 Year to

FY07/PD12

Total POs FYO07/PD12 Available

Budget Date Commitments Balance
23010 FT Classified Sal Student - Q.00 5,657.00 Q.00 0.00 ( 5,657.00)
Surnmer
23200 PT Classified Salary MonStudent 12,862.00 4,619.88 0.00 0.00 8,242.12
24200 PT Class Sal NonStudent Instruct 12,250.00 10,869.88 Q.00 pE 1,380.12
43000 Instructional Supplies 27,200.00 0.00 Q.00 0.00 27,200.00
45000 Other Supplies 61,281.63 0.00 1,601.14 79.49 59,680.43
51000 Personal Services 17,540.00 0.00 Q.00 Q.00 17,540.00
52000 Travel and Conference 31.00 0.00 0.00 Q.00 31.00

Remain in this screen for the next exercise.

Saving Your Parameters in a Template

Self Service Finance’s template feature allows you to save your work parameters,
so that you can retrieve them in the future. You can save the parameters in a

template for:

e Queries

e Requisitions

e Budget Transfers

In this example, you will save a query as a template. When you do so, you are
saving the parameters that you specify when you set up the query report. You are
not saving the report itself, since it needs to be refreshed each time you use it due
to changes that will likely occur in the data. Saving a query as a template is useful
if you want to run the same report frequently.
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The Save Query As button appears
below your report, together with a blank
field on the right where you can enter a
meaningful name for your query.

Query Results

Account Account Title FYO07/PD10 FYO07 /P
Adjusted Budget to Date
45000 Other Supplies 0,00
E2000 Trawvel and Q.00
Conference
53000 Dues and Q.00
Memberships
S&200 Film Rentals Q.00
58100 Postage 0.00
Report Total {of all 0.00
records)
[ Download all Ledger Columns ] [ Daownlg

\[ Save Juery as

[] shared

] Fiscal Services Tot Commitment

ARNING: If you click the Shared option, everyone who has access to
Self Service Finance will have access to your query template. As you can
imagine, you would have to scroll through many templates to locate your
templates. It is not recommended that you save Shared Queries.

If you don’t choose the Shared option, your template will be saved as a
Personal Template, which can only be accessed by you.

NOTE: There is a 30 character limit for a query name. The names are not case-
sensitive. The following characters are not permitted in a query name: semicolon,
colon, slash, ampersand, at sign, and question mark.

Self Service Banner Finance
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Retrieving a Query Template

Once you have saved a query template, you can easily retrieve it from the first
Budget Queries screen.

You choose the desired query from
the drop-down list, and then click
the Retrieve Query button.

Budget Queries

Q To create a new query choose a query type and select Create Query,
Query.

Create a New Query
Type Budget Status by Account v

[ Create Query ]

Retrieve Existing Query
Saved Query Total POs (Persanal) v

[ Retrieve Query ]

Hands-On: Save a Query as a Template

In this exercise, you will save the parameters for the query that you performed in the previous
exercise.

1. Toward the bottom of the Query Results screen, click the text box to the right of
the Save Query As button to position your cursor.

2. Type Total POs as the query name.

3. Click the Save Query As button.
The screen refreshes.

Retrieve Your Query

4. Click the Menu link in the upper-right corner of the screen to return to the
Finance menu.

5. Click the Budget Queries link.
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6. Follow these steps to retrieve your query:

Budget Queries

Q To create a new query choose a query type and select Create Query,
Query.

Create a New Query
Type Budget Status by Account v

[ Create Query ]

. - A Click the drop-down
Retrieve Existing Query arrow and seFI)ect the

Saved Query Total POs {Personal) M Total POs query.

[ Retrieve Query ]

B Click the Retrieve
Query button.

Self Service Finance moves to the first query setup screen, where you see the Operating
Data Ledger columns that you chose when you originated the query. Although Self
Service Finance remembers your choices from the last query, when you use a template,
the template fields will be checked regardless of the last activity in this screen.

7. Click the Menu link at the top of the screen to return to the Finance menu.
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Performing an Encumbrance Query

An encumbrance query enables you to view the details of a purchase order, such
as how much of it has been used and how much remains. For example, the book
store may have ordered three different types of text books. An encumbrance query
would show which text books came in and which ones remain on order.

Encumbrance Query

Choose the desired Fiscal

L , Year from this drop-down list.
&R Choose an existing query and select Retrieve Query or create

rmust enter a value in the Organization Field or the Grant Ej

Choose the Fiscal Period you
wish to query here. Remember,

Existing Query | pone
period 01 is July

l

I Retrieve Query

Fiscal year 2007 Fiscal period 12 » Choose an Encumbrance
Encumbrance Status  |open v Status: Open, Closed, or All.
Commitment Type all v Open — the invoice has not
been paid.
Closed - the invoice has
[ chartof accounts | m been paid.

All — displays both Open and

Fund
Closed encumbrances.

Organization

Grant

Fund Type

Account [ Account Type | ™~ Your Fund and your
Broaram Organization go here.
J NOTE: These are
Save Query as: required fields.
m shared T~~~ If desired, you can enter an

Account here. As an
example, you may want to
Submit Query l know how much money from
your Travel account is in an
Open Encumbrance Status.
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This is an example of funds that have been encumbered by a purchase order.

Report Parameters
arganization Encumbrance Status Report

Open Encumbrance Summary by Document, Account Distribution
Period Ending Jun 30, 2007
As of Jun 18, 2007

Chart of Accounts M Marin Community College District Commitrment Type All

Fund Code 11100 Unrestricted Program Code All

Orgn Code 22501 Physical Education - DW Activity Code All

Account Code Al Location Code All

Query Results

Account Document Description Original Encumbrance Encumbrance Year to Current 7] Cmt Type
Code Commitments Adjustments Liquidations Date Commitments Used

45000  PO00O0194 Mational Collegiate 79.49 .00 .00 .00 79.49 .00 Uncommitted

Athletic Assoc
Report Total (of all records) 79.49 .00 .00 .00 79.49 .00

You could click the Document Code in the previous illustration to continue
drilling down to the accounting level information.
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Hands-On: Performing an Encumbrance Query

In this exercise, you will build an encumbrance query to determine how much money is in an
open encumbrance status for the current period for your fund and your organization (department).

Before you begin: The Finance menu should be on your screen.

1.

2. Follow these steps to fill in the query screen:

Click the Encumbrance Query link.

Encumbrance Query

&R Choose an existing query and select Retrieve Query ar creat
must enter a walue in the Organization Field or the Grant B

Existing Query pone v

I

l

Retrieve Query

A Choose the current
Fiscal Year.

e

B Choose the current Fiscal
Period. Remember, periods are
numbered starting with 01,

/which is July.

Fiscal year 2007 W Fiscal period 12 w

Encumbrance Status Open ¥ C Choose Open from
the Encumbrance

Commitment Type all g Status drop-down list.
D Make sure the Chart of

[ chart of ccounts ]y—-\ Index accounts is set to M.

11100 | ) Activity

2501 Location — E Enter your Fund and

your Organization

_— F Click the Submit

Query button.

Save Query as:

O Shared

l

SuUbmit Guery

The query report appears on the screen, and you can now see all of the open
encumbrance items for the current period by account.

Query Results
Account Document
Code
FOOOO194

Encumbrance
Liquidations
.00

Encumbrance
Adjustments

Yearto Current
Date Commitments

.00 .00 79.49

L]
Used

.00 Uncommitted

Description original

Commitments

cmt Type

45000 Mational Collegiate
Athletic Assod

Report Total (of all records)

.00 .00 .00 79.49 .00

If you click the Document Code, you drill down to the accounting (FOAP) level of detail.

3. Click the Menu link at the top of the screen to return to the Finance menu.
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Creating a Requisition

Be sure to perform a budget query to ensure that funds are available before
entering a requisition. If funds are not available, you will not be able to complete
the requisition. Make sure you know your Fund, Organization, and Program codes
before you begin. If you do not know these codes, contact Fiscal Services.

Please note that you can only order five items per screen. If you wish to order
more than five items, you have two options:

Leave the

Create separate requisitions, which will generate separate purchase
orders. NOTE: This is the recommended approach.

Link requisitions together by adding a message in the Comments field
indicating 1 of 3, 2 of 3, and so on. This requires that Fiscal Services read
the comments and manually associate the requisitions. Requisitioners, who
regularly order more than five items at a time, will be trained by Fiscal
Services to use a different aspect of the system.

Leave the Delivery Date at the current Click the Vendor Validate button, and

Transaction Date
at the current date.

date, unless you wish to delay delivery.
For example, you may want to specify a
delivery date for text books.

when you do so, Self Service Finance
populates the vendor information, the
requestor information, the Currency

Code and the Ship Code.

pd

= Enter the Vendor ID. You may
need to perform a Code Lookup
if you don't recall the ID.

NOTE: If you need to add a new
vendor, contact Fiscal Services.

Transaction Date |5 STgp w | | 2007 v/
Delivery Date E % | |SER | | 2007 w
— | vendor ID MOOOZ4524 [ vendor validate T

Address Type Bl Address Sequence 1

vendor Contact vendor E-mail

Vendor Name Office Max Vendor Phone

Vendor Address 1315 O'Brian Way Fax

Menlo Park CA 94025

Requestor Name japg|nis

Requestor E-mail

Phone Area Phone Ext

FAX Area FAX Number FAX Ext

Chart of Accounts |y Organization 20001

Currency Code UsD v Discount Code Mone ", Tax Group Ths W

Ship Code KTD Attention To John Doe #12

Comments Please fax copy Df\PO \ Document Text
N\

If item(s) ordered and the invoice
should go to someone other than
the Requisitioner, that person’s
name and extension go in the
Attention To field.

Do not use the Discount Code.
If a discount is involved, contact
Fiscal Services.

Text you type in the Comments field does not get
printed; therefore, it is primarily directed at Fiscal
Services. You might add a comment requesting a fax
copy of the purchase order, for example.
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Adding Document/Commodity Text

Notice the Document Text link at the bottom of the previous illustration. You
have the ability to add text to a requisition, which can be directed to the vendor or
to Fiscal Services. If you enter text for the vendor, it is known as Document text,
and it will appear on the purchase order.

Notice the heading for the top text box in the Document/Commodity Text
illustration on the right—Enter Document
Text, Print. The word Print is your clue that Entter Document Text, Print:
this text will appear on the requisition; contact:
therefore, it will be read by the vendor. The / :5'457:“_1 W:x
heading for the second text box indicates NO e
Print; therefore, it will only be read by Fiscal
Services.

Enter Document Text, No Print:

NOTE: In the top text box, enter the name
and phone number of the person the vendor
should contact if they have questions.

My manager will approve the Fed Er charges.

Save

The following commodity table is where you enter the items you wish to order.

These links allow you to add Commodity text to your
requisition to further describe the item you are ordering.
Text that you add via these links will print below the
commodity lines in the purchase order.

/

It Commodity Code Gommodity Description u/m Tax Group Quantity Unit Price Discount Amount Additional Amount
1 Books Ea  v||Tax v a0 12,95
2 Paper CSE v||Tax |v 5 22.95
3 Toner CTH || Tax 5 60
4

Mone || Mone v

5 Mang v || Mone v

[VCDmmod\ty validate ]
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Including Freight Charges

Freight charges should be added as a line item in the commodity table. The unit of
measure (U/M) should be N/A, and these charges are normally not taxable.

1

2
3
4
=

Item Commodity Code Commodity Description u/m Tax Group Quantity Unit Price
Books Ed4 ¥ ||Mone ¥ 30 12,95
Paper CSE ¥ |MNone + 3 22,95
Taner CTH % || None v g 50
Freight MiA (v | [NOTx » 1 27.98

Mone ¥ || Mone ¥

Entering Orders for Office Depot and Corporate Express

You order items for these two vendors via their websites. When the order is
complete, the website displays an order confirmation number. You will then enter
the order into the Banner system as a single-line entry in the commodity table.

Enter the vendor name and the order confirmation number in the Commodity
Description field. Complete the remaining fields as shown in the following

1llustration.

Item Commodity Code Commodity Description
1 Office Depot Conf #1234
2

usm Tax Group Quantity Unit Price

E& MINOTE v

Mone ¥ || Mone ¥

225,32
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Assign Requested Items to a FOAPAL Stream

After Self Service Finance calculates the total amounts, you will assign the
amounts to a FOAPAL stream.

@ Dollars
Seq# Chart Index Orgn Account Program Activity Location)Accounting
1 il 22501 45000 og2500 418.61
2 il 11100 22501 L2000 og2500 445,89

If you wish to assign your requisition items to more than one account, you can

assign amounts by Percents or by Dollars. The following illustrations provide
examples of each.

This example assigns
amounts by Percents.

Enter the percents
in this column.

7
() Dollars @& Percents |

Seq# Chart Index Fund Orgn Account Program Activity Location Accounting

1 il 11100 22501 45000 083500 50

2 I 11100 22501 S2000 033500 50
This example assigns
amounts by Dollars. Enter the dollar amounts

in this column.
& Dollars ) Percents
Seq# Chart Index Fund

Orgn
1

Account Program Activity Location Accounting
Il

11100 22501 45000 083500

418.61
2 il 11100 22501 52000 083500

446,89
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Creating Multiple Requisitions for the Same Vendor

When you complete a requisition, the Another Requisition, Same Vendor button
appears at the top of the screen, so you can continue entering requisitions without
returning to the Finance menu. Self Service Finance will automatically populate
the vendor information for you.

N
|_\\ Another Requisition, Same Yendor ] [ Another Requisition, New Yendor
Use Template |pjone w

Transaction Date |j1g | [Jun +« 2007
Delivery Date 18 »| UM »| | 2007 +

vendor ID MOD024584 | vendor validate

Printing a Requisition

Although you can print the requisition screen for your records, another view of
the requisition allows you to easily print the requisition on one page. Choose
View Document from the main Finance menu and click the Document Number

button. /
Choose type: | pequisition v [ Document Number &7
Submission#: Change Seq#

When the Document Lookup screen appears, leave all fields at their defaults as
shown in the following illustration and click the Execute Query button. (Your
User ID will be different from the one shown.)

Document Lookup

# - at least one of these fields required.

Requisition Code Lookup
Document Number#

User ID#* JLANGLOIS

Activity Date ® all vl lal v
Transaction Date® all v sl v
vendor ID#

Requestor

Approved Al v

Completed Al v

Reference Number#®
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Click the requisition number’s blue link, which places the requisition number in
the View Document screen.

Requisition | ookup Results
Document NumberUser I D
ROCOOZ2E3 JLANGLOIS
RODDOZE4 JLAMNGLOIS
ROCOOZ80 JLAMNGLOIS
RODOOZ83 JLANGLOIS
ROODOZ04 JLAMNGLOIS
ROCOOZ1E JLAMNGLOIS

Click the View Document button to display the requisition.

View Document

&R To display the details of a document enter parameters then select Yiew docu
history. If you do not know the document number, select Document Mumber f
document numbers to choose from.

Choose type: Requisition A4 [ Docurent Numnber @
Submission#: Change Seq#

Display Accounting Information

® Yes o No

Display Document/Line Item Text Display Commo

O all @  Printable O None O All & Printabl

Yiew document ][ Approval history ]

To print the requisition on one page, choose View—Text Size—Smallest from the
browser menu bar, then click the Print button on the browser toolbar.

Canceling a Requisition

A Requisitioner has the ability to cancel a requisition after completing it. Banner
considers the Requisitioner to be the first Approver when they complete the
requisition. Therefore, they also have the ability to disapprove the requisition.
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Finance

Choose Approve

Documents from the Budget Queries
Finance menu. Encumbrance Query
Requisition

\ Approve Documents
Wiew Document

Approve Documents

Enter Approval Parameters

Choose this option User ID JLANGLOIS
button and click the Document Number:
Submit Query button.

() Documents for which you are the next approver
§~ @& all documents which you may approve

‘t Submit Query

Locate the desired
requisition and click
the Disapprove link.

\

Approve Documents

&R Sclect the Document Number link to display the details of a document, Select the History link to display the approval

\story of the document.,
enabled, to approve the document, Select the Disapprove link, if enabled, to disapprove the document.

Queried Parameters

User I JLANGLEOIS jlanglois
Document Number:

Documents Shown: all

Approve Documents List
MNext Approver Type NSF Change Seq# Sub# Originating User Amount  Queue Type Document History Approve Di

pprove
A REQ DERLENHEIM 200,00 [Blele ROOOO445 History Approve Disagprove
A REQ DERLENHEIM 200,00 DoC RO00O0O44E History Approve Disapprove
REQ JLANGLOIS B03.25 DocC ROO00O304 History Approve Disapprove
REQ ILANGLOIS 803.25 DoC RO00D334 History Approve Disapprove
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Disapprove Document

) ] Document Information
Click the Disapprove Document Number: RO000446 Type: REQ
Document button to Change Seq# Sub#
complete the process. Amount: 200.00
Comment: Approval has been denied.
N

[\ Dizapprove Document ] [ Cancel
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Modifying a Requisition or Purchase Order after Approvals

If you need to modify a requisition after the approval process, or if a purchase
order number has been assigned and you want to request a change order, you can
do so using an email approval from your Dean or Budget Manager.

It is suggested that you compose an email explaining the reason for the
adjustment, then send the email to the Dean or Budget Manager for approval and
forwarding to Purchasing.

Saving a Requisition as a Template

Saving requisition information in a template works in a manner similar to the
query template you saved earlier in this course. You will enter the template name,
and when you click the Complete button to save the requisition, the template is
also saved.

A Use Template drop-down list appears
at the top of the Requisition screen Use Template | yone v

where you can choose a previously-
saved template.

WARNING: If you exit the system in the middle of entering a requisition, the
information will not be saved. You can save it as a template, however, and use the
template to populate the requisition fields at a later time.

The minimum information that must be entered in order to save a template
includes: FOAPAL stream, Commodity Description, U/M, Quantity, Unit Price,
Chart, Dollar Amount or Percent in the Accounting column.
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Deleting a Template

If you save a requisition template, you may
not need to use it again; therefore, you can
delete it if you wish by choosing the Delete
Finance Template link at the bottom of the
Finance menu.

Deleting a Shared Template

Finance

Budget Queries
Encumbrance Query
Requisition

Furchase Grder

Approve Documents

Wiew Document

Budget Transfer

Multiple Line Budget Transfer

7

Delete Finance Template Z

Although it is not recommended that you create shared templates, if you need to

delete one, contact the IT Department.
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Hands-On: Create a Requisition

In this exercise, you will create a requisition, assign the commodities to two FOAPAL streams,

and assign amounts by Dollars.

Before you begin: You should be on the Finance menu screen.

1. Click the Requisition link in the menu.

The Requisition window appears.

2. Follow these steps to complete the top portion of the requisition:

A Leave the Transaction B Enter the
Date and the Delivery

Date at the default.

Vendor ID here.

C Click the Vendor Validate button to

instruct Self Service Finance to
populate the vendor and requestor
information.

Transaction Date |13 +~ /iUy +~| 2007 &

Yendor Contact

Vendor Name Office Max
Vendor Address 1315 Q'Brian Way

Menlo Park CA 94025
Requestor Name |jang|ajs
Requestor E-mail
Phone Area Phone
FAX Area FAX Number
Chart of Accounts |, Organization
Currency Code Usp v Discount Code
Ship Code KTD Attention To

Gomments Please fax copy of PO

Delivery Date 12 «f | JUN % | 2007 »
Yendor ID MO0024584 Yendor Yalidate
Address Type BU Address Sequence

1

Yendor E-mail

vendor Phone

Fax
Ext
FAX Ext
22501
MNaone - Tax Group TaX ™
John Doe

Document Text

/

D The Ship Code defaults
to KTD.
NOTE: If you need to
ship something to IVC,
contact Fiscal Services
for details.

/

E Click the Document
Text link.
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3. In the Document/Commodity Text window, type the information as shown in the
following illustration.

Document/Commodity Text

Enter Document Text, Print:

Please ship via Fed Ex.

Enter Document Text, No Print:

My manager will approve the Fed Ex ship charges.

4. Click the Save button.

The following message appears indicating that the text was saved.

Document/Commodity Text

Document Text saved.

5. Click the Close &3 button in the upper-right corner of the window.

Ordering Commodities

6. Enter the data as shown in the following illustration. NOTE: Do not enter dollar
signs or commas in numbers. It is not necessary to type zeros to the right of the
decimal point, but you can type them if you wish.

Item Commodity Gode Gommodity Description u/m Tax Group Quantity Unit Price Discount Amount Additional Amount
1 Books Ea  v||Tax v a0 12,95
2 Paper CSE v||Tax |v 5 22.95
3 Toner CTH || Tax 5 60
4 Mone | Mone +
5 Mone ¥ || Mone (v
[ Commodity validate ]

7. Click the Commodity Validate button below the commodity table.
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Self Service Finance populates the Calculated Commodity Amounts table shown below.

Calcuiated Commaoadity Amounts

Item Extended Amount Discount Amount Additional Amount Tax Amount Met Amount
1 388.50 30,11 418.61
2 11475 85.89 123 64
z 200,00 23,25 323225
4
=

Totals: 803 25 0,00 0.00 52,25 g65.50

Assign Requested Items to a FOAPAL Stream
8. Enter the FOAPAL streams shown in the following table.

& Dollars O Percents
Seq# Chart Index Fund orgn Account Program Activity Location Accounting
1 I 11100 22501 43000 023500 418.61
I 11100 22501 45000 033500 446,89

2
3
4
3

Save as Template

[] Shared

[ Yalidate ” Complete

—— WARNING: If you click the Shared option, everyone who has access to
Self Service Finance will have access to your query template. As you can
imagine, you would have to scroll through many templates to locate your
templates. It is not recommended that you save Shared Queries.

If you don’t choose the Shared option, your template will be saved as a
Personal Template, which can only be accessed by you.

9. Click the Validate button below the FOAPAL table, and scroll to the top of the
screen to see the results of the validation.

Self Service Finance validated the FOAPAL entries indicating that the values in the
Accounting column are correct as shown in the following illustration.

Document Walidated with no errors
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10. Click the Complete button below the FOAPAL table, and scroll to the top of the
screen to see the following message indicating that the requisition has been
forwarded to the Approval queue. The document (requisition) number in this
example 1s R0O000072. You will likely see a different requisition number.

NOTE: All requisition numbers begin with an R.

Cocument ROOO00O72 completed and forwarded to the Posting process

When you complete a requisition, it automatically goes to the first approver’s queue.
When the first approver approves the requisition, it automatically goes to the next
approver and so on until it has gone to all Approvers. If you wish to know where your
requisition is in the approval queue, you can use the View Document feature discussed
later in this course.

Requisitioning Standing Purchase Orders
(Open Purchase Orders)

In the Self Service Banner Finance, open purchase orders are referred to as
Standing Purchase Orders. You enter them in the system using the Requisition

screen.
Enter Standing PO as the Choose EA as the UM Choose NOTX from the
Commaodity Description. (unit of measure). Tax Group drop-down list.
Item Commodity C% Commodity Description u/m /ax Grl::yéntitv Unit Price Discount Amount Additional Amount
1 Standing PO Es ¥ NOTX 1 500

Mone ¥ | Mone «
Mone ¥ | Mone

Mone v || Mone v

L B L N N ]

Hone % || None

[ Commodity Yalidate ]

Click the Item number link /

to display the Document/ Enter a Quantity of 1. Enter the appropriate Unit Price.
Commodity Text screen

where you can further

describe the PO.

Use the Document/Commodity Text screen to communicate with the vendor and
Fiscal Services.
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e The top text box will print on the purchase order, so the vendor will see it.
The text will appear below the Commodity Description for that row.

e The bottom text box will not print, so only Fiscal Services will see the
text.

Document/Commodity Text

Enter Item 1 Text, Print
Standing order with Office Depot for supplies,

Enter Item 1 Text, Mo Print
Standing order with Office Depot for supplies.

Save

When you click the Commodity Validate button below the Commodity table, the
system generates the Calculated Commodity Amounts as shown in the following
table.

Calculated Commadity Amounts
Item Extended Amount Discount Amount Additional Amount Tax Amount Net Amount
1 00,00 500,00

Totals: 00,00 0,00 0.00 0,00 500,00
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You then enter the FOAP stream in the table, as shown in the following

illustration.
@ Dollars ) Percents
Seq# Chart Index Fund Orgn Account Program Activity Location Accounting
1 I+ 11100 22501 45000 0z3500 500.00
2

Determine the Balance for a Standing PO (Open Purchase Order)

You perform an encumbrance query on the purchase order number to determine
the balance for a Standing Purchase Order. The result of the query will show how

much has been liquidated.
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Requisitioning Service Agreements

You enter service agreements in the system using the Requisition screen.

Enter Service Agreement and a Choose EA as the U/M Choose NOTX from the
brief description (Elevator in this (unit of measure). Tax Group drop-down list.
example) in the Commodity
Description field. /
Itemn Cummuh e Commodity Description Ujl\-'l Tax Gruup antity Unit Price Discount Amount Additional Amount
1 Service agreement -Elevator E& V NOT>< 4 455 |

Mone » | Mone

MNone % | Nong (%

Naone * || Mone

L2 B N L R i8]

None % || Mone

[ Commodity Validate ]

Click the Item number link to display the
Document/Commodity Text screen where you
can further describe the service agreement.

Use the Document/Commodity Text screen to communicate with the vendor and
Fiscal Services.

e The top text box will print on the purchase order, so the vendor will see it.
The text will appear below the Commodity Description for that row.

e The bottom text box will not print, so only Fiscal Services will see the

text.
Document/Commodity Text
Explain the details Of Enter Document Text, Print:
what service is being Standard quarterly agreement,
performed in this box. ™S |Details of service - Operated lighting equipment for

the play Cthello in Spring 2008,

This information is
used to report to the
Board of Trustees,
and providing an

explanation expedites
this process. Enter Document Text, No Print:

Standard quarterly agreement.

Save
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When you click the Commodity Validate button below the Commodity table, the

system generates the Calculated Commodity Amounts as shown in the following
figure.

Calculated Commadity Amounts
Item Extended Amount Discount Amount Additional Amount Tax Amount Net Amount
1 1,820.00 1,820.00

Totals: 1,820.00 0,00 0,00 0.00 1,820.00

You then enter the FOAP stream as shown in the following table.

@ Dollars ) Percents
Seq# Chart Index Fund Orgn Account Program Activity Location Accounting
1 il 11100 22501 = =3=1nl] 651000

2

When you click the Complete button to finalize the requisition, a message appears

indicating that the requisition is completed. The requisition number appears in the
message.

Cocument ROOO00O72 completed and forwarded to the Posting process
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NOTE: Please write the requisition number on the top of the service agreement.

Requisition #

FOR FISCAL SERVICES USE ONLY

Vandar Mams

Marin Community College District vendar No.

AGREEMENT FOR SERVICES Amount A

THISE AGREEMENT fo lummilsh cerlein semices i made 63 of by and baky tha Karin C ity Callogs Disirct and —‘
{hereinalier cafled Vendor),

I. MATURE AND EXTENT OF SEAVICE
A, Vendor shall furish the Sallowing described services:

B, Marin Commaunity College District will gravide: .

. TERM OF CONTRACT
Trie lerm of this contract shall be fram e

COMPENSATION
Payman| will be made tased an submissian of invaices (i dugiicate). Normally, paymen w8 be made aboul faur waeks loliawing receipl ol an nvalce by Piscal Sarvices.
Tha lofawing spacial peymenl instructions (il any) epply-

Tatal Mobe: must be el for

I, TAMES
The: campensation staled hereln incudes all applicatie Laxes and wil not be changed harsafies as the resull of Vendae's fllue 1o inclede any applicabia 1ax, 8 a3
the rasull of eny change in tha Vendor's Tax Liabiilias.,

V. ASSIGNMENT OF SUBCONTRACTING
Viendor may not Bssigh of transler this Agreamant. or eny Inlerest therein or claim iheremdar, nor SUECONIFES) any porfion of the work tharsendar, withiout the willian
approvel of the Marin Communily Callege District.

V. REPORTING
vendor shall sepoa lo spproprinte office elier completing this Agreement.
VL LIABILITY

Vendor doas no) hofd Marin Community College Dlstrict responsibile for injury or persensl propesty damage caused by hishior own negligence, Vendor is an independan)
conimilor and holds harmless the District's afficers, Board of Tustoes, agents, 3rd ermployans from any and al loss, Infury, damage claims, suis, or judgments, inchuding
the cost of defen=e thareal arlsing Ifom tha sals or omissions of vendor In connection with (e service raferrad jo i il Agreament. Viengar i responsibhe ed geaviding
Epprapriak Workmen's Compensafion insurance coversga during 1he pericd covering this Agreamer.

WIH, CONFLICT OF INTEREST
Vendor atfirma thal 10 the Lt al histhar knowledge, thor exists no actusl or petential conlict betwsen Vandar's family, business, ar fnansial interesis and his/her
sarvicas under this Agraemant, and in the ewenl of changa ln eiller his'her private Inlerasts of serdee under this Agrooment, heishe will ralss wiih Marin Coemimiurnity
College Distic! any guestion reganding posslble conflict of Interest which may arise as a resull of sueh change.

IK. THE MARIN COMMURNITY COLLEGE DESTRICT ks s Equal OpporiurilygAllirmalive sclion Emplayar

M. APPLICABLE LAW
This agreemenl shall be governed by 1he laws of the Stale of Californda.

Exzguled s , Califomim, this day ol i | —

VENDOR: O Check If incorposaied MARIN COMMUNITY COLLEGE DISTRICT

NAME & ADDRESS OF VEMDOR: (Please type)

BUDGET LRIT MANAGER SIGHATURE DATE

ACCOUNT NUMBER TO BE CHARGED

WICE PRESIDENT ADMINIETRATIVE SEMNCES OR DEERGHEE DATE

BOCIAL BEGURITY MUMBER EMPLIIYER EIGH TFICATION MUMBER

! eartily under penalty of pesfury this number Is my correct taxpayer Wentiieation aumber and | om Aol subfect to baskup withholding,

SIGHATURE DATE

Hole: Any Individeal paid through the County Schoals Payreil Syaiem al vy time during the current calendar yosr cannot be pald a5 an independent consuhznl,

DS4grEvET1mg
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Determine the Balance for a Service Agreement

You perform an encumbrance query on the purchase order number to determine
the balance for a Standing Purchase Order. The result of the query will show how

much has been liquidated.
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Approving Documents (Requisitions)

A new requisition automatically goes to the first approver’s queue. When the first
approver approves the requisition, it automatically goes to the next approver, and
so on until it has gone to all Approvers. You can use the View Documents feature
to check where a requisition stands in the approval process.

NOTE: Approvers will not be automatically notified when there are requisitions in
their queues. You must manually check the approval queue.

When you choose Approve Documents from the Finance menu, the following
screen appears.

The User ID will

) This option displays
appear automatically.

your approval queue.

Approve Documents

Enter Approval Parameters

User ID train0l

Document Number:

% Documents for which you are the next approver

¢y All documents which you may approve

I Submit Query ]

Leave Document Number blank This option allows high-level approvers the
unless there is a specific requisition  ability to do the following:

you want to approve. Leaving this e See all of their requisitions

field blank allows you to see all of e See all unapproved requisitions in the
the requisitions in your approval queues of the approvers below them.
queue.

NOTE: It is possible to assign an alternate approver if the primary approver is
unavailable. Fiscal Services will work with the departments to meet this need.
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When you click the Submit Query button in the Approve Documents screen, a

screen similar to the one shown below appears. You can then click either the
Approve or Disapprove link.

You can click the blue Document Clicking the History link displays the
number link to view the requisition. history of the approvals for this requisition.

AN

Queried Parameters
Uszer ID TRAINZY train37
Document Mumber:

Documents Shown: Mext Approver

Approve Documents List
MNext Approver Type NSF Change Seq# Sub# Originating User Amount Queue T
A REG TRAINZY 9,340.00 DoC

Another Query

History Approve Disapprove
RO0D0081 History Approve Disapprove

/

Click the Approve or
Disapprove link.

Whether you approve or disapprove a requisition, you will see a screen similar to

the one below. A disapproval screen would have Disapprove Document as its
heading.

Approve Document

This area displays the
document number and
the amount.

You must click this
button to complete
the process.

NOTE:

™~

Document Information
Cocument Mumber: ROOOO0BZ Type: REQ

Change Seq# Sub#

Amount: 11,970.00

Comment: This document has been approved.
\[\ Approve Document H Cancel l

This text appears automatically. You
can add to it if you wish.

If a requisition is disapproved, you cannot resurrect it; you must

re-enter it.
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Hands-On: Approve a Requisition

In this exercise you will approve a requisition.
Before you begin: The Finance menu should be open on your screen.
1. Click the Approve Documents link.

2. If necessary, choose the Documents for Which You Are the Next Approver
option.

Click the Submit Query button to display your Approve Documents List.
4. Click the blue Document number link to display the details of the requisition.

Queried Parameters

User I TRAINDL Train0l
Cocument Number:

Cocuments Shown: Mext Approver

Approve Documents List
Next Approver Type NSF Change Seq# Sub# COriginating User Amount Queue Type Docu
W REQ TRAINZY 11,970.00 Do R.O0N

Another Query

t History Approve Disapprove
82 History Approve Disapprove

The View Document screen appears with the details of the requisition.

View Document

Requisition Header

Requisition  Order Date Trans Date Delivery Date Print Date Total
ROODO0DBZ May 09, 2007 May 03, 2007 May 09, 2007 11,970.,00
arigin: BAMNMER

Complete: ki Approved: M Type: Procurement
Cance| Reason: Date:

Fequestor: train3? 35833B SEMC Mobilization - Kitchen
Accounting: Cocument Level

Ship to: 1800 Ignacio Blvd

Movato, CA 94949 United States of America

Attention: marin
Contact:
Wendor: MODO12257  ATET

Po Box 78522
FPhoenix, AZ 850&2-8522
Fhone: Fax.

Self Service Banner Finance 60 Rev. Date 9/5/07



Click the Back button on Internet Explorer to return to the Approve
Documents List.

6. Click the blue Approve link to begin approving the requisition.

The Approve Document screen appears.

Approve Document

Document Information

Document Mumber: RO0O0082 Type: REQ
Change Seq# Sub#
Amount: 11,970.00

Comment: This document has been approved.

Approve Document l [ Cancel l /

/

This text is provided automatically.
You can add to it if you wish.

7. Click the Approve Document button.

The following message appears. You could click the Continue button if you wanted to
view more requisitions for approval/disapproval.

Document Pending Approval

Cocument ROOO00E2 has your approval,

8. Click the Another Query button to return to the Approve Documents screen.
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High Level Approvals

High-level Approvers are people who have other Approvers below them in the
approval queue. In the following example, trainO1 is the approver for train37.

Approve Documents

Enter Approval Parameters

User ID train0i

Document Number:

& Documents for which you are the next approver

¢ All documents which you may approve

I Submit Query ]

Choosing Documents for Which You are the Next Approver and clicking the

Submit Query button as shown in the previous figure, displays the following
Approve Documents List for trainO1.

Queried Paramelp

Uger IO \nOl
Cocument Numbe™

Documents Shown: Mext Approver

Approve Docurments List

Next Approver Type NSF Change Seq# Sub# Osigia g User Amount Queue Type Document History Approve Disapprove
Y REQ @ 11,970.00 DoC ROOOODEZ History Approwve Disapprove
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JLANGLOIS is a high-level approver above train01. By choosing the All
Documents Which You May Approve option, high-level Approvers will see not
only the documents for which they are the next approver, but documents which
have not yet been approved by a lower level approver.

NOTE: Approvers can approve out of order. In other words, a level 3 (top level in

this example) approver can approve a requisition before the level 2 approver.
However, the level 2 approval is still required.

Approve Documents

Enter Approval Parameters

User ID JLANGLOIS

Document Number:

¢y Documents for which you are the next approver

& All documents which you may approve

[ Subrmit Query

The following example shows JLANGLOIS accessing train01’s Approve

Document List, which in this example shows several requisitions submitted by
train37.

Queried Parameler,

User IO nglois
Document Mumber:

Documents Shown: All

Approve Documents List

Next Approver Type NSF Change Seq# Sub#2rginasigg User Amount Queue Type DocumentHistory Approve Disapprove

W REQ TRAIN3T 10,000.00 DoC ROQODO0OB0 History Approve Disapprove
REQ TRAIN3T 9,340.00 DoC ROQDO0OB1 History Approve Disapprove
REQ TRAIN3T 11,970.00 DoC RO0DO082 History Approve Disapprove
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Hands-On: View Approvers Below a High-Level Approver

In this exercise, high-level Approvers will view and approve a requisition where a lower level
approver has not approved the requisition.

1.

Choose the All Documents Which You May Approve option as shown in the
following illustration.

Approve Documents

Enter Approval Parameters

User ID JLANGLOIS

Document Number:

¢ Documents for which you are the next approver
& All documents which you may approve

[ Subrit Query ]

2. Click the Submit Query button.

The Approve Documents List appears. It contains any requisitions for which you are the
next approver as well as any requisitions for lower lever Approvers.

Queried Parameters

User 1T ILANGLOIS jlanglois
Document Mumber:

Documents Shown: All

Approve Documents List

Next Approver Type N3SF Change Seq# Sub# Originating User Amount Queue Type Document History Approve Disapprove

Y REDQ TRAINI7 10,000,00 DoC RO00OQ0B0 History Approve Disapprove
REQ TRAIN3T 9,340.00 DoC ROQODO0OB1 History Approve Disapprove
REQ TRAIN3T 11,970.00 DoC ROQDO0B2 History Approve Disapprove

3. Click the History link to display the View Document screen where you can
see the history for a requisition.

Self Service Banner Finance 64 Rev. Date 9/5/07




In the following example, JLANGLOIS clicked the link for requisition number R0O000082 to

display the View Document screen.

View Document

Docurment Identification
Document Mumber ROOOQ0EZ Type
ariginator: TRAIMNZT train3z¥

Appravals required

Req}i&?ﬁ

/ Train37 is the requisitioner.

Train01 is the first level approver
for Train37.

JLANGLOIS is a high-level
approver for train01.

The Approvals Recorded list shows, in this

example, that Train01 and jlanglois have

Queue Description Level Approvers
SzB SELF SERWICE TEST 20
Trainol |
S5B SELF SERVICE TEST 30
jlanglois ~
Approvals recarded
Queue Level Date User
ScB 10 May 09, 2007 train37
4.

Documents screen.

not yet approved this requisition. It is
assumed that the requisitioner approved
the requisition by submitting it.

Click the Back button on Internet Explorer to return to the Approve

Click the Approve link to begin approving this requisition.

Approve Document

Document Information
Document Mumber: RO0000BZ Type: REQ

Change Seq# Sub#
Amount: 11,970.00
Comment:

[ Approve Document l [ Cancel l

This document has been approwved.

6. Click the Approve Document button to display a message indicating that you

approved the requisition.
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Document Pending Approval

Cocument RODODD0B2 has your approval,

7. Note the requisition number. You will use it in the next exercise.

That requisition is now removed from your approval queue.

8. Click the Menu link at the top of the screen to return to the Finance menu.
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Viewing Documents (Requisitions)

You can use the View Document feature to view the details of a requisition or
view its approval history. Viewing the approval history is a convenient feature if
you want to find out where your requisition stands in the approval queue.

You choose one of these option You would enter the
buttons to specify whether or not requisition number here.
you want to display the
accounting information.

View Document

&R To display the details of a document enter parameters then select fiew document, To display approval
then select Approval history, If you do not know the document nurgber, select Docurment Number to acd
you to perform a query and obtain a list of document numbers to choose from.

Choose type: | pequisition w [ Docurment Murmber ] RpOOOOOZZ

Submission#: Change Seq# [ Reference Mumber ]

Display Accounting Information

@ Yes o) No

Display Document/Line Item Text Display Commodity Text

all @  Printable ) None O All G Printable ) None

o~
[ Yiew document ]|§/§pproua| history |

~ /

These options relate to the text a These options relate to the text a
Requisitioner may have entered Requisitioner may have entered
via the Document Text link in the via the links at the beginning of
top portion of the requisition form. the rows in the commaodity table of

the requisition screen.
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Clicking the View Document button in the View Documents screen displays the
details of the requisition.

View Document

Requisition Header

Requisition  Order Date Trans Date Delivery Date Print Date Total
ROODOZE3 Jun 18, 2007 Jun 18, 2007 Jun 18, 2007 538.43
arigin: SELF_SERWICE

Complete: N Approved: Y Type: Procurerment
Cancel Reason: Cate:

Reguestaor: jlanglois 22501 Fhysical Education - DWW

Accounting: Document Level
Ship to: 120 Kent Ave
Kentfield, CA 94304

Attention: jlanglois
Contact:

Wendor:

Requisition Commaodities
Item Commodity Description  U/M Qty Unit Price Ext Amount

Disc  Addl Tax Cost

1 Baseball gloves EA 10 49.97 499.70
jLalu} ulu] 38.73558.43

Total: £38.43

Requisition Accounting

Seq# COAFY Index Fund Orgn Acct Prog Actv Loch ProjNSFSusp NSFOvr Susp Amount
1 kil o7 1110022501 45000 0533500 M M M 538.43
Total of displayed sequences: 538.43

Related Documents
Transaction Date Document Type Document Code Status Indicator
Jun 18, 2007 Furchase Order FOO0D19S

Clicking the Approval History button in the View Documents screen displays the

history of this requisition as it travels through the approval queue.

View Document

Document Identification
Cocument Mumber ROO0O0082 Type  Requisition
ariginator: TRAINZ?  frainz7

There are no approvals required at this time

Approvals recorded

Queue Level Date User

SSB 20 May 0%, 2007 jlanglois
S5B 30 May 0%, 2007 trandl
S5B 10 May 09, 2007 train37
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Hands-On: View Documents

In this exercise, you will view a requisition document, and you will also view the approval history
for the requisition.

Before you begin: The Finance menu should be open on your screen.
1. Click the View Document link.

2. Follow these steps to view the requisition you just approved:

A If necessary, choose B Enter the number of the requisition
Requisition from this list. you just approved here.

View Document

&R To disN\ay the details of a document enter parameters theN select view document. To display approval
then selgct Approval history. If vou do not know the documnt number, select Document Number to acg
you to peyform a query and obtain a list of document numbery to choose from.

Choose type: | pequisition + [ Document Mumber | |rooonngz

Submission#: Change Seq# [ Reference Number ]

Display Accounting Information

— | ® Yes ®) Mo
Display Document/Line Item Text Display Commodity Text
[ @] All @&  Printable ) MNone ) All &) Printable ) None
[ Wiew docurment ] [ Approugﬁsjitory ]
N
—C Choose Yes to display the D Choose the Printable
accounting information. options here.

3. Click the View Document button to view the details of the requisition.

4. Click the Back button in Internet Explorer to return to the previous screen.
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Click the Approval History button to display the View Document screen.

View Document

Docurment Identification
Document Mumber ROOD0O082 Type  Requisition
ariginator: TRAINZY  train37

There are no approvals required at this tme

Approvals recarded

Queue Level Date

User
SSB 20 May 0%, 2007 jlanglois
=B 30 May 09, 2007 trandl
=B 10 May 02, 2007 train37

9. Click the Menu link at the top of the screen to return to the Finance menu.
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Performing a Budget Transfer

It may be necessary to process a budget transfer in order to have adequate funds

for a requisition.

Leave the Transaction Date at the You enter the Transfer Amount here.
default. This is the date the money

yd

is actually transferred.

NOTE: Do not use dollar signs or commas. It
is acceptable to enter zeros in the decimal
positions, but it is not necessary.

Document Amount Q.00
Chart Index Fund
( From M 11100
To 11100

Description |Trans fram Supplies to Travel

7
Transaction Date 5w [SEP 2007
Journal Type BpooO2 (P anent Budget Adjustments) ¥
Transfer Amount 1000

Organization Account Program Activity Location D/C
22501 45000 083500 -

22501 L2000 023500 +
Budget Period | g3 +

Save as Template
[0 Shared

— Notice that the first row is the From row, and the Description is a Budget Period

second row is the To row. This is where you enter required field. must be the
the FOAPAL information for the transfer from

account and the transfer to account.

current period.
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Completing the Transfer

When you click the Complete button, the following screen appears.

This message indicates that the

The Another Transfer button allows you
transfer was completed.

to proceed with another transfer without
returning to the main Finance menu.

I
Document 10000263 completed and forwarded to the Approval process

[ Another Transfer ]

Use template | pjone

Transaction Date L | |SER | 2007 »

Journal Type BDOZ {Permanent Budget adjustments) v

Transfer Amount 1000

Document Amount 2,000.00

Chart Index Fund

Organization Account Program Activity Location D/C
From M

11100 22501 45000 033500 -
To 11100 22501 L2000 023500 +
Description | Trans frofn Supplies to Travel Budget Period | g3+

The Document Amount is a hash total that
Self Service Finance uses to ensure the
accuracy of the data.

Do not confuse this with the Transfer
Amount of 1000 in this example.
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Hands-On: Perform a Budget Transfer

In this lesson, you will transfer money from one account to another.
Before you begin: The Finance menu should be open on your screen.
1. Click the Budget Transfer link.
2. Follow these steps to begin the budget transfer:

— A Leave the Transaction Date at B Enter the Transfer
the current date. Amount of 1000.

Transaction Date L % |SERP % 2007 %

Journal Type BDOZ (Permanent Budget Adjustmentsy v
Transfer Amount 1000

Document Amount Q.00

Chart Index Fund Organization Account Program Activity Location D/C

— | From M 11100 22501 45000 023500 -
— | To 11100 22501 52000 083500 +

Description | Trans from Supplies to Travel Budget Period 03 +

Save as Template

[0 Shared

C Enter your FOAPAL stream for D Select the current

the From and To rows. Budget Period.

10. Click the Complete button, and notice the following message indicating that
Self Service Finance completed the transfer.

Document 10000026 completed and forwarded to the Posting process

11. Click the Menu link at the top of the screen to return to the Finance menu.
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Entering a Multiple Line Budget Transfer

The Multiple Line Budget Transfer Form is the same as the Budget Transfer Form
except that it allows Budget transfers among up to five FOAPAL streams. In the
D/C (Debit/Credit) column, the pluses (transfers to) must equal the minuses
(transfers from). These amounts must offset one another and add up to the
Document Amount.

Banner does not automatically generate the
Document Amount in a multiple line budget transfer.
You must calculate and enter the number in the
Document Amount field yourself. Calculate the
Document Amount by adding all of the numbers in the
Amount column as if they were positive numbers

PN

Transaction Date 18 % | JUN

Journal Type BDO2 {Permafént Budget Adjustments) v
Document Amount 2000

# Chart Index Fund Organization Account Program Activity Location Amount D/C
1w 11100 22501 45000 033500 250 - M
2 Im 11100 22501 52000 083500 250 -

3 M 11100 22501 53000 083500 coa -

+ | 11100 22501 56200 083500 1000 +

a3

Description | Transfer to fund trip Budget Period 12 %

Save as Template

[] Shared

Complete
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When you click the Complete button, the following screen appears:

This message indicates that the The Another Transfer button allows you
transfer was completed. to proceed with another transfer without
| returning to the main Finance menu.

T

Document JO000057 completed and forwarded to the Posting process.

[ Another Transfer ]

Use template | jjone +

Transaction Date 18 % (JUM s | 2007 v

Journal Type BDOZ {Permanent Budget Adjustments)
— Document Amount 2000

Complete

# Chart Index Fund Organization Account Program Activity Location Amount D/C
1 M 11100 22501 45000 023500 250 -
2 M 11100 22501 52000 023500 250 - ¥
3 Im 11100 22501 53000 023500 500 -
4 M 11100 22501 S6200 023500 1000 + ¥
L] + W
Description | Transfer to fund trip Budget Period 12

—— The Document Amount is a hash total that Self Service
Finance uses to ensure the accuracy of the data.
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Hands-On: Conduct a Multiple Line Budget Transfer

In this exercise, you will conduct a multiple line transfer, where you can transfer funds from three
accounts into one account

Before you begin: The Finance menu should be open on your screen.
1. Click the Multiple Line Budget Transfer link.

2. Follow these steps to begin the transfer:

A Leave the Transaction Date C Enter the FOAPAL

at the current date. rows for your transfers.
B Enter the Document

Amount of 2000. (This
is a total of all of the
transfer from and

transfer to amounts.)

D Set the Amounts and
D/C plus and minus
signs as shown here.

Transaction Date 18 » JUM W 2007 w
Journal Type BDOZ [Permanent Budget adjustments) +
Document Amount |2q05 T
# Chart Organization Account Program Activity cation Amount D/C
1 im 11100 22501 45000 083500 250 - ¥
2 m 11100 22501 52000 083500 250 -4
3 m 11100 22501 53000 083500 500 - ¥
4 im 22501 56200 083500 1000 + ¥
2 + v
Description | Transfer to fund trip Budget Period 12 %
Save as Template
[] Shared
\
\E Enter Transfer to fund trip F Set the Budget Period to the
in the Description field. current period.

3. Click the Complete button.

A message appears indicating that the transfer is complete.

Document JO000057 completed and forwarded to the Fosting process,

At this point, you could click the Another Transfer button to perform another transfer.

4. Click the Exit link in the upper-right corner of the screen to exit from Self Service
Finance.
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Appendix
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Glossary

Term Definition

Account See FOAPAL Stream.

Accounted Budget The original budget plus or minus any adjustments
made by Fiscal Services.

Activity See FOAPAL Stream.

Adjusted Budget The actual budget in effect right now—the net of the
adopted budget and all adjustments that have been
made.

Adopted Budget Original budget allocation given at the beginning of the

fiscal year.

Available Balance

The amount of money remaining in an account after all
commitments to date are subtracted. This is the amount
of money that can still be spent before the end of the
current fiscal year.

Budget Adjustment Permanent and temporary adjustments that have been
made to the budget.

Commitments A combination of purchase orders and requisitions.

Commodity What has been bought

Drilling Down The process in clicking on links to access more
information.

Encumbrances Generated by purchase orders; funds committed for

future payments.
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Term

Definition

Fiscal Period

A fiscal period corresponds to a period of no more than
twelve months, at the end of which a business closes its
books and prepares its financial statements. At the
College of Marin, the fiscal period spans from July 1%
through June 30™. Thus, the month of July is

considered fiscal period O1.

July 01
August 02
September 03
October 04
November 05
December 06
January 07
February 08
March 09
April 10
May 11
June 12
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Term

Definition

FOAPAL Stream

The FOAPAL stream is a series of codes that replaces
the account numbers used in the college’s legacy
system.

Fund: This code specifies the funding source where
the money comes from. Funds are either unrestricted or
grant funds.

Organization: This code identifies the department
responsible for the financial activity.

Account: The Account element identifies the spending
category, such as Office supplies or Travel.

Program: The College of Marin uses TOPS codes as
program codes. It’s a way of gathering information to
report to the state. Each discipline has its own code.

Activity: Activity codes are assigned to transactions
involving multiple organizations or funds that share
responsibility for a common event or activity. This
code is not used for requisitions.

Location: This code is used to specify the assigned
physical location of an asset. This code is not used for
requisitions.

Fund See FOAPAL Stream.

Index A six-digit code used in Banner as a shortcut to the
Fund, Organization, and Program Code.

Location See FOAPAL Stream.

o oo A six-digit code that identifies a unit of budgetary

rganization 2 s >

responsibility and/or departments within an institution.
Normally used to define “WHO” spends the money

Organization See FOAPAL Stream.

Program See FOAPAL Stream.
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Term Definition
Reservations Setting aside of budget funds generated by requisitions.
Temporary Budget Adjustments done in the current year that are

temporary in nature. Adjustments that will not roll over

to the next fiscal year.

Units of Measure

CTN carton
(0Y4 ounce
PAK package
TRP travel related services
YD yard
CON container
ROL roll
BOX box
CEN centimeter
THR therms
KW kilowatt
MET meter
CSE case
LB pound
EA each
GAL gallon
GRM gram
FT foot
PC piece
SVC service
TON ton
INC inch

Self Service Banner Finance 82 Rev. Date 9/5/07



Account Codes

Account Title
Code
11000 FT Instructional Certificated
Sal
11200 FT Instruct Cert Sal -
Sabbatical

12000 FT Nonlnstruct Certificated Sal

12050 FT Management Certificated
Sal

12060 FT Management Auto
Allowance

12200 FT Nonlnstr Cert Sal -
Sabbatical

12400 FT Nonlnstr Dept Chair -
Reassigned

12410 FT Nonlnstr Coordinator -
Reassigned

12420 FT Nonlnstr IRD - Reassigned

12430 FT Nonlnst Dist. Dir.-
Reassigned
12440 FT Nonlnstr UPM - Reassigned

12450 FT Nonlnstr Senate -
Reassigned
12460 FT Nonlnstr EEIF - Reassignhed

12470 FT Nonlnstr Enrolimt Opt-
Reassigned
13000 PT Instructional Cert Sal - CR

13080 PT Instructional Cert Sal - NC
13090 PT Instruct Cert Sal - CES

13100 PT Instruct Cert Sal - Summer
CR

13130 PT Instruct Cert Sal - Summer
OL

13180 PT Instruct Cert Sal - Summer
NC

13190 PT Instruct Cert Sal - Summer
CES

13200 PT Instruct Cert Sal - Sab
Rplcmt
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Account Title
Code

13300 PT Instruct Cert Sal -
Substitute

13390 PT Instruct Cert Sal - Sub CES

13460 PT Instr EEIF

13470 PT Instr Enrolimt Opt

13990 PT Instruct Cert Sal - Overload

14000 PT Nonlnstruct Cert Sal - CR

14080 PT Nonlnstruct Cert Sal - NC

14090 PT Nonlnstruct Cert Sal - CES

14100 PT Nonlnstruc Cert Sal -
Summer CR

14130 PT Nonlnstruc Cert Sal -
Summer OL

14180 PT Nonlnstruc Cert Sal -
Summer NC

14200 PT Nonlnstr Cert Sal - Sabb
Rplcmt

14300 PT Nonlnstr Cert Sal -
Substitute

14400 PT Nonlinstr Dept Chair-
Overload

14410 PT Nonlnstr Coordinator-
Overload

14420 PT Nonlnstr IRD-Overload

14430 PT Nonlnst Dist. Dir.-Overload

14440 PT Nonlnstr UPM - Overlaod

14450 FT Nonlnstr Senate - Overload

14460 PT Nonlnstr EEIF-OL or
Stipend

14470 FT Nonlnstr Enrollmt Opt - OL

14990 PT Nonlnstruct Cert Sal -
Overload

21000 FT Classified Salaries - CSEA

21010 FT Classified Salaries - SEIU

21020 FT Classified Sal - Confidential

21030 FT Classified Sal - Supervisory

21050 FT Classified Sal -
Management
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Account Title
Code
21100 FT Classified Sal - CSEA OT

21110 FT Classified Sal - SEIU OT

21120 FT Classified Sal -Confidential
oT

21130 FT Classified Sal - Supervisory
oT

21170 FT Classified Sal -
Maintenance OT

21190 FT Classified Sal - Custodial
oT

22000 FT Class Sal Instructional Aide

23000 PT Classified Salary Student

23010 PT Classified Sal Student -
Summer

23020 PT Classified Salary Student -
oT

23200 PT Classified Salary
NonStudent

23210 PT Classified Sal NonStud -
Summer

23220 PT Classified Sal NonStudent -
oT

24000 PT Class Sal Student
Instructional

24200 PT Class Sal NonStudent
Instruct

31100 STRS - Instructional

31300 STRS - Nonlnstructional
32100 PERS - Instructional

32110 PERS - Instruct - Dist
Contribution
32200 PERS - Nonlnstructional

32210 PERS - Nonlnst- Dist
Contribution
33100 OASDI - Instructional

33200 OASDI - Nonlnstructional

33300 Medicare - Instructional

33400 Medicare - NonlInstructional
34100 Health - Instructional
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Account Title
Code

34200 Health -Classified
Nonlnstructional

34300 Health - Certificated
Nonlnstruct

35100 SUI - Instructional

35200 SUl - Classified
Nonlnstructional

35300 SUI - Certificated
Nonlnstructional

36100 WC - Instructional

36200 WC - Classified

36300 WC - Certificated
Nonlnstructional

43000 Instructional Supplies

43020 Instruct. Supplies - Materials
Fees

43100 Instructional Supplies -
Summer

43120 Instruct Supp - Summr
Material Fees

45000 Other Supplies

51000 Personal Services

52000 Travel and Conference

52100 Field Trip

53000 Dues and Memberships

54100 Insurance

54400 Student Insurance

54500 Self-Insurance Claims

55090 Sewer Services

55100 Telephone

55109 Intercampus Gigaman
Connection

55200 Water

55300 Gas

55350 Electric

55400 Pest Control and Garbage

56100 Chartered Vehicles
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Account Title
Code

56200 Maintenance Contracts,

Repairs

56300 Licensing Fees

56400 Consulting

56500 Temporary Help

56550 Laundry

56600 Rentals

56700 Other Contract Services
57100 Audit

57200 Legal

57300 Advertising Required by Law
57400 Election

57500 Assessments

58040 Marketing, Advertising

58070 Fingerprint, Medical, Backgrnd
Chk

58100 Postage
58200 Duplicating/Printing

58300 Catalog/Schedule
Development
58400 Other Districtwide

61000 Site Acquisition
61110 Site Improvements

62000 Buildings, Other Miscellaneous
Cost

62010 Design, Planning, Studies
62011 Plan Check

62012 Bid Advertising and Legal
Filings

62020 A/E Oversight

62050 Program Management

Services

62060 Project Mgmt Pre-Construction
Fees

62061 Construction Management

62110 Construction Costs
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Account
Code

Title

62300

Testing and Inspection

63000

Library Books

63010

Library Periodicals

63020

Library Books - Electronic

64000

Furniture, Fixtures and
Equipment

64100

Replacement Equipment

65000

Lease Purchase

70000

Contingencies

71000

Debt Retirement

71050

Interest Expense

72100

Bond Issuance Costs

73000

Interfund Transfers - Out

75000

Student Financial Aid - SFA

75010

SFA Overawards

75020

SFA Emergency Loans
Deducted

75030

SFA Return to Title IV - Grants

75040

SFA Return to Title IV - Loans

75050

SFA Prior Year Adjustments

76000

Other Student Aid

81000

Transfers In

81200

Higher Education

81300

Workforce Investment

81400

TANF

81500

Student Financial Aid

81600

Veterans Education

81700

VTEA

81900

Other Federal Revenues

82000

Transfers Out

86110

General Apportionments

86131

P/T Office Hours

86132

P/T Health Benefits
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Account Title
Code
86133 P/T Faculty

86200 Categorical Programs

86500 Reimbursed Categorical
Programs
86510 Capital Outlay

86520 Scheduled Maintenance
86540 Child Care Project

86720 Tax Subventions

86790 Homeowners' Property Tax
86800 Non-Tax

86810 Lottery Proceeds

86820 Mandated Costs

86900 Other State Revenue
88110 Secured Property Tax

88111 Secured Tax-Basic Aid
Takeback

88120 Supplemental Property Tax

88130 Unsecured Property Tax

88160 Prior Year Property Tax
88170 Other Taxes

88200 Contribution/Grants
88300 Contract Services

88420 Sale of Equipment

88500 Rentals and Leases

88600 Interest

88601 Interest - Cash Deposits
88710 Parent Fees - Certified
88711 Parent Fees - NonCertified
88720 Community Service Classes
88740 Enrollment Fees

88750 Field Trips

88760 Health Fees

88770 Instructional Materials Fees
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Account Title
Code

88790 Student Records

88800 Non-Resident Tuition

88801 Non-Resident Health
Insurance

88810 Parking Services

88840 Student Representation Fees

88890 Other Fees and Charges

88891 Library Fines

88900 Other Local Revenue

88901 Pool Revenue

88902 Cash Over/Short

88903 Returned Items

88904 IVC Field Reimbursement

88905 Student Newspaper

88906 Service Fee for Returned
Items

88907 Drama

88908 Dance

88909 Music

88910 Stale-dated PR/Vol Ded

88950 Endowment

89400 Bond Proceeds

89800 Interfund Transfer In

90000 Fund Additions

91100 Cash in Bank

91101 Deposit in Transit

91102 Cash with Trustee

91103 Revolving Fund

91104 Petty Cash

91199 Interfund Cash

91600 AR - Student

91601 AR - Staff

91602 AR - Other
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Account Title
Code
91700 Due From

92200 Prepaids

95100 Trade AP

95101 Other Accruals

95102 Sales Tax Payable
95103 Banked Units

95104 Surety Bond

95200 Due To

95300 TRAN

95400 Deferred Revenue
96011 Revenue Control

96012 Prior Yr Revenue Control
96013 Budgeted Revenue Control

96014 Prior Yr Budgeted Revenue
Control

96021 Expenditure Control
96022 Prior Year Expenditure Control
96023 Budgeted Expenditure Control

96024 Prior Yr Budgeted Expenditure
Contr
96031 Transfer Control

96032 Prior Yr Transfer Control
96033 Budgeted Transfer Control
96034 Prior Yr Budgeted Transfer

Control
96041 Encumbrance Control
96042 Prior Yr Encumbrance Control
96043 Reserve for Encumbrances

96044 Prior Yr Reserve for
Encumbrance Co
96048 Reservation Control

96049 Reserve for Reservations
96051 Budgeted Change to Net
Assets
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Account
Code

Title

96052

Prior Yr Budged Change Net
Assets C

96061

Prior Yr Reservation Control

96062

Prior Yr Reserve for
Reservation Co

97100

Fund Balance

98100

Estimated Revenue

98200

Appropriations

99000

Fund Deductions
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Getting Help

Please contact one of the following Fiscal Services departments if you need help

with Self Service Banner Finance:

Department Extension
Accounting 8161
Accounts Payable 8165

8166
Purchasing 8162
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