Instructions for using FGIBAVL & FGIBDST

Two screens are available for monitoring your account activity and checking account balances.

e FGIBAVL — Budget Availability Status Form provides summary information by a
FOAPAL’s (term for account code) account pools. A new enhancement now provides an
available balance drill-down option that lists unposted documents.

e FGIBDST — Organization Budget Status Form allows the user to select the FOAPAL in
whole or segments to gather data. This screen also displays detail to the program code level
and allows the user to drill down and see the documents associated with a particular account.

The major difference between the information presented in FGIBAVL and the information presented
in FGIBDST is that the balances in FGIBAVL include all items entered into Banner even if they are
not yet approved or completed. When looking at balances in FGIBDST they only reflect the items
that have been completely approved and processed. For the most part these two forms will not
agree. To see the actual amount of dollars available, FGIBAVL is the better screen to review;
however, FGIBDST has more detailed information.

Login to Banner.

To access a screen in Banner you can enter the screen name in the direct access box or select the
screen name from your personal menu.

On the GUAGMNU Screen example below, in the Direct Access Box type FGIBAVL and hit enter.
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Budget Availability Status Form - FGIBAVL

The FGIBAVL form will show an Organization’s pool budget balances. The fields used to access
your information are:

Chart: Required one digit chart of account code
1 = University 2 = Foundation
Fiscal Year: Required two digit fiscal year
Index: Not used leave blank
Commit Type: Required set to both
FOAPAL: Fund: Required
Organization: Required department code
Account: Required
Program: Required

Once the desired FOAPAL is entered select the next block button or Block/Next from your drop
down menu to view the results of your inquiry. Error messages appear at the lower left hand corner
of the screen if any field data entered is invalid.

Tip: If you enter AOO as the account, even though the fund does not have an A00 budget, it will
search from the beginning and will bring up all pool budgets that are associated with the rest of the
FOAPAL.

The following information will be displayed:

Account: pool account

Title: description-pool budget account

Adjusted Budget:  original budget and any budget adjustments
YTD Activity: expenses

Commitments: requisitions/purchase orders

Available Balance: amount of funds available
Pending Documents: checkbox indicators identify pending documents

A total line is also displayed with totals for all accounts within the FOAPAL.
If more accounts are used within the FOAPAL than will fit on the view display a scroll bar will
appear on the right of the display box. Scroll down to view accounts.

Reminder: FGIBAVL reflects all transactions processed in Banner both completed and in process.



Sample Budget Availability Status Form
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BYE BAEE 9% BEKR & & BB Do & & £ 00X

| = Budget Availabity Status FGIBAVL 8.5 (PROD)

Chart; FF Fund: TG [T University Fee Trust Fund

Fiscal Year: ’FF Organization: 1210 [_ Binlogy % Pending Documents

Index: F Account: A0 [_ Poal Budget Account

Commit Type: Program: ’W[_ Mo Program Code

Control Keys - Fund: |Tg5 Organization: 1210 Account:  ADD Program: 0000

Pending

Account Title Adjusted Budget YTD Activity Commitments Available Balance Documents
B Pocl Budget Account | 440000, 00| 00| g4mm C -
EW0 [Pool Budget Accourt | 260000 00| il 2600 O
Fo0 IPool Budget Accourt | 44,0000 39358 1,616,468 MomE ¥
K [Pool Budget Accourt | 60000 00| 00| B0 [
Lo IPool Budget Accourt | 120000 00| 0.0 1200000 ©
L0 [Pool Budget Accourt | 0000 00| 0.0 Pw O
| | | | | | 0
| | | | | | D
| | | | | | 0
| | | | | | 0
| | | | | | 0
| | | | | | D
| | | | | | 0
| | | | | | 0

Total: \ £3,300.00 39358 1616.48] 57 289,84 &




Sample Budget Availability Status Form - Pending Documents Drill Down

In the upper right corner a check mark will appear in the box next to Pending Documents if there are
pending documents.

To view pending documents select an account row with the Pending Documents indicator checked.

Eile Edit Cptions Block ltem Record Cluery Tools Help
BVE RBRAEE 7 RE@E S8 BE TG ¢S @0 X

‘EBudge ity Status FGIBA' 1B (PROD)

Chart: IT[T Fund: TBS F University Fee Trust Fund
Fiscal Year: 13 F Organization: 1210 F Biology W Pending Documents
Index: [T Account: A00 F Fool Budget Account
Commit Type: Program: 0000 F Mo Program Code

Control Keys - Fund: TGS Organization: 1210 Account:  |A00 Program: oooo

Pending
Account Title Adjusted Budget YTD Activity Commitments Available Balance Documents
|00 |Poal Budget Accourt | 440000 | 0.00 0.00 tamm O A
[Emo [Pool Budget Account | 250000 0.00 0.00 260000 [
[Foo [Pool Budget Account | 44,000.00 | 39368 | 1516.48 | 41 989,84 el
ko [Paol Budget Accourt | 6.0 1 oo 0. | Bo000D [
|t Pool Budget Account | 12,000.00| o.o0| 0.00 | 1200000 [
[uoo Pool Budget Account | 30000 oo o.o0| ;oo
| | | | | | o
| \ | | | | =
| | | | | | =
| | | | | | =
| | | | | | o
| | | | | | =
| | | | | | =
| | | | | | =
Total: \ £9,300.00 9368 151648 B7 28954 =

Then select Options on the main tool bar and choose Pending Documents. You will be able to view
unposted documents affecting available balances.
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[ ¥ | Eorrnat Form Preferences &% BT &y &I

‘W Budget] Pending Docurnents [FGITINF]

Chart: ’T[T Fund:
Fiscal Year: ’FF Crganizatio
Index: [T Account:
Commit Type: Program:

Control Keys - Fund: |TES Organizatio



The status field will indicate the status of the document. For example, incomplete, pending
approval, etc.
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BYE BEER ¥ BEX & & RE TF & & £ 0 X

W Transaction In Process Status FGITINP 8.6 (PROD)

Chart: |T F Fund: TBAS F University Fee Trust Fund
Fiscal Year: ’FF Organization:  |1210 F Biology

Index; F Account: FOD F Poal Budget Account
Commit Type: Program: ’WF Mo Program Code

Control Keys ---» Fund: |T65 Organization: (1210 Account:  |FOD Program: (0000

Docum?‘ Fund  Organization Account  Program Adjusted Budget YTD Activity Commitments
e Incomplete -/ [Tes 1210 Fig o000 | 00 | 18030 | 0w -
015503 (Incamalete | s 1210 Fi5 oo | 00 | 0 | 18090
|ID155187 Incomlete | |85 1210 Fi5 (0000 | 0.0 | 0.00 | £827
otester | |Incomplete | [1es 1210 Fig oo | 00 | 527 | 000
155350 | Incomplete | es 1210 FiB o000 | oo | 0.0 | 4184
|ID155350 (Incarmplete | s 1210 Fi5 oo | 000 | B1.2E | 0.00
| | | | | | | |
| L | | | | | |
| | | | | | | | |
| | | | | | | |
| L | | | | | |
aq_ PRRRRRRR | 3 ~
Total: | 00 | 05 | 20561
Available Balance In Process: | 1932

Use scroll bar to see description.



Organization Budget Status Form — FGIBDST

Login to Banner. On the GUAGMNU Screen in the Direct Access Box type FGIBDST and hit
enter.

The FGIBDST form allows the user to select the FOAPAL in whole or segments to gather data.
This screen also displays detail to the account code level and allows the user to drill down and see
the documents associated with a particular account. The fields used to access your information are:

Chart: Required one digit chart of accounts code
1 = University 2 = Foundation

Fiscal Year: Required two digit fiscal year

Index: Not used leave blank

Commit Type: Required set to both

FOAPAL: Organization: Optional department code

Fund: Optional

Program: Optional

Account: Optional

Acct Type: Leave blank

Activity: Leave bank

Location: Leave blank

Two check boxes are on the key data selection screen: Query Specific Account and Include Revenue
Accounts. To query a specific account check the Query Specific Account box, fill in the first four
parts of the FOAPAL, and that is the only account that will show on the screen. To view revenue
check the Include Revenue Accounts box and leave the account code blank; if you do not want to
view revenue accounts uncheck the box.

Not all segments of the FOAPAL are needed to view your accounts. If left blank, it will collapse all
your FOAPAL information.

Once the desired FOAPAL or segment of FOAPAL is entered, select the next block button or
Block/Next from your drop down menu to view the results of your inquiry.

Error messages appear at the lower left hand corner of the screen if any field data entered is invalid.

The following information will be displayed:

Account: pool account

Type: account type

Title: description

Adjusted Budget: original budget and any budget adjustments
YTD Activity: expenses

Commitments: requisitions/purchase orders

Available Balance: amount of funds available.

A total line is also displayed with totals for all accounts within the FOAPAL. If more accounts are
used within the FOAPAL than will fit in the view display a scroll bar will appear on the right of the
display box. Scroll down to view accounts.



Next Block
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File Edit Cptions Elock ftem BecorJ Query Tools Help

BOE BEAER v REX & & QF T &/ & & 0 0 X

"B Organization Budget Status FGIBDS 'ROD)
Chart: |TF drganization:  |1210 [T Biology
‘| Fiscal Year: 13 [T Fund: 65 [T University Fee Trust Fund
i Index: v Program: 0000 [T Mo Program Code
O Guery Specific Account Account: F16 [T Library-Teaching Suppl & Materials

W Include Revenue Accounts Account Type: [T
Activity: [T
Commit Type: Location: | [+

Bccount Type Title Adjusted Budget YTD Activity Commitments Available Balance
|
|F18 |E |Library-Teaching Suppl & Material D.DD| D.DD| 1,902.09| oo 2
ka0 |E Pool Budgst Account 6,000.00 | 0.00| 00| F.000.00
|Lao E [Pool Budget Accoun: 12,000.00 0.00| 00| 12,000.00
oo |E Pool Budget Account 3000 oo 00| 300,00

0 [ [ [ (O

i

Net Total: -18,300.00

To view specific parts of an account enter the appropriate part of the FOAPAL and select the next
block button. For example, to view a particular Program you need to enter that Program in the
Program box. When leaving any of the first four blocks empty, Banner will automatically collapse
the part of the FOAPAL that is left blank. The last three blocks for Account Type, Activity and
Location are not needed.



In the example below Fund T65 and Organization 1210 were selected. The information that appears
is specific to T65-1210 but all Program and Account information is collapsed.
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Eile Edit Options Block Itern Eecord Guery Tools Help

BOE BEAER % BEHE @ & BEH S G4 & @ 00X

& Organization Budge us FGIBDST B85 (PROD)

Chart: IT[T Organization: 1210 [T Biology
|| Fiscal Year: 13 [T Fund: TES [T University Fee Trust Fund
i Index: M Program: [T
O Query Specific Account Account: [T
M Include Revenue Accounts Account Type: [T
Activity: [T
| commit Type: Location: | [+

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
' B0 |E ool Budget Accout 440000 | 00| 00| 440000 =
[Eoo e [Pool Budget Account 270000 0.00 0.00 270000
Fan [E [Pool Budget Account 45 B0 00 0.00| 0.0 46 660.00
F15 |E |Library-Teaching Suppl & Material oo 00| 12020 -1,902.09
koo E [Pool Budget Account 5.200.00 0.00 0.00 £.200.00
|Loo E [Pool Budget Account 12,000.00 0.00 0.00 12,00000

1

[l
| [l
| [
| [l
| ml

|

|

|

|

|

|

I |UDD |E |F'UUI Budget Account | 300 DD| D.DD| D.DD| 300,00
| |
| |
| |
| |
| |
| |

Net Total: -72,260.00

The Available Balance column calculates for any activity within a particular Account Number. A
calculation of the available balance by pool account can be done by entering a query - select the
Enter Query button on the top of the form, then type the desired pool letter followed by the % sign,
(i.e. F%) then select the Execute Query button.

File Edit Options Elock Item Eecord\euer\f Tpafz Help

EnE EEEE FW B & R E

n DsST

Chart: ITF QOrganization: 1210 [T Binlogy
| Fiscal Year: 13 [T Fund: TES F University Fee Trust Fund
f Index: - Program: [T
O Query Specific Account Account: F
¥ Include Revenue Accounts Account Type: F
Activity: [T
| Commit Type: Location: -]

Enter Query

Taoph | ck 142 1@ 1@ QX

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

— | | | | ]




Banner will display all activity for just the F accounts. To get the balance remaining in the F’s you
need to subtract the YTD Activity and Commitments from the Adjusted Budget. Or you can go to

the FGIBAVL screen and the activity information and remaining balance will show under the Pool
Account.

r—————————l

Fl\e Edit Options Elock ltern Eecord Query Tools Help

BYE BREER ¥ RBEN & & BB T@ ¢ &S O L IX

¢ Organization Budget Status FGIBDST 8.5 (PRODY

1 v H H .
| Chart: ’T[_ Organization: 1210 F Biology
| Fiscal Year: ’? [T Fund: T4 F University Fee Trust Fund
! Index: M Program: F
O Query Specific Account Account: F
¥ Include Revenue Accounts Account Type: F
Activity: F
|| Commit Type: Location: [~

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
i
‘FDD E |F‘00I Budget Account 45, 660.00 | D.DD| 000 \ BEE000 S
Fis E \Library-Teaching Suppl & Materia 00| 0| 190209 190209

(N N [ Y Y [ [

4]

Net Total: 48 63000 | 0.0 | 190209 ‘




Budget Summary Information:

To view the activity and balance for a particular Fund and Organization enter the desired
information in the FOAPAL blocks, select the next block button, then select Option on the main tool
bar and then select Budget Summary Information. The screen will display the Adjusted Budget,
YTD Activity, Commitments and Available Balance broken down between Labor and Direct
Expenditures. If you have Revenue for the Fund that was selected this information would be
included also. Because this form calculates information that may not be accessible to the user it may
not be beneficial to work with the Budget Summary Information.

File Edit Block ltem HEecord Query Tools Help

Transaction Detail Infarmation [FGITRMND]
Format Display Preferences

Chart: || T
Fiscal Year: 13 [?
Index: v

[ Query Specific Account

—. P —

Information will display as below:
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BYE BEEE 97 BE8E @ & Toom kI EIRI@ L X

(PROD)

) rganization Budget Summary FGIESUM B.3

Chart of Accounts: ITF Organization: 1210 [T Biology Commit Indicator:
| Fiscal Year: 13 [T Fund: TES F University Fee Trust Fund

Account Type Adjusted Budget YTD Activity Commitments Available Balance

|Revenue | | | | =

|Lab0r | | | |

Direct Expenditures | 72,260.00 00| 190209 70,357 91

ansters | | | |

| | | | |

| | | | |

| | | | |

| | | | |

| | | | |

| | | | |

| | | | |

| | | | |

| | | | |

| | | | | 5
Net: Revenue minus
(Labor + Expense + Transfer} | -72,260.00 | 0.00

Total Commitments: | 190209




Drilling Down on Balances:

To view the documents that make up the budget information, the YTD activity or the Commitments
highlight the appropriate box and select Options from the main tool bar, then select Transaction
Detail Information.

File Edit Block Item Record Guery Tools Help
2 | Budget Summary Information [FGIESUM]

Format Display Preferences

Chart: || T

Fiscal Year: 13 [T
Index: 2
[ Guery Specific Account

This screen allows you to view more information such as the description used for a transfer and the
remaining part of the FOAPAL. Use the scroll bar at the bottom of the screen to view the additional
information.

'_ | £ | Oracle Developer Forms Runtime - Web: Open = FGIBDST - FGITRN

i File Edit Options Block ftem Record Query Tools Help
{89E AEBEER 47 2688 @ & BB & ¢ & # 0 . X
I = Detail Transaction Activity FGITRND 8.4.0.3 (PROD)
% COA Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type
|2 N D 3 N A I :
I & 5 o o R | | =
']
i Increase (+) or
i Account  Organization  Program Activity Date Type Document Field Amount Decrease ()
1l F 1210 a0 03-JuL-2012 Pola  |Pooszses American 38 Scientife RSY | B/AD - )
4| [ 1210 oo (13- JUL 2012 oL [puosasas [american 36 Scientfic. RSV | 2Em
{|| e 1210 jocao (13-JUL-2012 PPoRD  |Pons2se3 Amedcan 36 Scientfic. [ENC | o790 [+
1| [ 1210 a0 (03-JUL-2012 FoLa  |Puosases IMarket Basket Rsv | 40000 -
{1 e 1210 oo (13-JUL-2012 PPoRD  |Ponszses Market Backet ENC | 10000 [+
1l [Fe 1210 jo0o (03-JuL-2012 Poa  |Pooszser Forestry Supplers, Inc [R5V | 200 [
[ e 1210 o0 03-JUL-2012 Pola  [Pooszsa7 [Forestry Suppliers, Inc Rsv | 5% |
: Fi5 1210 ioo0 (13-JUL-2012 oo |ponsase7 [Forestry Supplers, Inc Rsv | 38.40 r
N GE 1210 jo0o (03-JuL-2012 PoRD  |Ponszss7 [Forestry Suppliers, Inc ENC | BA35 [+
1 Fi6 1210 jo00 |DS-JUL—2D12 |F'OLQ |PDDS2588 |Ward's Natural science RSV | E8e r
11| [Fe 1210 (i (13-JUL-2012 oo |ponszses Wards Natursl science RSV | w2 [
i e 1210 jocao (03-JuL-2012 oo |Pooszses Wards Naturel science. RSV | 6930 [
GG 1210 000 (03-JUL-2012 PoRD  |Poos2sa Wards Natural science [ENC | e

Fi8 1210 ioo0 (13-JUL-2012 oo |ponszsed [caralin Biological Supy Rsv | e [

Fi6 1210 joo0o (03-JuL-2012 Poa  |Pooszses [caralina Biological Supy Rsv | 200 |

16 210 jo00 DuL2012 PoRD  [Po0szsn4 (Caralina Biolagical Sup| |ENC | 5404 [+

Fie 1210 jocoo (13-JUL-2012 oo |ponsase2 [Sabourin Harcware Rsv | mm .

AL PP | 3
Total: | 20000




From this screen you can drill down on the actual document. Highlight the Account line that you
wish to view (the cursor must be in the Account, Organization, Program, or Type Box, it does not
recognize the rest of the fields when trying to do the query), and then select Option on the main tool
bar and then choose Query Document.

File Edit Black Item Hecord Query Tools Hel

Oetail Encumbrance Info [FGIENCD
Guery Total for all records

[? Format Display Preferences
: T 1

[
e e

The Document Number will appear. Then select the Next Block button to scroll through the
document (depending on the type of document there can be several pages of information). Simply
continue selecting the Next Block button to view the pages.

File Edit Options Elock Item Eec&rd Query Toaols Help

BYEH BAREEE 9% BEX & &

'3 Invoice/Credit Memo Cluery FAINYE BB (PROD])

Document : 10154977 B ClMultiple

You would follow the same pattern to view a Purchase Order and/or an expense.
The FGIBDST Form contains a lot of information and users will find, through practice, what is the

best way to request the information that you desire. The above instructions are not inclusive of all
scenarios, but are an attempt to get you familiar with how this dynamic form operates.

Below is a listing of Keystrokes that can be used instead of the Banner buttons on the menu bar.

FUNCTION KEYSTROKE PURPOSE

Clear Form/Rollback Shift — F7 This would be used to get back to the top
of the Form.

Next Block Ctrl — Page Down This would be used to move to the next

section of the form.





