BANNER QUICK REFERENCE INSTRUCTIONS

	USE
	FORM
	INSTRUCTIONS

	BUDGET INQUIRY- REVENUE & EXPENSES
Get a high level look at your revenues and expenses in a budget and also have the ability to drill down to do research on specific transactions.
	FGIBDST
	For budget totals (revenue and expense):
1. Enter form name; hit ENTER.
2. Click in Index field and enter index code; hit TAB.
3. Click on NEXT SECTION icon.

To drill down for more specific information (NOTE - this will show transfers out only):
1. Click in the field you want more details on.
2. Hit F3 on your keyboard.

To clear the form you are on, click on the ROLLBACK icon. 
To return to the previous page, click the X in the upper right corner of the screen.

	BUDGET INQUIRY- EXPENSES ONLY
To see up to date “rolled up/parent” account balances.  You cannot drill down for more details. You need the index code AND the account code.  You can enter “parent” account numbers (4 digits).
	FGIBAVL
	1. Enter form name; hit ENTER.
2. Enter Index code; hit TAB.
3. Enter Account number; hit TAB.
4. Click on NEXT SECTION icon.


	BUDGET TRANSFER
To transfer money from one GL code or budget to another GL code or budget.  
	FGAJVCM
	1. Enter form name; hit ENTER.
2. DO NOT enter document number.
3. Click on NEXT SECTION icon.
4. Hit TAB key to Document Total.  Enter the total amount of the transfer which is the amount x 2 ($50 transfer is entered as $100; $50+ and $50-.
5. Hit TAB key three times to get to Type; enter BUD.
6. Hit TAB key.
7. Enter a Description for the budget transfer.  To add additional information that could not fit in the Description field, click on Options, Document Text (FOATEXT).  Add the text, click the Print  check box, hit Save or F10, and click X to close..
8. Hit TAB key three times to get to Budget Period.  Enter the number of the month you are in by FISCAL year (i.e. December  =  06).
10.  Click on NEXT SECTION icon.
11.  TAB over to Index.  Enter the Index number to transfer from. (Parent account  number – 4 digits only)
12.  TAB over to Acct.  Enter the Account number to transfer from.  (Parent account  number – 4 digits only)
13.  TAB over to the Amount field and enter the amount to transfer out.
14.  TAB to the D/C field and enter a “-“.
15.  TAB to the beginning of the next line Index and repeat the steps above, except enter the account numbers to transfer to and a “+” in the D/C field.
16.  Click on NEXT SECTION icon.
17.  Click on COMPLETE.

	CORRECTIONS
You may get a message from Finance that an item needs to be fixed. You must know the document number before you go to this form.
NOTE:  If you know you made a mistake that needs fixing, call the budget office and ask them to “disapprove” the item so you can correct it.
	FGAJVCM
	On the General Menu screen, click on Check Banner Messages to see if any transactions have been returned.

1.  Enter form name; hit ENTER.
2.  Enter Document Number.
3.  Click on NEXT SECTION icon.
4.  Under Status look for an I which means “incomplete.”
5.  Double-click in document field.
6.  Click on NEXT SECTION icon.


	[bookmark: _GoBack]BALANCE INQUIRY
This is for the Intensive English Program.

	FGITBAL
	1.  Enter form name; hit ENTER.
2.  Click in Fund field and enter fund number.
3.  Click on NEXT SECTION icon.
4.  For transaction details, click in the Account or Description field you want to see and hit F3 on the keyboard for details.

	REQUISITION/ PO/INVOICE – DO RESEARCH
Do this if you need to look up some information.  You must have the corresponding document number in order to pull up the information.
	FOIDOCH
	1. Enter form name; hit ENTER.
2. Click in Document Type.  
3. Select the type you are looking for(ex: Req, PO, Inv, etc).  Hit OK.
4. Enter the document number in the Document Code field (requisition, bid, PO, etc.).
5. Click on NEXT SECTION icon.


	REVENUE & EXPENSE REPORT PREPARATION
Use this form to fill out this report.  This is for the Continuing Education department’s weekly report.
	FGIBSUM






FGIBDSR
	To prepare revenue totals:
1. Enter form name; hit ENTER.
2. Enter organization and fund numbers; hit ENTER.
3. Click on NEXT SECTION icon.

The revenue total is on the first line under YTD Activity.
4.  To go to the next budget, hit the ROLLBACK icon and repeat steps 2 and 3.

To prepare the expense totals:
1. Enter form name; hit ENTER.
2. Enter index number; hit ENTER.
3. Uncheck “Include Revenue Accounts”
4. Click on NEXT SECTION icon.

The expense total is in the YTD Activity column, on the last line under Net Total.
5. To go to the next budget, hit the ROLLBACK icon and repeat steps 2 to 4.


	TRANSFER INQUIRY
This form allows you to view all details entered in a specific budget/journal entry.  It displays where money was transferred from and where it was transferred into.
	FGIDOCR
	1. Enter form name; hit ENTER.
2. Enter document number.
3. Click on NEXT SECTION icon.

The top entry shows where the money came out of and the bottom entry shows where the money went into.  





