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PART 1 Overview

You must know if you have money available to spend before you spend
it! BANNER lets you have access to that information, and to information
about money you have already spent.

Budget and Encumbrance queries allow you to see the status of your

commitments — both requisitions and purchase orders — as well as year-
to-date payments against your budget and remaining balances.

Operating Ledger (OPAL) Buckets

Original Budget YTD Actual Commitments
Budget Adjustment
OBD ABD YTD
Budget Encumbrance
Reservation
ENC
RSV

Budget queries will also help you figure out the correct Account Code
(FOAP) to use if you are preparing to create a requisition. The following
table describes each part of the Account Code.
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FOAPAL CODE DESCRIPTIONS

CODE DESCRIPTION

The Fund code specifies the funding source where the
Fund money comes from. Funds are either unrestricted or
restricted (e.g. grant funds, bond funds).

The Organization code identifies the department or location

Organization responsible for the financial activity.

The Account code identifies the spending category such as
Office Supplies or Travel. There are 8 major categories:

1000 Academic salaries

2000 Classified salaries

Account 3000 Employee benefits

4000 Supplies and materials

5000 Other operating expenses and services
6000 Capital outlay

7000 Other outgo

8000 Revenue

The Program code reflects the purpose of the expenditures.
All activities are classified as either instructional or
administrative and support.

e For Instructional Programs, Program codes follow the
Program Taxonomy of Programs (TOP) manual from the
Chancellor’s Office.

e For administration and support, Program codes follow
the Budgeting and Accounting Manual from the
Chancellor’s Office.

Activity For Payroll use only.
Location For Fixed Asset use only.
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PART 2 Navigation / Sigh On

A. Navigation Icons

Banner Tool Bar Icons

nsert Record anner Xtender Solutions
Remave Record riter Quary XK5-Add Documeant
Previous Record Excecute Cluery Woarkflow Submit
’7Neo<‘t Record ancel Query Norkflow Relsase
|
EYERAEEE 0 REE Q& BE TG G2 @0 X
Lave J View/Send Messa Broadcast Me-s*:'-ag:e-sJ
Rallback Previcus Block Print FGAE;‘I.SI‘I?EU-T:!W
Select Mext Block Online Help
Exit

Each icon represents an action that can be processed by clicking the icon, as identified above.
Icons are only available for use when the graphic appears in color. If an icon appears in a gray
tone, that icon cannot be used within that particular Banner form.

Banner Shortcut Keys

KEY FUNCTION KEY FUNCTION
CTRL F1 Show Keys CTRL PAGEUP Previous Block
F1 Help SHIFT DOWN Next Record

F6 Insert Record SHIFT UP Previous Record
F7 Enter Query TAB Next Field

F8 Execute Query SHIFT TAB Previous Field
F9 List of Values SHIFT F1 Display Error
F10 Commit or Save SHIFT F7 Rollback

CTRL Q Exit SHIFT F6 Delete Record
CTRL PAGEDOWN | Next Block HOME/END Start/End of Line
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B. Sign On Steps

a. You MUST have the FrontMotion Firefox icon installed on your desktop. If not,
contact the IT Help Desk (Ext. 4357) for assistance.

b. You MUST have a Banner User ID assigned to you by IT. If not, contact the
Banner Help Desk (Ext. 6300) to get the form. Upon completion, send it to
Sharon Shriver in IT. You will be notified via e-mail when your User ID is
activated and ready to use.

c. Log into Banner — Type User Name and Password, then Connect.

Lagon

Lzername: |

Fassward: |

Catabase: |

(Qunnect” Cancel JI

d. The General Menu screen appears [GUAGMNU]

£ Oracle Developer Forms Runtime - Web =]
File Edit Options Block Item Record Query Tools Help oRACLE
= EEEEIERTL X Eh BRI S 2 @1 X

7aGeneral Menu GUAGMMU 7.4.1.1 (PLAY) - Friday September 07, 2007 I
Go To... [*] welcome, MYOUNG Products: E Menu | Site Map | Help Center
[:IMV Banner My Links

‘IBanner

[ student [*STUDENT] Change Banner Password

CIFinancial [*FINANCE]
_IHuman Resources [*HRS]
_IFinancial Aid [*RESOURCE]
Jceneral [*GENERAL] CALE Handbook - release 7x
[Ipanner XtenderSolutions System Menu [*BXS]

Check Banner Message

Banner Book Shelf

CALB Report Handbook
CalB Facload Handbook

CALB Regitauth Handbook

CALE Enhancement Handboo

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enter the object name; Press LIST for listing.
Recard: 111 | o | =0sC=
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e. There are 3 ways to get to the Budget Query screens:

1. Use the Go To field and type in the form name, OR

2. Use the pull-down menus to navigate to the form you want to access,
and double click on the form to open the screen, OR.

3. Set up your favorite Budget Query screens in the My Banner folder,
and double click on the form you want to access.

& Oracle ‘eveloper Forms Runtime - Web

File Edit

bntions Block Item Record Query Tools Help

= [ B E 2T Ty & R Skl L 2@ X
"mceneral by GUAGHREEEEE. (PROD) - Tuesday August 05, 2008 73
GoTo... [*] ‘welcome, MYOUNG Products: [~] Menu | Site Map | Help Center
-
[:IMV Banner = My Links

Change Banner Password

W B Nl | Check Banner Message
1 General Ledger [*FINGENLL]

[dFinance Operations [¥*FINOPER] .
_1stores Inventory [*FINSTORES] My Personal Link 2
@ Purchasing and Procurement [*FINPURCH] “
1 Accounts Payable [*FINAP]

Banner Book Shelf

My Personal Link 3

[JBudget and Position Control [*FINBUDG] - My Persanal Link 4
[Fixed Asset [*FINASSET] My Personal Link &

L1 Ccost Accounting [*FINCOST]
[ Endowment Management [*FINENDOW]
dInvestment Management [*FININVEST]

My Personal Link &

1 Accounts Receivable [*FINAR] My Institution
[1Rresearch Accounting [*FINRESEARCH] ]

[_1Electronic Data Interchange [*FINEDI]

1 Archive [*FINARCH] &

1 Human Resources [*HRS] =

Banner Broadcast Messages M-I- S C
- A
.

D M. Sain Antonio College

-

Press ENTER to start selection or expandicallapse menu |
Record: 111 | o | z08C>
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C. LIST OF BUDGET QUERY FORMS

The following budget query forms can be used to research your budget status —
how much is left to spend and/or how much has already been spent.

Activity

Name Activity Title Purpose
Enables you to view an online query of
FGIBAVL Budget Availability Status the bu_dge_t availability for a selected fund,
organization, account, and program
combination.
Enables you to view an online query of
FGIBDST Organization Budget Status the budget availability by organization
code.
Enables you to view summarized budget
FGIBSUM Organization Budget Summary information by user Qef|ped account type
for a selected organization/fund
combination.
Provides an online display of the
FOIDOCH Document History processing history for a document by a
selected document type and code.
Enables you to view summarized budget
FGITRND Detail Transaction Activity information by user (_jefl_ned account type
for a selected organization/fund
combination.
Provides an online summary of all
FGIENCE Encumbrance List encumbran_ce_s including encumbrance
type, description, current balance, and
status.
Provides an online query of detailed
transaction activity for an original
FGIENCD Detail Encumbrance Activity encumbrance entry as well as all
transaction activity against the
encumbrance.
FGIOENC Organizational Encumbrance List Displays an online list of all

encumbrances by organization.
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PART 3 Budget Query Forms

A.

Budget Availability Status - FGIBAVL.

In Banner, budgets are pooled at the major account level. Use the FGIBAVL
guery to determine available balances for major accounts to which you have
access.

& Oracle Developer Forms Runtime - Web: Open > FGIBAVL |Z|\E|f'5__<\
File Edit Qptions Block Item Record Query Tools Help ORACLE

BVE REAEE BYR HEE & XX <

"2_9 Budget Availability Status FGIBAWVL 7.0 (PLE

Chart: WF Fund: 11000 F Unrestricted General Fund-Ongaing

Fiscal Year: EF Organization: W[T Purchasing

Index: I—F Account: W[T Supplies

Commit Type: Program: W[T Logistical Services

Control Keys --->  Fund: |11000 Organization: 840000 Account: 4000 Program:

Account Title Adjusted Budget YTD Activity Commitments Available Balance

[l [supplies and Materials | 20,215.00 | 0.00 | 0.00 | 20,215.00 -

5000 [other Operating Expenses . | 25,631.00 | 0.00 | 11,520.08 | 13,710,92 y

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | | _

Total | 45,84 6.00 | 0.00 | 11,920.08 | 33,925.92 ] L7,

T o Trrraorrereeie e V
JlkccuuntCode. | | J
Recaord: 1/2 (. o | =0sCs

1. From the General Menu Screen, type FGIBAVL in the Go To field.

2. Type in the required fields listed below in the Key (or header) block:

e Chart of Account — Defaults to “M”
e Fiscal Year — Defaults to current year (determined by 6/30/__ year)
e Commit Type — Defaults to “Both”

NOTE: You can also select either “Committed” or “Uncommitted” by
using the pull-down menu.
» Committed — Completed & approved Requisitions & POs
» Uncommitted — Requisitions not yet completed / approved

MT. SAN ANTONIO COLLEGE BANNER USER GUIDE FOR BUDGET QUERY
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3. Continue to type your information in the fields below:

Fund

Organization

Account

Program — Defaults depending on fund, organization and account
[Next Block]

NOTE: All major accounts — from the one typed and onward — will be displayed.

1000 Academic Salaries
2000 Classified-Other Non-Academic Salaries
3000 Employee Benefits
4000 Supplies and Materials
5000 Other Operating Expenses and Services
6000 Capital Outlay
7000 Other Outgo
8000 Revenue
Examples:

= Type “451000” in Account field, and balances for 4000, 5000, 6000
accounts will be displayed

=  Type “1000” in Account field, and balances for all major accounts that
you can access in your budget will be displayed.

4. Listed by major account, the information block will display:
e Adjusted Budget: Current budget
e YTD Activity: Expenses paid against the budget
e Commitments: Completed and approved requisitions and
purchase orders that have created either a budget
reservation or an encumbrance, but are not yet

paid

e Available Balance: Uncommitted amount left to spend

NOTE: Banner security works with all forms. The User will only be able to query the
Funds and Organizations to which they have been given access.
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B. Organization Budget Status - FGIBDST

Use the FGIBDST query to access detailed budget information for specific
organizations to which you have access. Remember, budgets are pooled at the
major account level, so as long as there are sufficient funds in the major account
(2000, 2000, etc.), you will not have to do a budget transfer if a related detailed
account doesn’t have enough money.

& Oracle Developer Forms Runtime - Web: Open > FGIBDST E\Elﬁ__(l
File Edit Options Block [tem Record Query Tools Help ORACLE’
BYERAAEE %7 BEE @I & RE ¢ S 2 @X

T organization Budget Status FGIBDST 7.3 [PLAY) el =

Chart: IHF Organization: s40000 F Purchasing

Fiscal Year: 03 F Fund: 11000 F Unrestricted General Fund-Ongaing
Index: K Program: 677000 (¥ Logistical Services

O Query Specific Account Account: 451000 F Supplies

¥ Include Revenue Accounts Account Type: &d

Activity: ,7[7
Commit Type: Location: 4

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

[ [supplies | 20,215.00 | 0.00 | 0.00 | 20,215.00 -

[sz1000  [E [Travel and Conferences | 549.00 | 0.00 | 0.00 | 542.00

[s22000  [g [mileage | 12000 | 0.00 | 0.00 | 120.00

[s31000  [E [Dues and Memberships | 45.00 [ 0.00 [ 0.00 [ 45.00

[sa1000  [g [insurancs | 0.00 | 0.00 | 11,920.08 | -11,920.08

|s61000 |E— [contracted services | 4,753.00 | 0.00 | 0.00 | 4,753.00

[s61400  [E [Contr Serv-Business Cards | 5,000.00 [ 0.00 [ 0.00 [ 5,000.00

[s6a000 |E— [Repairs | 1,712.00 | 0.00 | 0.00 | 1,712.00

[s7e000  [E [advertisement-Req by Law | 3,200.00 | 0.00 | 0.00 | 3,200.00

[ze4000 [E [Computer/Technlgy Relatec| 4,752.00 [ 0.00 [ 0.00 [ 4,752.00

[sse000 [ [other Services | 5,500.00 | 0.00 | 0.00 | 5,500.00

| [l | | | | Ell

Net Total: | -45,846.00 [ 0.00 [ 11,920.08 [
S

A | »r
Cup e for Detail, Count Query for Orgn. Summary, Dup Rec for Encurmn. List | J
Record: 1111 || L | | <05C=

1. From the General Menu Screen, type FGIBDST in the Go To field.
2. Type in the required fields listed below in the header block:

e Chart of Account — Defaults to “M”.

e Fiscal Year — Defaults to current year.

e Commit Type — Defaults to “Both”

e Organization — Not required. Organization defaults to organization
associated with the User ID.
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e Fund — Not required. Fund defaults to Fund 11000 (Unrestricted
General Fund) [Next Block]

TIP: The more FOAP elements that are entered, the more specific the query
will be.

3. Listed in numerical order by detail account, the information block will display:
e Account All detailed accounts from that point on

e Type The type of account
» L = Labor & Benefits (1000, 2000, 3000)
» E = Expense (4000, 5000, 6000)
» T =Transfer (7000 — grants)
» R =Revenue (8000)

e Adjusted Budget: Current budget

e YTD Activity: Expenses paid against the budget

e Commitments: Completed and approved requisitions and
purchase orders that have created either a budget

reservation or an encumbrance, but are not yet
paid

e Available Balance: Uncommitted amount left to spend

NOTE: Banner security works with all forms. The User will only be able to query the
Funds and Organizations to which they have been given access.
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C. Organization Budget Summary — FGIBSUM

Use the Organization Budget Summary [FGIBSUM] to query summary budget
information for an organization to which you have access.

# Oracle Developer Forms Runtime - Web: Open > FGIBSUM IZIIEIEI
File Edit Options Block Item Record Query Tools Help ORACLE

AEIBEAEE BT EHEEI ISR EIEE2OX

1 Organization Budget Summary FGIRSUM 7.0 (PLAYY el B
Chart of Accounts: W[T Organization: |640000 F Purchasing Commit Indicator:
Fiscal Year: 08 [7 Fund: 11000 (" Unrestricted General Fund-Cngoing

Account Type Adjusted Budget YTD Activity Commitments Available Balance

Revenue and Other Financing

| | | |
|Labar [ 373,375.00 [ 0.00 [ 0.00 [ 373,375.00
|Dire|:t Expenditures | 45,846.00 | 0.00 | 11,920.08 | 33,925.92
|Other Financing Sources and | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | | -
Net: Revenue minus
{Labor + Expense + Transfer) | -419,221.00 | 0.00
Total Commitments: 11,920.08 -
=
A S [N
Press Count Guery Hits for Organization Budget Status | J
Record: 174 | o | | =0sC=

1. From the General Menu Screen, type FGIBSUM in the Go To field.
2. Type in the required fields listed below in the header block:

e Chart of Account — Defaults to “M”.

e Fiscal Year — Defaults to current year.

e Organization (Not required)

e Fund (Not required)

e Commit Indicator — Defaults to “Both”
(or select “Committed” — completed and approved requisitions and POs
OR “Uncommitted” — incomplete/unapproved requisitions)

[Next Block]
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3. Listed by major account description, the following information appears:
e Account Type Description of major accounts (e.g. 4000, 5000)
e Adjusted Budget: Current budget
e YTD Activity: Expenses paid against the budget
e Commitments: Completed and approved requisitions and
purchase orders that have created either a budget
reservation or an encumbrance, but are not yet

paid

e Available Balance: Uncommitted amount left to spend

NOTE: Banner security works with all forms. The User will only be able to query the
Funds and Organizations to which they have been given access.
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PART 4 ENCUMBRANCE QUERY FORMS

A. Encumbrance List — FGIENCB

Use the Encumbrance List [FGIENCB] to query a list of requisitions and purchase
orders.

% Oracle Developer Forms Runtime - Web: Open = FGIENCB

File Edit Cptions Block Itemn Record Query Tools Help ORACLE
BOE I BEBEB 2P
Encumbrance Establish Last

Number Type Description Current Balance *  Status Date Activity Date
POOO0LIL |P— [sehi Computer Products | 15.20 |— |3 z7-zEP-2007 27-sEP-2007 =
lPooooisz. [p [Durham Transportation Inc [ 400 [ [0 [ze-ser-zoo7 [z8-sEP-2007
Poooolsz [P |a22signco | 948 [ [0 [es-sep-z007 |25-sEP-2007
lPooooisd [p [4-1 Taner Tech | 1.73 G [o2-0cT-2007 [0z-0cT-2007
[Poooo1ss [p [Chicks Sporting Goods [ zes [ [0 |oz-ocT-z007 [0z-0cT-2007
PooDOL3s [P |United Imaging | si360 | [0 [oz-ocTzoo7 [02-0cT-2007
PODDOL97 |P— [Los angeles Air Conditioning | 3,000,000,00 |— |3 [o2-0cT-2007 [oz-0cT-2007
[Pooooise [p [Canon Business Solutions Inc [z [ [0 [oz-ocT-zo07 [03-0cT-2007
POO00199 |P— |San Gabriel Valley Newspapers | i0.27 |— |€ |03-OCT-2007 |03-OCT-2007
POOODZO0 [P [Barnes and Noble Bockstare | 500,00 [ [o] [03-0cT-2007 [03-0cT-2007
lPoooozor [p [Home Depot [ o [ ¢ |oz-ocT-z007 [03-0cT-2007
ROOODOOL  [R | [MargaretYoung | oo [ [c [ia-sep-zoo7 [21-sEP-2007
Roogoooz  [R | [Margaret Young | 52475 | [0 [es-sEp-zo07 [z5-sEP-2007
[Roooooos,  [r | [Margaret Young [ wm [ [¢  [1-serzoo7 [11-sEP-2007
rooooond. R [Linda oddie | oo [ ¢ [1a-sep-z007 [11-sEP-2007
[roooaoge, [r |pepartmental Requisitioner 01 | 00 [ e [12-sEP-2007 [22-sEP-2007
[ro0000O7 R [Departmental Requisitioner 01 | 00 [ [c [12-gEP-2007 [1z-zEP-2007
RoooO0DE R |Departmental Requisitioner 01 | oo [ [c [iz-sep-z007 [12-sEP-z007 |
roopoons. R [Linda Oddie | oo [ ¢ [tz-sep-2007 [12-sEP-2007
[Roooooio,  [r | [Departmental Requisitioner 02 [ o [ ¢ [zser-zo07 [12-5EP-2007
R.0000011] |R7 |Departmenta| Requisitioner 03 | ] r |E |12-SEP-2UUT |12-SEP-200? -

aq * denotes documents containina unoosted chanaes D

g
Record: 151/2 | N | | =05C=

1. From the General Menu Screen, type FGIENCB in the Go To field.
2. Purchase Orders are listed first, then Requisitions.

3. The Status field indicates if a PO or requisition is open (O) or cancelled (C).

TIP: To access document history for a specific PO or requisition, follow these steps:
1. Highlight the document to be queried and click Control+C (shortcut for copy

command).

Click the F5 function key.

Type FOIDOCH in the Go To field that appears at the top of the screen.

Type REQ or PO in the Document Type field. [Tab]

Click Control+V in the Document Code field. [Tab]

When done with your review, [Exit] FOIDOCH to return to FGIENCB screen.

R
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B. Detail Encumbrance Activity — FGIENCD

Use the Detail Encumbrance Activity query [FGIENCD] to review all the encumbrance
activity for a specific requisition or purchase order.

& Oracle Developer Forms Runtime - Web: Open > FGIENCD =]
ORACLE

File Edit COptions Block Item Record Query Tools Help

(ANE BEER %7 BBR QI B BEE &1 L1@1X
" Detail Encumbrance y FGIENCD 7.0 (P =
Encumbrance: RODDOO0E F
Description: [Departmental Requisitioner 01 status:  [C Type: [
Date Established: [12-5EP-2007  Balance: 00 Vendor:  [A00120432 [Home Depot
Scroll Bar
Item: 1 Sequence: Fiscal Year: |08 Commit Indicator: |F =
COA Index Fund Orgn Acct Prog Acty Locn Proj P
[ | [11000 [130000 451000 660000 | | |
Encumbrance: ili] Liquidation: .00 Balance: .00 =
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
12z-SEP-Z0O7 REQP RO0OOO0S |— Z50.00 Z50.00 =
12-SEP-2007 REGH RO0OOO0S |— 20.63 270,63
12-SEP-2007 RCQP RO0OOO0E |— -250.00 20,63
12-SEP-Z007 RCOX RODOOD0S r -20.63 .00
e I3
Press Mext Record or Previous Record to scroll accountingftransaction details |
Record: 1/? || N | | z08C=

1. From the General Menu Screen, type FGIENCD in the Go To field.
2. Type document number (e.g. RXXXXXXX, PXXXXXXX, etc.) [Next Block]
3. All account activity for the item number shown in the Item field is displayed.

4, To see account activity for other items in this document, use the Scroll Bar
to the right of the screen OR

Use Next Record in the Tool Bar icon menu.

NOTE: This form looks at the accounting information from an encumbrance stand
point -- each amount is shown as both encumbered (+) when a requisition or
purchase order is created using your budget, and disencumbered (-) when it
is liquidated (paid) from your budget.
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C. Organizational Encumbrance List - FGIOENC

Use the Organizational Encumbrance List [FGIOENC] query to look at the list of
requisitions and purchase orders for your Organization.

& Oracle Developer Forms Runtime - Web: Open = FGIOENC

o9[=)[ES)

File Edit Options Block Item Record Query Tools Help DRACLE
NERAEEBE v BEE A& KEI ¢
’E;E_|:|I'I;larliEatiDrla‘ Encumbrance List FGIOEMC 7.0 (PLAYY il irielelelelelelellelelele el
Chart: WF Index: I—F Organization: IMF Foundation
Fiscal Year: ’EF Fund: WF Unrestricted General Fund-Ongoing
Encumbrance Vendor Item Acct Prog Actv Locn Amount Commit Type
|Pooooosa [Home Depot [ o [asioo0 71000 | \ | 52.85 v @
[Ponoooss  [Home Depot [ o [4s2000 [671000 | \ | 33.75 m
[Pooonoss . [Home Depat |—1 as1000 [s71000 | ‘ | 45.00 |U
[Pononose  [Home Depot [ 2 [4s2000 [s71000 | \ | 50.00 M
[Pooonosz [Home Depat [ 0 [ss1000 [s71000 | \ | 7.04 m
[Pooon159  [Home Depot [ 0 [452000 [s71000 | \ | 5.63 M
[Pooonise  [Dangels Co |—1 asz100 [s71000 | ‘ | 200.00 |U
[RooD0043 . [Home Depot [ o [4s1000 [671000 | \ | 25.98 m
[roooo067  [Home Depat l—n |as1000 [s71000 | ‘ | 51.96 |U
[Roo00075  [Home Depot [ 0 [452000 [s71000 | \ | 7.03 M
[Roo00075 | [Home Depot [ o [asz000 [671000 | \ | 5.06 m
[roooo123  [Home Depot [ 0 [s51000 [s71000 | \ | 7.04 M
[Roooo148  [Home Depot [ 0 [451000 [s71000 | \ | 135 M
[roooo148  [Home Depot [ o [sz1000 [s71000 | \ | 1.36 m
[roooo170  [Home Depot [ 2 [szo00 71000 | \ | 1.08 M
[roooo170  [Home Depot [ 1 [as1000 [s71000 | \ | 27 M
[Rooooz78 | | [0 [aszso [671000 | \ | 58.75 m
[rooD0284  [office Max, Inc [ 0 [ss2100 [s71000 | \ | 9.27 M o
|Home Depot [ o [as2000 71000 | \ | 1.08 m =F
L 0 A A A L4
IlRM-‘tDSSQ: Last record of query retrieved. l \ J
Record: 20020 | . | | <08C=

1. From the General Menu Screen, type FGIOENC in the Go To field.

2. Type in the required fields listed below
e Chart of Account — Defaults to “M”.
e Fiscal Year — Defaults to current year
¢ Organization

e Fund [Next Block]

NOTE: Purchase Orders are listed numerically before Requisitions.
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PART 5 SUPPORTING DOCUMENTATION

A. Document History - FOIDOCH

The FOIDOCH screen is commonly referred to as the “Mother of All Forms” because
from it, the status of any part of the Requisition—to—Payment process can be viewed.

£ Oracle Developer Forms Runtime - Web: Open > FOIDOCH -O] x|
File Edit Options Block Item Record Query Tools Help ORACLE
(BYE REER ¥V BEE Q B BRI <GS £1@1X
‘WDocument History FOIDOCH 7.3 (PLAY)
Document Type: i Document Code: <
Requisition Status Bid Status Purchase Order Status Issues Status
- - -
Invoice Status Return Status Receiver Status
Find|%
Document Type Docurment Description Last A~
- - PRP Proposal 04-0C"
PTY Appreciable Property 25-MAF
o RCM Reconciliation Items 01-JuUn
Asset Tag Status Asset Adjustment Status ROV Receiving Documents 05-0C"
P - s
Purchase Requisitions
RTN Returns 01-aun .
SRQ Special Requirements O4-0C
ST State 1099 Dishursement 03-FEE ™
A e | 3
Find Cancel
A [
Choices in list: 55 |
| [Record: 101 | .. | Listofvalu.. | | <08Cs

1. From the General Menu screen, type FOIDOCH in the Go To field.

2. Click the Document Type pull-down menu to select the document you
want to view from the Document Type List (FTVDTYP). Click OK.

OR

Type the Document Type code in the Document Type field. [Tab]
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& Oracle Developer Forms Runtime - Web: Open > FOIDOCH -10] x|
File Edit Options Block Item Record Query Tools Help ORACLE
(BYE AAEE %9 REE @ S MEI¢ 2P @ X
."K;E_DIZHZLJI’I’IEI’It History FOIDOCH 7.3 (PLAY) (-l
Document Type: |REQ [7 Purchase Requisitions Document Code: |RODOO003 F
Requisition Status Bid Status Purchase Order Status Issues Status
0000003 B = BRE PO0DDOOL [+ = BRE
([ L1 0O Pooososs  [a [ [
[ [ L1 0O L [ [ [
I e [ N e L
[ [ 1 [ [ [ [ [
[ [ = [ [I= [ [ = [ 1 [DO8=
Invoice Status Check Status Return Status Receiver Status
10000007 P = 77777781 BRE [ & 0000002 [c] =
L [ L1 0 L [ vooooons [
|— r |— - Y0000010 |—
[ [ (1 [ I e [
[ [ [ [ [ [ L
1 L= L1 0O&F 1 L= I
Asset Tag Status Asset Adjustment Status
To0000001 [ & BRE
TO00OO0OZ |— r
[ [ [ 1 U}z
[ [ L] O
[ [ [ [ B
(@ [ = L 1 0OF -
e e | B
Use NEXT BLK, PREY BLK to navigate, use DUPLICATE ITEM for Doc Inguiry form. |
Record: 141 | | | | <0sC= J

3. Under Document Code, type the Document Number [Next Block].
Example: RXXXXXXX for Requisition, PXXXXXXX for Purchase Order

4. As each step of the Reg-to-Check process is entered into the Banner
system, its status is noted. In the example above, Requisition No.
R0O00003 shows the following:

Requisition: “A” status means it is completed and approved.

Purchase Order:  “A” status means purchase order was created and
approved.

Invoice: “P” status means an invoice has been paid.

Check: Number of the check issued to pay the invoice.

Receiver: “C” means receiving record is completed.

Asset Tag: List of fixed assets created in inventory.

5. Use [Next Block] or [Previous Block] icons in the Icon Tool Bar to move to
the various document types.

6. Under Options in the Tool Bar pull-down menu, click [document] Info
(e.g. Requisition Info) to open the selected document. For example,
highlighting the Requisition, as shown above, and following these steps will
open the actual Requisition.

7. To return to FOIDOCH, [EXxit].
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b. Detail Transaction Activity - FGITRND

File Edit Options Block Item Record Query Tools Help ORACLE
572 == S = P I

COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
- - - -

G

M e | | [11000 150000 451000 [s71000 | \ [ ] 5] [

- o kd

Increase (+) or

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

[150000 71000 [o3-0cT-z007  [REQGP  [RODOD3IL [pepartmental Rear  [R3v 1.00 F )

[451000 [150000 [571000 [03-0cT-2007  [REQr | [RosoEEL [pepartmental Requ  [rsv 0.08 [+

451000 [150000 [s71000 [z4-sEP-2007  [PoTx  [PoDOOLSS [Home Depat [enc 043 [+

451000 [150000 [s71000 [o4-ser-2007  [poLg | [Poooo1se [Home Depot [rsv | -3.19 [

[451000 [tsooo0 [e71000 [za-sep-zo07  [poLq | [rooooiss [Home Depot R [

451000 [150000 [s71000 [z4-sEP-z007  [PoRD [PoDOOLSO [Home Depat ENC 5.20 [+

[as1000 [150000 [672000 [17-sep-2007  [poLg lPono00SE [ome Depot W ’ﬁ |—

[451000 150000 [671000 [t7-seP-zo07  [porD | [Ponooass [Horme Depot [nc 45,00 [+

451000 [150000 [s71000 [17-sEp-z007  [PoLq  [PonooDSZ [Home Depat [rsv -7.04 [ =

451000 [150000 571000 [17-ser-2007  [porD | |PoooODEZ [Home Depot ENC 5.50 [+

[+51000 15000 [s71000 [t7-sep-z007  [poTx | [Ponooaez [Horme Depot [nc 0.54 [+

|451nnn |1snnnn |5?1nnn [17-sEP-2007  [POLG [PO0000SS [Home Depat W ’ﬁ |—

451000 [150000 [s71000 [17-ser-2007  [porD | [PooDODS4 [Home Depot [enc 48.82 [+

451000 [150000 [671000 [17-sep-2007  [pOT lpooonoS4 [Home Depot ENC Y [+

451000 [150000 [s71000 [17-sEP-z007  [PoLe  [PoDOOD4Z [Home Depat [rsv | -21.65 [

451000 [150000 [s71000 [17-sep-2007  [poRD | |PooDOD4Z [Home Depot [enc 20.00 [+

[451000 [150000 [s71000 [17-sep-2007  [poTx | |PooooDaz [Home Depot enc | [ 16s [+ -

€ s l : Total: 1.09 F -

D PO P DD N D
Press Key Dup ltem for document query forms; Count Guery for encumbrance detail | J
Record: 1/7 [ o0 | ‘ | <0sc- Scroll Bar

4. From the General Menu Screen, type FGITRND in the Go To field.

5. Type in the required fields listed below

Chart of Account — Defaults to “M”.
Fiscal Year — Defaults to current year.
Fund

Organization — [Next Block]

TIP: Typing a specific Account or Program are optional. The more FOAPAL
elements that are entered the more specific the query will be.

D. Click on [Execute Query] icon to show all transactions that have been posted
to the Fund and Organization (or as much of the FOAPAL as you have
entered).

MT. SAN ANTONIO COLLEGE BANNER USER GUIDE FOR BUDGET QUERY
REV. 7/6/2009 PAGE 20 OF 22



NOTE: Information is displayed in a double-entry accounting format: each
encumbrance ENC (purchase order amount, tax amount) has a corresponding
liquidation of the reserve RSV.

Type Codes:
REQP Commodity total on a requisition
REQX Tax total for the above requisition
PORD Commodity total on a purchase order
POTX Tax total for a purchase order
POLQ Liquidation of PO commitment

TIP: Use the Scroll Bar at the bottom of the Activity Date — Type — Document box in
the middle of the screen to access additional information.

MT. SAN ANTONIO COLLEGE BANNER USER GUIDE FOR BUDGET QUERY
REV. 7/6/2009 PAGE 21 OF 22




BANNER FINANCE SUPPORT

Support for Banner Finance modules (Budget Queries, Requisitions, and Approvals)
is divided among the IT, Fiscal Services, and Purchasing Departments.

ISSUE DEPARTMENT CONTACT

Accessing Banner

IT Help Desk
Personal passwords Ext. 4357

User ID IT — Sharon Shriver

Budget questions

Access to Banner Finance
forms Fiscal — Rosa Royce Ext. 5530

Fixed Assets

Creating a Requisition or
Change Order

Doing Approvals Ext. 6300 or

Purchasing Help Desk Purchasing@mtsac.
edu

Sending Back-up
Documentation

Cleaning up Requisition
mistakes

The following documents are posted and maintained at the Purchasing Department
web site at: http://insidemtsac.edu/departments/admin/purchasing. Links to the User
Guides can also be found at the Banner Links site on the Banner home page, and
the Requisition Back-up Cover Sheet form can be found in the Administrative Forms
section on the Mt. SAC web site.

Banner User Guide for Budget Queries
Banner User Guide for Requisitions
Banner User Guide for Approvals
Requisition Back-up Cover Sheet

The Purchasing Department will make a campus-wide announcement whenever any
revisions to these documents are made.
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