Banner Chart of Accounts Tip Sheet

F  =  FUND #

O = ORGANIZATION # (department/unit)

A  = ACCOUNT # (object)

P  =  PROGRAM #

http://web.bryant.edu/~controlr/BannerFinance/ 

For all operating budgets use the Organization # and account #s.  The system will populate the Fund and Program #.

Please note that you cannot use just the first 3 digits of your organization #.  You must provide all six digits of your organization #.  

Capital & Non Capital R&R Organization Budgets:

All Capital & Non Capital R&R Orgs have the 4th digit beginning with  "2".

All Capital Budgets have Default Fund # 11012.  Always use account # 74201 for these orgs

All Non-Capital Repairs &Replacement Orgs have Default Fund # 11013.  Always use account # 74502 for these Orgs.

If you are not sure as to whether a budget is a capitalized or non-capitalized item, go to the web and look for the default fund for that Org #.

OR

Go to FTMACCI and query on the account index or Org # to get the necessary information.

Temporary Restricted Funds (TRFs):
In Datatel, began with 11-2 or 50-2 followed by the Datatel Unit #.

For all TRFs, please provide the Fund # and the Account #.  The system will populate the Org and Program #.  The fund # is unique for each item.  Revenues, Expenses, and Fund Balance (Balance rolled forward from prior years) are tracked by Fund #. Always use Account # 74503 for all TRF expenses.  Unless instructed otherwise, use Account # 58102 for all TRF revenues.  To view the net available balance, use the FGITBSR screen.  To view the detailed activity of the TRF use FGIBSUM.

Banner Finance Training Tip Sheet

Purchase Order Inquiry Forms- FPI xxx
FPIPURR
Purchase/Blanket Order Inquiry Form.  Used for querying a purchase order and obtaining detailed info about the PO.  Queried by PO#. [Can also be accessed from FGITRND by clicking on Query Document ]

FOAPOXT
Procurement Text Entry Form.  Used for getting information about a particular purchase order on the FPIPURR form. [Accessed from FPIPURR by click on Document Text ]

FOICOMM
Commodities for Review Query.  Provides further information about commodities listed on the FPIPURR Commodity accounting screen.  [Accessed from FPIPURR accessed by clicking on Review commodity information ]

FPIOPOF
Open Purchase Orders by FOAPAL.  List all Open POs for a particular Fund Org Account Program combination.  You can only view those that pertain to your organizations you have access to.  [From this form you can connect to FPIPURR by clicking Query Purchase Order Information]
FPIPOHD
List all Purchase orders by PO# in summary format.

Accounts Payable Inquiry Forms - FAI xxx

FAIVNDH
Vendor Detail History Form.  List all invoices (open and paid) for a particular vendor.  Allows you to connect to FAIINVE and FAIVINV.

FAIINVE
Invoice/Credit Memo Query Form.  Used for querying an invoice and obtaining detailed information about the invoice.  Queried by Invoice #.  [Can be accessed from FAIVNDH by clicking on View Invoice Information.]

FAIVINV
Vendor Invoice Query Form.  Used for obtaining summarized information by vendor for a particular invoice #.  Queried by Vendor + Invoice #.  [Can be accessed from FAIVNDH by clicking on View Vendor Invoice.]

FOIDOCH
Document History Form.  Used for obtaining information about all related documents pertaining to a particular Purchase order or invoice (i.e. Purchase orders, invoices, checks.)  Also shows status of each of the documents.  Document types you can query on are; CHK, INV & PO.  [From this form you can connect to FPIPURR, FAIINVE, FAICHKH]

FAICHKH
Check Payment History Form.  Used for obtaining information about a check payment made to a particular vendor.  [Can be accessed from FOIDOCH placing cursor in the check field, and clicking on Check Information.]

FAIOINF
Open Invoices by FOAPAL.  List all open (unpaid) invoices for a particular Fund- Org-Account combination.  Queried by FOAP.  Only allows you to access those Orgs that you have been given access to.

Budget Inquiry Forms -FGI xxx

FGIBSUM 
Organizational Budget Summary (summarizes the total budgeted and actual expenditures by Revenues, Salaries, Fringes & Recharges, and Discretionary expenses)

FGIBDST
Organization Budget Status Form (shows each account's total) [accessed from FGIBSUM by clicking on Budget Status Information ]

FGITRND
Detail Transaction Activity Form  (shows the detail of each account's activity) [accessed from FGIBDST by clicking Transaction Detail Information ]

FGIOENC
Organizational Encumbrance Form (lists all the encumbrances/purchase orders for that particular organization #.) [accessed from FGIBDST by clicking Organizational Encumbrances ]

FGIENCD
Detail Encumbrance Activity Form (lists the detailed information for a particular encumbrance/purchase order. [Accessed from FGITRND by clicking on Detail Encumbrance Info or from FGIOENC by clicking on Query Detail Encumbrance Info ]

FGITBSR
Trial Balance for a Fund. Is used for querying available funds in a Temporary Restricted Fund (TRF.)  

Current Fund Balance line at bottom denotes the funds available for spending.  If it has a "C" indicator flag it means that this fund has surplus funds.  If it has a "D" indicator flag it denotes that the fund has a deficit, and you have to zero out this deficit.

Validation Tables - FTVxxx:  From any of the screens use the Flashlight icon for each field to get a particular value if you need to, or if the field is in Blue colored font double click in the box next to it to get to the validation table.

FTVFUND
To find out the Fund #

FTVORGN
To find out the org #

FTVACCT
To find out the account #

FTVPROG
To find out the program #

FTVFSYR
To find out the Fiscal year value

FTVACCI
To find out the account index value

Maintenance Tables: FTMxxx  : You only will have query access to this table.  These tables are helpful for getting more information about your organization.
FTMACCI
To find out the FOAP values for an index - Helpful for Capital and Non-Capital expenditure budgets.

Budget Reports - FGRxxx
Type the process name (FGRBDSC or FGRODTA,) and press enter
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then click the Next Block icon (or use the Control page down keys).
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To print and view to Screen, in the Printer field type in "DATABASE"

To print to printer, type in your Printer name 1xxxxx (for Portrait), 132xxxxx(for Landscape) or Double click on the Printer Field and select the appropriate Printer you want to send output to, then click the Next block icon

FGRBDSC
Budget Status (Current Period) Report.  Provides a summary total for each account within an Org/range of Orgs.  This is the hard copy equivalent of the FGIBDST screen.


Type in the following for the parameters block.
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FGRBDSC

PARAMETER VALUES

01) FISCAL YEAR: 02 (changes every fiscal year) 

02) CHART OF ACCOUNTS: 1
03) FROM FUND CODE: (leave blank unless you know the specific fund # range)
04) TO FUND CODE: (leave blank unless you know the specific fund # range)

05) FROM ORGANIZATION CODE: 515000 (org code you want to begin from)
06) TO ORGANIZATION CODE: 515299 (org code you want to end within that range)
07) FROM ACCOUNT CODE: (type in account code range if you know what account #s you want to see.  If left blank all account codes within the Org. would be printed)
08) TO ACCOUNT CODE: (type in account code range if you know what account #s you want to see.  If left blank all account codes within the Org. would be printed)

09) AS OF DATE: 31-JUL-2001 (whatever date you want it as)

10) INCLUDE ACCRUAL: Y
11) PRINT TOTALS: Y
12) PRINT NET TOTALS: Y
13) COMMITMENT TYPE: (leave blank)

Refer to instructions for submission block.

FGRODTA
Organization Detail Activity Report.  Provides a detail activity report of all transactions with a given Org/rage of Orgs and within a given account/range of accounts.  This is the hard copy equivalent of the FGITRND screen.


Type in the following for the parameters Values block.
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FGRODTA

PARAMETER VALUES

01) FISCAL YEAR: 01 (changes every fiscal year)
02) CHART OF ACCOUNTS: 1
03) FROM ORGANIZATION: 515000 (org code you want to begin from)
04) TO ORGANIZATION: 515299 (org code you want to end within that range)
05) FROM FUND: (leave blank unless you know the specific fund # range)
06) TO FUND: (leave blank unless you know the specific fund # range)
07) FROM ACCOUNT: (type in account code range if you know what account #s you want to see.  If left blank all account codes within the Org. would be printed)
08) TO ACCOUNT: (type in account code range if you know what account #s you want to see.  If left blank all account codes within the Org. would be printed)
09) FROM DATE: 01-AUG-2000 (whatever start date you want)

10) TO DATE: 31-JUL-2001 (whatever end date you want)
11) INCLUDE ACCRUAL: Y
12) PRINT ORGANIZATION TOTALS: Y
13) COMMITMENT TYPE: U

SUBMISSION BLOCK
After entering parameter values click on the next block icon.
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Make sure the cursor box (dotted rectangle) is in the Submission block, and press the save icon. if you saved it to Database, (Wait for a few seconds for the file to generate) click on review output to view the output to screen and double click on the file name box.  Select the file with the extension .lis.  If you had sent it to the printer, the output should print out.  Please make sure that if you had printed to database, then after viewing the output, please delete the file by clicking the delete output link in the left hand column of the screen.  If you do not do so, it will consume too much disk space on the network, and it might prevent you from running further reports.  

PURCHASE ORDER INQUIRY - by purchase order number

Process: FPIPURR

Enter the complete purchase order number Be sure to enter entire purchase order number including the first alpha character (P or B) <next block> or click on Document Information.

Choose from choices on left had side to view information needed.

Roll back to enter a new purchase order number or exit through the red door when finished with process.

PURCHASE ORDER INQUIRY - by vendor name


Process: FGIOENC

Tab over to the Orgn field. Enter organization number. <next block>

This will pull up ALL purchase orders for this orgn number. Use your down arrow to view all purchase orders.

Highlight the purchase order to be viewed.  

Click on Query Detail Encumbrance Info (left hand menu).  Manually note the COMPLETE (include P or B) purchase order number. Roll back or exit through the red door when finished with process.

At the Direct Access field on the main page enter FPIPURR and enter complete purchase order number.  See FPIPURR instructions.

Account Payable Questions

Has this invoice for Office Concepts been paid?

What Organization and Account number was charged?

Can you tell me what this is for?

To Query by Vendor:

1.  Type - FAIVNDH

2.  Return

3.  Click on the flashlight at the end of the vendor field.

4.  Click on Enter Query Icon.


5.  Tab


6.  Type all or partial vendor name in the last name field followed by a “ %” (no quotation marks)   ex: for Office Concepts type Off%

7.  Click on Execute Query Icon.

Use the up/down arrows to highlight the correct vendor if more then one vendor shows up.

8.  Double click on the ID number field (vendor to be selected should be highlighted in blue)

9.  Tab to fiscal year and change it if necessary

10.  Next Block Icon

11.  Use the up/down arrows to highlight the invoice or just click on the invoice.

Tab through or use the horizontal scroll bar to get check number if there is one.

As you can see at the bottom of the list there is an invoice without a check date.  This invoice is either on my desk to be paid or out for approval.

To get invoice information:

12.  Click View Invoice Information on Left

13.  Click Invoice Header on Left


This shows 
Vendor Invoice #




Vendor Invoice Date




And mailing address of check

To get Organization and Account number:

14.  Continue by clicking Accounting Amounts on Left

15.  Click on Review Accounting Information on Left

16.  Click the Exit Icon

To view another invoice (same vendor) follow steps 11 onward.

To view another invoice click Rollback and start again with vendor search flashlight 

To get a Description:

After getting a list of invoices for a certain vendor (Steps 1-11):

Getting a Description: (con’t)

16. Click on the Vendor Invoice field in which you would like to know the description for.

17. Click on Commodity Information in the left column.

The description is in the Commodity description field located in the middle of the screen.

18. Exit

You can also review invoice information from this point by clicking on Review Invoice Information on left and Click again on Document Query on left then follow steps 13 onward.

To view Check information:

Please note: This screen does not tell you if the check has been cashed.  This screen will give you a check total and all invoices paid on the check.

After getting a list of invoices for a certain vendor (Steps 1-11)

19. Click on the Vendor Invoice field in which you would like to inquire about the check

20. Tab nine times or use the horizontal scroll until Check is displayed.

21. Click on the Check Icon located next to the word check.  

22. If bank did not default in – Tab to bank and type F3 (For Training it is F1 of T1)

23. Next Block 

24.  Exit

This screen shows all the documents (invoices) paid on this check and the Check total.

Inquiry by Invoice Number

Please note this is by the banner generated invoice number and not the invoice number provided by the vendor.  This will probably be used for inquiring about invoices on the budget sheets.

1. Type FAIINVE

2. Return

3. Click on the flashlight next to the document field

4. Click on the open or paid buttons
-we will click on paid

5. Next Block – All invoices ever paid show up

6. You can enter a query by either banner generated invoice number of by PO #

7. We will query by PO number.

8. Press Enter Query Icon.

9. Tab

10.   Type B0005555%

11.   Execute query

12.   Double click on the invoice number 

14.  Next Block


You can now view the Invoice number. Invoice Date and Check Address.

To view Organization and Account number Follow directions from 13 onward from the Account Payable Questions.

15.  Exit

Query by Invoice Number, PO #, or Check Number

1. Type FOIDOCH

2. We will query by invoice number

3. Enter Document type INV – For Inquiry by Invoice (Banner Generated)

PO – For Inquiry by Purchase Order

CHK – For Inquiry by Check Number

4. Tab

5. Search by Flashlight or Type Invoice Number in Doc. Code field.

6. We will type Invoice number -  I0000305


If we had typed PO in #3 we would type P0000233

If we had typed CHK in #3 we would type 00003018

It all brings in the same information.

7. Next Block

Click on the area you wish to view.

To see PO information click on Purchase Order to highlight

Click on PO Information on left column

To see Invoice information click on Invoice to highlight

Click on Invoice Information on left column

To see Check information click on Check information to highlight

Click on Check Information on left column
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