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1) Login into Banner Self-Service

From Internet Explorer

Access: WPUNJ Home Page http://www.wpunj.edu

Select: Faculty and Staff

Select: Banner Self-Service

WILLIAM PATERSON UNIVER

Calendars Gampus Directories Directions and Map Library Site Ma
t . g E". '

WA Pconnect Login

William Paterson University

LIVE IT.

Contact Faculty
The University | .

Admissions = | oo

Academies | oo

Student Services Information #'Winter commencement information

«# Faculty and Staff # Student Center-Wigyne Hall renovation

News

................ s Construction URderaay on new resident
Gultural Events
Community Dutreach | Agvising Stud #iew efocus neves|etter forlmare campy
Athletics | .

# Check out the calendar for today's event

Alumni Relations ( """"""""

Giving Opportunities T ol

1 RUSS BERRIE INSTITUTE
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William Paterson University Banner Finance: Self-Service, 6.1

January 2005 Instructions for Budget Queries
User Login

Enter: William Paterson University ID 9 digit number starting with 855

Enter: PIN 6 digit number (default = date of birth)
Click: Login

a User Login - Microsoft Internet Explorer

Fil=  Edit ‘“iew Favortes Toole Help

I R o ) A B <~ BE= - BN ES RA— B B
Back Eonmard Stop  Refrezh  Home Search Fawortez  History b ail Print E dit Dis

Address I@ hittp: /#zelfzervice. wpunj edu: 37100/ pls/FROD Awblombiz. P_wiaMw Login

am Paterson University

User Login

q) Flease enter your user [dentification Mumber {I0) and your Personal [dentification Mumber (PIM).

When yvou are finished, please Exit and close your browser to protect your privacy.

User ID: [s55123496

PIH o Ix**x:*

Forget PIN? |

RELEASE: 6.1

Note: if you get the error message below, please call the HELP desk at ext. 4357 for
assistance.

. Authorization Failure - Invalid User ID or PIN.

Page 2 of 71




William Paterson University Banner Finance: Self-Service, 6.1
January 2005 Instructions for Budget Queries

Access the Financial Information

Select: Finance

; Main Menu - Microsoft Internet Explorer

File  Edit “iew Favorntes Toolz Help

i =5
LD o 0 a =@ @ B 9 B =
Back Faraand Stop  Refresh  Home Search Favontes  Histom b il Print Edit Digcu

Address I@ hittp: A fbnrtstoore: 3030/pls/ TES T Awbkwhiz. P_Gentenu?name=bmenu. P_MainMnutmzg=<bs%welcome, Z20Pamela 2(]
ﬂ”—

Search | ﬂ

Personal Information Employee Finance

Welcome, Pamela J. Winslow, to the WV Information System! Lastweb access on Dec 08, 2004 af

Fersonal Information
Update addresses, contact inforrmaiion or marital status; review name or social securty nurmber change infarmaiion; Change y
Employes

------ i<, fime of, benefits, leawe or job data, paystubs, W2 and T4 forms, W data.

1em financial docurments, budget inforraiion, approvals.
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Financial Information Menu

Budget Queries To create a budget query
Encumbrance Query To create an encumbrance query
Requisition To create a requisition

Approve Documents To approve a completed requisition
View Documents To view a requisition, purchase order,

invoices, encumbrance,
journal voucher or direct cash receipt.

Exit To logout

am Paterson University
Search | ﬂ

Perzonal Information Finance

~, Financial Information

Budget Queries
Encurnbrance Cluery
Requisition
Approve Documents
Wignn Document

[ Budget Queries | Encurnbrance Quer
RELEASE: 6.1

For instructions on navigating the Requisition, Approve Documents and View Documents
sections, see training manuals:

WPU Banner Finance-Instructions for Creating Requisitions
WPU Banner Finance-Instructions for Approving Requisitions
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2) Create Budget Queries

From the Financial Information Menu

Select: Budget Queries

Search | ﬂ

Personal Information Finance

~, Financial Information

Budget Uueries
oe Llueny
Requisition
Approve Documents
Wiew Document

[ Budget Cueries | Encurmnbrance Query |
RELEASE: 6.1
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To create the Budget Query

Select: Budget Query By Account Use this to view a single fund/org/program

Here you can retrieve an existing query (i.e.
one you have previously saved). Saving and
retrieving queries are covered on pages 22
and 24, respectively.

Click: Create Query

am Paterson University

Search | ﬂ

Personal Information Finance

@ Budget Cuery by Account allows you to review budget information by account for the Fisg
Specific Organization, Al Organizations, Grant, Fund Type, Account Type, or Revenue Ag

Budget CQuery by Organizational Hierarchy allows you to review budget information of orgd
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, Aci

Create a New Query
Type

Retrieve Existing Query
Saved Query |N0ne j
Retrieve Query
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William Paterson University
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Banner Finance: Self-Service, 6.1
Instructions for Budget Queries

Select columns to display

V' Adopted Budget

Original Budget

\ Budget Adjustment

Budget transfer/revision

\ Adjusted Budget

Adopted Budget plus/minus Budget Adj.

Temporary Budget

Not used

Accounted Budget

Not used

v Year to Date

Year to date paid expenses

v Encumbrances

Purchase orders, food service and travel
encumbrances

v Reservations

Approved (by the department and
Purchasing) purchase requisitions. In-
process (unapproved requisitions) are not
included-see page 37 to see how to look-up).

Commitments

Encumbrances plus Reservations

v Available Balance

Adjusted Budget minus Year to date minus
Encumbrances and Reservations.

Click: Continue

am Paterson Universi

Search | ﬂ

Personal Information Employee Finance

Select the Operating Ledger Data columns to display on the report

¥ Adopted Budget [ Year to Date

¥ Budget Adjustment ¥ Encumbrances
¥ Adjusted Budget [ Reservations

I Temporary Budget ™ Commitments

" Accounted Budget  Available Balance

Save Query as: |

[ Shared

Confinue |
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William Paterson University
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Banner Finance: Self-Service, 6.1
Instructions for Budget Queries

Enter the Required Fields

Fiscal year 2005

Fiscal period 14 (this means year to date)

Commitment: All

Relates to year-end closing process.

Chart of Accounts U U stands for University

Fund 6 digit number (e.g. 100000)

Organization 6 digit number (e.g. 590100)

Grant Use Grant number or FOP but not both
Account Leave this blank if you want all accounts
Program 2 digit number (e.g. 10)

Index Not a valid field: ALWAYS leave this blank
Activity Not a valid field: ALWAYS leave this blank
Location Not a valid field: ALWAYS leave this blank

Fund Type and Account Type

Leave these blank if you want all accounts

Click: Submit Query

This will bring back all the activity with
grand totals for each column (no sub-totals)

Personal Information Employee Finance

Fisecal year: Fiscal period:

2005 7|

Comparison Fiscal year: |[one -

Comparison Fiscal period:

Commitment Type: 2

Chart of Accounts

Ficde

Fund Actity

Crganizaiion Location

Grart

-

Fund Type
Accaurt

T

Accournt Type |

LLLLL
TP

Frograrm

[ Include Revenue Accounts

Save Query as: |

" Shared
Subrnit Gluery |
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Instructions for Budget Queries

If only partial FOAP information is known

(e.g. numeric)

Click on Organization

Enter information and use % for unknowns

Using only % will return all org numbers

Change maximum rows to return

1000 (default is 10)

Click: Execute Query

am Paterson University (1

Search ﬂ

Personal Information Employee

&R Enter criteria then select Execute Query to obtain a Code Lookup resulf

Chart of Accounts N Tl

Organization Criteria Yoh%,

Finance

Title Criteria

Maximum rows to return | 40000 vl

Exit without Walue
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Results Returned Shows all organizations that meet the criteria.
Org numbers < 6 digits must be viewed using
the Organizational Hierarchy Query-page 47.

Click on the organization you want and it
will populate the missing field on page 8.

Search ﬂ

Personal Information Employee Finance

&R Select a code o retumn the value to the parameter pagq

page.
Code jookup results

Title Organization
Study Abroad 2E3000
University Performing Arts 69
University Performing Ars 253100
Thesatre Production 369200
Symphaony 358300
Arts Council 253400
Cultural Series 253500
Shea 253600
College of User Training 59

Dept of Purchasing User Training 520100
Dept of Computer User Training 530200
A& M Speer Schol 950530

Exit without Yalue
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William Paterson University Banner Finance: Self-Service, 6.1
January 2005 Instructions for Budget Queries

If only partial FOAP information is known (e.g. alpha)

Click on Organization

Enter information and use % for unknowns | Using only % will return all org titles

Change maximum rows to return 1000 (default is 10)

Click: Execute Query

o

m Paterson University (IE

Search | ﬂ

Personal Information Employee Finance

&R Erter criteria then select Execute Queny to obtain a Code Lookup results lig

Chart of Accounts L 'r|
Organization Criteria
Title Criteria % Purchasing)
Maximum rows to return {0000 vl
Execute Cluery
Exit without alue
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William Paterson University Banner Finance: Self-Service, 6.1
January 2005 Instructions for Budget Queries

Results returned Shows all organizations that meet the criteria

Click on the organization you want and it
will populate the missing field on page 8.

am Paterson University

Search | ﬂ

Personal Information Employee Finance

&R Sclect o code to return the value to the parameter page or Exit wi

page.
Code lookup results
Title Organization
Dept of Purchasing User Training S30100
Furchasing BA01 00
Exit without Yalue |
Ancther Cluery |
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William Paterson University Banner Finance: Self-Service, 6.1
January 2005 Instructions for Budget Queries

Once the required fields are populated

Click: Submit Query

»E/ You may select a Fiscal Perod and Year to compare to the required Fiscal Pa
placed next to the corresponding comparnison fiscal period.

Fiscal year: 2005 =) Fiscal period: 14 =
Comparison Fiscal year: Mone =/ Comparison Fiscal period: MNone =
Commitment Type: All j

Chart of Accourts U Index |

Fuinc 100000

H
1
Gz

Actiity

Crganization | 5490100 Location

]

Grant Fund Type

|

Account Account Type |

HHiS

Pragram 10

" Include Revenue Accounts

Save Query as:|

"' Shared
subrmit Cuery |

Note: if this is a revenue FOP, you must check the box for Include Revenue Accounts to see
them, otherwise you will see expenses only.

If the FOP does not have revenue accounts (the case for all departmental budgets) and you
check the box, your results will be the same either way.
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William Paterson University
January 2005

Banner Finance: Self-Service, 6.1
Instructions for Budget Queries

View Results

Only 15 accounts (lines) show at a time

If you get an error message “query retrieved
no records” this means either:

1. the FOP (fund/org/program) is not a
valid combination (re-check the
numbers you entered).

2. your security does not allow access to
this FOP. Your supervisor must
request access for you by emailing
Joanne Griffin in Business Services.

Keep scrolling down with the scroll bar on
the right until you see Next 15—

— - = .
Organization Budget Status Report g
By Account
Period Ending Jun 30, 2005
As of Dec 07, 2004
Chart of Accounts LWilliam Paterson University of MJ Commitment Type All
Fund 100000 State Approp Monfringe Program 10 Instruction
Organization 530100 Dept of Purchasing User Training Activiby All
Account All Location All
Query Resulis
Account Account Title FY05/PD14 FY05/PD14 Budget FY0S/PD14 FY05/PD14 Year FY03/PD14 FY05/PD14 FY05/PD14 4
Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Reservations Available Balance
61010 Faculty, Fulltime 75,000.00 0.00 75,000.00 0.00 000 000 75,000.00
1110 Unclassified, 121 50,000.00 0.00 50,000.00 0.00 0.00 0.00 50,000.00
35 Hr
B1210 | Classified, 120 35 30,000.00 0.00 30,000.00 0.00 0.00 0.00 30,000.00
Hr
61310 Maintenznce 30,000.00 0.00 30,000.00 0.00 0.00 0.00 30,000.00
62120 Parttime, Hourly 2,000.00 (1,000.00) 1,000.00 0.00 0.00 0.00 1,000.00
52350 Student Assistants- 0.00 1,000.00 1,000.00 0.00 0.00 0.00 1,000.00
Other
70000 Morrsalary Pool 500,000.00 (25,000.00) 475,000.00 0.00 0.00 0.00 475,000.00
72110 Printing & Copying - 0.00 0.00 0.00 0.00 0.00 0.00 0.00
external 3
= ———aia——
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William Paterson University Banner Finance: Self-Service, 6.1
January 2005 Instructions for Budget Queries

3 totals are displayed on each page:

Screen total Sub-total for the page
Running total Cumulative from previous pages
Report Total (of all Records) All pages (entire budget)

Click: Next 15— to see additional accounts

=]

G1010° Faculty, Fulime 75,000.00 . 75,000.00 . 7500000 4
1110 Unclassified, 12M 500,000.00 00,00 50,000,001 o) 00,00 0.00 50,000,001
35 Hr
1210 Classified, 120 35 30,000.00 00,00 30,000,001 o) 01,00 0.00 30,000,000
Hr
1310 Maintenance 30,000.00 00,00 30,000,001 o) 00,00 0.00 30,000,000
62120 Parttime, Hourly 2,000 00 £1,000.007) 1,000,001 o] 01,00 0.00 1,000.00
G2350  Student Assistants- 0.00 1.000.00 1,000.00 o.og .00 0.00 1,000.00
Other
70000 Mon-salany Pool S00,000.00 {25,000.00) A75,000.00 o.on 0.00 0.00 475, 000.00
7210 Prinfing & Copying - 0.00 0.00 0.00 0.0 0.00 0.00 0.00
external
7220 Office Supplies 0.00 00,00 0.00 126.60 5,970.71 3350 (5,140.81)
72130 Kerox & Print Shop 0.00 750000 750000 o) 00,00 0.00 7,500.00
3000 Trawel 0.00 01,00 .00 o] 4,000,000 0.00 [ 4,000.007
73100 Telephone 0.00 2,500.00 2,500.00 o) 00,00 0.00 2 500,00
73200 Postage & Delivery 0.00 10,000.00 10,000.00 0.00 0.00 0.00 10,000.00
Expenses
72400 Official Reception 0.00 0.00 0.00 0.0 250,00 0.00 [ 25000
73830 Professional 0.00 00,00 0.00 o) 1,000.00 0.00 (1,000.00)
Development
Sareen total BET, 000 00 [ 5,000.007) B52,000.00 136,60 11,220.71 3350 57060819
Running total BAT, 000 00 [ 5,000.007) £2,000.00 136,60 11,220.71 3350 £70,608.18
Repod Total (of all records) BAT, 000 00 £1.00) BAT,000.00 136,60 11,230.71 3350 £75,585.19
= S = = —— -

Note: you can drill down to see detail (related documents) on underlined numbers.
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On the last page of the query you can go
back to previous pages

Click: «Previous 15

/3 Report A - Microzoft Intemet Explores

File Edit “iew Favoites Took Help | 1]

|¢,».@@ﬁ@@®@-a;§

Back Farad Stop  Refresh  Home | Search Favortes  Histary Mail Frint Edit Discuss  AM

Address I@ hltp:#Jhnrlstcme:ﬂmﬂp"plsﬂESTwalklpou.P_HeportA?viewb_l,l=delaiI&ad0ptedhudget=0n&_l,lld=Dn&budgeladil=on&encumb:on&adiustedhudget=0n&reserve=on&acctdbudgel:&cmtlype:Aj @ Go

Organization Budget Status Repart ;l
By Aceount
Period Ending Jun 30, 2005
As of Dec 28, 2004

Char of Accounts U William Paterson University of NJ Commitment Type: All

Fund 100000 State Approp Nonfringe Frogram 10 Instruction
Organization 590100 Dept of Purchasing User Training Activity Al
Aceount All Logation All
Query Resuits
AccountAccount Title  FY05/PD14 FY05/PD14 Budget FY05/PD14 FY05/PD14 Year FY05/PD14 FY05/PD14 FY05/PD14
Adopted Budget Adjustment Adjusted Budget to Date Encumbrances  Reservations  Available Balance
76020 Equipment Less 0.00 0.00 0.00 0.00 10.00 0.00 {10.00)
Than $1000
92200 Transfers Out 0.00 5,000.00 5,000.00 0.00 0.00 0.00 £,000,00
Capital Projects
Sereen total 0.00 5,000.00 5,000.00 0.00 10.00 0.00 4,990.00
Running total £57,000.00 0.00 £87,000.00 136,60 11,230.71 3350 £75,599.19
Report Total (of all records) 687,000 00 0.00 £87,000.00 136.60 11,230.71 3350 675,599 19

<Previous 15 |

Dawnload Al Ledger Caluring | Dourload Selected Ledger Calurng | | |

@ Done l_l_l_ % Local intianet
iﬂSlaltl Inba - Microsoft Outlook | i RE: Budget Query Training.... @quew instruchions - pee 12-.. | @ SCT Intemet Mative Bann. . “@Hepml A - Microsoft | |®®Ocﬂ 11:03 &M
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William Paterson University
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Banner Finance: Self-Service, 6.1
Instructions for Budget Queries

Compute additional columns for the query

Select the columns for the computation
using the drop down menus for columns 1,
the operator, 2, and after which column you
want it displayed.

Type in the description you want displayed
for the new column

Click: Perform Computation

brrtstoore: 305U/ pls, Erwfkrpou. F_Heportd svewby=d

etallkadoptedbudget=onéyl

d=on&budgetadit=ondencurmb

=ohikadustedindget=onkreserve=onitempbudgel

Sawe Cuery as ||

[T Shared

Compute Additional Columns for the query

Column 1 Operator Column 2

Display After Column

Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Reservations
TEO20 Equipment Less 0.00 0.00 0.00 0.00 10,00 0.00
Than 1000
92200 Transfers Out 0.00 5,000.00 5,000.00 0.00 0.00 0.00
Capital Projects
Screen total 0.00 5,000.00 5,000.00 0.00 10.00 0.00
Running total B87,000.00 0.00 BET,000.00 136,60 11,230.71 33.50
Report Total (of all records) B87,000.00 0.00 BET,000.00 136,60 11,230.71 33.50
“Previous 15 |
Dowunload Al Ledger Colurnns Download Selected Ledger Colurmng

New Column Description

| Perforrn Cornputation I

Anather Cluery |

[Fr14005 Budget Adjustment =] |divided by =] |F1405 Adopted Budget | [Fy14/05 Adjusted Budget x| [t Change in Budge
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William Paterson University Banner Finance: Self-Service, 6.1

January 2005 Instructions for Budget Queries

View Results See column added ‘% Change in Budget’

Click: Another Query You can click on Another Query at the
bottom of the screen or MENU at the top,
then Budget Queries

SHETES S T8 | T, 7 OFNSUSHI S, QUL P | C o 17 L R C ST £ 1oLy = U cls DU LILAULEL =T 16 =0 UL U= UGS LU IU=UT G 3L U LWL, = U e B3 5= U1 13U UMY E = Gl g Re=- ]

Report Parameters

Organization Budget Status Report
By Account
Period Ending Jun 30, 2005
As of Dec 07, 2004

Chart of Accounts L William Paterson University of NJ Commitment Type All

Fund 100000 State Approp Nonfringe Pragram 10 Instruction
Organization 580100 Dept of Purchasing User Training Activity All
Account All Location All
Query Results b
Account Account Title FY05/PD14 FY05/PD14 FY05/PD14 05/PD14  FY0S/PD14 FY05/PD14 FY05/PD14
Adopted Budget Adjusted in Budget Jfarto Date Encumbrances  Reservations  Awvailable
Budyet Adjustment Budget Balance
61010 Faculty, Ful-time 75,000.00 0.00 75,000.00 0.00 0.00 0.00 0.00 75,000.00
61110 Unclassified, 12M 50,000.00 0.00 50,000.00 0.00 0.00 0.00 0.00 50,000.00
35 Hr
61210 Classified, 12M 35 30,000.00 0.00 30,000.00 0.00 0.00 0.00 0.00 30,000.00
Hr
61310 Maintenance 30,000.00 0.00 30,000.00 0.00 0.00 0.00 0.00 30,000.00
62120 Partdime, Hourly 2,000.00 £1,000.00) 1,000.00 [0.50) 0.00 0.00 0.00 1,000.00
62350 Student 0.00 1,000.00 1,000.00 0.00 0.00 0.00 0.00 1,000.00
Assistants-Other
70000 Non-salary Pool 500,000.00 (25,000.00) 475,000.00 [0.05) 0.00 0.00 0.00 475,000.00
72110 Printing & Copying 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3
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Determine Available Balances for Salaries

Select: Budget Status by Account

Click: Submit Query

Search | ﬂ

Personal Infarmation Employee Finance

x;!r/ Budget Cluery by Account allows you to review budget information by account for the Fig
Specific Organization, All Organizations, Grant, Fund Type, Account Type, or Revenue A

Budget Cuery by Organizational Hierarchy allows you to review budget information of org
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, Ag

Create a New Query
Type Budget Status by Account -

Create Lluery

Retrieve Existing Query
Saved Query None j
Retriewe Cluery
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Select columns to display

V' Adopted Budget

Original Budget

\ Budget Adjustment

Budget transfer/revision

\ Adjusted Budget

Adopted Budget plus/minus Budget

Adjustments
Temporary Budget Not used
Accounted Budget Not used

\ Year to Date

Year to date paid expenses

v Encumbrances

Purchase orders, food service and travel
encumbrances

v Reservations

Approved (by the department and
Purchasing) purchase requisitions. In-
process (unapproved requisitions) are not
included-see page 37 to see how to look-up.

Commitments

Encumbrances plus Reservations

\ Available Balance

Adjusted Budget minus Year to date minus
Encumbrances and Reservations.

Click: Continue

am Paterson Universi

Search | ﬂ

Personal Information Employee Finance

Select the Operating Ledger Data columns to display on the report

¥ Adopted Budget [ Year to Date

¥ Budget Adjustment ¥ Encumbrances
¥ Adjusted Budget ¥ Reservations

" Temporary Budget [ Commitments

I Accounted Budget  Available Balance
Save Query as: |

[ Shared

Continue |
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Enter the Required Fields

Fiscal year 2005

Fiscal period 14 (this means year to date)

Commitment: All

Relates to year-end closing process.

Chart of Accounts U U stands for University

Fund 6 digit number (e.g. 100000)

Organization 6 digit number (e.g. 590100)

Grant Use Grant number or FOP but not both
Account Leave this blank if you want all accounts
Program 2 digit number (e.g. 10)

Index Not a valid field: ALWAYS leave this blank
Activity Not a valid field: ALWAYS leave this blank
Location Not a valid field: ALWAYS leave this blank
Fund Type Leave this blank (used by accountants only)

Enter additional field for Account Type

Revenue

Student Tuition & Fees 51

Residence Life 52

Federal Grants & Contracts 53

State Grants & Contracts 54

Local Grants & Contracts 55

Private Grants & Contracts 56

Auxiliary Enterprises 57

State Appropriation 58

State Approp Fringe Benefits 59
Private Gifts 5A
Investment Income 5B
Other Non Operating Revenue 5C
Capital Grants & Gifts 5D
Expenses

Salaries only 61
Employee Benefits 65
Non Salary 71
Fixed costs 72

Transfers in from other Funds 91
Transfers out from other Funds 92
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Type name of query to be saved Save Query as: Salaries only (Training)

Click: Submit Query The results will provide sub-totals and
available balances for the selected expense
category.

\_]!,_/ If Grant information 1s queried, all retrieved data is Grant Inception to Date. Otherwig
Query to be successful, a userwith Fund/Organization Cuery access must enter a
Year and Chart of Accounts fields.

x-j-/ You may select a Fiscal Penod and Year to compare to the required Fiscal Periog
placed nextto the corresponding comparison fiscal period.

Fiscal year: onns =|  Fiscal period: 14 =

Comparison Fiscal year: [rone =| Comparison Fiscal period: [pone =

Commitment Type: All
Chart of Accourts | ILJ_ Incles

Ii

Fund IW Achity | I—
I—
I_

Organizaiion ISEI[HL‘JU Location |
Grart I Fund Type |
Ii

Account

Frograrm I‘Ili)

™ Include Revenue Accounts

U_I_|_|_

Save Query as: |Ealaries only {Training) \
" Shared
Subrnit Cluery |
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View Results

Salaries are budgeted by position and by
account (no pooling). The available budget
balance for each category is the number in
the far right column

Click: Another Query

You can click on Another Query at the
bottom of the screen or MENU at the top,
then Budget Queries

- - - .
Organization Budget Status Report I~
By Account
Period Ending Jun 30, 2005
As of Dec 16, 2004
Chart of Accounts U William Paterson University of MJ Commitment Type All
Fund 100000 State Approp Monfringe Program 10 Instruction
Organization 590100 Dept of Purchasing User Training Activity All
Account All Location All
Account Type 81 Salaries
Query Results
AccountAccount Tifle  FY03/PD14 FY05/PD14 Budget FYD3/PD14 FY05/PD14 Year FY03/PD14 FY03/PD14 FY03/PD14
Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Reservations Available Balance
81010 Faculty, Fullime 75,000.00 0.00 75,000.00 0.00 0.00 0.00 75,000.00
B1110 Unclassified, 12W 50,000.00 0.00 50,000.00 0.00 0.00 0.00 50,000,000 ]
35 Hr
81210 Classified, 12M 30,000.00 0.00 30,000.00 0.00 0.00 0.00 30,000.00
35 Hr
81210 Maintenance 30,000.00 0.00 30,000.00 0.00 0.00 0.00 30,000.00
£2120 Parttime, Hourly 2,000.00 {1,000.00 1,000.00 0.00 0.00 0.00 1,000.00
52350 Student 0.00 1,000.00 1,000.00 0.00 0.00 0.00 1,000.00
Assistants-Other
Report Total (of all 187,000.00 0.00 187,000.00 000 000 0.00 187,000.00

records)
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Retrieve your saved query

Select from Saved queries

Click: Retrieve Query

----------J ‘-—--

Search ﬂ

Personal Information Employee Finance

»:j;/ Budget Uuery by Account allowes you to revies budget information by account for
Specific Organization, All Organizations, Grant, Fund Type, Account Type, or Rev

Budget Guery by Organizational Higrarchy allows you to review budget informatio
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Ty

Create a New Query
Type Budget Status by Account j

Create Query

Retrieve Existing Query

Saved Query Salaries only (Training) (Personal)

Retriewe Query
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Saved Query is Retrieved

Click: Continue

———

am Paterson University (TE
Search | ﬂ

Personal Information Employee Finance

~

@Salaries anhy (Training) (Fersonal) retrieved.

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

¥ Adopted Budget [ Year to Date

¥ Budget Adjustment ¥ Encumbrances
¥ Adjusted Budget [ Reservations

I Temporary Budget ™ Commitments

I Accounted Budget  Available Balance

Save Query as: |

" Shared

Contnue |
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Saved Query is Retrieved

Click: Submit Query

Cuery Salaries onby (Training) (Fersonal) retrieved.

»];/ If Grant information is queried, all retrieved data is Grant Inception to Date. Otherwise,
Cluery to be successful, 3 userwith Fund/Organization Guery access must enter 3 val
Year and Chart of Accounts fields.

»:!:f You may select a Fiscal Period and Year to compare to the required Fiscal Period an
placed next to the comesponding comparizson fiscal period.

Fiscal year: M Fiscal period: 14 =
Comparison Fiscal year: m Comparison Fiscal period:
Commitment Type: Al j

Chartof Accourts | Index |

T

MI 00000 MI
Organization | S30400 Location |
Grant Fund Type
Account Accourt Type |

il
T

Frogram 0

[T Include Revenue Accounts

Save Query as: |
" Shared

Subrnit Query | ’
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View Results

Click: Another Query You can click on Another Query at the
bottom of the screen or MENU at the top,
then Budget Queries

A A i == T

Organization Budget Status Report
By Account
Period Ending Jun 30, 2005
As of Dec 17, 2004

Chart of Accounts U William Paterson University of NJ Commitment Type All

Fund 100000 State Approp Monfringe Program 10 Instruction
Organization 590100 Dept of Purchasing User Training Activity All
Agcount All Location All

Account Type 81 Salaries

Query Resuits
AccountAccount Titfle  FY0S/PD14 FY03/PD14 Budget FY0S5/PD14 FY05/PD14 Year FY03/PD14 FY03/PD14 FY08/PD14
Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Resemvations Available Balance
E1010 Faculty, Fulltime 75,000.00 0.00 75,000.00 .00 .00 .00 75,000.00
B0 Unclassified, 120 50,000.00 0.00 50,000.00 0.00 0.00 0.00 5000000 7
35 Hr
E1210 Classified, 12M 30,000.00 0.00 30,000.00 0.00 0.00 .00 30,000.00
35 Hr
E1310 Maintenance 30,000.00 0.00 30,000.00 0.00 0.00 0.00 30,000.00
E2120 Parttime, Hourly 2.000.00 1,000.00 1,000.00 0.00 0.00 0.00 1, 00000
B23E0 Student 0.00 1,000.00 1,000.00 0.00 0.00 0.00 1, 00000
Assistants-Other
Report Total (of all 187, 000.00 0.00 187,000.00 00,00 00,00 0.00 167,000.00
records) |
= ] e —
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Create query to view sub-total for Fixed
Costs (copier, telephone, and postage)

Enter account type (see page 21 for complete
list of account types)

Click: Submit Query

Address [ http:/brrtstoone: 3030/ple/ TEST Abwfkrpru P_Budget Start?pampidm=100380%atyphisr=4vie

Year and Chart of Accounts fields.

»_J;/ You may select a Fiscal Period and Year to compare to the required Fiscal Pef
placed nextto the corresponding comparison fiscal period.

Fiscal year: 2005 -

Comparison Fiscal year: |pone =

Fiscal period:

HH

Comparison Fiscal period:

Commitment Type: A

Chartof Accourts |

H

Fircd 100000

Organizafion | 590100

(GErart
Ancourt

—
L)

TR

Prograrm

S

[ Include Revenue Accounts

Ficle:
Activity
Location

e~

Fund Type
Acoount Type |

/T

Save Query as:|

"' Shared
Subrmit Cuery |
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View Results Fixed costs are transferred from non salary
and are budgeted by account (no pooling).
The available budget balance for each
category is the number in the far right
column.

Click on underlined number in the
adjustment column for additional
information about the budget entry.

Lolumns narme the oolumns and choose where the\.r should be d|sp|ayed Ihese oolumns mary be removed sa\.fed or added 1rom a query ortemplat T
ariy fime.

Report Parameters
Organization Budget Status Report

By Account
Period Ending Jun 30, 2005
As of Dec 16, 2004

Chart of Accounts U Willizm Paterson University of MJ Cornritrnent Type All

Fund 100000 State Approp Nonfringe Frogram 10 Instruction
Organization 580100 Dept of Purchasing User Training Activity All
Account All Location All

Account Type 72 Fixed Costs

Query Results
Account Account Title FY05/PD14 FY05/PD14 Budget FY0S/PD14 FYO5/PD14 Year FYD3/PD14 FY0S5/PD14 FY0S/PD14
Adopted Budget Adjustmgs Edjusted Budget to Date Encumbrances Reservations Available Balance
72130 Kerox & Print Shop 0.00 w 7,E00.00 0.0 0.0 0.00 7,500.0
THO0 Telephone 0.0 ey 2,500.00 0.00 0.00 0.00 2,500.0
T3200 Postage & 0.00 10,000.00 10,000.00 0.00 0.00 0.00 10,0000
Delivery Expenses
Report Total (of all records) 0.00 20,000.00 20,000.00 0.00 0.00 0.00 20,000.00
Download All Ledger Calurnns | Download Selected Ledger Colurmns
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View Results

Click on underlined description for
additional information about the budget
entry

Report Parameters

Organization Budget Status Detail Report
Summary Budget Adjustments Transaction Report
Period Ending Jun 30, 2005
As of Dec 17, 2004
Chart of Accounts: L ¥William Paterson University of NJ Commitment Type: All

Fund: 100000 State Approp Monfringe Prograrm: 10 Instruction
Organization: 590100 Dept of Purchasing User Training Activity: Al

Account 72130 ¥erox & Print Shop Location: All

Fund Type: All Account Type: 72 Fived Costs

Document List

Transaction Date Activity Date Document Code VendonTransaction Description Amaount Rule Class Code
Jul 01, 2004 Mo A0, 2 Copy 7,500 00 BT0Z

Report Total (of all records): £LE00.00

Aovallable Budget Balance: 7, 500.00

Download |
save Cuery as ||

[ Shared

Ancther Query |
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View Results

This shows the amount transferred from non
salary to set up the budget for fixed costs (in
prior years this was done through an
encumbrance).

Click: Another Query

You can click on Budget Queries at the
bottom of the screen or MENU at the top,
then Budget Queries

Select Document
Detail Transaction Report

Document Type: Journal Document Commitment Type: All

Document Code: BUDGETS
Transaction Date: 01-Jul-2004

Accounding Information

Chatt of Aceounts Fund — Organization Account Program Activity Location Amount Rule Class Code

U

U
U
U

Sawve Query as

00000 5301 00
00000 5301 00
100000 530100
100000 530100

Description:

Fooog 10
72130 10
FA00 10
73200 10

I Shared

Another Cuery |

Mo Related Documnents Available

Copy

[ 20,000,000 BT02
7,500.00 BTOZ
2,500.00 BT

10,000.00 BTOZ
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Create query to view sub-total for Transfers | Enter account type (see page 21 for list of
between funds (e.g. from department to account types).
capital project)

Click: Submit Query

T e I A A U U AU A e N N — i L =y —

Year and Chart of Accounts fields.

»_L You may select a Fiscal Period and Year to compare to the required Fiscal H
placed nextto the coresponding comparson fiscal period.

Fiscal year: 2005 -l Fiscal period:
Comparison Fiscal year: |1jone vl Comparison Fiscal period: |None =

Commitment Type: Al

Chart of Accounts 1 Ficlers

H

Fund 0000 Actity

Organization | 40100 Location

e~

(srart Fund Type

4

Account Accourt Type | H2

Program 10 \

[ Include Revenue Accounts

flE
\

Save Query as: |

" Shared
Subrnit Cuery |

Note: transfers between funds were not visible to the department in FRS. When a transfer
was requested, a budget transfer was done to increase or decrease the non salary pool but the
other side of the transaction (movement of the cash) could not be viewed by the department.
In Banner viewing the complete transaction is possible-see page 33.
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View Results

Click on underlined transfer to see detail

“1!/ You may add "user caloulated columns" to & query. You may add, subtract, multiply, divide, or get a percent of (variance) any two Operating Ledger
Columng, name the columns, and choose where they should be displayed. These columns may be removed, saved, or added from a query or template at
any time.

Report Parameters
Organization Budget Status Report

By Account
Period Ending Jun 30, 2005
As of Dec 16, 2004

Chart of Accounts U William Paterson University of MJ Commitment Type All

Fund 100000 State Approp Monfringe Program 10 Instruction
Organization 590100 Dept of Purchasing User Training Activity All
Account All Location All

Account Type 82 Transfers Out Deductions

Query Results
Account Account Tifle  FY08/PD14 FY05/PD14 Budget FY05/PD14 FY05/PD14 Year FY08/PD14 FY05/PD14 FY0§/PD14
Adopted Budget Adjusjf® Aljysted Budget to Date Encumbrances Reservations Available Balance
92200 Transfers Out 0.00 5,000.00 0.00 0.00 0.00 £,000.00
Capital Projects
Report Total (of all 0.00 5,000.00 5,000.00 0.00 0.00 0.00 5,000.00
records)
Download Al Ledger Colurnns Download Selected Ledger Colurmns

Note: the number in the Available Balance column for Transfer accounts does not represent
a true balance available (as in the other account types). Transfers between funds require both
budget and accounting transfers; one through a budget revision, the other through a journal
entry. If there is a number in the Available Balance column, it means only one of the two
transactions have been completed. In this case, the requested transfer has been budgeted,
with a corresponding decrease in the non salary pool; however, the journal entry that moves
the cash between funds has not been completed.
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View Results Shows detail on budget transfers (questions
about budget transfers should be directed to
the Budget Office ext. 2843).

Click: Another Query You can click on Another Query at the
bottom of the screen or MENU at the top,
then Budget Queries

Search I ﬂ

Personal Information Employee Finance

&R Sclect Document Code link to display transaction detail for all accounting sequences for a specific document

Report Paramelers
Organization Budget Status Detail Report
Summary Budget Adjustments Transaction Report
Period Ending Jun 30, 2005
As of Dec 16, 2004
Chart of Accounts: L1 William Paterson University of MJ Commitment Type: All

Fund: 100000 State Approp Nonfringe Frograrm: 10 Instruction

Organization: 590100 Dept of Purchasing User Training Activity: All

Accaunt: 92200 Transfers Cut Capital Projects Lacation: All

Fund Type: All Account Type: 92 Transfers Out Deductions
Document List

Transaction Date Activity Date gfocumenTNde VendonTransaction Description Amount Rule Class Code
Jul 20, 2004 Mo 11, 200 Trsfr to capital projectrduc nfs 5,000.00 BTO2

Report Total (of all recaords): 5,000.00

Awvailable Budget Balance: 5,000.00
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View Results This shows the amount transferred out to
another fund (a capital project).

Click: Another Query You can click on Another Query at the
bottom of the screen or MENU at the top,
then Budget Queries

oo e e L b i

Am Paterson University (IEST)
Search | ﬂ

Personal Information Finance

Sefect Document
Detail Transaction Report
Document Type: Joumnal Document Commitment Type: All

Document Code: BEUDGET4 Description: Trnsfr to capital projectrduc nfs
Transaction Date: 20-Jul-2004

Accounting Information

Chart of Accounts Fund  Organization Account Program Activity Location Amount Rule Class Code
U 100000 530100 H92200 10 5,000.00 BTOZ2

U 100000 530100 o000 10 ( 5,000.00) BTOZ

Saue Cluery as “
" Shared

Another Cuery |
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Create query to view sub-total for non salary | Enter account type (see page 21 for list of
(excluding fixed costs) account types).

Click: Submit Query

\__j,; If Grant information is quered, all retrieved data is Grant Inception to Date. Oths
Luery to be successtul, a userwith Fund/Crganization Guery access must entq
Year and Chart of Accounts fields.

»I./ You may select a Fiscal Perod and Year to compare to the required Fiscal P4
placed next to the coresponding comparison fiscal period.

Fiscal year: 2005 vl Fiscal period: 14 -
Comparison Fiscal year: |}one vl Comparison Fiscal period: |Nope

Commitment Type: All

Chart of Accounts | L hicles

H

FLinc 100000 Aty

Crganization | 540100 Location

it
\

(rant Fund Type

Azoourt Account Type | 71

Prograrm 10 \

™ Include Revenue Accounts

S
\

Save Query as:|

I Shared
Subrmit Cluery |
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View Results

Note: Available budget balance in the non
salary pool is the number in the bottom right
corner. (This amount does not include any
requisitions that are in the approval cycle.
The value of these in-process requisitions
must be subtracted for an accurate balance.
To search for in-process requisitions, Click
on the Document Number button. Enter the
name of the requisitioner (last name, first
initial) in the User field. In the Approved
field, select No. Click Execute Query. You
will receive a list of the requisitions created
by the requisitioner that have not yet been
approved).

Drill down on account to see detail by
clicking on selected account. You can drill
down on any underlined number.

This drill down process will lead you to
where you can see invoice payments and
related documents.

Address @ http: £ fbrtsteare: S0307/pls/TEST Mhwfkrpeu P_Budget_Start?parmpidm=100380%atyphier=tparmprata=tviemwby=detailkadoptedbudget=oni-acctdbudget=tytd=ontbudoetadit=oniencumb= = @GD
UTHARTZATION BUOHeT SN REROTT )
By Account
Period Ending Jun 30, 2005
As of Dec 07, 2004
Chart of Accounts U William Paterson University of NJ Commitrnent Type All
Funcl 100000 State Approp Nonfringe Praogram 10 Instruction
Qrganization 530100 Dept of Purchasing User Training Activity All
Account All Location All
Account Type 71 Mon Salary Expenses
Query Results
Account Account Title FY0G/IPD14 FY05/PD14 Budget FY0S/PD14 FY05/PD14 Year FY05/PD14 FY05/PD14 FY03/PD14
Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Reservations Available Balance
0000 Mon-salary Pool S00,000.00 £25,000.00) 475, 000.00 0.00 0.00 0.00 475, 000,00
72110 Printing & Copying 0.00 0.00 0.00 0.00 0.00 0.00 0.00
- external 7
72120 Office Supplies 0.00 0.00 0.00 136.60 5,970.71 33.50 [6,140.81)
F3000 Travel .00 0.00 0.0 .00 400000 0.00 [ 4,000,007
73400 Official Reception 0.00 0.00 0.00 0.00 280.00 0.00 [ 280,00
73830 Professional 0.00 0.00 0.00 0.00 1,000.00 0.00 (1,000.00
Dewvelopment
TE020 Equipment Less 0.00 0.00 0.00 0.00 10.00 0.00
Than $1000
Repont Total (of all records) 500,000.00 [ 25,000.00) 475, 000.00 136.60 11,230.71 33.50 463,583.19

Note: because non salary funds are pooled at account 70000, the negative available balance
indicator for the other account codes is not relevant.
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View Results

Shows payments charged to office supplies

Drill down on any document to see more
detail (e.g. related PO) by clicking on
selected document.

Reporf Parameters

Organization Budget Status Detail Report
Summary Year to Date Transaction Report
Period Ending Jun 30, 2005
As of Dec 07, 2004

Chart of Accounts: U William Paterson University of NJ Commitment Type: All

Fund: 100000 State Approp Nonfringe Frogram: 10 Instruction
Organization; 530100 Dept of Purchasing User Training Activity: All

Account 72120 Office Supplies Location: All

Document List

Transaction Date Activity Dajg el Code VendonTransaction Description Amount Rule Class Code

Jul 09, 2004 Jun 24, Caddo Training 15.00/IME
Jul 01, 2004 Jun 23, 2004 10500050 Caddao Training 50.00/IMNEI
Jul 01, 2004 Jun 23, 2004 10500044 Caddo Training 2160/ IME]
Jul 01, 2004 Jun 23, 2004 10500044 Caddo Training 50,00/ IME]
Report Total (of all recards): 136,60

Auailable Budget Balance: (6,140.81)

Damnloadd |

Sawve Cluery as ||

[~ Shared
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View Results This is where you see all related documents
(see note below). See page 42 for how to

look up related documents from View
Document.

Drill down to see either invoice or PO detail
by clicking on document.

Select Document
Detail Transaction Report
Document Type: |guoics

Commitment Type: All
- 0500053

Description: Caddo Training

Docurmnent Coddd

Transaction Date: 0T-JARA04

Accounting Information

Chart of Accounts Fund  Organization Aceount Program Activity Location Amount Rule Class Code
L 00000 230100 F21z0 10 1500 IMEI

Save Cluery as | |
" Shared

Anather Query |

Related Documents
Tranzsaction Date Document Type Document Code Status Indicator

Jul01, 2004 Purchase OrderiPOS00007 Approved

Note: this example below is from production where you will see all related documents and
their status (we weren’t able to simulate this in the TEST environment).

Related Documents

Transaction Date Document Type Document Code Status Indicator
Jul 01, 2004 Requisition RO500001 Approved

Sep 17, 2004  Check Dishursement 40002289

Jul 01, 2004 Purchase Order POS00001 Approved

| Budget Cueries | Encurnbrance Query | Bequistion | Approve Docurmerts|
RELEASE: 6.0 I
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View Results

This is the same as “View Document” from
the menu.

View Document

Invoice Header

Imvoice Sub# Purchase Orderlnvoice Date Trans Date  Payment Due Total
0500053 1 POSOOO0T  |Jun 24, 2004 Jul 01, 2004 Jul 24, 2004 1500

Complete: Yo Approved: i
Open Paid: 0 Suspense: M
Credit Memo: N Cancel Date:
1093 Tax ld: 1099 Vendor, N
Accounting:  Document Level

Wendaor: 4038 Caddo Training
PO Box ABC1234
Wayne, NJ 07470
Collects Tax:  Collects No Taxes
Discount Code: 02 Met 30 Days
Currency:

invoice Commodities
ltern Commodity
1 Binders
FOltem LM Tax Group
1 EA

Wendar [y 2020

Huold: M

Recurring: M

Income Type
Description

TolOwerride Final Pt Last Rev Suspense
M
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From the Financial Information Menu
Click: View Document

You can click on View Documents at the
bottom of the screen or MENU at the top,
then View Document.

Select document type and number

Requisition 8 digit number beginning with R05
Purchase Order 8 digit number beginning with P05
Invoice 8 digit number beginning with 105

Journal VVoucher: Journal Entry

8 digit number beginning with JO5

Journal Voucher: Budget Entry

8 digit number beginning with BUQO5

Encumbrance: Food Service

8 digit number beginning with FS05

Encumbrance: Travel

8 digit number beginning with TR05

Direct Cash Receipt

8 digit number beginning with CR05

Click: View Document

View Document

&R To display the details of a document enter parameters then select View do
Approval history, [Fyou do not know the document number, select Docums
query and obtain a list of document numbers to choose from.

Choose type: ||nvoice =] | Document humber | [lo500053

Submission#: [Requisition
Furchase Order

Invoice
Journal Woucher
Encumbrance

Display Accou

Change Seq# |

® U Direct Cash Receipt
Display Document Text

. All & Printable
Wiew docurnert Approwal history

" None
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View Results This gives the same results as the drill down
method from the budget query. If you know
the requisition # you can go to View
Documents to see related PO # and invoice,
but you will not be able to see the invoice
amount (you have to copy the invoice # and
go into View Documents again). Then you
will see the amount paid. To see the check
number you must use the drill down method
from the budget query (page 39).

View Document

invoice Header
Imvoice Subdt Purchase Order Invoice Date Trans Date  Payment Due Total
10500053 1 POSOO0O0T  Jun 24, 2004 Jul 01, 2004 | Jul 24, 2004 1500

Complete: Y Approved: N Wendor Iy 2020
Open Paid: 0 Buspense: M Haold: M
Credit Memo: N Cancel Date: Recurring: M
1083 Tax Id: 1088 Wendor, M Inzome Type

Accounting: Documnent Lewel

Wendaor: 4038 Caddo Training
FO Box ABC1234
Wayne, MJ 07470
Collects Tax:  Collects No Taxes
Discount Code: 02 Met 30 Days
Currency:

Invaice Commodities

lterm Commaodity Description
1 Binders
FOltern LI Tax Group TolOverride Final Pt Last Rev Suspense
1 EA M
[ T s R LA s B (SRR Tt L L o o | M~ A AL Troar hl-~4
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To create the Budget Query

Select: Budget Quick Query Use this to view a single fund/org/program.
It is similar to the Budget Status by Account.
The main differences are:

1. data columns are pre-selected

2. cannot query by account or fund type

(no sub-totals).

3. you cannot drill down on accounts.

4. you cannot compare prior years.

5. you cannot export data to excel.
This is not a recommended query because of
the above limitations.

Click: Create Query

am Paterson University (TES

Search | ﬂ

Personal Information Employee Finance

q;) Budget Guery by Account allowes you to review budget information by account
Specific Organization, All Organizations, Grant, Fund Type, Account Type, or B

Budget Cuery by Organizational Hierarchy allows you to review budget informg
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund

Create a New Query
Type

Budget Cluick Cuery

Retrieve Existing Query
Saved Query e j

Retrieve Cluery
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Enter Required Fields

Fiscal year 2005 Fiscal period 14 (this means year to date)
Chart of Accounts U U stands for University

Fund 6 digit number (e.g. 100000)

Organization 6 digit number (e.g. 590100)

Program 2 digit number (e.g. 10)

Location Not a valid field: ALWAYS leave this blank
Index Not a valid field: ALWAYS leave this blank
Grant Use Grant number or FOP but not both
Account Leave this blank if you want all accounts
Activity Not a valid field: ALWAYS leave this blank
Click: Submit Query

am Paterson University (1

Search | ﬂ

Personal Information Employee Finance

&R Eriter a value in either the Organization or Grant fields as well as the Fis
inception through the end of the fiscal year, from Grant Ledger. Otheniig

Fiscal year: 005

H

Chart of Accourts | IL,I_ Incles

—
100000 M |
—
—

Fuind

A0 400) B ool |
10 Achvity |

Commitment Type: I,q|| j

Drganizaiion

Prograrm

i
1749

Location

I Inelude Revenue Accounts

Save Query as:|
I Shared

|

Subrnit Cuery
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View Results Only 15 accounts (lines) show at a time

Keep scrolling down with the scroll bar on
the right until you see Next 15—

Report Parameters
Organization Budget Status Report

By Account
Period Ending Jun 30, 2005
As of Dec 07, 2004

Chart of Accounts L 'William Paterson University of KJ Commitment Type All

Fund 100000 State Approp Monfringe Frogram 10 Instruction

Organization 540100 Dept of Purchasing User Training Activity All

Account All Location All

Query Resulfs

Account Account Title Adjusted Budget Year to Date Commitments Available Balance
1010 Faculty, Fulldime 75,000 .00 Q.00 0.00 75,000,000
81110 Unclassified, 12M 35 Hr £0,000.00 000 0.00 50,000.00
B1210 Classified, 12M 35 Hr 30,000 .00 000 0.00 30,000.00
B1310 Maintenance 20,000,000 0.00 0.00) 20,000,000
B2120  Parttime, Hourly 1,000.00 0.00 0.00 1,000.00
B2350  Student Assistants-Other 1,000.00 0.00 0.00 1,000.00
0000 Mon-salary Pool 475, 000.00 Q.00 0.00 475,000 .00
2110 Prnting & Copying - extemal 0.00 0.00 0.00 0.00
2120 | Office Supplies 0.00 13660 6,004 21 (B,140.81)
F2130 Kerox & Print Shop 7,500.00 000 0.00 £,500.00
2000 Travel 0.00 0.00 4,000.00 {4, 000.007)
£2100 Telephone 2,500.00 0.00 0.00 250000
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3 totals are displayed on each page:

Screen total Sub-total for the page
Running total Cumulative from previous pages
Report total (of all Records) All pages (entire budget)

On the last page of a query you can go back
to previous pages by clicking on «—Previous

15
Click: Another Query You can click on Another Query at the
bottom of the screen or MENU at the top,
then Budget Queries
- — u — — R— ———— —
Repori Parameters

Organization Budget Status Report
By Account
Period Ending Jun 30, 2005
As of Dec 07, 2004

Chart of Accounts U William Paterson University of NJ Commitment Type All

Fund 100000 State Approp Monfringe Program 10 Instruction

Organization 530100 Dept of Purchasing User Training Activity All

Account All Location All

Query Resulfs

Aceount Aceount Title Adjusted Budget Year to Date Commitments Available Balance
76020 Equiprnent Less Than $1000 0.00 0.00 10,00 { 10.007
92200 Transters Out Capital Projects 5,000.00 0.00 0.00 5,000,100

Screen total 5,000.00 0.00 10,00 4,940.00

Running total B&7,000.00 136 60 11,264 21 B75,559 19

Repor Total (of all records) BEF,000.00 136,60 11,264 21 B75,589 19

=Previous 15 |

Ancther Cuery |
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To Create the Budget Query

Select: Budget Status by Organizational Use this to view information for higher level
Hierarchy organizations (e.g. college)

Click: Create Query

Search | ﬂ

Personal Information Employee Finance

(._j:.') Budget Cuery by Account allows yvou to review budget information by account for the Fig
Specific Organization, All Organizations, Grant, Fund Type, Account Type, or Revenue 4

Budget Cluery by Crganizational Hierarchy allows you to review budget information of arg
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, A

Create a New Query
Type

Budget Status by Organizational Hierarchy

Greate Cluery

Retrieve Existing Query
Saved Query None j
Retriene Cuery
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Select columns to display

V' Adopted Budget

Original Budget

\ Budget Adjustment

Budget transfer/revision

\ Adjusted Budget

Adopted Budget plus/minus Budget Adj.

Temporary Budget

Not used

Accounted Budget

Not used

v Year to Date

Year to date paid expenses

v Encumbrances

Purchase orders, food service and travel
encumbrances

v Reservations

Approved (by the department and
Purchasing) purchase requisitions. In-
process (unapproved requisitions) are not
included-see page 37 to see how to look-up.

Commitments

Encumbrances plus Reservations

v Available Balance

Adjusted Budget minus Year to date minus
Encumbrances and Reservations.

Click: Continue

am Paterson Univ

Search |

Persanal Information Employee Finance

ij) Cueries by Organizational Hierarchy have six leveld
Related Document wisw.

W Adopted Budget ¥ Year to Date
¥ Budget Adjustment ¥ Encumbrances
W Adjusted Budget [ Reservations

" Accounted Budget I Awvailable Balance
Save Query as:|

" Shared
Cortinue
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Enter the Required Fields

Fiscal year 2005

Fiscal period 14 (this means year to date)

Commitment: All

Relates to year end closing process.

Chart of Accounts U U stands for University

Fund 6 digit number (e.g. 100000)

Organization < 6 digit number (e.g. 59)

Grant Leave this blank

Account Leave this blank if you want all accounts
Program Leave this blank if you want all programs
Index Not a valid field: ALWAYS leave this blank
Activity Not a valid field: ALWAYS leave this blank
Location Not a valid field: ALWAYS leave this blank

Click: Submit Query

This will bring back all the activity with
grand totals for each column (no sub-totals)

*i—’ You may select a Fiscal Period and Year to compare to the required Fisca
placed next to the corresponding comparison fiscal perod.

Fiscal year:

Comparison Fiscal year:

Commitment Type:

Chartof Accourts |

Func

H

Crganization |

Srart
Account

Program

HilS

[ Include Revenue Accounts

2005 1r| Fiscal period: 14 -

Mone v| Comparison Fiscal peried: |pone
All

1 Ficle

00000 Aty

54 Locatian

it~
\

Fund Type

Accaunt Type |

Save Query as:|
[ Shared

- Bubmit Query -
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View Results

All organizations that report up to the
selected higher level organization will be
shown. However, if they are associated with
a fund other than the one specified in the
parameter of the query, activity for them will
be blank (e.g. Athletics has department
budget funded by the State Appropriation
and also the Athletic Fee. All orgs would
show up in this hierarchy query but if
parameters were for fund 100000, the org
associated with the State Appropriation
would have activity and the org associated
with the Fee would not). To see all funds,
leave this field blank.

Drill down to see detail by clicking on
underlined organization

Report Parameters
QOrganization Budget Status Report

By Organization
Period Ending Jun 30, 2005
As of Dec 08, 2004

Chart of Accounts U William Paterson University of MJ Commitrent Type All

Fund 100000 State Approp Monfringe  Program All
QOrganization 53 College of User Training Activity All
Account All Location All
Query Results

Diowrload Al Ledger Colurmng Download Selected Ledger Colurmng

Organizatigp.Quganization Title FY03/PD14 FY05/PD14 Budget FY05/PD14 FYD5/PD14 FYD5/PD14 FY05/PD14 FYD5/PD14
Adopted Budget Adjustment Adjusted Budget Year to Date  Encumbrances Reservations Available
Balance

College of User
Training

580100 Dept of Purchasing BE7,000.00 0.00 B27,000.00 136,60 11,220.71 3350
User Training

580200 Dept of Computer 130,500.00 0.00 130,500.00 0.00 0.00 0.00
User Training

317,500.00 0.00 817,500.00 136.60 11,230.71 3350

Page 50 of 71

£75,599.19

130,600.0

806,099.19




William Paterson University
January 2005

Banner Finance: Self-Service, 6.1
Instructions for Budget Queries

View Results

Continue to drill down by clicking on
underlined organization

—

Report Paramefers
Organization Budget Status Report
By Organization
Period Ending Jun 30, 2005
As of Dec 08, 2004
Chart of Accounts L William Paterson University of NJ Commitment Type All
Fund 100000 State Approp Monfringe Frogram All
Organization 590100 Dept of Purchasing User Training Activity All
Acoount All Location All
Query Results
Organization Organization Title FY05/PD14 FY03/PD14 Budget FY03/PD14 FY05/PD14 FY05/PD14 FY03/PD14 FY03/PD14
Adopted Budget Adjustment Adjusted Budget Year to Date  Encumbrances Reservations Available
Balance

580100 Dept of Purchasing BE7,000.00 0.00 B57,000.00 136.60 11,230.71 3350 E75,503.19

User Training
530100 Rollup BEF,000.00 0.00 827, 000.00 136.60 11,230.71 3350 E75 58319

Diomrload Al Ledger Colurmns

Save Cluery as |

[T Shared

Download Selected Ledger Colurmns
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View Results

Brings back summary information (account
type level one), available only in the query
Budget Status by Organizational Hierarchy.

Continue to drill down by clicking on
underlined level one account types (Non
Salary)

Report Parameters
Organization Budget Status Report

By Account Type
Period Ending Jun 30, 2005

As of Dec 08, 2004

Chart of Accounts U William Paterson University of NJ Commitrnent Type All
Funcl 100000 State Approp Nonfringe Praogram Al
Organization 590100 Dept of Purchasing User Training Activity All
Account All Location All
Query Results
Account  Account Type FY0S/PD14 FY05/PD14 Budget FY0S/PD14 FY03/PD14 Year FY0S/PD14 FY03/PD14 FY05/PD14
Type Title Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Reservations Available Balance
50 Revenues
60 Salaries & 18700000 0.00 187, 000.00 0.00 0.00 0.00 187, 000.00
Bensfits =
Y] Mon Salany S00,000.00 [ 5,000.000 495,000.00 136.60 11,230.71 3350 453,583.19
Expenses
80 Transfers 0.00 5,000.00 5,000,000 0.00 0.00 0.00 5,000.00
530100 Rollup 527, 000.00 0.00 637,000.00 136.60 11,230.71 3350 B75,509.19
Diomrload Al Ledger Colurmns Download Selected Ledger Colurmns
Save Cuery as || N
"ej Dane l_f_l_l_!ﬂ Lacal intranet
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View Results

Click on underlined level two account types
(Non Salary expenses)

iy I
Report Parameters A
Organization Budget Status Report
By Account Type
Period Ending Jun 30, 2005
As of Dec 08, 2004
Chart of Accounts U William Paterson University of NJ Commitrment Type Al
Fund 100000 State Approp Monfringe Frogram All -]
Organization 580100 Dept of Purchasing User Training Activity All
Aaccount All Location All
Query Results
Account  Account Type FY0SIPD14 FY05/PD14 Budget FYOS/PD14 FY05/IPD14 Year FY0OG/PD14 FY05/IPD14 FY03/PD14
Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Reservations Available Balance
i Mon Salary S00,000.00 [ 25,000,000 475, 000.00 136.60 11,2301 3350 463,599.19
Expenses
- 0.00 20,000.00 20,000.00 0.00 0.0 0.00 20,000.00
] Depreciation i
70 Rollup S00,000.00 [5,000.00) 435, 000,00 136.60 11,230.71 33.50 433,509.19

Download Al Ledger Columns

Save Query ag | I

[~ Shared

Doiwnload Selected Ledger Colurmns
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View Results

Note that this provides the same results as
the query Budget Status by Account, with
the selected parameter for Account type 71
(non salary expenses).

Scroll to either the top or bottom of the
screen to go back to the main Financial
Information Menu

Organization Budget Status Report

By Account
Period Ending Jun 30, 2005

As of Dec 08, 2004

Chart of Accounts L William Paterson University of NJ Commitment Type All
Fund 100000 State Approp Nonfringe Pragram l.l S —
Organization 590100 Dept of Purchasing User Training Activity All
Aaccount All Location All
Account Type 71 Mon Salary Expenses
Query Results
Account Account Title FY05/PD14 FY05/PD14 Budget FYOS/PD14 FY05/PD14 Year FY05/PD14 FY05/PD14 FY0&/PD14
Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Reservations Available Balance
70000 Mon-salary Pool £00,000.00 {25,000.00) 475,000.00 0.00 0.00 0.00 475,000.00
72110 Printing & Copying 0.00 0.00 0.00 0.00 0.00 0.00 0.00
- external
72120 Office Supplies 0.00 0.00 0.00 136.60 5,870.71 33.50 (6,140.81)
73000 Travel 0.00 0.00 0.00 0.00 4000.00 0.00 (4,000.00)
73400 Official Reception 0.00 0.00 0.00 0.00 250.00 0.00 [ 250.00)
73830 Professional 0.00 0.00 0.00 0.00 1,000.00 0.00 (1,000.00)
Dewvelopment
TE020 Equipment Less 0.00 0.00 0.00 0.00 10.00 0.00 (10.00)
Than $1000
Report Total (of all records) £00,000.00 [ 25,000.00) 475,000.00 136.60 11,230.71 33.50 463,599.19 4
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3) Create Encumbrance Query

From the Financial Information Menu You can click on Encumbrance Query at the
bottom of the screen or MENU at the top,
then Encumbrance Query.

Select: Encumbrance Query This query provides the activity detail of the
encumbrances. It includes purchase orders,
travel and food service encumbrances.

am Paterson University
Search | ﬂ

Personal Information Finance

~, Financial Information

Budaet Cuerjes

Encumnbrance Cuery

Approve Documents

Wiew Docurnent

[ Budget Queries | Encurnbrance Quer

RELEASE: 6.1
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Enter the Required Fields

You can retrieve a saved query here

Fiscal year 2005

Fiscal period 14 (this means year to date)

Encumbrance Status: All

Choose Open, closed or All

Commitment; All

Relates to year-end closing process.

Chart of Accounts U U stands for University

Fund 6 digit number (e.g. 100000)

Organization 6 digit number (e.g. 590100)

Grant Use Grant number or FOP but not both
Account Leave this blank if you want all accounts
Program 2 digit number (e.g.10)

Index Not a valid field: ALWAYS leave this blank
Activity Not a valid field: ALWAYS leave this blank
Location Not a valid field: ALWAYS leave this blank
Fund Type Leave this blank (used by accountants only)
Account Type Use 71 if you want to view non salary only

Click: Submit Query

RCLIMD_ - Lalk

Existing Query I Mone vI

| Retrieve Query I

Encumbrance Status | 4|

Fiscal year onns =|  Fiscal period

Commitment Type |Open
|Closed

Chartof Accourts | U

Fund 00000

Organization a0 100
Grart
Accourt

Program 0

U_l_\_l_

i

Fund Type |
| Ir

14~

A

o
o
o
o

Save Query as:

Shared

1

Subrnt Cuery

JRRILE
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View Results

This query details all the activity of the
encumbrance as opposed to the budget
query, which provides the current
commitment (net) only.

Use scroll bar on right to scroll down

Report Parameters
Organization Encumbrance Status Report

Period Ending Jun 30, 2005

As of Dec 07, 2004

Chart of Accounts U William Paterson University of MNJ
Fund Code 100000 State Approp Monfringe
Orgn Code
Account Code Al

All Encumbrance Summary by Document, Account Distribution

Locstion Code

Commitrnent Type Al
Frogram Code
530100 Dept of Purchasing User Training Activity Code

10 Instruction
All
All

Fund Type Al Account Type 71 Mon Salary Expenses
Query Results
Account Documnent Description  Original Encurnbrance Year to Current % Crnt
Code Commitrnents Liguidations Date Commitments Used Type
F2H0 POS0004E Caddo 10.00 [ 0.0 A0 A0 o o U
Training
2120 POS00003 Caddo 24.00 0 (2180 2180 2400 @on U
Training
2120 POS00004 Caddo 50.00 0 [50.00) 50.00 Do qooon U
Training
2120 POS0000E Caddo 50.00 A0 [50.00 50.00 Lo ooon U
Training
72120 POS0000F Caddo 16.00 o (1500 15.00 oo 1ooon U
Training
F2120 POS00O00S Caddo 11000 {110,007 00 00 o oou
Training
2120 POS0000S Caddo 20,00 [ 20.00) A0 A0 o o U =
L&) Dore I_I_I_FWI
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3 totals are displayed on each page:

Screen total Sub-total for the page
Running total Cumulative from previous pages
Report Total (of all Records) All pages (entire budget)

Click: Next 15— to see additional accounts

72120 POS00010 Caddo 50.00 00 00 00 60.00 noou |

Training

72120 POS00011 Cacldo 100.00 00 00 00 100.00 oou
Training

72120 POS00012 Caddo £2.50 00 00 00 £2.50 oou
Training

72120 POS00013 Caddo 50.00 00 00 00 50.00 oou
Training

72120 POS00014 Caddo 30,00 00 0 0 30.00 ooou
Training

72120 POS0001S Caddo 21.00 0o 00 00 21.00 ooou
Training

72120 POS0O001E Caddo 6.00 00 o] o] £.00 oo u
Training

72120 POSOO01T Cacda 30.00 00 00 00 30.00 onoou
Training

Screen Total £38.50 [ 140.00) [ 136.60) 136.60 36190 27.40

Rurining Total £38.50 [ 140.00) [ 136.60) 136.60 36180 27.40

Report Total (of all records) 10,318.31 1,049.00 [ 136.60) 136.60 1123071 1.20

Mast 15> |
Andther Cuery |

[ Bucoet Cueries | Encurnbrance Query | Reguisiion | Purchase Order | Approve Docurnents | view Docurnent | Budaet Transfer | Mutinle Line Budaet Transfer | Finance Reauistion/Purchase Order Ll
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On the last page of the query you can go
back to previous pages

Click: «—Previous 15 to go back

Click on underlined document code see Note that you can only drill down on the
encumbrance detail document code in this query (note they are
underlined), where you will see related
documents, except the check number for
paid invoices which are only available from
budget query drill down.

72 ddo 1,100.00 00 .00 0o 1,100.00 oooou i
Training

72120 POS0003E Caddo 10.00 00 00 00 10.00 oooou
Training

72120 POS00033 Caddo 110.00 00 00 00 110.00 oooou
Training

72120 POS00040 Caddo 250.00 00 00 00 250.00 oooou
Training

72120 POSO0O04 Caddo 50.00 00 00 00 50.00 oo U
Training

72120 POSO004Z DellTrzining 24.75 00 00 00 24.75 ooou

72120 POS00043 Caddo 100.00 00 .00 0o 100.00 oooou
Training

72120 POS00044 Caddo 100.00 1,198.00 00 00 1,289.00 oooou
Training

72120 POS0004S Caddo 10.00 00 00 00 10.00 oooou
Training

72120 POS00043 Caddo 2.00 00 00 00 2.00 oooou
Training

72120 8050001 Caddo 2,154 00 00 00 00 2,154 .00 oo U
Training

Sareen Total 3,946.25 1,198.00 00 00 5,145 .25 o]

Running Total 4,848.71 1,049.00 [ 136.60) 136,60 578111 232 L

Report Total (of all records) 10,318.31 1,049.00 [ 136.60) 136,60 11,23071  1.20

= Previous 15 |
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View Results

Continue to drill down by clicking on the
underlined document code.

;.;-- am Paterson University (TEST)*
Search I g

Personal Information Employee Finance

&R select the Document Mumber link or the Document Gode link to display the entire document.

Selected Document

Encumbrance Detail Status Report

By Document, Account Distribution

Period Ending Jun 30, 2005

As of Dec 07, 2004

Chart of Accounts Lilliam Paterson University of NJ Commitment Type Uncommitted
Document Number POS00037 Document Date  Jul 01, 2004
Transaction Description Caddo Training

Document Defail

Document  Rule Original Encumbrance Encumbrance Year toltem Sequence

Code Class Encumbrance  Adjusiments Liguidations Date  Mumber Mumber
Code

PO500037_gPORD 1,100.00 00 0o oo 0

Anather Cuery |

—

MEMU EITE MAP HELP EXIT

Fund Crganization Account Program Activity Location

1100000530100

72120 10

E‘I Done

||| [%e|ocaliniare
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View Results

This is the same as View Document from the

menu

HUUEEs IE] PR S ORMTEICOre UL PEES TED T DWIEVOOC F_WVIEWLOC Y JClon=Uizplay+Fuagional_aoc=FUDU00E ¢ seEulony

View Document

Purchase Order Header

Furchase Order Change® Order Date  Trans Date  Delivery Date  Print Date Total
POSOO0ZT Jun 23, 2004 Jul 01, 2004 Jul 01, 2004 1,100.00

Requisition Mo ROS0003S Requisition Date 0601,/2004

Complete: i Approved: Y Type: Regular
Cancel Reason: Diate:
Requestaor: Train Requisitioner & 530100 Dept of Purchasing User Training
dYa-r20-2000 requisitiones@E@wpun]. edu
Accounting: Document Level
Ship to: William Paterson University
200 Pompton Road
College Hall
Wayne, NJ 07470
Aftention: chris in rec center office 3 4
Contact:
Wendor: 255005000 Cadda Training

1224 Main Street
Wayne, NJ 07470
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From the Financial Information Menu
Click: View Document

You can click on View Documents at the
bottom of the screen or MENU at the top,
then View Document.

Select document type and number

Requisition 8 digit number beginning with R05
Purchase Order 8 digit number beginning with P05
Invoice 8 digit number beginning with 105

Journal Voucher: Journal Entry

8 digit number beginning with JO5

Journal VVoucher: Budget Entry

8 digit number beginning with BUQO5

Encumbrance: Food Service

8 digit number beginning with FS05

Encumbrance: Travel

8 digit number beginning with TR05

Direct Cash Receipt

8 digit number beginning with CR05

Click: View Document
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View Document

&R To display the details of a document enter parameters then select View do
Approval history. If yvou do not know the document number, select Documeg
query and obtain a list of document numbers to choose from.

Choose type: IPurchage Opcer j Diocurnent Murnber ||F‘DEUUUS?

Submission#: I_ Change Seq# |

Display Accounting Information

O Yes & No

Display Document Text

o All &  Printable  None

: iew docurnent - Approwval history

4) Export Query Data to Excel

From the Financial Information Menu, See page 6 for instructions on creating
create a query to export to excel. queries for all accounts and page 36 for non
salary only, as shown below.

Click: Download Selected Ledger Columns | This feature is available on the Encumbrance
and all Budget Queries except the Budget

Quick Query.
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1,

Period Ending Jun 30, 2005
As of Dec 21, 2004

Chart of Accounts U William Paterson University of NJ Commitment Type All

Fund 100000 State Approp Nonfringe Fragrarm 10 Instruction
Organization 530100 Dept of Purchasing User Training Activity All
Aceount All Location All

Account Type 71 Non Salary Expenses

Query Resulfs
Account Account Tifle FY05/PD14 FY05/PD14 Budget FY05/PD14 FY05/PD14 Year FY05/PD14 FY05/PD14 FY03/PD14
Adopted Budget Adjustment Adjusted Budget to Date Encumbrances Reservations Available Balance
70000 Non-salary Pool 500,000.00 (25,000 00) 475,000.00 0.00 0.00 000 475,000.00
72110 Printing & Copying 0.00 0.00 0.00 0.00 0.00 0.00 0.00
- extemal
72120 Office Supplies 0.00 0.00 000 13660 5470 71 33.50 (6,140 81)
73000 Travel 0.00 0.00 0.00 0.00 4,000.00 0.00 [ 4,000.00)
73400 Official Reception 0.00 0.00 0.00 0.00 250.00 0.00 (250,007 7]
73230 Professional 0.00 0.00 0.00 0.00 1,000.00 0.00 [1,000.00)
Development
76020 Equipment Less 0.00 0.00 0.00 0.00 10.00 0.00 [ 10.00)
Than 31000
Report Total (of all records) 500,000.00 [ 25,000.00) 475,000.00 136,60 11,230.71 33.50 463,549.19

Download Al Ledger Colurnng | Download Selectsd Ledger Colurmng

After you click Download Selected Ledger
Columns, this box will appear

Click: Save
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Period Ending Jun 30, 2005
As of Dec 21, 2004
Chart of Accounts LV William Paterson University of NJ Commitment Tupe Al
Fund 100000 State Approp Monfringe Mkl [x]
Organization 590100 Dept of Purchasing Us: @ Some files can ham your computer. If the file infarmation belaw
look: i b do nok fully tust th ., do not
ACCOUI’H A” ;E:’:tiLiISSE::UUS 0r you do not Tl fusl B $O0UICE. dO not open or
A i T 71 MNon Salary E
ceount type on Saery Sxpenses File name: CAKP2ZREH.cev
Query Resulfs ::ile type: :ictrc:suﬂ Excel Comma Separated YValues File
AccountAccountTitle  FYDSIPD14 F o e FY05/PD14 FY05/PD14
Adopted Budget 2 hces Reservations Available Balance
70000 Mon-salary Pool £00,000.00 0.00 0.00 475,000.0
72410 Printing & Copying 000 Would you like to og save it ko your computer? 0.00 000 00
- external Cancel HMore Info
72120 Office Supplies 0.00 (g Tl £,970.71 3350 [(8,140.31
73000 Travel 0.00 —— —— 4,000.00 0.00 [ 4,000.00
73400 Official Reception 0.00 0.00 0.00 0.00 250.00 0.00 [ 250.00
73830 Professional 0.00 0.00 0.00 0.00 1,000.00 0.00 (1,000.00
Development
76020 Equipment Less 0.00 0.00 0.00 0.00 10.00 0.00 (10.00
Than $1000
Report Total {of all records) £00,000.00 [ 25,000.00) 475,000.00 138,80 11,230.71 3350 483,599 1
Download Al Ledger Colurnns | Download Selected Ledger Columns
I’.cj http:/fbrrtstcore: 9030/pls/TES T Abwifkipwu.P_R eportE Peoas=UEfund=1000008program=10%nclrey=katpp=714ftyp=torgn=5901 00&acty=krefnu ’_ ’_ ’_ ::: Local intranet
Go to the drive and directory where you Saved as TEST QUERY here.

want to save the file and change the default
file name to something more descriptive.

Click: Save

Note it will be saved as csv file
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3 Report & - Microsoft Internet Explorer

File  Edit View Favaortes Tooks Help ‘
5 =

S DA @B B e H &

Back Fanwarnd Stop  Refresh  Home Search Favorites  History Mail Print. Edit Discuss Al

Address I@ hittp: //britstoore: 9030/pls TEST Abwillorpru P_Budget_Start?parmpidm=1 UU3EU&atyphiel:&parmprulu:NUn+sa|ary+un\y+°/°28Tla\n\ngZZ9+°/°28F'elsuna|°/°29&viEWb_\J:dElail&adupledbudgelﬂ @GD

4

Period Ending Jun 30, 2005
As of Dec 21, 2004

Chart of Accounts L William Paterson University of NJ Commitment Type All

Fund 100000 Slale Approp Nonfiinge
Organization 590100 Dept of Purchasing Usel savein [ 23 Deskiop =] @I gl
Account Al 5 Desktap A
Account Type 71 Mon Salary Expenses 1% b ctwark, QQMB;E:FTD?;:I[A]

[ Cormmon 4

Query Results [41 Shartout b g EE]]
Account Account Title FY05/PD14 F FY05/PD14 FY05/PD14
Adopted Budget As Reservations Available Balance
70000 Mon-salary Poal 500,000.00 .00 0.00. 475,000.00
72110 Printing & Copying 0.00 File rarne: Save I 1.00 0.00 0.00
- extemnal Save as ype! -
72120 Office Supplies 0.00 i 2sepesodvaos 3] ﬂl 71 33.50 (6,140.81)
73000 Travel 0.00 0.00 (.00 0.00 4,000.00 0.00 [ 4,000.00)
73400 Official Reception 0.00 0.00 0.00 0.00. 250.00 0.00. (250,007 7
73830 Professional 0.00 0.00 Q.00 0.00 1,000.00 0.00 (1,000.00)
Development
76020 Equipment Less 0.00 0.00 0.00 0.00. 10.00 0.00. {1000y
Than $1000
Report Total (of all records) 500,000.00 { 25,000.00) 475,000.00 136,60 11,230.71 33.50 463,599.19
Dowrload All Ledger Colurnns | Download Selected Ledger Columns
= L o —

Convert csv file to to excel file

Open excel

Change files of type to: All files
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Click on saved csv file

TEST QUERY here

Fd Microsoft Excel - Bookl

J@ Eile Edit Yiew Insert Format Tools Data Wind:
Nz Ra mieaB -
| e SRR VS B

=
E | ¢ [ D |

Laok in:

ID training manual j & | @ w ﬁf - Tools +
Caver
Indes:

notes For budget query manual
screen shobs

Table of contents

TEST QUERY

File name: I -
=

= Open |-

Cancel |

Files of type:

44w [rSheet1  sheetz [ Sheets /
Ready

I«

[ eaeshuml [

EaSlalll Iﬂbux-...l 3 Commo.. TabIE o. In\:lex-.. scraen | CDvEr-. | @SCT Int... @Maiﬂ b... @Hepurl. | @Exploliﬂ..lMicm_._ |®®ocﬂ 4:25 PM

| Results look like an excel file (but are not). |
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JDE-,“iﬂ(@ng;{, =B |r:-m:0|zﬁ‘é‘»“@‘ne[etasheatim“ﬁ“@_

| s Bz ule s, W & - A
Al =] =| Organization Budget Status Report
A | B [ ¢ T o [ E T F [ & [ wH T 07 T o T K T ¢ M N [ o [ o
1 O anizat@n Budyget Status Report
2 |By Account
3 |Period Ending Jun 30, 2005
4 |As of Dec 21, 2004
8
B |Chart of AU William Paterson Univarsity of WJ
7 |Fund 100000 State Approp Monfringe
8 |Organizati 590100 Dept of Purchasing User Training
9 |Account  All
10 | Pragram 10 Instruction
11 |Activity Al
12 |Location Al
13 | Commitme Al
14 |Account Type:71 Mon Salary Expenses
15
16
17 |chart Fund Type Fund Type Fund Type Fund Type Fund Fund Title Organizatii Organizati Account  Account TiAccount T'Account T:Account T Account Tt Prc
18U 11 Current Un 10 Unrestricte 100000 State Appr 590100 Dept of Pu 70000 Mon-salary 71 Mon Salary 70 Mon Salary
19U 11 Current Un 10 Unrestricte 100000 State Appr 590100 Dept of Pu 72110 Printing & 71 MNon Salary 70 Mon Salary
20 (U 11 Current Un 10 Unrestricte 100000 State Appr 590100 Dept of Pu 72120 Office Sup 71 Mon Salary 70 Mon Salary
21 |U 11 Current Un 10 Unrestricte 100000 State Appr 530100 Dept of Pu 73000 Travel 71 MNon Salary 70 Mon Salary
22 (U 11 Current Un 10 Unrestricte 100000 State Appr 590100 Dept of Pu 73400 Official Red 71 Mon Salary 70 Mon Salary
23 (U 11 Current Un 10 Unrestricte 100000 State Appr - 530100 Dept of Pu 73830 Profession 71 MNon Salary 70 Mon Salary
24 (U 11 Current Un 10 Unrestricte 100000 State Appr 520100 Dept of Pu 76020 Eguipment 71 MNon Salary 70 Mon Salary
25
26
27 |Report Total (of all records):
28
29
30
il
32
5
34 Jﬂ
|4 4T [»I[\ TEST QUERY 141 |
Ready | T [ fepsmoml [ [
Astart| [ inbox .| yComm...| B Tatle .| Bindes .| Bscree... | B Cover .| &1SCT .. | &]Main. I &]Repor...| (5] Explori..| [&] Micr... GRIDEA 426PM
030 QUER =l ES
File Edit View Insert Format Iools Dats Window Help == x|
DEHREMEBEBE|S - o F[F A3 ¥ ket F T,
vl -0 -|B 7 us %, W6 SA- A
Al j =‘ Organization Budget Status Report
W [ o [ P [ a [ R [ s [ T [ U [ ¥ [ w [ x [ ¥ A A [ g
1
2
3
4
8
6
7
g
]
10
11
12
13
14
15
18
17 |Account T:Account T:Program  Program T Fiscal YeaFiscal peri Adopted 5 Budget Ad Adjusted E Year to Da Encumbrai Reservatio Available Balance
18 70 Mon Salary 10 Instruction 2005 14 500000 -25000 475000 a 1] 0 475000
18 70 Mon Salary 10 Instruction: 2005 14 1] 0 0 0 0 1] 0
20 70 Mon Salary 10 Instruction 2005 14 o a o 1366 5970.71 335 -B140.81
2 70 Mon Salary 10 Instruction: 2005 14 1] 0 0 0 4000 1] -4000
22 70 Mon Salary 10 Instruction 2005 14 o a o a 250 o =280
23 70 Mon Salary 10 Instruction: 2005 14 1] 0 0 0 1000 1] -1000
24 70 Mon Salary 10 Instruction 2005 14 o a o a 10 o -10
25
26
27 500000 -25000 475000 1366 1123071 335 463589.2
28
29
30
31
32
ES
34 I:I
4] 4]0 [ml TEST QUERY (I3
Ready [ =1 A

gl Start| [Slinbox .| yComm...| B]Table...| ®]index .| ] scree... | ®]Cover.| @]5CT 1. | &]Main |@Hepm 12 Explori_|| 34 Micr...

GO 429 PM

To save as an excel file
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From the tool bar above, select File\Save As

Change file type from csv to excel

Click: Save File is now ready to work with in excel (i.e.
format columns and rows, insert formulas,
etc.) You can go into windows explorer and
delete the csv file.

030 e QUER T
&1 Fle £t vew msert Fomat o A - [>] _181x|
JD @E“ﬁéh’@ % Bn Save N I[:ltralnlngmanual j - |@X £ B - Tools -
| anal - 10 = | B F&imesT query
Al =] =| Organi

A [ B €

Organizatiin Budget Status Reg
By Account

Period Ending Jun 30, 2005
Asg of Dec 21, 2004

Chart of ArL) William P
Fund 100000 State Ap
Organizatic 590100 Dept of P
9 |Account Al
10 |Program 10 Instructiot
11 |Activity Al
12 |Location Al
13 | Commitme All
14 |Account Type:71 Mon Salary Ex

1
2
3
4
5
B
7
g

Fie neme:  [TEST QUERY = I save I

15 Save as byped | Coy (Comma delimited) E Cancel I

15 Template -

17 |chart Fund Type Fund Type Fund Type Fund Type Fund  [Text {Tab delimited) —pount TiAccount TiAccount T:Account TiAccount TiPre
18 |U 11 Current Un 10 Unrestricte  100[Unicode Text -salary 71 Mon Salany 70 Mon Salary

19 (U 11 Current Un 10 Unrestricte  100{ys i ting & 71 Mon Salary 70 Mon Salary
20U 11 Current Un 10 Unrestricte = |ce Sup 71 Mon Salary 70 Mon Salary

21 |u 11 Current Un 10 Unrestricte 100000 State Appr 590100 Dept of Pu 73000 Travel 71 Mon Salary 70 Man Salary
22|U 11 Current Un 10 Unrestricte 100000 State Appr 590100 Dept of Pu 73400 Official Re 71 Mon Salary 70 Man Salary

23 |U 11 Current Un 10 Unrestricte 100000 State Appr 590100 Dept of Pu 73830 Profession 71 Mon Salary 70 Man Salary

24 |U 11 Current Un 10 Unrestricte 100000 State Appr 590100 Dept of Pu 7E020 Eqguiprment 71 Mon Salary 70 Man Salary

25

26

27 |Report Total {of all records):

28

28

30

Ell

3z

3B .
4[4 [» [¥ TEST QUERY 141 LIJJ
Ready = [ [eapshuml [ [

iaﬁlalll K] Inbox - .| <) Camm @Tah\e | @\ndex - screen | @Enver @SET 1 | @Ma\n @F\epnrt @ Explori ” Micr... @@069 4:34 PM

Appendix
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Compare FRS Account to Banner FOAP

FRS Banner

Ledger Fund Code

Department Organization Code (a.k.a. org)
Object Code Account Code

Purpose Code (not visible in FRS) Program Code

Example: Budget Office supplies expense

FRS Banner
| 175600 2120 \ 100000 870100 72120 35

Compare FRS Screens to Banner Queries

FRS Banner
Screen 19 (year to date) Budget Query by Account Status (FOP only)
Salary available balance Budget Query by Account Status (FOP + acct type 61)

Non salary available balance | Budget Query by Account Status (FOP + acct type 71)
Fixed Costs available balance | Budget Query by Account Status (FOP + acct type 72)

Screen 29 (project to date) Budget Query by Account Status (Grant # only)
Screens 20 & 21 Encumbrance Query

Screen 23 Budget Status by Account: click underlined account
Screen 28 Budget Status by Account: query criteria

none Budget Status by Organizational Hierarchy

References (click on Windows Explorer icon and scroll to K drive)

FRS to Banner Crosswalks (these are excel files)
FRS account to Banner FOP
K:\Campus Shared Folders\Banner Finance Reference\FRS account to Banner FOP.xls
FRS object code to Banner Account
K:\Campus Shared Folders\Banner Finance Reference\FRS object code to Banner Account.xls

Banner FOAP Hierarchies (these are web files)

Fund K:\Campus Shared Folders\Banner Finance Reference\fund hierarchy report.htm

Organization K:\Campus Shared Folders\Banner Finance Reference\organization hierarchy report.htm
Account K:\Campus Shared Folders\Banner Finance Reference\account hierarchy report.htm
Program K:\Campus Shared Folders\Banner Finance Reference\program hierarchy report.htm

Index
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Available Balances
All accounts (combined) .........c.ooeiiiiiiiii 6-16
SAIANIES .o 19-23
NON SAIATY ...t e e e e 36-37
Fixed costs (copier, telephone & postage) ..........coovvvvevneinnnnnnn. 28-36
Banner FOAP
Account code and tYPe ...ov e 21, 69
Fund code and tyPe ...ovveiee e e 21,69
Grant NUMDEE ... e e e e e e 21,69
Look up (if FOAP information is unknown) ..............c.cccceeeenne. 9-12
Organization COAR .......uviue et eeaas 21,69
Program COOB ... .uuueine ettt e et e e e e e ee e ee e aens 21,69
Budget Queries
BUudget QUICK ... 43-46
Budget status by account ............ccoiiiiiii i 6-16
Budget status by organizational hierarchy..........................o.. 47-54
Error message query retrieved N0 records ...........c.oovviiiiennnn. 14
Exportdatato excel ..........couvveiiiiiii e 63-68
ROV .o e 24-27
T 22-23
View account detail ..........coouiiiii 37-42
VIBW FEVEINUE ... v et it et e e et e et e e e e e e neaas 13
Budget Transfers
Between fuNdS ... 32-35
WIthIN FUNAS ... e, 29-31
Compute additional columns for the query ..........ccoeeeiiiii i, 17-18
Crosswalks
FRS accountto Banner FOP..........cooii i 69
FRS object code to Banner ACCOUNt ..........ccveeriiiiiiniieaneinnnnns 69
Data columns, terms defined ..........cooviiiiiiiii e 7
Document
Codes (budget entry, food service, encumbrance, journal entry,
purchase order, requisition, travel encumbrance) ............. 41
Find check number for paid invoice .............coovviiii i, 39, 42
Look up in-process (unapproved) requisitions ......................... 37
VieW related. .........oeie i e e 39-42
Encumbrance
Definition (note difference from FRS)...........cocooviiiiiiiiiiiinnn 7
ENCUMBIanCe QUETY .....vveiee e e e e e e e 55-62
FRS to Banner COMPAriSONS ..........eeuuuieiuiitie et ree e 69
Glossary of Banner TErmS .......c.viuiie i e e e 6-8, 20-21, 44,
47-49, 56, 62, 69
0o 1R (o = T U] 1T 1-2
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