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Banner Self Service

Banner Self-Service is the Web interface that will allow users to perform designated operations and procedures in a more user friendly environment.

This manual has been written specifically for Banner Finance Self Service which provides for access to budget and encumbrance information, requisition approval, and the ability to view documents such as requisitions and purchase orders.

Chart of Accounts

The Chart of Accounts is the numbering system used by Banner to capture financial transactions and facilitate retrieval of information and financial reporting.  Tri-County Technical College’s Chart of Accounts is defined by the letter “T”.

The Chart of Accounts structure in Banner is composed of six elements:  Fund, Organization, Account, Program, Activity, and Location (FOAPAL).

Tri-County Technical College will only be using four of the six elements in the Chart of Accounts at this time.  Those elements are Fund, Organization, Account and Program (FOAP).

FUND
A five-character code that identifies a self-balancing set of accounts and identifies ownership and the source of funds. For the College’s operating budget, there is one fund code (10000). However, each grant and contract in the auxiliary area in Banner is assigned a separate fund code to identify the funding source.  When performing budget queries for inception-to-date information on grants, the fund code becomes the grant code.


Examples of Funds:


10000-Current Education and General Fund (for operating budget)


21111-Life Scholarship Fund


31000-Bookstore Fund

ORGANIZATION
A five-character code that identifies a unit of budgetary responsibility and/or departments within an institution.  It is normally used to define who spends the money.  Organization codes are arranged in a hierarchy using the College’s personnel organization chart.


Examples of Organizations:


11000-A/S Division Office


11015-Biology


11020-Physical Science

ACCOUNT

A four-character code that identifies objects, such as the general ledger (assets, liabilities, fund balances) and the operating ledger accounts (revenue, expenditure, transfers).  Revenue account codes identify the type of revenue received, such as tuition or auxiliary sales revenue.  Expenditure account codes identify the type of expenditure, such as salaries, supplies or travel.  The account codes in Banner represent the same information as the FRS object codes.


Examples of Accounts:


5201-CE registration fees (revenue)


5810-Bookstore sales (revenue)


7201-Educational supplies (expenditure)

*NOTE:  Revenue accounts start with the character “5”; expenditure accounts start with the character “7”.

PROGRAM

A two-character code that identifies a function and enables the institution to establish a method of classifying transactions across the organization.


Examples of Program:


10-Instruction


20-Academic Support


30-Student Support


40-Institutional Support


50-Operation and Maintenance of Plant

ACTIVITY (not currently used)

An optional code that is non-hierarchical and can be used to further define an object of expenditure, like, temporary units of work, subsidiary functional classifications, or short duration projects.  Activity codes are assigned to transactions involving multiple organizations or funds that share responsibility for a common event or activity.

LOCATION (not currently used)

A code used to specify the assigned physical location of an asset being purchased or the location of a transaction that is different from the normal location of the organization.

Banner Finance Terminology
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Figure 1 - Operating Ledger Data
	Field
	Description/Explanation

	Adopted Budget
	Original budget allocation given at the beginning of the Fiscal Year.

	Budget Adjustment
	Any additions or reductions made to the budget since the original allocation.



	Adjusted Budget
	Original Budget plus or minus any Budget Adjustments. This is a system-generated column, which does not allow for “drilling” down to details.


	Temporary Budget
	Adjustments done in the current year that are temporary in
nature. (Budget Adjustments that will not role over to the next fiscal year.)



	Accounted Budget
	Original Budget plus or minus any Budget Adjustments. Total of all budget transactions. Details on actual transactions can be obtained by “drilling” down on this field.



	Year to date activity
	Represents actual revenue and expenditures posted.

	Encumbrances
	Generated by purchase orders; funds committed for future payments.



	Reservation
	Funds set aside for purchases orders and requisitions regardless of whether a PO is issued or not.

	All Commitments
	Equal to the total budget set aside for future obligations. Commitments are made up of Reservations and Encumbrances.

	Available Balance
	Remaining Budget left to spend = Total Budget +/-Commitments +/- actuals.


Note:  The shaded rows are the recommended fields to choose.  The other fields may not give the complete picture of your budgetary status.

Banner Finance Terminology Continued
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Figure 2 - Fiscal Year Comparison

	Field
	Description/Explanation

	Fiscal Year (Required)
	Fiscal Year represents the College’s fiscal year from July 1st to June 30th. For example “2005” relates to the year starting July 1st 2004, and ending June 30th, 2005. This field will default to the current year, but can be overridden.
Note: Information in TCTC’s Banner system begins with Fiscal Year 2006. Therefore, no information for Fiscal Years prior to 2006 will be available on the system.



	Fiscal Period(Required)
	The number of the fiscal months you wish to query.
Note: The college’s fiscal year starts in July (Not January), therefore if you want to query the month of May, you would enter “11” in this field (not “05”, which is the default). The

Banner Finance Self Serve module queries on all transactions prior to and including the period indicated. To capture an accumulation of expenditures to date always use “14”.


	Comparison Fiscal Year
	The fiscal year you would like to compare the first one to.
Note: Information in UNF’s Banner system begins with Fiscal year 2006. Therefore, until Fiscal Year 2007, the comparison fiscal year option will not be available.



	Comparison Fiscal Period
	The fiscal month to which you want to compare with the first one.

	Commitment Type
	Choose all to capture requisitions that haven’t been approved as yet.




Banner Finance Terminology Continued

	Month
	Fiscal Period
	Month
	Fiscal Period

	July
	01
	January
	07

	August
	02
	February
	08

	September
	03
	March
	09

	October
	04
	April
	10

	November
	05
	May
	11

	December
	06
	June
	12

	
	
	Accumulation 
	14


Figure 3 - Fiscal Year Chart
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Figure 4 – Budget Query Parameters

	Field
	Description/Explanation

	Chart of Accounts(Required)
	“T”, which should appear by default (after your initial set-up), represents the Chart of Accounts.



	Index
	Shortcut number that will display the default Fund, Organization, and Program Field data.  TCTC does not use this field.

	Fund(Required)
	Represents the source of the funds.

	Activity
	Activity Code. An optional element used for independent reporting needs. TCTC does not use this field.



	Organization(Required)
	Departmental entity or budgetary unit responsible and accountable for the transactions.

	Location
	Location Code. An optional element used for independent reporting needs. TCTC does not use this field.



	Grant
	Grant identification number. Only required when viewing Grant Inception to Date information. All other FOAPAL code numbers must be removed prior to submitting a query

on a grant inception to date.



	Fund Type
	The type of fund allowing high-level rollup (consolidation). This could be used if you want to query budget information for a specific organization using only one hierarchy source of funds. This will be used by a supervisor of many Organizations.



	Account Type
	Higher-level category of account if rollup or consolidation is desired. This will give you more summary information that can be “drilled down” to get more details. This will be used by a supervisor of many Organizations.




Logging in to Banner Finance Self Service

Finance Self Service is a “web based” program.  To use it, you must open your Internet Browser and log into eTC, select the Employee Tab, select Banner Self-Service then Finance (Figure 5) to complete the necessary financial processes.  Optional:  Log into eTC, select Employee Tab, and make your selection from My Budgets (Figure 6).

_______________________________________________________
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Figure 5 - Finance Self Service Main Menu
1. Click on the Finance link to enter Banner Finance Self Service.  

	My budgets
	




	· 

Budget query (SSB)
Check your budget if you have access to one
Encumbrance query (SSB)
Check your budget encumbrances if you have access to a budget
Approve documents (SSB)
Approve purchase requisitions
View documents (SSB)
Review documents such as invoices
On-line budget transfer (SSB)
Make operating budget transfers on-line (non-salary line items


Figure 6 – My Budget Selection from Employee Tab on eTC
Banner Finance Self Service Menu
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Figure 7 - Banner Finance Self Service Menu

Tri-County Tech will only use the following options on the above Finance menu:
· Budget Queries allows you to review budget information, compare fiscal periods and years, and download query data to a spreadsheet.

· Encumbrance Query allows you to review outstanding encumbrance information.

· Approve Documents allows departmental approvers to approve purchase requisitions.

· View Document allows you to view detail information about a requisition or purchase order.
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Figure 8 - Banner Finance Self Service Menu
Budget Queries

1. Click on Budget Queries on the top line of the Banner Finance Self Service Menu shown in Figure 8.
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Figure 9 - Budget Query

2. To create a new query, select the type of query from the drop-down list.

· Budget Query by Account allows you to review budget information by account for the Fiscal Period Year to Date, and Commitment Type by specific FOAP/Index values; Organization(s); Grant; Fund Type; or Account Type.

· Budget Query by Organizational Hierarchy allows you to review budget information for Organizations by Hierarchical structure; specific Funds; high-level Organizations, Accounts, and Programs; Fund Type; or Account Type.

· Budget Quick Query can be used to review budget information by Adjusted Budget, Year to Date, Commitments, and Available Balance by specific FOAP/Index values; organization(s); or grant. You CANNOT drill down with this query.

3. Click on the Create Query button to display the budget information and selection criteria (Figure 10). Click in the checkboxes shown in Figure 10.  Refer to Figure 1 and terminology table for details.
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Figure 10 - Operating Ledger Data

4. Click on the Continue button to display the list of parameters for the query (Figure 11.)
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Figure 11 - Parameters for Budget Query

5. Enter the values shown in Figure 11, callout #7.
6. You must choose either a valid Organization or a valid Grant to retrieve any data.  Grant identification number only required when viewing Grant Inception to Date information.  All other FOAPAL code numbers must be removed prior to submitting a query on a grant inception to date. The query can be refined by entering a specific Account or Program code if desired. 

7. The query can be refined by entering a specific Fund Type or Account Type codes for those responsible for multiple Organizations if desired. 

.

8. Click on the Submit Query button to display the results of your query (Figure 12).
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Figure 12 - Query Results


9. The report parameters will be displayed above the query.

10. You can display details about any underlined item by clicking on it.

11. You can create additional columns as part of your query in the Compute Additional Columns for the query section. Select the operation to perform using the drop-down boxes labeled Column 1, Operator, and Column 2.

12. Select the location for the new column from the Display After Column drop-down box.

13. Enter a title for the new column in the New Column Description field.

14. Click on the Perform Computation button.

15. You can download your query for use in a spreadsheet. Click on the Download All Ledger Columns button or the Download Selected Ledger Columns button.  If you use the Compute Additional Columns feature, those columns will not be downloaded to your spreadsheet.

16. A new browser window will open displaying the columns or the system will prompt you to save or open the file. You can now manipulate to create reports. Be sure to give it a meaningful name when saving (Figure 13).
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Figure 13 - Budget Query Spreadsheet

Encumbrance Query

The Encumbrance Query feature allows you to review outstanding encumbrance information.  You can enter a FOAP value to narrow your selection.

Click on Encumbrance Query from the Finance menu to navigate to the Encumbrance Query page.  *Remember to either click on MENU in the upper right corner of your screen or Finance in the upper left corner, or use the links at the bottom of your screen to return to the Finance menu (Figure 17). Once you have returned to the Banner Self Service Finance Menu, Click on Encumbrance Query. The system will present the parameter selection page (Figure 14).
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Figure 6 - Return to Finance Main Menu
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Figure 15 - Encumbrance Query
1. Enter the values shown in Figure 15, callout #1.

2. Enter the Chart of Accounts code = T, a Fund code, and Organization or a Grant. The query can be refined by entering Account or Program codes if desired.

3. The query can be refined by entering a specific Fund Type or Account Type codes for those responsible for multiple Organizations if desired. 

4. Click on the Submit Query button to display the results of you query (Figure 16).

[image: image18.png]Report Parameters

Organization Encumbrance Status Report

Open Encumbrance Summary by Document, Account Distribution

Period Ending Jun 30, 2005

As of Jun 13, 2005

Chart of Accounts T Tri County Technical College

Commitment Type Al

Fund Code

10000 Current Education and General Fund Program Code  All

Orgn Code 13100 Counseling Ofice

Activity Code  All

Account Code Al

Location Code Al

Query Results
AccountDocument  Description Original Encumbrance Encumbrance Yearto  Current %  Cmt
Code Commitments  Adjustments Liquidations Date  Commitments  Used Type

7199 POOOOOIS  Oss Lie 1,505.30 0 (728 725 149805 48 U

7201 PO0O0033  Markertek Video 261,08 0 00 0 %6108 00 U
Supply

7201 POOOO0SS  Mertin Microscope 14280 0 (14280) 14805 0010000 U
Company

7201 POOO0036  Nafional Welders 315.00 0 (2860) 2860 26640 908 U
Supply Co e

7215 PO0O0044  Biinds Are Us Inc 994.30 0 0 0 99430 00 U

720 POOO0047  BAOCH Div Of 816.98 0 0 0 81698 00 U
Operafions

7225 POOO0034  Markertek Video 1538.2 0 (152375) 152375 1447 9906 U
Supply

7299 POOO007  BACH Div Of 186.70 0 (140.05) 0 4665 7501 U
Operafions

Report Total (of all ecords) 576038 0 (184245 1,707.65 391798 3198

Ancher Query





Figure 16 - Encumbrance Summary

5. The parameters you entered for the query will be displayed at the top of the page.

6. The first fifteen records returned by your query (or all records if there are fewer than 15) will be displayed.  If there are more than 15 records, a Next 15 > button you be displayed above the Another Query button.

7. Click Another Query button to perform another Encumbrance Query.
Approve Documents

The Approve Documents option allows you to approve all outstanding requisitions awaiting your approval.

Click on Approve Documents from the Finance menu to navigate to the Approve Documents page.  *Remember to either click on MENU in the upper right corner of your screen or Finance in the upper left corner, or use the links at the bottom of your screen to return to the Finance menu, see Figure 14.
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Figure 17 - Approve Documents

1. You User ID will automatically appear in the User ID field.

2. Click on the Documents for which you are the next approver or All documents which you may approve.
3. Click on the Submit Query button to display the he requisitions awaiting your approval.
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Figure 18 - Document Approval List
4. Click on the appropriate entry in the Document column (requisition number) to view details of the requisition awaiting your approval. The results of clicking on a requisition number are displayed in Figure 19.  This screen shows you the details of the requisition including the Requisition Header, Requisition Commodities, and Requisition Accounting.
5. Click on the History link to view who originated the document and/or who are listed as approvers. The results of clicking on History for a requisition are displayed in Figure 20.  This screen shows the Document Identification, including the originator of the requisition, and Approvals Required.
6. To approve the document click on Approve. The results of clicking on Approve are displayed on Figure 21 and 22. 

7. To disapprove the document click on Disapprove. The results of clicking on Approve are displayed on Figure 23 and 24.
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Figure 19 - Requisition View
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Figure 20 - Requisition History
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Figure 21 - Approval
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Figure 22 – Approval Confirmation
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Figure 23 - Disapprove Document
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Figure 24- Disapproval Confirmation

View Document

The View Document option allows you to retrieve and view detail information about a document.  Tri-County Tech will use this option to view detail information on requisitions only.

Click on View Document from the Finance menu to navigate to the View Document page.  *Remember to either click on MENU in the upper right corner of your screen or Finance in the upper left corner, or use the links at the bottom of your screen to return to the Finance menu, see Figure 14.
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Figure 25 - View Document

1. If you do not know your Document Number (Requisition Number), click on Document Number button to look it up. (If you know the number, you can enter it directly into the text box).  The results of clicking the Document Number button is shown in Figure 27.

[image: image28.png]* - atleastone of hese feds recrer.

Requisition Code Lookup

Document Number %
User D% [FaLLEn

Activity Date % Al S O |
Transastion Date % Al = far
Vendor ID# |

Requestor
Approved Al ]

Completed Al ]

Evecuts Ouery
Extwihout Vaue




Figure 26 - Document Lookup

2. Enter search parameters.

3. If you just want to return all requisitions associated with you, just click Execute Query. The results of clicking on Execute Query without putting any parameters in are displayed in Figure 27.
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Figure 27 - Requisition Lookup Results

4. Click on any of the underlined requisition numbers. 

5. The system will return to the View Document page with the document number entered.

6. Clicking on View document once you have entered the Document number in step 2, allows you to view the details of the Requisition.

7. Clicking on Approval history once you have entered the Document Number in step 2, allows you to view the Approval history of the Requisition.
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Figure 28 - View Document page with Document Number entered

Common Account Codes
	
	
	

	CONTRACTUAL SERVICES
	
	SUPPLIES

	7101
	Photocopy Equipment Repair
	
	7201
	Educational Supplies

	7102
	Motor Vehicle Repair
	
	7203
	Advisory Meeting Supplies

	7103
	General Repairs
	
	7205
	Medical, Science and Lab Supplies

	7105
	Vehicle Lease
	
	7207
	Food Supplies

	7110
	IT Maintenance Contracts
	
	7210
	Graduation Set-Up Supplies

	7111
	Janitorial Service
	
	7215
	Office Supplies

	7112
	Security Service
	
	7220
	Printing Supplies

	7113
	Landscaping Service
	
	7230
	Photography/AV Supplies

	7115
	Legal Service
	
	7235
	Promotional Supplies

	7116
	Audit, Accounting Service
	
	
	

	7117
	Independent Contractor
	
	7250
	Maintenance Supplies

	7120
	Printing Service-Internal
	
	7251
	Renovation Supplies

	7121
	Advertising
	
	7252
	Grounds keeping Supplies

	7122
	Photographic Service
	
	7253
	Janitorial Supplies

	7123
	Advertising-Position Vacancies
	
	7254
	Clothing-Uniforms

	7124
	Printing Services-External
	
	7255
	Motor Vehicle Supplies

	7125
	Data Retention Service
	
	7256
	Gasoline-Truck Driving Program

	7130
	Promotional Services
	
	7270
	Library Acquisitions

	7135
	Temporary Employment Service
	
	7280
	Quasi-Equipment

	7137
	Testing Service
	
	7285
	Other Supplies

	7139
	Other Professional Services
	
	7298
	Postage

	7140
	Water, Sewer  Utilities
	
	7299
	Printer Cartridges and Toner

	7141
	Light, Power, Heat Utilities
	
	
	

	7145
	Telephone
	
	
	

	7150
	Freight, Delivery
	
	
	
	
	

	7155
	Motor Pool Gasoline
	
	FIXED CHARGES

	7160
	Ed/Train Non-State
	
	7312
	Rent/Real Estate

	7161
	WIA Stipends-Child Care
	
	7320
	Dues and Memberships

	7162
	WIA Stipends-Transportation
	
	This is a revised list of account codes.

The accounts in BOLD, BLUE are the most commonly used account codes.
However, the departmental budget needs to be reviewed for available funds before using any account code.


	7163
	WIA Stipends-Other
	
	

	7165
	Scholarships
	
	

	7176
	Non-State Employee Travel in-St
	
	

	7177
	Non-State Employee Travel out-St
	
	

	7180
	Exemption/Remission
	
	

	7199
	Other Contractual Services
	
	

	
	
	
	
	
	

	TRAVEL
	
	

	IN-STATE
	
	OUT-STATE
	

	7401
	Meals
	7420
	

	7402
	Lodging
	7421
	

	7403
	Air
	7422
	

	7404
	Auto
	7423
	

	7405
	Other
	7424
	

	7406
	Miscellaneous
	7425
	

	7407
	Registration
	7426
	

	7410
	Non-overnight Meals
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Click to return to the main menu





Click to return to the main menu
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Check the boxes shown
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Click to return to the main menu. These links are always available.
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Click either the Approve Document or the Cancel button








Either leave the default approval comment or type a new one in the Comment Box.








Click Continue








Click either the Approve Document or the Cancel button








Either leave the default disapproval comment or type a new one in the Comment Box.








Click Continue
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