Banner Basics

ePrint Reporting, SSB, Help Page



Who Am |?

* Mike Guerard
 Assistant Director — Sponsored Account Operations



Agenda

* ePrint Reporting
 Self-Service Banner (SSB)

* Banner Finance Help Web Page



Banner Access

* Do you have access to Banner?

* If not, contact the Budget Office (Nhu Nguyen)



Account

pdated 9/20

/16

Program

FOAP-based Accounting



Why an Index?

Chart of Accounts: |ﬂT E| I Active Status Last Activity Date: 12-JAN-2017
Account Index: [soes00  [¥] Account Index Title: HHS-PTAVanderbit 57312/Devin, J

Effective Date: |124AN-2D1 7 @ Termination Date: | @ Mext Change Date:

Accounting Distribution

Check to Override
Fund: lsess00 [ | HHS-PT/Vanderoilt 57312/Deviin, J O
Organization; |11ﬁ4uu E|F'harm & Hith Systems Sciences [

Account: Ii I v
Program: WBResearch ]
Activity: A v
Location: Ii [E| [
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ePrint Reporting

Faculty / Staff Services B

e Custom-tailored reports from
Banner

* Dozens of report choices

* Get by with the “Big 4”
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“Big 4” ePrint Reports

* FZRB090: Budget Statement — Inception To Date
 FZRBD90: Daily Budget Statement — Inception To Date
* FZR0012: Report of Open Commitments

* PZRLDIR: ITD Payroll Distribution Report Research



FZRB0O90: Budget Statement —
Inception To Date

e Budget versus actuals as of last-
closed fiscal period

* Includes monthly expenses as
well as cumulative expenses

* Use Adjusted Budget

 Available Balance does not
factor in IDC on commitments

* “Monthly Billing Report”



FZRB0O90: Budget Statement —
Inception To Date



e Budget versus actuals as of
today’s date

* Use Adjusted Budget

 Available Balance does not
factor in IDC on commitments

 “What is my available balance
as of today?”

FZRBD9O0: Daily Budget
Statement — Inception To Date



FZRBD9O0: Daily Budget
Statement — Inception To Date



FZR0012: Report of Open
Commitments

* Includes all open commitments
on a given Fund

 Salary, limit order for supplies,
subcontracts, equipment, etc.

* As of today’s date
e Sorted by Account code

* “What is the status of
commitment ‘x’?”



FZR0012: Report of Open
Commitments



FZR0012: Report of Open
Commitments



PZRLDIR: ITD Payroll
Distribution Report Research

* Includes all inception to date
payroll disbursements for a
given Fund

e As of today’s date
* Primary sort by Account code
e Secondary sort by Pay Date

e Does NOT include associated
Fringe Benefits



PZRLDIR: ITD Payroll
Distribution Report Research



PDF TEXT

ePrint Query by Fund

BUDGET STATEMENT - INCEPTION TO DATE AsOfDate: 05/31/2017

updated 9/20/16
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ePrint Query by Fund

Page Key:Fund v/
Pick Values Manually Search: |:|
Go Go
Range: | to | Go

updated 9/20/16



My ePrint

updated 9/20/16
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My ePrint

J Configure Report Groups | BEEN G EERET =i el sl Rl KT T
| Modify Groups | Reorder Groups | Create Group

Select a group: |F’ayro|l V| ¥ Default login group
Available reports: Selected reports:
FGRACTH-Account Hierarchy Report PZRLDFR-FTD Payroll Distribution Report Resear|
FGREBIEX-Bank |/F Exception Report ~ PZRLDIR-ITD Payroll Distribution Report Researc
FGRCTRL-G/L Subsidiary Ledger Control PZRLDMD-MTD Payroll Distribution Report Reseg
FGRFNDH-Fund Hierarchy Report PZRLDMR-MN Payroll Distribution Report Resear|
FGRORGH-Organization Hierarchy Report FZR0015-Report of Transactions by Rule Code
FGRTBEX-Trial Balance Exception Report ’
FGRTRMR-Transaction Error Report

FRRGRNT-Deferred Grant Process
FZR0O012-Report of Open Commitments
FZR0061-Budget Statement - by Orgn Level
FZR0090-Monthly Budget Summary by FOAP ‘
FZR0091-Monthly Transaction Detail by FOAP
FZR0095-Budget Statement - by Orgn Level
FZR0ODS0-Daily Budget Statement
FZR0ODS1-Daily Rpt of Trans by FOAP
FZRBO&1-Divisional Budget ITD - By Orgn
FZRB0S0-Budget Statement - Inception To Dat
FZRB095-Divisional Budget ITD by Acct
FZRBD90-Daily Budget Statement - Inception Tw
FZRPHDT-Phone Usage Details

Group name:
|Payr0|l |

| Save ” Cancel ” Delete ]
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Self-Service Banner (SSB)

Faculty / Staff Services B

* Query-based financial reports

* Not recommended tool for most ==
financial reporting (in Mike’s
humble opinion)

* Great tool for backup
documentation and transaction-
level detail



Enter a Budget Query

Budget Queries
Finance

“J To create a new query choose a query type and select Create Query. To retrieve a

Budget Queries Create a New Query

Encumbrance Query Type Budget Status by Account e

Approve Documents

View Document

Budget Transfer

Multiple Line Budget Transfer

| Create Query |

Retrieve Existing Query

Saved Query |Nc:ne v

| Retrieve Query

updated 9/20/16 23



Enter a Budget Query (cont.)

Budget Queries

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
[ ]|Accounted Budget Available Balance
Save Query as: |
[] shared
Continue

updated 9/20/16 24



Year to Date Report

Budget Queries

Enter a Budget Query (cont.)

Inception to Date Report

Budget Queries

Fiscal year: Fiscal period:
Comparison Fiscal year: Comparison Fiscal period:
Commitment Type: All L

| Chart of Accounts | |N | | Index |

Fund |599645 | | Activity |

1123200 | | Location |

Grant | || Fund Type |

| | | Account Type |

pogram

[] Include Revenue Accounts

Save Query as:|

[] shared

Submit Query

11

Mone W

1Y) B

Fiscal year: Fiscal period: 032
Comparison Fiscal year: Comparison Fiscal period: [None v
Commitment Type: All e

| Chart of Accounts | |N | | Index |

Fund |sg9645 | | Activity |

Organization |123200 | | Location |

Grant |G00004573 || Fund Type |

Iy B

Account | | | Account Type |

progam

[] Include Revenue Accounts

Save Query as: |

[] Shared

Submit Query

updated 9/20/16 25



Query Results

SSB Output

|Account|Account Title GY15/PD11 Adjusted Budget|GY15/PD11 Year to Date/GY15/PD11 Commitments/GY15/PD11 Available Balance
Salary-Faculty Off Contract
61013 5,000.00| 0.00 0.00 5,000.00|
Salary-Faculty Extra Comp Teaching
61014 0.00 5,000.00 0.00 ( 5,000.00)
Salary-Research/Teaching Assistant
61050 36,412.00 21,126.96] 3,875.64 11,409.40
Salary-Professional
61130 0.00 2,593.27 0.00 (2,593.27)
Salary-Additional Help-Student
61430 0.00 6,322.40 0.00 (6,322.40)
Fringe Benefits
62113 4,066.00 4,020.40 296.49 (250.89)
Travel-Airfare
73021 358.00 376.10 0.00 (18.10)
Travel-Lodging
73027 0.00 814.52 0.00 (814.52)
Travel-Meals
73028 0.00 44,09 0.00 ( 44.09)
Travel-Miscellaneous
73030 300.00 165.58 0.00 134.42
Computer Supplies
73303 0.00 1,999.98 0.00 (1,999.98)
Scientific Supplies
73304 190.00 0.00 0.00 150.00
Digital Media Lab Supplies
73309 0.00 99.99 0.00 (99.99)
Publications-Printing
73487 600.00 0.00 0.00 600.00
Conference/Seminars Registration
74310 0.00 1,8%5.00 0.00 (1,999.00)
Special Services 1
78001 0.00 10.5%9 0.00 (10.59)
Indirect Costs
79995 25,574.00 24,262.26| 0.00 1,281.74
Report Total (of all records)
72,500.00 68,865.14] 4,172.13 (537.27)

updated 9/20/16
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SSB Demo



Banner Help Page

Faculty / Staff Services B

e Query system to search for
Grant, Fund, Index, or Account
code information

* Closed grants do NOT appear in
this database



Banner Help Web Page —
Sample Output

Northeastern University BANNER FINANCE

FOAPs FOAPs Search
search by index
search h: index description Search by Fund

search by fund
search by org

search by program The F in FOAP. Funds are 6 digit codes that represent a source of funding. The first
SZECER Ey AETEETIE digit of the fund code will identify the type of fund:
ACCOUNT CODES
search by account code * 2XXXXX = Current Fund
search by description * 3xxxxx = Designated
Account codes changed from ¢ dxxxxx = Endowment
FRS o Sxoooox = Grants & Contracts
TRAINING * 6xxxxx = Restricted
Training Resources s 7y = Plant Funds
Training Video * Bxxxxx = SABO
FORMS . ' .
ap Enter all or part of your Fund code in the field below to locate your Index, index

Budgst description, fund, erganization, program, and grant codes.
Purchasing

pecounting [Fund Code | EEERE || Submit |
GENERAL INFO

Additional Info
Requesting Access

Search Results

Fund Organization Program
Code Code Code

Index Index Description (Title)

FED-OTH-PT/MIT Lincoln

Labs/Fu,R 599645 123200 2010 G00004573

599645

Any guestions? Please contact the Help Desk at (517) 373-4357 or help@neu.edu.
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Banner Training Documentation

BANNER

Northeastern University FINANCE

Training Documentation

The following documents can be opened with Adcbe Acrobat Reader .
Approvals

* SSB Approvals (pdf)
* How to find who approved or needs to approve a document (pdf)

Budget Transfers & Queries

SSB Budget Queries (pdf)

Commeon SSB Budget Query Mistakes (pdf)
5SB Budget Transfers (pdf)

Budget Transfer Rules (pdf)

Budget Query Training PowerPoint (pdf)
Budget Pooling PowerPoint (pdf)

e~Print
e What is e~Print? {pdf)
e General Overview of e~Print (pdf)
® e~Print Navigation (pdf)

Grants/Inception to Date

® Query a Grant/Inception to Date (pdf)
e General Overview of Research Grants (pdf)

myKnowledge

® Using myknowledge for Banner Finance solutions (pdf)

Requisitions & Purchase Orders

* Creating Requisitions (pdf)

e Commaon SSB Requisition Mistakes (pdf)
® Requisition Training PowerPoint (pdf)

* SSB Viewing Documents (pdf)

* SSB Encumbrance Query (pdf)

* FRS Open Encumbrances (pdf)

® Requisition Life Cycle (pdf})

* How to find your PO Balance in SSB (pdf)
* How to find your PO in SSB (pdf)

* Open Encumbrances in Banner Finance at Year End (pdf)

Other

e Comman Rule Codes (pdf)

* Account Codes Mot Equal To FRS (pdf)
® Account Code Pools (pdf)

e Code LookUp (pdf)

e List of Values (LOV)Searches (pdf)

Any questions? Please contact the Help Desk at (617) 373-4357 or help@neu.edu
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Questions?



