


Banner 9: Fmployee Budgel Manual

1. Go to www.laredo.edu and click on PASPORT.

] & o

(SR} e Lo e

]C Change your Life!

COL

Ao 12| e | rstnctor | Smderd UHe | Skrtert Servces ey R | T e |

Fall 2019 Payment Deadlines G. ‘
o - July 18 —
M |

€ August 1
If you registered August 2 - 16 August 16

Make your payments in person or via PASPort before 6 r -

Detailed Rogistration Information TS Acceleration Camp | Search |
Student Information Toolkit

What s New DA O OF
A [:]

President's Corner
Click here to view photos and learn more about events on camgus with Dr, Ricardo J. Solis

LC on the Move! Online Learning
It b it manthh yen! e Tas] s I c
Campus Carry at LC
: i :

Lot “am,

LC South Campus Undergoing Construction Paloming Social Media Sites
Biease click here fore more details

LC Highlights

Former MHS baseball player signs National Letter of Intent with the Palemines
i ‘ormer Martin Migh School baseball player Edgar E. Mernandez officially signed.... FULL STORY

-

Note: Please email all questions and/or requests for hands-on-training to smireles@Ilaredo.edu.
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2. Please enter your username and password.

B A S e cote @ e oo s < [ S

® paapertie laneda s

Laredo College | L

Registration
U N d erway! LC Account Login

Register Today for

Fall 2019

FALL 2019 PAYMENT DEADLIMES:

If you registered April 23 - July 18 July 18

IF you registered July 19 - August 1 August 1
If you registered August 2 - 16 August 16

3. Go to the Employee Tab and Click on Banner 9.

™ Email B calendar | | Sonia Magai Miretes sign ou

EMPLOYEE LINKS

BANNER LINKS

oCuUments

« Banner 9

BANNER SELF SERVICE

Cleer

Employees

We have adopted STOPit, a technology platform that

will help mitigate, deter, and control harmful and
inappropriate behavior as well as help create a positive

and safe learning environment for our campus

community. STOPit will be an integral part of our effort

Direct Deposit =2
to deter and mitigate risks associated with sexual "
harassment and assaulr. Title X, the Clery Act. hazing. Pay Stut =2
violence, and other threats of safety. Job Details (=1

k here to access the code Leave Details G

Empioyes Direciory [

Administrative-Professional-Technical

¢3 STOP!T

hsifepprapeod lareds ed T
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4. This will take you to the Banner 9 Main Page.

B 8] ot
) (=3

Bl © oo < [ = Al

- Welcome
Q kearch Q

You can search for forms, pages, menus, jobs and
quickflows,
?

o Close

- Welcome

Organization Budget Status
(29 (FGIBDST)
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6. Once you get to the page, enter your Department Account# and Click on the Down Arrow.

] Include Revarus: [+
Accounts

Q Organization: | 304001
Fragram:

= Aecaunt Typs:
Location:

T

(3

s

Chart: L Larec
Organization: 304001

~ ORGAMIZATION BUDGET STATUS

Type
IL
L
L
L
71000 E
71418 E
T2004 E
72016 E
12024 E
76044 E
17666 E
T1emn E
78024 E
18028 E
18120 E
78124 E
H o [Toizp W

Fiscal Year: 190 index:

Fund: 110001 Genedal O

[20 ] Per Page

[
[

e

Sal Prolessional

Sal Professional Pt

Sal Stolf Rogula:

Sal Stalf Regulas Pt
Healih & Life Insurance
ORP Contribuan

TRS Contribution

Mairdonance Agioomant
Expendable Supphies
Postage

Soltware

Prin Shop Charges

Prot Dev. Admin Traved
Rogistration Foos
Contracted Copy Sves
Contracied Seraces
Tax Collection

Telephone

Query Specific Account:

Gel Started: Complole te fiekds above and cick Ga. To search by nam, press TAB Irom an ID fold, ender your search crite

Adjusted Budget

Net Total

Program: 60000 Institufional

Fiscal Year: *

Query Specific: *

Aecount

Commit Type:

Fund;
Aseount:

Activity:

Include Revenus Accounts: v Commit Type: Both

412519
20,087 13
rsa 62
)00

000
8.500.00
240000

13,000 00

200000

420000

1452303 08

/and than press ENTER

Aceoum Type: Astivity: Location:
Commtmants

126,751 .44 0.0
1213046 0.00
126353 52 000
744017 000
11,180 84 000
206291 000
1477065 000
34 402 02 000
187238 000
279928
1,804 85
000
000
000
67400
500 00
1.842 00 000
AB.965 70 12045
510,344 67 0.00
5650 000
1,138,047 81 5,007 38
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- L s

L

. Fater

107,743.12
2510.54
43958
391283

958 84
2062 88
1431818
302000
187238
-11,167.00
138017
25012
821416
1,283 11
300210
43100
658 00
23,000.15
15565533

590

Record 10l 21



8. To review what expenses have been paid, click on the amount you would like to review.

Fiscal Year: 10 index: Query Specific Account: Include Revenus Accounts: v Commit Type: Both [ 83t Over

Organization: 304001 Fund: 110001 Goneal Ogs Program: G000 [nsttubio Ascount: Acsount Type: Aetivity: Lecation:
~ ORGAMIZATION BUDGET STATUS B insent @ Deieie Ty . Foer
| 61000 L Sal Professional 434,404 56 326,751 44 0.00 107,743 12
61002 L Sal Professional Pt 01.00 12.130.46 0.00 251054
61100 L Sal Statf Roguls: 126,352 52 000 4395048
61106 L Sal Staf Rogular Pt 744017 000 391283
62100 L Health & Life ance 12,130 68 11,180.84 000 95884
L ORP Contabuton 412519 2062 91 000 206288

TRS Contribution 20,087 13 1477085 000
L 31 521 92 34 402 92 000 302000
71000 E 000 000 187238
71418 E Mainfonance Agooment 000 279628 11,167.00
72004 E Expendable Supphes 8.500.00 | 180465 1,380 17
12016 £ Postage 2.400.00 000 25012
72024 E Saftware 13,000 00 6,785 84 000 621416
76044 E Print Shop Charges 2,000 00 706 89 000 1263 11
17666 E Prot Dev Admin Travel £.200 00 674.00 300210
11670 i Rogistration Foos 597 00 500 00 43100
78024 E Conlracted Capy Sves 2500 00 1847 00 000 65800
78028 E Conlracted Services 26.02000 48,980 70 12045 23,000.15
78120 E Tax Collection 675,000.00 519,344 67 0.00 155,655 33
78124 E Telephone 5000 5690 000 £90
Net Total 1,452,303.08 1,138,947 61 590738

M4 [atzp W [20 ] Per Page Record 11 of 21

Q, Search

Budget Summary Information [FGIBSUM]

Organization Encumbrances [FGIOEN

FINANCE DIVISION: BANNER 9 EMPLOYEE MANUAL (REVISED 8/8/19) 6



10. You will be able to review all expenses that have been charged to that specific line item.

COA: L Fiscal Year: 10 index:  Fund: 110001  Organization: 30 Program: 60000  Activity: Location:  Peried:  Commit Type: Bath | Stant Cver

* DETAIL TRANSACTION ACTIVITY S @ i L V. Fiter
-'.lmm! mlﬂm Program Field  Amount Increase (#) or Decrease (-] m -Wm‘ Transaction Date * -MM' .Wﬂm Comm Type .Flmﬂ' Act
|_m | 304001 60000 ¥TD 0.00 DNEI 01063023 & cow e u 110001

TIO06 304001 60000 YTD 63019 + INEL 10146035 0801019 COW Govemment LLC u 110001
T4 304001 60000 YTD 00 - DNEI 01062948 07352019 COW Goverment LLC u 110001
72004 304001 ¥1D 26706 + | e worastrs 2 07232013 COW Govemment LLG u 110001
2004 304001 ¥1D 0.00 DNEI 01062700 07112019 07172019 National Print and Promo u 110001
2004 w4001 80000 ¥TD BRI 5A + INEL  H0145405 o018 070 Mistioeus! Print sand P u 110001
T2004 304001 60000 Y10 59800 + JJETE JM0G1517 32018 a7azote Band Paper Charges . June 2018 u 110001
72004 304001 ¥10 0.00 DNEI 01062551 067202019 067202019 Office Depol inc u 110001
TI004 304001 ¥TD 00 - DNEI 01062551 0GN2019  Offico Depot bnc u 110001
T2004 304001 YD 0o DNEI 01062526 06203019 067202018 COW Government LLC u 110001
T2004 304001 ¥1D 89276 + e 10144267 0617112019 067202019 Office Degol inc u 110001
2004 304001 Y10 4312 INEI 10144366 172019 06202019 Ofhice Degot inc u 110001
2004 304 Y10 24318 + INEI 10144379 08172018 061192018 COW Govemmer u 110001
72004 ¥1D |ONE!  oioetaTs  0sm22019 5022019 Lorman Education u 110001
T2004 ¥1D ‘ INEI 10142860 050172019 05012013 Lorman Educalion Senvices u 110001
TI004 304001 ¥1D + CROS FLDOYSZT  O4/30E019 04242019 AMEX CHRG PO33878 u 110001
2004 WM001 Y10 | DNET 01061500 112018 4112018 Execulive Office Supply u

304001 ¥1D |DNET 01061500 412019 Executive Offica Supply u 110001
TN 304001 60000 YTD + INEI 10142160 04112019 Exocutive Offica Supply u 110001
72004 304001 60000 YTD + INEl 10142161 0411172019 04112019 Executive Office Supply u 110001

Total 807552 +

M4 [orsp H [#0 ] Per Page Record 1 of 47

11. If you would like to see more detail on a transaction, click on the transaction.

Bols et Geiaeen e K90 ek

L LS} apprunprod laneda sdu
X @ Dietail Transaction Ac B E
COA: L Fiscal Year: 10 index:  Fund: 110001 Organizstion: 204001 Account 7 Program: 60000 Activity:  Location:  Period:  Commit Type: Hath [ swnover
* DETAIL TRANSACTION ACTIVITY Einsert @ Delete W Copy V. Fltee
lmml .U-naunm Program  Field  Amocunt Increase (+] or Decrease (- .’mn -Dumn‘ mm .Dw:nwm Commit Type .Fum' L
304001 60000 ¥TD 0.00 | DNEY 01063023 0a/01720 0R012018  COW Government LLEC u 110001
D | 504001 60000 YTD 63019 + INEI 10148035 COW G LLC u 110001
IO 304001 60000 YTD 00 - DNEI 01062948 O7/252019 07252018 COW Government LLG u 110001
T2004 304001 60000 YTD 26706+ | e iorastra 22209 072013 COW Govemment LLC u 110001
2004 304001 60000  ¥TD 0.00 DNEI 01062750 07112018 071172019 National Print and Promo u 110001
TI0O04 304001 60000 YTD F2 58 + INEl 101454 OTIRA018 07105 Nastioniel Prind sand Promo u 110004
T2004 304001 60000 Y10 59800 + JJETE JM0G1517 32018 a7azote Band Paper Charges . June 2018 u 110001
72004 304001 60000 ¥TD 0.00 DNEI 01062551 0672002019 Office Depol Inc u 110001
IO 304001 60000  YTD 00 - DNEI 01062551 0BZH209 06702018 Office Depol bnc u 110001
TI004 304001 60000 YTD 000 DNEI 01062526 06203019 067202018 COW Government LLC u 110001
72004 304001 60000 ¥TD B2 TE + e 10144267 0617112019 067202019 Office Degol inc u 110001
2004 304001 ¥ Y10 4312 INEI 10144366 ATi2019 06702019 Office Depot inc u 110001
TI004 304001 60000 YTD 24318 + INEI 10144379 1772018 08192019 COW Government LLC u 110001
2004 60000 YTD |DNEI 01061874 05022019 05022019 Loman Education Senvices. u 110001
TI004 304001 ¢ ¥10 . INEI 10142860 050172019 05012013 Lorman Educalion Senvices u 110001
TI004 304001 ¥1D + CROS FLDOYSZT  O4/30E019 042472018 AMEX CHRG PO33878 u 110001
T2004 04001 60000 Y10 | DNET 01061500 4112018 04112018 Expcutive Office Supply u 110001
T2004 304001 60000 ¥TD |DNEI 01061500 04117201 41172018 Executive Offics Supply u 110001
TI0D04 304001 60000 YTD + INEI 10142160 041112019 041172018 Exocutive Office Supply u 110001
7004 304001 60000 YTD + INEl 10142161 0411172019 041172019 Executive Office Supply u 110001
Total 807552 +
Moo [atsp W [20 ] Per Page Record 2 of 47
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12. Click on RELATED and select Query Document.

Bols et Geiaeen e K90 ek

(ST} appeunprod lareda ady . bl ¥ - L’
x

& ellucian Datail Transaction Actraty FGITRND 8 3.12 (PROD12c) [ ] B s rraten . RIEeE

Q Bearch

Detail Encumbrance Info [FGIENCD]

=
i

(Get Started: Complele e felds above and cifk Ga To search by name, press TAB from an 1D fieid, enter your search crileria, and thin press ENTER.

. ___________________________________________________________________________________________|
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14. Click on the X to go back to the previous page.

nvoice Date
Transaction
Cancel
Address Code

Sequence Number

Street Line 1

Street Line 2

Street Line 1

Discaunt Code

Faymeri Due

Bank

Vendor Invoice

Income Type

oTo12019

Temeant LLG

WVendor Hold:

Purchase Order: P(¥

Check Vendor

Calects Tax
City

Saste of Province
ZIP of Postal Code
Naton

Dwect Deposit Status

ACH Tranaacton

Trpe

Recept Required

! Documment Accountng

Caedd Mema

| 1090 Verdor

Direct Deposit Cveride

Text Exists

15. If you would like to review what is encumbered, click on the amount.

Bols et Geiaeen e K90 ek

Aecount
B1000
61002

61100

61106

12016
12024
76044
17666
LTl
78024
r8028
8120
78124

H o [Toizp W

~ ORGAMIZATION BUDGET STATUS

[20 ] Per Page

Fiscal Year: 19

Account Typa:

326,751 .44

Indenx: Query Specific Account: Include Revenus Accounts: +  Commit Type: Bath
Fund: 110001 Genoeal Opo Program: 60000 Instiulion worl Aecount:
Tie Adjustes Budget ¥TD Actvity
Sal Professional 434 404 58
Sal Professional Pt 14,701.00

Sal Stolf Rogula:
Sal Stalf Regulas Pt
Healih & Life Insurance

ORP Contnbubon

itadzod Asset

Mairdonance Agioomant
Expendabile Supphes.
Postage

Soltware

Prin Shop Charges

Prot Dev. Admin Traved
Rogistration Foos
Contracted Copy Sves
Contracied Seraces
Tax Collection

Telephone

Net Total

412519
20,087 13
rsa 62

13,000 00

000

420000
547 00
2,500 00

26,020.00
000 00

5000

1452303 08

1213046
126353 52
TA44017

11,180 84
20620
1477065
3449202
187238

839772

BO7T552 |

214088
678584
706 09

00

184200

48,080 70
519,344 67
5690
1,138,047 81

Loeation:

Astivity:

0.00
000
000
000
000
000
000
000
000
27969728
1804 65 |
000

000
0.00
674.00
50000
000
12045
0.00
000
500738

FINANCE DIVISION: BANNER 9 EMPLOYEE MANUAL (REVISED 8/8/19)

L ¥, Foer

107, 743.12
257054
43,959 48
391283
958 84
2063 88
14,315 18
302000
187238
-11,167 00
138017
25012
821416
1,263 11
300210
43100
65800
23,000.15
155,655.33

590

Record 11 0f 21



16. Click on RELATED and select Organization Encumbrances.

Q Search

Budget Summary Information [FGIBSUM]

Transaction Detail Information [FGITRND]

]
I

(ST spprunaod laveda * " L=
¥ @elucien  Organatonal Encumbrance List FGH ] B ML RELATED  f§TOOLS
Chart: L Fiscal Year: 10 Index:  Organization: 3040 ] g Fund [ Start Over
* ORCAMIZATICMAL ENCUMBRANCE LIST [+ = " V. Fitee
Vendor Rem Acct Prog Aoty Locn Amount ‘Commit Type
Toshiba Amenca Business Sohutions Inc 0 71418 BU000 270928 U
Lorman Education Senices 0 T2004 GO000 ME00 U
i et Services LLC 0 78078 BOO0D 12045 U
ERucian Live 76T GOO0D 50000 U
5 Executve Office Supply 60000 145665 U
; TR12148 EDO00 15900 U
| TR12150 60000 51500 U
| Recoed 101 T
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18. Click on RELATED and select Query Detail Encumbrance Info to see more details.

] .- R
Q@ appeueprod laredo sk + + #* " L=

*x @ ellucian Organtasonal Encumbrance List FGIOENC 93 11 (PROD12:

Q Search

:
14

19. This will show you what payments have been made and the transaction dates.

Bols et Geiaeen e K90 ek

(SR ] appeupriod laneda pda . 3 * - L =
¥ @elucian  Detail Encumbsance Actvty FC [+ B - 25 o0
PO033103 Pesiod: All . Seart Cver
* ENCUMBRANCE INFORMATION Binser B e Cepy | ¥
Descripon  Toshiba America Business Solutons Diate Estatiehed
Sats O Eatance 5,580 00
Tyoe F
fr ENCUMBRANCE DETAIL [ = s Y. Fiter
them
Sequence o
Fiscal Year 19
S O
Commé Indicator U Locn
Proj
coA L Encuribrance 123.00
e Liuidston 834278
Fund 110007 Eatance 2,780.72
Mod [[otzpe W Record 1012
- TRANSACTION ACTIVITY = ] TaCopy Y.
| Trarsacnon Date Type Document Code Action Transacticn Ameunt Remaining Balance
11302018 PORD PO033103 1,123.00 11,123.00
1211772018 INE 10136708 626,62 10,156.08
0108ENG INEI 10138925 626 02 926016
01162019 INEI 10139197 426 02 834224
02252019 INEI 10140509 626,62 741532
03252019 INEI 10141386 006 02 6,488 .40
047302019 INEI 10142757 526,62 556148
8 INEI 10144001 626,62 4634 56
07082019 INEI 10145390 626,62 3,707.84
077232019 INEI 10145886 626 02 278072
Record 1 of 10
= =
A0 Hocon D FCBNCD 1 1 d ik
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20. Click on the X to go back to your available funds and go to TOOLS to Export to Excel.

L=
1 B B 4§ To0L3
Q, Search
ACTIONS
Relresh s

Print Screenshot ‘
Clear Record

Clear Data ShlfeFS
Rem Properies

Désplay ID Image

Exdt Quickfiow

About Banner
OPTIONS
Format Display Preferences

EBANNER DOCUMENT MANAGEMENT

Add Documents >
PAGE LAYOUT

Expanded

« Compact

21. Click on Open to get the information into Excel.

Chart: L Larec - 10 index: Query Spesific Account: Include Revenus Accounts: v Commit Type: Both | :
Crganization: 304001 d: 110001 Genedal ¢ Program: 60000 Institubional Suppori  Aeeount: Aeeount Type: Aetivity: Location:
~ ORGAMIZATION BUDGET STATUS [+ 1 @ Dol Ty ¥, roer
Account Type Acpusied Busget ¥TD Activity Commitments. Available Balance
1000 L 434,494 58 28,7514 0.00 107,743 12
61002 L Sal Pk 14.701.00 12,130 46 0.00 257054
170.313.00 120,353 52 000 43950 48
11,353.00 744017 0.00 391283
1213068 11,160 84 0.00 958 84
206291 0.00 2062 88
62202 L TRS 000 1431818
62300 L Social Secunty arsa1 e 34 402 92 0.00 302000
71000 E Capitalized Assel 0.00 187238 0.00 187238
71418 E Mantonance Agroemin 000 836772 2,799.28 -11,167.00
72004 E Expandable Suppies B,500 00 8,075 52 1,604 65 1,380 17
72016 E Postage 2,400 00 2,140 88 0.00 25012
12024 E Soltware 13,000 00 8,785 84 0.00 821416
76044 E Print Shop Charges 2,000 00 70688 0.00 126311
17666 E Prot Dev. Admin Travel 6,200 00 452390 B74.00 300210
T1emn E Registration Fees 547 00 1,028 00 500.00 43100
78024 E Contracted Copy Sves 2.500 00 1,842 00 0.00 858 00
Ta028 E Contracled Services 2602000 48.960.70 120.45 2308015
78120 E Tax Colecton 675,000.00 519,344 67 0.00 15565533
78124 E Telephone 5000 5690 0.00 590
1452,303.08 1,138,947 61 5,007.38
M o [otzp W [20 ] Per Page Record 10 21
m&m:::z:::::mw - - I — —

. ___________________________________________________________________________________________|
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22. You can now format your Department’s budget listing.

e Fo Bx ] Iaewm - by O
. Hra- Z
Input Nate lesent Delete Format Stk Frd &
== < e Fler = Selert=
sty o tonng -
1 1. ‘Chur v
A (] = (3 [ ' [ " [ ) [3 L " ] o » ] [ ] T u v w % ¥ z T ac
1 [Char'  [¥iseal vea'index”  “Cuary 5o include R 'Commit TOrganizst 'Gey Oign Fume™  “Kay Fund ‘Program’ ‘Key Prog “Account’ ey Acet I'Accownt 1%y Ayp ‘Artiity’ ‘Kay Azt I'Loeaticn’ ey Loen 'Key Coat 'Kay Atei Dase’
20 i 0 v 304001 Comptroll 100001 Genersl 0 60000 Inititsticnal Support Lareda Community Collage
B "Account’ Type' Tatle' Adjusted YTO Activ ‘Commits “Available Ralance'
4 &0000 L Sl Profes AMAME W6TS14 0 107TMLL
5 61002 L 53l Profes 14701 1213046 o 257054
6 61100 L SasaffR 170313 1263535 0 4355548
T 61106 L Sal Sstaff R 11353 784007 0 351283
L #2100 L Heath £ | 1219968 1118084 0 WEs
L) 2300 L a124T 2w O 20ATRK
w0 202 L 08718 14T 0 J4N16.18
n 62300 L Mne mewn e E )
{+3 T000 E Capitalize 0 187233 o 157138
{t3 TIALS E Maintena 0 &R e 11197
H) THO4E Erpendab 8500 BOTS52 180463 138017
5| o6 Poage 300 JU088 o Eaar
£ T4 0 Software 13000 TS84 o aTILE
7 Teoa [ Print Sheg 2000 o6 o e
(L TGS E Prof. Dev. a0 45239 L2 3002.1
{13 THME Registrath a7 108 500 51
E THM E Conftracte 2500 1842 -] 38
n THOOR | Corfracts 030 ARSEST 1945 -2109.2
n 120 0 Tax Colles  GTS000 559044.7 0 1556550
n T 0 Telephon: 0 £t -} -6.9
M musi Talaphon w00 o [ w4
5
I
Fa
n
)
)
1n
2
EE
1
»
%
”
38
)
40
41
a
a5
“
43
46
FGIBOST (1} % . v
sassy ma = - [ . 12on

1. On the main page, type FOIDOCH to review a specific Purchase Order.

o smmaeone - S

[ST-} appeureprid laredo sk % - Lo

Welcome
foldoch| ®

Document History
(FOIDOCH)

FINANCE DIVISION: BANNER 9 EMPLOYEE MANUAL (REVISED 8/8/19) 13



2. Enter PO on Document Type and your PO# on Document Code. (Click Down Arrow to continue)

Document Code: | PIOSS006

Get Staried: Complate e fieids above and cick Go. To search by name, press TAB from an 1D fieid, enter your search crileria, and than press ENTER

ArcaEn  gETO0S

Emset @ Delele WaCopy Y, Fiter

Statzs Status Description
| Po035088 A Appravnd

| Imvoice 10146062 P Paid

; Chack Desbursaemaent 1063053

| Receing Dacuments Y0O024300 c Comploted

: Recaving Documents Y0024301 c Completed
Receiving Documents. Y0024406
Receiving Documents YD024456 c Completed
Fixed Assals TOO0STAGD
Fixed Assets TOO0STATO

Record 1019

FINANCE DIVISION: BANNER 9 EMPLOYEE MANUAL (REVISED 8/8/19) 14



4. Just click on RELATED and select Query Document for any of the available documents.

Bols et Geiaeen e K90 ek

(ST~ gt Lineda pda + " * - L’
X

@ ellucian  Documont History FOIDOCH 9.3 2

Q Search

Requisition Info [FRIRECN]

5. Just click on the Down Arrow to navigate.

Bols et Geiaeen e K90 ek

(SR ] apprinaprid Liveds s . 3 * - L =
¥ @elucien P kot Change Crdor Quary FPIPURR 9.0 (PROD12¢) .| - s £F TOOLS
Purchase Order: Blanket Order: =) ( CH
Change Sequence:
Humiber

Gel Started. Complate the fields above and chck Go. To search by name, press TAB from an 1D hold, enter your search crilbrs, and than press ENTER.

FINANCE DIVISION: BANNER 9 EMPLOYEE MANUAL (REVISED 8/8/19) 15



6. Click on the X to go back to FOIDOCH or to the main page.

¥ @elucian  Porchase/BianketChange Ordor Quary FPIPURR 8 0 (PROD12¢) [ ] B ML RELATED  f§TOOLS

Purchase Order: PO035056 Blanket Order:  Change Sequence Number: [ St Over

- ANKET ORDER INFORMATION ) = " V. Pt

Purchase Order Receipt Regured

Blanket Order Change Seq

Mutnber

Cvder Date HOTRE Cammodity Toul e N Sirspense
Transacton Date 2 "W Accounting Total Tréa7 ' Document Toxt
- ANKET GRDER Bien & "
v Complate

v Approved

FRoush Order
" NSF Checking

Delered Editing

Purchase Order Creatod from Requisiion

Welcome

fgloenc ®

Organizational Encumbrance List

(FGIODENC)

. ___________________________________________________________________________________________|
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2. Enter your ITIA/Auxiliary/Agency/Grant in the Fund or your G/O Acct# in the Organization.

B olSmmenn  Geiaen s K9 ek

Q@ spprunod laveda #* " L=

¥ @eluclan  Organzatonal Encumbrance List FGIDENG 8.3 11 (PROD12c) B B -3 o0
chart: 1 | Fiscal Year: |10 ) )
e = Organkzation: | 104001 [=] ComptialleciAccounting
Fund; [110001 =] General cperating Funa

Get Staried: Complate e fields above and cick Go. To search by name, press TAB from an 1D field, enter your search crilenia, and then press ENTER

Q@ spprunaod laveda #* " L=
X @elucian  Organtasonal Encumbrance List FGE F B SLFELATED  f§ TOOLS
Chart L Fiscal Year: 10 Index: Organization: 3040 3 g Fund sanover |
™ ORCAMZATIONAL ENCUMBRANCE LIST 4] ] " V. Fiter
Vendor Itam Acct Prog. Acty Locn Amount Commat Type
Toshiba Amarica Business Sokitions Inc L1415 63000 279028 U
Loman Education Sarvices 0000 MB00 U
Elite Employment Services LLC GODD0 12045 U
| e Ellucian Live 60000 50000 U
| Pocasazs Executve Office Supply 60000 J
| TRi2140 0 7786 60000 5800 U
| TR12150 0 77866 60000 u

Record 1ol 7 §

FINANCE DIVISION: BANNER 9 EMPLOYEE MANUAL (REVISED 8/8/19) 17



1. To view your available funds for all Agency Accounts, go to FGITBAL (General Ledger Trial Bal).

Welcome
faitb ®

General Ledger Trial Balance
(FGITBAL)

Trial Balance Summary
(FGITBSR)

. ___________________________________________________________________________________________|
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2. Enter your Agency Account# in the Fund field and click on the Down Arrow.

© oo e oo RV ek

O @ apprurprod laveda adu #* " L=
b 4 @ ellucian  Genaral Ledgor Trial Balance FGITBAL 8.3 7 (PROD12c) F B £ Toos
Chart:* | | i Fiscal Year: * | 18 Bo ]
Fund: [B10066 [=) Basebas Tean Aoeount: [ .
Account Type: |

Get Staried: Complate e fields above and cick Go. To search by name, press TAB from an 1D field, enter your search crilenia, and then press ENTER

]
I

. ___________________________________________________________________________________________|
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3. To find out your available funds, subtract the Encumbrance Control from the Claim on Cash.

] oo -

* B L=

M @elucian  Genoral Ledgor Trial Balance FGITBAL 83 7 (PROD12c) <] B A RELATED ¥ ToOws

Chart: L Fiscal Year: 10 Fund: 510066 Baseball Team Account Account Type: Stan Over |

* GEMERAL LEDGER TRIAL BALANCE B insert @) Delele Wy Cogy | W, Fiter

Descripson Beginning Balance Current Balance DebitTredit
| Clasmn On Cash 215067 Deba

Travel Advances 000 Credit

M 0 Ling B 000 Deba

ints Payabie Control

Fayable Other

Feserva for Encumbeances

518260 Credit
0.00

Fund Balances
Total ALL ACCOUNTS

Fecon 1 of 12 |
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5. This will show you all transactions, but you can also use FGIBDST to see your expenses.

™ s Lk ks

X @elucian  Genoral Ledgor Actity FGIGLAC 8.3 7 (PROD12c) B B

Chart: L Period:  Fiscal Year: 19 Index: Fund: 610066 Account 30110

* GENERAL LEDGER ACTIVITY =
| Transaction Date Type Document Description Amaunt
07252010 DREI 4005TEZ Biua Top Digital Reprographics

INE!
DNNI
INNI
DKL
INNI
DINEL st I

aton Products Inc

fice Py
oducts Inc
iness Office Pe ash
ca Petty Cash
Pe
INNI 10140924 LCC Business Office Petty Cash 76.10 Debit
Total 17,202 97 Deba
at3p M | Per Page Record 1 of 44
=
Record: 144 FGVTR T CODEI] 7 Al righes reamrvid el

O @ E———— * L S

Welcome
fri ®

Generic Ingquiry Report
(FRIGENR)

Grant Inception to Date
(FRIGITD)

Grant Code Inquiry
(FRIGRNT)

Grant Status History Inquiry
(FRIGRST)
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2. You will need to enter the Grant Number on both fields: Grant and Fund.

] e

X @ellucian  Grant Incoption to Date FRIGITD 5.3 11 (FROD12c) 4] B = £ 1008
Chart of Ascounts: || | [T | ———’;, ( o )
Grant Year: Index: I
Fund; | Organization:
Program: | Aetivity:
Lacation: | P Account Type:
Account: | Account Sumeary: | Al Lovels
Date From (MMYY); ] Date To (MMYY);
Inchade Reverus: Exclude Indirect:
Accounts Costs
Hisrarehy: Fund Sumemary: | |

By Sponsor Account:

Get Started: Complete the fiekds above and ciick Go. To search by name, press TAB from an 1D field, ener your search crileria, and then press ENTER

3. If you don’t know your grant#, you can click on the search box and select how to search.

] e

¥ @elucian  Granl Incoption ko Date FRIGITD 8.3 11 (PROD12:, [« ] #1008
Chart of Accounts: |1 I Grant: = oo
Grant Year: Index:
Fund; [= Organizstion:
Program: 1 Aetivity:
Locatian: [= Account Type:
Acomnt I Aceount Summary: | AllLivals
Date From (MWYY): ] Date To (MMYY):
Include Revenue: Exclude Indirect:
Accounts Costs.
Hisrarehy: Fund Sumemary: | |
By Sponsor Account:
ot Startod: Complte th fieks above and clc Go, To search by name, press TAB from an 10 o [ e LS
List of Grant Codes (FRIGRNT)
Grant Title Search Form (FRIKGNT)
7= || s
T — G5 OPT BLOCKSELECT A DESC (1] G000 - 2018 ERcian. Al rights reservedd ellucian
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4. You can press F8 to get all the Grant Codes or search by Grant Title.

] e

X @elucien  Granl Codo Inquiry FRIGRNT 8.3 12 (PROD12c) B B FrY £ 1008

I m_ulcocslmnr 0 Enier a guery, press FA o execute.
Basic Filter  Advanced Filer o

Grant © OGramtTHe © suuws @ | Stans Deseription © | Principal investigator 10 e

|=—-F-"- -

| Add Another Field .

@ ellucian  Granl Code Inquiry FRIGRNT 8312

~ GRANT CODE INQUIRY

Geant [HIREE || Federal Workstudy - FY10 Suhs (A Aclive PO33ATBADS3
Principal Irvestigaior P 1005350 Aguskar Stoven Stanus Dwte  OROR2000
:]

Agency  VODOOTO91 U S Dept Of Education Progect Start Date

Curent Amourd Project End Date

Cumssatn: Amourt Sporrsor 10
Maenum Amount 531,415 00 Responsitle L |[464001 Financial Aid - Main
Cwganization
M o[ Z1jalazap W [1"] Per Page Record 21 of 634
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6. Once your Grant# populates, enter the Grant# on the Fund and click on the Down Arrow.

x & ellucian Grant Incoption ko Date FRIGITD 83 11 (PRC 4 B ﬁ TOOL

Chart of Accounts: || | Grant: (210618 al Workshudy - FY 18 o )

Grant Year: Index:
Fund; [210619 | o 156400
Program; [ 50020 | Aetivity: =
Lecation: | P Account Type:
Account: | Account Summary: | All Lovals
Date From (MMYY); af| ¢ 18 Date To (MMYY); [0
Include Revenue: Exclude Indirect:
Accounts Costs
Hisrarehy: Fund Sumemary: | |
By Sponsor Account:
Gt Started: Complate the iekds above and cick Go. To search by name, press TAB from an 1D fiekd, enter your search crileria, and then press ENTER.
- | x
T Fecont i "

X @ellucian  Granl Incophion to Dato FRIGITD §.3.11 ¢ L4 1 SR RELATED i TooLs
Chartof Accounts: L Grant: 210610 Foderal Worksiudy - Y10 GrantYear: Index:  Fund: 210610 Organization: 454001 Program: 50020 Activity:  Location:  Account Typs: sanover |
fceount:  Account Summary: All Lovils  Date From (MMYY): 07/ 15 Date To (MMYY): 0/ 10 include Revenus Accounts:  Excludeindireet Costs:  Hisrarchy:  Fund Summary:

By Sponsor Account:

~ GRANTINCEPTION TO DATE insen @ Oeiic Ty ¥, Fiter

Ty e — — — —_—

| 81502 L Sal Sudant CWS Fed 531,416.00 | S30115 | 0.00 1,301.00

i 62300 L Socal Security 000 9229 000 20229 §

| Record 1012 |

= MET TOTAL B insen | Delete Wiy Copy | W
Adjusted Budget Activity Comenitmants Availabie Balance

531 416 00 530,407 29 0.00 1,008.71
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8. Click on RELATED and select Grant Detail Information for a list of all expenses.

9. Click on the transaction you would like to review.

T T

L (5]
B B
COA: L Grant 210610  Index: Fund: 210610  Organization: 464001 Account: 61502  Program: Location: Commit  Year: Period: smnowr |
Date From: 07012018 Date To: 08312010 Poal:
~ GRANT TRANSACTION DETAIL B inset B Dot W Copy | W Per
s _OQTMM_W Activity Date _uou-nm _unenpuon Comenit Fund AcenEy Location Transaction Date Foaid _Am-m__
‘ 464001 50020 a7z0e FO1B3880 HR Payroll 2010 SM 140 u 210818 073010 YT
464001 0020 aT2Me FO163429 HR Payroll 2010 5M 130 u 210619 07152019 YTO
464001 50020 070272018 JO061414 SM10 LBVT TUT u 210818 0B2572018 YD
464001 50020 061412 SMOBLBVTTUT . U 210618 067252 YT
50020 GLEVITUT.. U 210619 Y1
0020 JOOB14%1 MOT LBVT TUTOL. U 210619 Y10
50020 0061410 u 210619 YT
464001 0020 J00B1409 u 210619 Y10
464001 50020 OF2019 J0061408 u 210619 ¥TD
464001 50020 OT0R2H18 0061406 RCLS 2018 SMOZLEVTTUT.. U 210618 YTD
464001 50020 072018 J00B1407 RCLS 2019 SM O3 LEVT TUT . U 210619 Y1o
454001 50020 a8 J00G1405 RCLS 2019 SMOT LBVT TUT.. U 210619 Y10
464001 50020 OTNR2018 JD0B1403 RCLS 708 SM23 LBVT TUTO.. U 210618 YTD
464001 50020 OTARME JO0G1404 FMBSMPALBVTTUT. U 210618 YTD
464001 50020 aFi012019 J00B1402 BVTTUT. . U 210619 Y10 |
464001 50020 OTr208 J0061 M SMZYLBVTTUT.. U 210619 Y1
464001 50020 oT2018 JO0G1400 RCLS 2018 SMAOLBVTTUT.. U 210618 06725201 ¥TD
464001 50020 OTOT01E  JETE  J0061309 RCLS 2018 SM 1S LEVT TUT.. U 210619 06/32010 Y10
AB4001 50020 0712019 HGNL FO163188 HR Payroll 2019 SM 120 u 210619 0602019 YTO
464001 50020 07012019 HGNL  FO162882 HR Payroll 2019 SM 110 u 210619 06152019 YTD
Total
WA [tatse N [20 | Par Page Record 1 of 83
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10. Click on Tools and select Export to get the list on excel.

T T

p , S eI )
4] B £ oos
- . oAt S et el Yiar e Q, Search
ACTIONS
— —— Relresh ]

Print Screenshot

Clear Record ShiT 4

Clear Data

Item Proparties
Display D Image
Exit Cuschilow

About Banner

OPTIONS

Query Total for all records
Format Display Preferences

BANNER DOCUMENT MANAGEMENT

Add Documents >
PAGE LAYOUT
Expanded

~ Compact

11. Click on Open to view the excel file.

T T

‘ , + - #* = L
on Dot Foem F 4] B Fy
COA: L Grant: 210610  Index:  Fund: 210618 Organization: 464001 Account: 61502  Program: 50020 Activity:  Location: Commit  Year: Period: Smnowr |
Date From: 07012018  Date To: 08312010 Poal:
~ GRANT TRANSACTION DETAIL B insent @) Dol Twiopy | V. Pmer
Arecunt ‘Organizstion Program Activity Date wp-_ Decusnent Deseription Comenit Funa Aoy Lecanon Transaction Cate Fiied Ameunt |
[ | 464001 50020 077312018 HGNL  FO183860 HR Payroll 2010 SM 140 u 210810 073010 YD
464001 0020 073018 HONL FO163429 HIt Payroll 2018 5M 130 u 2106109 07152019 YTO ]
464001 50020 070272018 JETE JO061414 RCLS 2018 SM10 LBVT TUT u 210818 0B2572018 YD |
464001 50020 07022018 JE1E  J0061412 RCLS 2018 SMOBLEVT TUT. . U 210618 ¥TD |
464001 50020 51413 09 LBVT TUT.. U 210619 ¥TD
61502 464 0020 JOOB14%1 MOT LBVT TUTOL. U 210619 Y10 |
61502 464001 50020 0061410 RCLS 2018 SMOSLENTTUT. U 210619 YT
61502 464001 0020 J00B1409 RELS 2010 SMOSLBVT TUT.. U 210610 Y10 |
61502 464001 50020 OF2019 J0061408 RCLS 200 SM (4 LEVT TUTD.. U 210619 ¥10 |
61502 464001 50020 OT0R2H18 0061406 RCLS 2018 SMOZLEVTTUT.. U 210618 06252019 ¥TD |
B1502 464001 50020 072018 J00B1407 RCLS 2019 SM O3 LEVT TUT . U 210619 06252019 Y10
61502 46400 50020 a8 J0061405 RCLS 2010 SMOTLBVT TUT.. U 210619 087252018 YT
61502 464001 50020 OTNR2018 JD0B1403 RCLS 208 SM23 LBVT TUTD.. U 210618 06252019 YTD
61502 464001 50020 OTARME JO0G1404 RCLS 2018 SM24LBVTTUT. U 210618 06/252019 YTD
61502 464001 50020 aFi012019 J0061402 RCLS 2018 SM22LBVT TUT.. U 210619 062572019 Y10
61502 464001 50020 OTr208 JOOG1401 RCLS 2018 SM21 LBVTTUT.. U 210619 06 a Y1 |
61502 464001 50020 oT2018 JO0G1400 RCLS 2018 SMZOLBVT TUT.. U 210618 067252018 ¥TD |
61502 464001 50020 07012018 JE16  J0061300 RCLS 2018 SM 1S LEVT TUT.. U 210618 06302010 Y10
61502 AB4001 50020 0712019 HGNL FO163188 HR Payroll 2019 SM 120 u 210619 0602019 YTO
61502 464001 50020 07012019 HGNL  FO162882 HR Payroll 2019 SM 110 u 210619 06152019 YTD
Total
WA [tatse N [20 | Par Page Record 1 of 83

= ad ‘What do you want to do with FRIGTRD.cov?
: : | Forbminrpodn® I — _

. ___________________________________________________________________________________________|
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12. You can now format your excel report.

F— . o el Gocd Fetral ol
= Mesge & Conter $-% ¥ s e ¥ Input Note
gt " fost 5 Bt 5 P 3 e -
a1 - & || eow -
4 e e | 0 | F | 8 | W | % | 4 | kK | & | M | W | w LR - I} 5 | 1 | w VoW | %X % x| a oM oA | s
1 " Index’  Fund'  Oeganizat’Account’ Progeae’ ‘Acthity’ 'Locstion’ Comem' Yaar riod  Tate Free Date Te' ‘Agency’ PA/Manag Projact Py Te' Peal
2| 9 0619 as0on  ssar  somo 7/1/2018 memrmrny U % Dupt Caguilie, S1 /12018 avassmsn §
3 "account’ ‘Organizat Program' ‘Activity 0'Type”  'Documen Descripth Commit' Fund  Activity' Location TraenactiField’  ‘Amount’ ‘Increasel) o Decreasel-}’
4| 61307 46001 0000 wememe MGNL WA Payre Ly 210819 e T 20917 +
5| EIS02 45001 50000 ewesess HGNL HR Payrod U 20815 v D T3 +
6 ELS02 4001 S0000 eesess 16 ROLS 3019 1 20815 awnanen ¥TD e
7| G102 454001 50000 ewesess 16 ROLS 2019 1 20815 e VTD 43568
8| 61502 45000 50000 smewes 016 RCLS 3019 1 210819 ] 8415 -
8| 607 asom so0o seseesss 16 ReLS 300 1 710614 amsmrmr ¥ s -
0| 102 ABIODL SO0 swwawess (15 BCLS 2019 U 0819 1D -sinsd -
11 E1507 45001  S0000 mewmweww 16 J0061408 ROLS 2019 U 20819 A Y70 -¥581
12| BLSZ  4G4D0L  SO020 sweewesw E1E  HOGLANS ROLSIOSEL 2063 e D 178
13| BIS02  4G4001  SO0D0 sweswess 16 JOGI406 ROLSHNS U 20515 e D ‘1mAn
| 6102 464001 50000 ememeees 1 HOGI0T ROLS 019 U L0813 Aeanen TTD “HLST
15| 61507 464001 50000 eweweeww (16 JOOGLEDS ROLS 2019 U 0419 e VD 10844 -
36| 61507 464001 0000 smewsess 016 HOGLACE RCLS 2085 U 10819 w0 -R36.7% -
17| 61507 464000  S0000 swswwews 16 HOGLAE ROLS 3018 U 10819 w0 amr -
18| GIS02 464001 50000 ememeess 16 JOOGL02 ROLS 013U 210813 e D 3686 -
19| BIS0Z  AGMD0L  SO0OO ewesessw E16  HOGLAOL RCLSIOIE U 20813, e D -363.07 -
0| 61502 4GA0L 30020 wwewesss 16 NOGLAD0 ROLS 218U 20813 eamne 1D e
| EI02  AGM00L 50000 eseswes 16 J00G199 ROLS 018 L 210813 san VD 19137 -
23| 61502 A64001  S0000 swsmwams WONL  FOLGNISE MR Payrod U L0819 v YTO 18521
I3 61507 ABOOL 300N swewesN WONL  FOLEISED MR Payrel U 210819 oD 250750 ¢
38| E1503  4BM001 500N weeeees IS K00GMI0S TORIVELL 20813 e 1D 2N -
25| 6l G001 30020 wwewesss E1S  ROGLIS0 ROLSHRPU 20813 weamae TID 1326453 +
28| 61502 454001 30030 wweesses 1S KOGLL7S ROLSHAP L 210813 aramn— IO 228344 +
7| 61502 464001 SO020 weeswes HGNL  FOLE2S36 WR Payrobl 2063 e D e
M| 61503 484001 S0000 eewsmes WGNL  POIEIIST WA Payrchl 0818 T astang «
30) 107 MO0 50000 s S16  JO0GORSD RCLSNRD U 20814 swsmame ¥ o
30| 61502 ASMO0L 50000 wemeewws 16 JOOCOBAD BCLSWRPL 10819 Beaial] 241082 ¢
31 E1502  A5a001  S0000 mewwweww 16 10060848 ROLSHR P L 20819 A Y70 MNIL .
32| BLSZ 454001 SO020 swwewesw E1E OG0B ROLSHRPL 2083 e D a0 +
33|  BIS02  AS4001  SO0N0 wwewswss E16  J0OG0BAS ROLSHRPU 20815 e D 75
34| 6102 464001 50020 ememeees 1 KOG0836 ROLSHR 40 ol Aeanen TTD patlin g
35| 61502 4GM001 50000 wewewws 1S XOGOBM RCLSNRP L 210819 e T s
36| 61507 464001 S0000 swewwsEs WGNL  POLELTIE WA Payrod U 10819 w——TD a506.51 +
37| 61503 4B4001 5000 wemmmwww MGNL  FOLENISS MR Payrchl 0813 r— T S0T
38| GIS0Z  AGI0L  SO0CO wewessw HGNL  FOLGIGLS HR Payrof U 210813 e D smTal e
38| 6102 4GAD01 30000 wwewessw MGNL  FOLGISO6 HR Rayrol U 20813 e D 086,19 +
40| G1502  AGH00L 50020 wwewewes E16  NOGIZTT ROLSHAP L 20813 eamne 1D 2ax80.0 +
41|  BI02  ASM00L 50000 seseswes 16 JOOGOITH ROLSHRPL 210813 san VD 07115 +
43] 61502 48001 50000 eeswes 1S JOOCOITE RCLSNRP L 710819 ] 3936 -
4)| 61502 464001 S0000 swwwwess 016 OG0T ROLSNRP L 10819 e D s e
48] E1500  4BM001  S00NC e IS XOOGOITS RCLSWRPL 20813 e 1D 1936 +
43 GIS0Z  4G4001 30020 wwewesss HGNL  FOLGLEIZ WR Payrof U 20813 weamae TID 18652 +
48|  BLSO2  ASMDGL  SO0I0 wweeswss HGNL  FOLBOTI0 WR Payrol U 210813 vanenen VT 4205 + =
FRIGTRD (1) . v
Erasy | ] - ] .
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Banner Important Information and ‘Useful Tips,
Tricks and Features

#1 Best Feature

+ How to make Banner BIGGER
» Ctrl = increase zoom (essentially ctrl with +)
» Ctrl — decrease zoom
« Ctrl 0 reset zoom to 100%

* These are all web shortcuts (not new Banner shortcuts) but because
Banner 9 is not on Oracle forms, these shortcuts actually work now.

©2017 ELLUCIAN. CONFIDENTIAL & PROPRIETARY. SESSION ID: 98165 7

Application Navigator °"“°L‘:“ve|2017

= 2%
* The Welcome Screen: 4 ways to navigate
» Seach box: searches page names and descriptions = Ctrl + Home

Q.+ Search Icon: kind of like having “Go To box.” Ctrl + Shift + Y

T

» Recently Opened Icon: previously found under file and maxed at 10 forms.
Now includes all objects opened. Like the Go To box list of forms. Ctrl +Y

=+ Menu Icon: basically the main menu Ctrl + M
» Navigator Help = Ctrl + Shift + L
» Navigator Sign Out = Ctrl + Shift + F

* Yes, you can change the pretty campus picture
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Shortcut Keystrokes

mman Banner8 Bannerd
Save F10 F10
Rollback/Start Over Shift+F7 F5
Quit/Close Ctri+Q Ctri+Q
List of Values/Lookup F9 F9
Log Out of Banner Ctrl+Q Ctrl+Shift+F
Next Block/Next Section; Go Ctrl+PgDwn  Alt+PgDwn
Previous Block/Section Ctrl+PgUp Alt+PgUp
Clear Block/Section Shift+F5 Shift+F5
Next Field Tab Tab
Previous Field Shift+Tab Shift+Tab
Checkbox toggle Spacebar Spacebar
Radio Group toggle Left/Right Arrow Left/Right Arrow
Go To: Search F5 Ctrl+Shift+Y
Go To: Recently Opened F5+Up/Down  Ctrl+Y+Up/Down
Forms with Tabs direct to Tab F2 Ctrl+Shift+1, 2, 3, 4

Next Record

Down Arrow

Down Arrow

Previous Record Up Arrow Up Arrow
Enter Query/Filter F7 F7
Execute Query F8 F8
Quit/Exit/Cancel Query Ctrl+Q Ctrl+Q

Note: To Query, use the % sign such as Texas% and you will get all Grant Codes

That have “Texas” as part of their Grant Title.
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