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Navigating in Banner

Logging in to Banner Self Service

Banner Finance is accessed through the insideUNH portal using the following url link:
https://insideunh.newhaven.edu

The following log on screen will appear which prompts you to enter your User ID and Password
which is the same user ID and Pin you use for your system sign-on.

BAEH /= we(come to insideUNH - powered by SunGard Higher Education - Microsoft Internet Explorer provider! by University of New Haven (=123
@ H: Universiy of New Haven (4] | 1| 49| | |4 coo |[2]-
File Edit Wiew Favorkes Tools Help X %Cunvert ® @EE\att
x Go gle‘

® S hitps | o newhaven,sdu -

v"‘ Search = | More > o Siantn A -

i Favorites | 73 @5

~ I ek

e
| § welcome to insidelINH - powered by SunGard Higher .

Page - Safety v Taok @
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Username:
Password:

Recommended Browsers
N Whatis insideUNH?

Troubleshoot Tips

€ Internet
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G‘: > [&] heps

newhaven.edy | B University of MewHaven [Us] || B3| ¢2/[ % (2]
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Security Warning Logout  Help
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Do you want ta view only the webpage content that was delivered

securely?

This webpage contains conlent that will not be delivered using a secure HTTFS
cannection. which could comprormise the secuity of the enfire webpage.

My Announcements

There are no announcemeants

Crr—

There are no announcements

Current Weather

Online Newsletter of the University of
New Haven

+ Featured Event: Graduate Open
House
Dodds Theatre, 9 3.m. - 1 p.m., June
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Featured Event: Summer Preview
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Throughout June and August
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Navigating in Banner

Once you have successfully logged in, you will see the insideUNH main page. InsideUNH will
become the one-stop destination for all your information needs. You will receive more information
from IT regarding functionality within insideUNH. To access the Self Service Banner (SSB) system,

click on the SSB icon.
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newhaven, edu
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Navigating in Banner

The first time you access the SSB module, you will receive the following message that indicates your
system sign on has been synchronized. Click the “Click Here” link to continue. You will not receive
this message after your first log on.

w ez http:ffbanner-ssb.newhaven. local:9000/prod/gokcsso. p_call_banner_sserv?sess_token-REZMTOSDNWETZ - Microsoft Internet E..
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x Google] x Go g|t| v|ﬂSearch ~ - More > _ sgnin % - fa
i Favorites || ¢ Favorites | 5 @ v e .
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My Accour I
Content Layou

Welcome !
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=
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/4] Errr on pagg Done & Internet 43 v ®10w v
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After entering Self Service Banner (SSB), you will click on the Finance link to access the Finance
module of Banner.

f Main Menu - Microsoft Internet Explorer provided by University of New Haven |Z”EMX‘

‘E newhavenlocal v (|49 % Fl ‘p =
File Edt ‘View Favorites Tools Help b4 %Cunvert . @Select
{jFavontes i;, é v E -
im| = »
Eein Henu 5v B 2 m v Pagev Safetye Took+ @)+

Banner Self Service

Finance

Serch (=)

ACCESSIBILITY SITE MAP HELP EXIT

Main Menu

Finance
reate or refu financial documents, budget information, approvals.

RELEASE: 8.3.1
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Navigating in Banner

Once in the Finance module, the main menu shows the various options for the Finance module.

- =

sl Favorites | 55 Suggested Sites v @ | Web Slice Gallery +

_@Finance | f?ﬂ v~ [ ~ [ @ ~ Pagev Safety~ Tools~ ﬂv

Search [ o |
- RETURN TO MENU  SITE MAP HELFP EXIT

Finance

Budget Queries
Encumbrance Query
Requisition

Approve Documents
View Document

Delete Finance Template

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.4

Budget Queries — allows users to review budget data using various data criteria such as Year to Date
Actual expenditures, Encumbrances and Budget by Organization, Fund and Account number

Encumbrance Query — allows users to review data specific to established Purchase Orders

Requisitions — allows users to process electronic Purchase Requisitions which will then be
electronically routed through the appropriate departmental approval process and then
electronically routed to the Purchasing department for conversion to a Purchase Order

Approve Documents — allows users who have designated approval authority to electronically
review documents and then approve or deny the document

View Document — allows users to view documents (such as Purchase Requisitions or Invoices) that
are within their Organizations as defined by their security profile

Delete Finance Template — allows users to remove templates from the Banner system. Note, users
may only delete templates they have set up, shared templates must be deleted by the Business
Office

University of New Haven
Business Office
Created Julv 2011 N- 4



Navigating in Banner

Navigating to/from Screens

To move to prior screens, you can use your internet browser “back” button
To return to the Main Menu, select the MENU option at the top right part of the screen

Exiting the System

To exit Banner, click on the EXIT option in the top right part of the screen.

Move
to prior
screen

E = Budget Queries - Microsoft Internet Explorer provided by University of New Haven

& Budget Queries

inside UNH

Finance

,@\i_;' &l nenhavenacal | EIEEIRS | / |21
File Edt View Favorites Tools  Help x  @corvert - [ Select
o] .
S Favorites | 55 @ - g -
Biov B 0 dm v pogeqf Safety- Toos- @~

Return to
Main Menu

EEX

Exit the Banner
system

Banner Self Service

Budget Queries

T Ta create a new query choose a query type and select Create Query. To retrieve an existing query choose a saved query and select Retrieve

Query.

Create a New Query

Type ‘Budget Status by Account b

Create Query

Retrieve Existing Query

Saved Query

Retrieve Query

|4
MENU  SITE MAP  HELP  EXI

After exiting Banner, you will return to the insideUNH portal main page. To log out of insideUNH, click
the Logout Icon

/= SunGard Higher Education - Microsoft Internet Explorer provided by University of New Haven

@\‘ Jv |8 hups newhaven,edu

| 5 tdentified by verisign || 11| 42| | 28 J[2]=

File Edit View Favorites Tools  Help

x @yConvert ~ [ Select

x Go glc|
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S sunGard Higher Education

inside UNH

Welcome Deborah

CDEERILL | o o o e

Content Layout

Eh-

_ Signin 9 ~

Bl 0 dm - Page~ Sofetyr Took -+ @

\TYTW| Athletics & Recreation | Technology | Employee

University Announcements

There are no announcements

My Announcements

There are no announcements

Online Newsletter of the University of
New Haven

2@ Featured Event: Graduate Open
House
Dodds Theatre, © a.m. - 1 p.m., June
11
Featured Event: Summer Preview

ays
Throughout June and August
Featured Event: Police Studies
Conference

University Calendar = k=)

UNH - All Events
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Jul 2
5pm Victi 4:30pm U 8:30pm A 1:30pm S1 4:30pm S
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4 5 8 7 8
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7:30pm Tl 10pm Par :2mors

10 11 12 12 14 15
Spm Victi 4:30pm U 5:30pm U 1:30pm Si 4:30pm S
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7:30pm T| 2 M0rE 9:30pm Tt

People & Places

Campus Map
Directory

Current Weather
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Purchase Requisitions

Creating a Requisition

The purpose of this manual is to provide instruction regarding the creation of Purchase Requisitions
using the Banner Self Service module. The instructions will enable you to create a Purchase
Requisition for single or multiple items, split accounting, save requisitions as templates for future
use, and query the status of a Purchase Requisition

From the Finance Menu screen select “Requisition”

- e - [ N R -

7:3 Favorites TJ:‘;', Suggested Sites = @ | Web Slice Gallery =
- »
(& Finance i - B - =] @ -~ Page~ Safety~ Tools~ @~

inside UNH Banner Self Service

Search

RETURN TO MENU  SITE MAP HELFP EXIT

Finance

Budget Querie
Encumbrancg/ Query
Requisitiomn

Approve Documents
View Document

Delete Finance Template

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.4

The Self Service Requisition screen will appear.

All of the information that you need to provide to create a purchase requisition is located on the
Requisition page in Banner Self Serve. Specific instructions are provided below including individual
screen shots of the sections of the web page that you will need to complete.

University of New Haven
Business Office

Created Julv 2011 P-1




Purchase Requisitions

Entering Purchase Item Details

—Enter Transaction date (the date you create the requisition)

——Enter Delivery date (the date by when you want to receive the good or service). The delivery date
must be after the Transaction Date.

———Enter Vendor ID if it is known. The vendor ID can be blank if you would like Purchasing to select the
vendor. You can also search for a vendor using Code Lookup.

& Requisition - Microsoft Intemet Explorer provided by University of New Haven A R
@\/" [) httpi//banner-ssb-test newhaven Jocal9020/tmg/bwfkregn.P_Requisition

pel -]
& Convert = [ Select

i Favorites

5 ™= Login - Unimarket @ Suggested Sites v | Web Slice Gallery
(& Requisition

Search

% - B - I @ - Page~ Safety~ Took~ @~

MENU  SITE MAP  HELP EXIT

Requisition

Begin by creating a new requisition, retrieving an existing template, or searching for an existing requisition in process. Enter Vendor ID and select Vendor Validate to default related
information. Enter or modify vendor, requestor, commodity, and accounting information. Use Code Lookup to query a list of available values

m

Select Document Text link to attach text to the requisition. Select the Item number link to add item text for a commodity

Choose Validate, if desired, to validate calculations and codes. Choose Complete to perform a validation and forward the document for processing. Choose Save In Process to
validate and save the current contents without completion.

Search In Process Requisitions ]

use Template |pone [=]

Transaction Date 13[+] [JuL 2011[~

Delivery Date 13[~] u =] [2011][+

Vendor ID Vendor Validate

Address Type
Address Sequence

Vendor Contact Vendor E-mail

Requestor Name Trainog
Requestor E-mail

Area Phone
Code Number Extension
Requestor Phone

Requestor Fax

Chart of Accounts 4 700002
Organization

Currency Code NUHEE

None El

Di Code
Done

& Internet | Protected Mode: On f5 ~ ®105% ~

University of New Haven
Business Office
Created Julv 2011 P-2



Purchase Requisitions

Search for a Vendor
First, scroll down to the bottom of the page to the “Code Lookup” section.

Next on the “Type” line, use the drop down arrow and select “Vendor”
You can search by either Vendor Number (ie. Code) or Vendor Name (ie. Title) -
To search by Code, type your search criteria in the Code Criteria field

To search by Title, type your search criteria in the Title Criteria field

% Requisition - M:_c_a_mu?i'mr'mtp 3ea]

e, ® O

x @Convent = [A Select

Totals:

Dollars Percents

< | | save In

Code Lookup

—p Chart of Accounts Code 1| =)

Type account & [=]
Code Criteria

Title Critesria

| Execute Query

[ Budget Quenes | Encumbrance Query | Reguisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.4.0.4
& Internet | Protected Mode On fa = His% -

If you are unsure the exact criteria, you can search using partial information and a wild card
character (%).

% = Wild card

A% = items that begin with the letter A in their Code or Title
%A = Items that end with the letter A in their Code or Title
%A% = items that include the letter A in their Code or Title

When you finish entering your search criteria, click the “Execute Query” button

University of New Haven
Business Office

Created Julv 2011 P-3



Purchase Requisitions

—— The query results will appear at the top of the page

If the appropriate vendor is listed, copy the vendor number from the query by highlighting it with
your mouse then right click and select “copy” from the menu that appears. Next scroll down to the
Vendor ID cell in the Requisition Form, right click in the Vendor ID cell and select “paste” from the
menu that appears.

8 e e - ==

@L)' [£) htp//benner-ssbtest newhaven local9020/tmg bufkeeqn.p Requisition <[ @[4]x]
& Convert = [BE) Select

i Favorites | 3l ®8 Login - Unimarket @ Suggested Sites » @] Web Slice Gallery +

$'3 Bing

»

gRequls\tlun Hiov B v 0 & v Pagev Safetyv Took= @~

Valdate and 5ave the CUrent Content: Wltnout Completion.

~

7 Locate the desired value from the code lookup results list and type that value into the applicable field.

Code lookup results
Hold|Vendor ID

Name

No (210009506 |Abbe, Anthony

— No (300000020 |ARCO Manufacturing Co., Inc.
Yes [500000041 |ABC Trucking Company

No [610009711 |Abbot, James E.

No [@00000018|Atlantic & Pacific Tea Companyj
No |A00010003 Acme Seed

No |V8 )American Express

No |V9 AT&T

m

I Search In Process Requisitions I

Use Template [none |z|

Transaction Date 13[~] uL [=] [z011[+
Delivery Date 13[=] [auL 2011~

Vendor ID Vendor Validate

Address Type
Address Sequence
Vendor Contact Vendor E-mail
Requestor Name Trzinog
Requestor E-mail

Area Phone
Code Number Extension
Requestor Phone

Requestor Fax

Chart of Accounts 700002

Organization

Done €D Internet | Protected Mode: On v ®105% ~

Select the “Validate Vendor” button and the requisition will populate with the vendor information.

Vendor information will populate based on defaults from the vendor record in Banner

University of New Haven
Business Office
Created Julv 2011 P-4



Purchase Requisitions

Next, type the following components in the Requisition Form. Note, several fields will default, but
can be changed by the user.

Requester information — will default based on user profile in Banner
Chart of Accounts — will default to “H”

Organization — will default based on user profile in Banner

Currency code — will default to US Dollars

Discount code — will default based on the profile for the supplier in Banner
Organization — will default based on user profile in Banner

Currency code — will default to US Dollars

Discount code — will default based on the profile for the supplier in Banner

Ship Code — will default based on user profile. This will be the ultimate destination for the material.
It can be changed when the PO is created in order to deliver to a central receiving location.

Attention To — will default to the requestor’s name. Override the requestor’s name to the name of
the person who is intended to receive the material if appropriate.

@ Requisition - Microsoft Internet Explorer provided by University of New Haven

@Uw |g http://banner-ssb-test.newhaven.local:8020/trng/bwfkreqn.P_Requisition v| B ‘41»‘ x \ Bing
@ Convert + [ Select

[ T

5 Favorites | 5% W= Login - Unimarket @ Suggested Sites = & Web Slice Gallery +

@& Requisition i v B v~ = @ v Pagev Safetyv Toos~ @~

»

validate and save the current contents without completion.

| Search In Process Requisitions |

Use Template |none E

Retrieve

Transaction Date 13[«| [uL [»| [2011[+]
DeliveryDate  13[~| Du [-] [2011]+]

Vendor ID | Vendor validate |

Address Type

Address Sequence

m

Vendor Contact

'e

equestor Name Tr3in04

Vendor E-mail

Requestor E-mail

< Area Phone
Code Number Extension
Requestor Phone

Requestor Fax

Chart of Accounts 700002

» Organization
»

Currency Code None[ -] None [ -]
» Discount Code
»
Ship Code WARE1 Train04
» Attention To
»
Comments
Document Text
Item Commodity Code Commaodity Description u/Mm Quantity Unit Price Discount Amount Additional Amount
None
1
None E
2
Dene € Intemet | Protected Mode: On fa v H105% ~

University of New Haven
Business Office
Created Julv 2011 P-5



Purchase Requisitions

Enter comments (as appropriate) — comments are limited to 30 characters and will print on the

requisition/PO

Header Text — This option allows users to enter additional text for the requisition. You can choose

whether the text will print on the final requisition or not, in which case, the text will only be visible

in the system.

To add text to the Requisition Header, click the “Document Text” lin

’_E Requisition - Microsoft Internet Explorer provided by University of New Haven

@Uv [@] hetpi//banner-ssb-test newhaven.local:9020/tmg/ butkreqn.p_Requisition

& Convert = [A0)Select

i Favorites | 5% ®H Login - Unimarket (@ Suggested Sites = @] Web Slice Gallery v

(@& Requisition

B~ v 7 dm v Pagev Safetyv Toolsv @+

»

Commaodity Validate

Calculated Commodity Amounts

Document Text

art of Accounts 700002
Organization
Currency Code None[ -] None [-]
Discount Code
Ship Code WAREL Traino4
Attention To
Ci 1ts
Item Commodity Code Commodity Description u/m Quantity
None E
1
None E
2
None E
3
None
4
None
5

Discount Amount

Item |Extended Amount|Discount Amount|

Additional Amount|

Net Amount|

1

Additional Amount

mn

Done

University of New Haven
Business Office
Created Julv 2011

@ Internet | Protected Mode: On

‘Ao ®105% -
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Purchase Requisitions

The following screen will appear:

For text to print on the Requisition/PO, use the Enter Document Text, Print box. Example —

quotation reference, packaging instructions, etc.

For text to print on the Requisition/PO, use the Enter Document Text, No Print box. Example
— suggest supplier on a requisition or provide internal instructions to the Purchasing

department.

When you are finished entering text, click the Save button

& Document/Commodity Text - Microsoft Internet Explorer provided by University of New Har

[@] hitp://banner-seb-test newhaven.local9020 /trma/ bufictext P_\Write Ted?doclink=144228 doctype=1

Document/Commodity Text

>
”"  Enter Document Text, Print:

Be sure to package items carefully

This text will print on the PO. |

» Enter Document Text, No Print:

»
This text will be visible by thg buyer but will not
print on the PO.

Save

[ Exit document/item text page |
I

RELEASE: 8.3.0.1

Done €D Internet | Protected Mode: On v ®105% ~

Once your text is saved, click the Exit documentation text page link to return to the Requisition.

University of New Haven
Business Office
Created Julv 2011 P-7



Purchase Requisitions

To continue entering Requisition fields, scroll to the item detail section of the Requisition.

Item Text can be added to the Purchase Requisition in a similar manner as Header text by clicking

provided above to enter your text.

on the blue item number and similar text screens will appear. Follow the same instructions as

/& Requisition - Microsoft Internet Explorer provided by University of New Haven
@U' |g http://banner-ssb-test.newhaven.local:9020/trng/bwfkreqn.P_Requisition Bing

% @Convert = PR Select

i Favorites | i ®H Login - Unimarket @ Suggested Sites v @]

{@ Requisition

Web Slice Gallery v

% v B v = o® v Pagev Safetyr Tookv @-

art of Accounts

Currency Code NDHEE

700002

Organization

None E

Discount Code

Ship Code WARE1 i Train04
Attention To
Comments
Document Text
Item C dity Code C dity Description u/m Quantity Unit Price Discount Amount Additional Amount
None E
1
None
2
None
3
None E
4
None E
5
Commodity Validate
Calculated Commodity Amounts
Item |[Extended A Amount|Additi I A
1
2
3
4

m

University of New Haven

Business Office
Created Julv 2011

& Internet | Protected Mode: On

‘h v ®105% -
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Purchase Requisitions

—— Next, enter information regarding the item you wish to purchase

Commodity Code is not used

Commodity Description — this is the description of what you are buying

Unit of Measure U/M - enter the unit of measure or select the unit of measure from the
drop down menu

Quantity - enter the Quantity (number) of items you are purchasing

Unit Price - enter Unit Price of each item you are purchasing

NOTE: when one line item will billed and/or received in several increments, the Quantity
entered on the Requisition should equal the total dollar amount for the item and the Unit

Price entered should be “1”. This allows the Accounts Payable department to post multiple
invoices against one PO line.

Discount - enter the Discount if applicable

Additional Amount - enter any Additional Amount if applicable (freight, handling,
installation, set up, calibration, etc.)

University of New Haven
Business Office
Created Julv 2011 P-9

. o . . . . “ . . ”
— When you are finished entering your item details, click the “Commodity Validate” button
@UW |e_ http://banner-ssb-test.newhaven.local:9020/trg/bwfkreqn.P_Requisition v| I~ “7‘ X ‘ Bing o -
EConvert = [ Select
i Favorites | i3 ®H Login - Unimarket @ Suggested Sites w @] Web Slice Gallery v
{@ Requisition % v B v = M v Pagev Safetyv Tooksw @~
Comments
Document Text
Item Commodity Code Commodity Description u/M Quantity Unit Price Discount Amount Additional Amount
[ Blueberries LB m 3 3
lad 1
5 Grapes T3] 2 3
None
3
None E
4
None E
5
Commodity Validate
Calculated Commodity Amounts
Item |[Extended Amount|Discount Amount|Additional Amount|Net Amount|
1
2
3
4
5
Totals:
& Internet | Protected Mode: On G v H105% -



Purchase Requisitions

— The following chart will populate upon validating the commodity. Note that the chart provides item
extended amounts and totals.

& Requisition - Microsoft Internet Explorer provided by University of New Haven El_u

@O- [&] hetpi//banner-ssb-test newhaven Jocal:9020/tmg/butkreqn.P_Requisition
% @gConvert ~ [ Select

A m -

i Favorites | 3l ®8 Login - Unimarket @ Suggested Sites » @] Web Slice Gallery +

(& Requisition % v B v & v Pagev Safetyv Toolsw @~
Comments -
Document Text
Item C dity Code C dity Description u/m Quantity Unit Price Discount Amount Additional Amount
Blueberries LB 3 5
1
Grapes LB E 2 2
2
None
3
None
4
None E
5
Commeodity Validate B
Calculated Commodity Amounts
Item |Extended A Additi I A
1 15.00] 15.00] E
2 6.00 6.00
»
o3
4
3
Totals: 21.00 0.00| 0.00 21.00
Dollars Percents i
€D Internet | Protected Mode: On 4 v ®105% -

University of New Haven
Business Office
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Purchase Requisitions

Account Information

The next step in processing the Requisition is filling in the account information. Scroll to the
account section where you will enter the necessary information to charge the expense to the
appropriate budget code.

Dollars / Percent Buttons - select the” Dollars” or “Percent” button as appropriate. Most
requisitions will be based on dollars. Percents may be used for split accounting requisitions
addressed later in the manual.

( Chart=H
Index — entering an Index code will populate the Fund, Organization, Activity and Location
fields automatically after clicking the Validate button
< Fund —a fund code is required and only entered if not using an Index code
Organization — or Org, also known as department is required if not using Index code
Account - enter the Account Number (see Chart of Accounts in Appendix 2)
Program & Location—not generally used and only entered if not using Index code
\. Accounting - Enter the Total Net Amount of your purchase in the Accounting cell. The total of
all amounts entered in the “Accounting” fields must equal the total from the “Calculated
Commodity Amounts” table above.
You can search for any field in the account information section using “Code Lookup” and select
“account” from the type field drop down menu.

()= €] hetpi//banner-ssb-test newhavenlocal 9020 tmg/bufkr=qn.F_Requisition / BB Bing P~

& Convert = [B) Select

¢ Favorites | 7l W% Login - Unimarket @8 Suggested Sites 8] Web Slice Gallery =
(& Requisition %iv B v dm v Pagev Safetyv Teokw @+
>

: /

Totals: 21.00 0.00| 0.00 /21.00
Dollars Percents
»
> @
Seq# Chart Index Fund orgn Account Ppbgram Activity Location Accounting
1 H 1110 11005 7132 21

(7. VR N}

Save as Template

Shared

‘ Validate H Complete || Save In Process

Code Lookup
Chart of Accounts Code HE
Type account [=]

Code Criteria
Title Criteria

Maximum rows to return | 1p |z|

Execute Query

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.4.0.4 2
Univ € Intemet | Protected Mode: On G ov H105% v

Business Office
Created Julv 2011 P-11




Purchase Requisitions

Validate and Complete the Requisition

After entering the all fields except the Account field, click the Validate button

{@ Reguisition - Microsoft Internet Explorer provided by University of New Haven

@U- [ @] hetp://banner-ssb-test newhaven local9020/trmg /bwtreqn.P_Requisition B P |
@ Convert + [BR) Select
i Favorites | i M8 Login - Unimarket @ Suggested Sites = @] Web Slice Gallery ~
{& Requisition % ~ B v 0 é=m v Pagew Safety~ Tooks~ @~ 7
L S _ =
4
5
Totals: 21.00 0.00| 0.00 Zyﬂ
Dollars Percents
@ @
Seq# Chart Index Fund Orgn Program Activity Location Accounting
1 H 1110 11005 10 21
2
3
4
5

Save as Templaty

[ Validate ] [ Complete ” Save In Process

Code Lookup
Chart of Accounts Code |H[~]
Type account [=]

Code Criteria

Title Criteria

m

Maximum rows to return 1g B

Execute Query

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.4.0.4 <
€ Intemet | Protected Mode: On fa v ®105% -

You will be brought back to the top of the Requisition Form and receive the following error

message:

0 Sequence 1 accounting information is incomplete

Next, scroll back down to the Account Information section and enter the Account number in the
appropriate cell. Then click the Validate button again.

You will again be brought to the top of the Requisition Form and if all components of the
Requisition are filled out appropriately, you will receive the following confirmation:

+' Document Validated with no errors

University of New Haven
Business Office
Created Julv 2011 P-12



Purchase Requisitions

To complete the requisition, scroll back down to the bottom of the Requisition and click the

“Complete” button.

7@ Requisition - Microsoft Internet Euplumrpw[dtd e El_ﬂ

@Q- [&] hetp://banner-ssb- tetnew1avan|uca\9ﬂzﬂ T e e e

Bing

% @Convert v [ Select |

i Favorites | iz M8 Login - Unimarket J@ Suggested Sites = @] Web Slice Gallery ~
& Requisition

%~ B -~ [0 o= v Page~ Safety~ Took~ @~

~ /

: /

Save as Template

7] Shared

[ Validate ] [ Comp\ele ” Save In Process

Code l ookup
Chart of Accounts Code |H[~]
Type accoynt [=]

Code Criteria
Title Criteria

Maximum rows to return 10 E

Execute Query

Totals: 21‘00/ 0.00| 0.00 21.00
Dollars
@

Seq# Chart Index Orgn Account Program Activity
1 H 11005 7132 10

2

3

4

5

Location Accounting

21

m

RELEASE: 8.4.0.4

[ Budgkt Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

€ Intemet | Protected Mode: On fa v ®105% -

Note: the requisition can be saved in process for completion at a later time by selecting the “Save In

Process” button

The following message will appear upon successfully completing the requisition

+' Inventory document R0000132 completed and forwarded to the Approval process

WRITE DOWN THE REQUISITION NUMBER FOR FUTURE REFERENCE!!

University of New Haven
Business Office
Created Julv 2011
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Purchase Requisition Templates

Requisitions can be saved as a template for future use. You must use a requisition that you are

actually entering in the system in order to create a template. For example, if you regularly use the
same vendor throughout the year, you can enter all the vendor information and accounting
information once and save the Requisition as a template so future Requisitions will require minimal
data entry.

— To create a Requisition Template, first enter all the Requisition elements, then scroll to the bottom

of the Requisition Form and enter a name in the “Save as Template” field.

Check the shared box if you wish to allow others to use the template requisition. Keep a record of

your template name.

& Requisition - Microsoft Internet Explorer provided by University of New Haven. F=Nra
@U= [@] hetpi//banner-ssb-test newhaven.loca:9020/tmg/butkreqn.P_Requisition 4| % Tg P~

@& Convert = [BF) Select

i Favorites | 3l ®8 Login - Unimarket @ Suggested Sites » @] Web Slice Gallery +
»

& Requisition Hiov B v 0 & v Pagev Safety~ Took= @~
7 -
4
5

Totals: 21.00 0.00| 0.00 21.00

Dollars Percents
@

Seq# Chart Index Fund Orgn Account Program Activity Location Accounting

1 H 1110 11005 7132 10 21

2

3

4

5

Save as Template

7] shared

{ Validate J { Complete II Save In Process

Code Aookup

Chart of Account4 Code HE

Type account [=]
Code Criteria

Title Critgria

m

o return | 1p |z|

Execute Query

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.4.0.
€D Internet | Protected Mode: On v ®105% ~

Once all the appropriate information is entered, including the template name, you may “Validate” and
“Complete” the Requisition as usual (be sure to validate once then enter your account number and
validate again). The elements of this Requisition will now be saved as a template to be used for future
Requisitions.

University of New Haven
Business Office

Created Julv 2011 P- 14



Purchase Requisitions

Create a Purchase Requisition from a Template

To use a previously saved Template, enter the name of the Template that you wish to use in the
“Use Template” field at the top the Requisition Form or used the drop down arrow to select from
the available choices:

— Click the “Retrieve Button”

The requisition will populate based on the information stored in the template. Make changes as
appropriate then validate and complete the Requisition as normal.

B e — - ==

@Ot | &) hitpy/banner-ssb-test newhaven local2020/tmg/ fonflacan? Requisten <B4 x[[Eeng
% @gConvert ~ [ Select

i Favorites \ 94 ®H Login - Unimarket @ Suggested Sites » @] Web Slice Gallery +

(& Requisition - v [ dm v Pagew Safety~v Took~w @=

m

Search

MENU SITEMAP HELP EXIT

Requisition

7 Begin by creating a new requisition, retrieving an existing template, or searching for an existing requisition in process. Enter Vendor ID and select Vendor Validate to default related T
information. Enter or modify vendor, requestor, commodity, and accounting information. Use Code Lookup to query a list of available values.

Select Document Text link to attach text to the requisition. Select the Item number link to add item text for a commaodity.

Choose Validate, if desired, to validate calculations and codes. Choose Complete to perform a validation and forward the document for processing. Choose Save In Process to
validate and save the current contents without completion.

I Search In Process Requisitions I

Use Template pgne

»
» Retrieve

O Must choose a valid name to retrieve a saved template
Transaction Date 13[~| [juL [»| [2011[+]
Delivery Date 13[=] Dol [=] [2011]+

Vendor ID @00000018 Vendor Validate

Address Type BU

Address Sequence

Vendor Contact Vendor E-mail
Requestor Name Trainog
Requestor E-mail

Area Phone
Code Number Extension

Done €D Internet | Protected Mode: On 4 r 5% v

University of New Haven
Business Office
Created Julv 2011 P- 15



Purchase Requisitions

Delete a Purchase Requisition Template
Click “Delete Finance Template” from the Self Service main menu

o 2

i Favorites | 9% Suggested Sites g8 | Web Slice Gallery =
& Finance f’.} = El = [ o= v Pagew Safetyv Tools~ e’v =

inside UNH

Search [ee ]
- RETURMN TO MENU  SITE MAP HELP EXIT

Finance

Budget Queries
Encumbrance Query
Requisition

Approve Documents
View Document

Delete Finance Template

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.4

Note: You can only delete templates that you created for your own use. Shared templates must be
deleted by the Business Office.

The following screen will appear:

Delete Finance Template

|1 Enter parameters in any combination to retrieve templates or queries for deletion. Use
" a wildcard (%) in the Template/Query Name field if only part of the name is known.
Use the Template/Query Type field pull-down list to limit the types of queries/templates
retrieved. Note: Only personal (not Shared) templates/queries for the current user will
be retrieved for deletion. Only users with Finance Data Tailor access can delete Shared
templates/queries.

Enter Parameters

— | Template/Query Name:

Template/Query Type: | All j
Submit Query

——Search for the template to be deleted using the quefy function and wild card (%) OR -

Next, select the template type using the drop down menu.
University of New Haven

Business Office
Created Julv 2011 P-16



Purchase Requisitions

Next, select the template that you want to delete, then click the “Delete” button

Stored Template/Query List
Count|/USER ID [Template/Query NameIen‘ﬁte/Query Type/Shared| Date [Delete
1 RSTEVENS|Test TW Requisition N |20-JUN-11| [~

e

Select All ‘ Delete

Another Query ‘

The following confirmation message will appear:

+’ Deletion of selected templates or queries complete.

Split Accounting Requisition

Requisitions can be split to be charged to multiple account codes. A Split-Accounting Requisition is

created using the same steps previously provided except that the Index must be identified based on
the split accounting in the Account Information section of the Requisition.

The split accounting can be broken out either in Dollars or Percents by selecting the applicable

button then entering the split based on the appropriate dollars or percents in the Accounting cells.

The total of all amounts entered in the “Accounting” fields must equal the total from the
“Calculated Commodity Amounts” table.

Dollars § Percents ‘

Seq# Chart Index Fund Orgn Account  Program  Activity Location  Accounting
1 |T ‘ | 111000 | 700002 ‘ 111001 ‘ 620000 | | | 20

2 I_H ‘ | 111000 | 240004 ‘ 111001 ‘ 110000 | | | 20

University of New Haven
Business Office
Created Julv 2011 P-17



Purchase Requisitions

Query in Process Requisitions (From the Requisition Screen)

You can search or recall a requisition that is incomplete or in process (i.e. denied or disapproved

requisition) in order to make changes and resubmit.

To query an In-Process Requisition click the “Search In Process Requisitions” button at the top of
the Requisition Form

& Requisition - Microsoft Internet Expl. id
@ Reauisition - Miero e

@Oo [ €] nitpi//banner-ssb-test newhavenIfal9020 trg bufkreqn._Requisition -

% @ Convert = [ Select I

Jlp Favorites | 3 ma Login - Unimarket (@ Suj

gested Sites = @] Web Slice Gallery ~

& Requisition - v [ d® v Pagev Safetyv Tookv @+

SUNGARD HIGHER EDUC/TION

(i

Search
MENU  SITE MAP HELP EXIT

Requisition

a Begin by creating a new refjuisition, retrieving an existing template, or searching for an existing requisition in process. Enter Vendor ID and select Vendor Validate to default related =
information. Enter or modiffy vendor, requestor, commodity, and accounting information. Use Code Lookup to query a list of available values.

Select Document Text linlf to attach text to the requisition. Select the Item number link to add item text for a3 commodity.

Choose Validate, if desirgd, to validate calculations and codes. Choose Complete to perform a validation and forward the document for processing. Choose Save In Process to
validate and save the cyrent contents without completion.

Search In Process Requisitions ]

Use Template |none B

O Must choose a valid name to retrieve a saved template
Transaction Date 13]7‘ JuL Fl 2011’7

Delivery Date  [13[-] [juL 2011[+]

vendor ID @00000013

Address Type BU
Address Sequence

Vendor Contact Vendor E-mail
Requestor Name Trzino4
Requestor E-mail

Area Phone
Code Number Extension

Dene & Intemet | Protected Mode: On fa v HM105% -

University of New Haven
Business Office
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The Document Lookup screen will appear

Enter at least one search criteria associated with an asterisked item then click the “Execute Query”
button.

/& Document Lookup - et Explorer pi sl

@O' |g‘ http://bpnner-ssbh-test.newhaven.local:8020/trng/bwfkdsec.P_Code Lookup

% @Convert = [ Sdlect

e Favorites | 13 wa Lpgin - Unimarket (@ Suggested Sites = &) Web Slice Gallery

| R

| @ Document Lookup B~ < ) @ v Pagev Safetyv Teok+ @~

m l SUNGAFRD HIGHER EDUCATION

Search

MENU  SITE MAP HELP EXIT

Document Lookup

% - at least one of these fields required.

In Process Reduisition Code Lookup
Document Numbprk

User ID¥ TRAINO4

> Activity Date Al ] [an [+]
Transaction Datg#* All m All Fl
Vendor ID¥

Reference Num

Requestor
Fr*
Execute Query
Exit Without Value

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template |

RELEASE: 8.4.0.4

Dene & Intemet | Protected Mode: On fa v W105% -

University of New Haven
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Query a Requisition (View Document)

You can also query a Requisition from the Banner Finance Main Menu. From the Finance Main
Menu, click the View Document menu option

University of New Haven's Banner Self Service System!
Budget Queries
Encumbrance Query
Requisition
Approve Docume
View Document

Delete Finance Template

Next, choose Requisition from the Type drop down menu

Then enter the Requisition number in the Document Number or other criteria as appropriate

—— You may also select items to display such as Accounting information, Document lineAtem Text, etc.

Then, click the “View Document” button or “Approval History” button as appydpriate

(& View Document - Microsoft Interet Explorer p
—

@Q' |g http://banner-ssb-test.newhaven.local:9020/trn:

g/bwfkvdoc.P_ViewDoc 2~
% @Convert = PR Select ] /
i Favorites | 5l W& Login - Unimarket @ Suggested Sites = @& Web Slice Gallery
[ @ view Document . % - B - = v Page~ Safety~ Took~ @+

= =
- s“- 'ml SUNGARD HIGHER EDUCATION

Search

MENU  SITE MAP HELP EXIT

View Document

7 To display the details of a document enter parameters then select View dgéument. To display approval history for a document enter parameters then select Approval history. If you
do not know the document number, select Document Number to access ffe Code Lookup feature. This enables you to perform a query and obtain a list of document numbers to
choose from.

Choose type: |Requisition E Document Number

Submission#: Change Seq# Reference Number

Display Accounting Information

Display Document/Line Item Text Display Commodity Text

All @ Printable ©) None © All @ Printable &) None

View document ][ Approval history ]

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template |

RELEASE: 8.2

Dene € Intemet | Protected Mode: On 43 v 5% -

University of New Haven
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http://banner-ssb-test.newhaven.local:9020/trng/bwfkreqn.P_Requisition
http://banner-ssb-test.newhaven.local:9020/trng/bwfkuapp.P_UserApproval
http://banner-ssb-test.newhaven.local:9020/trng/bwfkvdoc.P_ViewDoc
http://banner-ssb-test.newhaven.local:9020/trng/bwfktdel.P_Saved_Template_Del

Budget Queries

Budget Queries

Budget Queries allow users to access their department operating budget information. Users can

save their queries and retrieve them later for quick reference or customizing. They may also
download data into Excel spreadsheets.

To run Budget reports, click Budget Queries from the main Finance menu.

L -—/-/H =
/f-’;} ~ B -~ =] o= v Page~ Safety~ Tools~ 97 >

Banner Self Service

e — =

e Favorites | 52 [=] Suggested Sites ~ & Web Slice Gallery +

| @ Finance

= inside UNH

Search

RETURN TO MENU  SITE MAP HELP EXIT

Finance

Budget Queries
Encumbrance Query
Requisition

Approve Documents
View Document

Delete Finance Template

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.4

The following types of budget queries are available:

Budget Status by Account allows users to review budget information by account for the Fiscal

Period and Year to Date by: Specific Index, Specific Organization, All Organizations, Grant, Fund

Type, or Account Type.

Budget Status by Organizational Hierarchy allows users to review budget information by

organizations for the Fiscal Period and Year to Date by: Hierarchical Structure, Specific Funds,

high-level Organizations, Accounts, Fund Type, or Account Type.

Budget Quick Query is similar to the Budget Status by Account report except there are no drill-

down capabilities.

University of New Haven
Business Office
Created Julv 2011
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Creating a Budget Query

To create a new query, select the type of query you would like to run from the drop-down list. Then
click the Create Query button.

| EmH T FOYE T saiELy T IUWIS T T

.‘,GI:'LIGQE'EQLIEFIES | [ | - V! B

inside UNH Banner Self Service

Search Go
- MENU  SITE MAP  HELP

Budget Queries

7 To create a new query choose a query type and select Create Query. To retrieve an existing query choose a saved query and
select Retrieve Query.

Create a New Query
Type Budget Status by Account I~

Budget Status by Account
Budget Status by Organizational Hierarchy
Budget Quick Query

Retrieve Existing Query
Saved Query MNone E

Retrieve Query

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.3

University of New Haven
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Budget Queries

The first selection prompt allows you to select the data columns to display on the report by clicking
the box for each element you’d like to display.

5 Favorites | 9k Suggested Sites v @ | Web Slice Gallery =
»

(& Budget Queries fi ~ B v [ # v Pagev Safety~ Tools~ @~

inside UNH Banner Self Service

Search

MENU  SITE MAP  HELP EXIT

Budget Queries

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

[Adopted Budget [[]|Year to Date

Budget Adjustment|[ ] Encumbrances

0
0
["]|Adjusted Budget
=]
0

Reservations

Temporary Budget Commitments

‘Available Balance

]
=]
5]
=]

[Accounted Budget

Save Query as:

[[] shared
[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]
RELEASE: 8.3
‘< m = r
Done €D Internet | Protected Mode: OFf v H100% ~

Below are the suggested columns to choose for display.

Accounted Budget — The total of all budget entries done to date including Original
Budget allocation given at the beginning of the Fiscal Year and all adjustments to
date

Year to Date — Year to date actual activity. This represents actual revenue and
expenses posted to date

Encumbrances — Remaining balance on all open encumbrances (P.0.’s)

Available Balance — Remaining balance available to spend, it is the result of
Adjusted Budget minus Year to Date minus Encumbrances — you cannot drill down
on this column

Once your columns are selected, click the Continue button.

University of New Haven
Business Office B-3
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Next, enter the appropriate parameters for your query

- é. -
% | | € Budget Queries Y v B) [ @m - Page - Safety - Took~ @@
- -~
—.| Budget Queries
7 For a Budget Query to be successful, a user with Fund Organization query access must enter a value in
either the Organization or Grant fields as well as the Fiscal Year, Period, and Chart of Accounts fields. If
Grant information is queried, all retrieved information is Grant Inception to Date. Otherwise, all information
retrieved is through the Fiscal Year to Date.
7 To perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal
Year and Period. With this selection, all details retrieved will be placed next to the corresponding
comparisen fiscal peried.
Fiscal year: 2011 v Fiscal period:
Comparison Fiscal year: Comparison Fiscal period:
Commitment Type:
| (o) ]
| | (omton) ]
| CFung vpe ) ]
| (Acountres) ]
]
[] Include Revenue Accounts
Save Query a5:| |
[] shared
Submit Query
v
< >
Done € Internet Fh v HI00% <

rosaft Office 0., - | p’j Uity of MNew Ha.., (j Budget Queries - Micr,.. f fﬁ Documentl - Microsof,..

a. Fiscal Year (required)

b. Fiscal Period — if year to date information is desired, enter period 12. (Period 01 = July, 02 =
August, etc...) (required)

c. Comparison Fiscal Year — if this field is selected, Comparison Fiscal Period must also be
selected (both are optional)

d. Commitment Type — should always be “All”

e. Chart of Accounts — should always be “H” (required)

f. Index — entering an Index code will populate the Fund, Organization, Activity and Program
fields automatically after clicking the Submit Query button

g. Fund —although this field is optional, if a fund is not entered and an organization has more
than one fund associated with it, the report will summarize all funds

h. Organization — or Org, also known as department (required if not using Index code)

i. Grant — enter grant code. (optional)

j- Account — to view all Accounts leave blank
k. Program, Activity & Location— all are optional and only entered if not using Index code
Select Submit Query to run the query.

If there are more than 15 records in your query, they will not all be displayed on the page. Click on
the Next 15> button to see the next set of records

University of New Haven
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Code Lookup

You can click on any item in a grey box and perform a search for that particular field.

Users can enter a (%) as a wildcard which stands for any number of character(s). A wildcard can be

used to search for specific data. For example if you know your Index Title contains the word

“Advance”, enter “%Advance%” in the Title field.

ti - B

| Eé; * Page = Safety = Tools + |®|v

3

inside UNH

Finance

Banner Self Service

Code Lookup

return to the parameter page.

Chart of Accounts

[ ]

Title Criteria |

Index Criteria

SehAdvancse

Maximum rows to return| 10000 +

MENU  SITE MAP  HELP EXIT

" Enter criteria then select Execute Query to obtain a Code Lookup results list. Select Exit without Value to

Execute QUEI’Y
Exit Without Value
hs
¢ | >
bwfkproc,P_Code_Lookup e Internet 3 - Ho100% v

/= Code Lookup - Micras, ., [ T) Document1 - Mic

University of New Haven
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Then click on the Execute Query button, Banner will provide a list of options that fit your Lookup
Criteria. You can then select an item from the list provided by clicking on any item listed in blue.

You may also select the Exit without Value button to return to the previous screen without a
selection.

(= Code Lookup - Microsoft Internet Explorer. provided by University of New Haven

L |g, newhaven.local w| | B || X -" ‘p =
File Edit View Favortes Tools  Help b4 %Convert - Select
1 x Go 3|C | V|ilSearch | More ¥» _ Signin A -
ﬁFavorites 35 = - ] -
@CUdaLUUkup ﬁ - B = gé; ~ Page ~ Safety - Tools - @v >
I A
| ad
=
+
search|  [ce]

MEMNU  SITEMAP  HELP EXIT

Code Lookup

7 Select a code to return the value to the parameter page or Exit without Value to return without 3 value. Select Another Query to return to the
Code Lookup page.

Code lookup results

Fund (Organization|/Account/Program|Activity|Location
Title Index
Exp Advancement and Development|SEDA  |712027|520002 650000
Advancement Serices ADVOE |111000)500007 650000
Rev Advancement and Development|BEDA |712027(520002 541102 |650000
Advancement Affairs EVNTOE|111000(500012 650000
Office Vice President Advancement |VPADOE|111000|500001 610000
Exit Without Value b
Another Query
M
Hfoone €D tneermet Gy v 0% v

University of New Haven
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Drilling Down

& Report A - Microsoft Internet Explorer provided by University of New Haven

& - &

newhaven. local

v| B4 x

3 |p.

{gFavorltes 3.5 €

EReport

File Edit View Favorites Tools Help

T e

b4 %Convert - @Select

Wiov B L o - Page~ Safety - Tooks~ @-

Organization Budget Status Report

Account

By Account

Detail

Period Ending Jun 30, 2011

Level

As of Jun 24, 2011

Chart of Accounts|H University of New Haven Commitment Type|All
Fund 111000 Current Unrestricted Funds - UNH|Program 610000 Executive Management
Organization 500001 Office Vice President Advancement|Activity All
Account All Location All

Query Results

> [ & Inbox - Micro

[ 5 Reminders

[Account|Account Title FY11/PD12 Accounted |FY11/PD12 Year to |FY11/PD12 FY11/PD12 Available
Budget Date Encumbrances Balance
Operating Budget Pool
700000 122,263.43 0.00 0,00 122,263.43
p. 4
Office Supplies
711010 0.00 7,665.00 (11,619.28)
Paper d
711020 0.00 500.00| ( 500.00)
Books
711030 50.00 fs0.0ml ¥
>
& Tnkermet ih v mame -

B 7 E®

/= Report & - Microsoft L.,

Budget Status by Account shows information by account number. You can drill down on any

amount shown in blue.

Drilling down allows the user to view related documents and/or transactions that exist. There are 4

levels to a Budget Status by Account report:

1. Account Detail — shows totals by account for all columns selected (shown above)

2. Transaction Detail — shows Transaction Date, Activity Date, Document Code, Description,
Amount and Rule Class

3. Document Detail with Related Documents view — shows Fund, Organization, Account, Amount

and Rule Class

4. View The Document — shows document details entered specifically for the transaction selected
such as document number, document date, items purchased, quantities purchased, etc.
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Budget Queries

For example, while in the Budget Status by Account report in the Account Detail view, the user may
click on the Year to Date amount in the Office Supplies line, which would allow the user to view the

actual Office Supply transactions posted to date (Transaction Detail level).

IR/~ ReportE - Microsoft Internet Explorer provided by Univarsity of New Haven

Transaction
Detail Level

+ G PR rewhaven locsl CENERIEE
Fls Dt view Favortes  Tooks el % @ycomvert + [ Select
| e Favores | i @ - el
- B ropents i - B - L0 i - Paoer &

Period Ending Jun

30, 2011

As of Jun 24, 2011

Chart of Accounts:
Fund:

H University of New Haven
111000 Current Unrestricted Funds - UNH

[Commitment Type:
Program:

Al

610000 Executive Management|
Crganization: 500001 Office Vice President Advancement{Activity: Al
Account: 711010 Office Supplies Location: Al

Dacument Llst

Transaction Date[Activity DatelDocument Code[Vendor/ Transaction Description|Amount [Rule Class Code|
Jun 21, 2011 Jun 21, 2013410000022 Ballon Loft INEL
1,090.00
Jun 21, 2011 jun 2 011 |Io000019 4.D. Perkins Co. ADEI
300,00
Jun 21, 2011 n 21, 2011 [I0000019 4.0 Perkins Co. INET
/ 2,500.00
Jun 21, 2011 Jun 21, 2011 [I0000012 [Advantage Maintenance, Inc. INET
50,00
Vou Jun 23, 2011 [lO00000S The Study at vale [
14.28]
port Total (of all records):
" ' ! 3,954.28

T barwser Inndget maens....

From there, the user can click on the document code (in blue) to view the details of that particular
transaction (Document Detail level).

E /= Report X - Microsofi Internet Explorer provided by Linfversity of New Haven 1B
G- e P —— v (3 ][x] Bl
Fie Fdt Vew Favorbes  Took  Help v @covert + [ Select
i Favortes | g B - e :
B reporn -2 I v Pagee Salely - Tock- - 7

Document

Select Document

Detail Transaction Report

Detail Level

[Commitment Type:|All
n?ﬁ(ﬂp?lﬂn! Ballan Lofr]

Invoice
10000022
21-Jun-2011

[Document Type:
[Document Coda:
Transaction Date:|

Accounting Information
Charl of Accounts{Fund

Save Query as: |
[) Shared

(another query ]

Related Documents
ransaction Date/Document TypelDocument Code)Status Indicator
[ Mun 21. 2011 Purchase Order [PODODDZL Approved

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.3
<

Dane

S inbere - Merosalt Out, | F 5 Bmndees [ T8 torner budget manu... | /7 Universty of Now Ha, £ Baport X

In addition, all related documentation for this transaction will be listed at the bottom of the window
in the Related Documents section. If the document code is listed in blue, you can drill down further
to view the related document.
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Budget Queries

By clicking on the document code either in the Detail Transaction section or in the Related
Documents section, the user can view the document entered into the system (View the Document

level).
B £ View Document - Microsoft Internet Explorer provided by University of New Haven
O~ & newhaven locsl DEEAENE] (2=
File Edit Visw Favortes Tools Help % @convert - [ select
[ s Favorites | ol @& - gl

(& View Document -8 T v Page~ Safety~ Took~ @<
View Document *

nvoice Header

Invoice Date|
Docu ment Invoice Sub# |Purchase Order| Trans Date |Payment Due| Total
jun 21, 2011
Level 10000022 1 P0000021 Jun 21, 2011 Jul 21, 2011 |1,090.00
omplete: Y Approved: Y TEST 123
Vendor Inv

(Open Paid: (o] Suspense: N Hold: N

Credit Memo: |N Cancel Date: Recurring:  |N

1099 Tax Id:  |047608622|1099 Vendor:  |Y Income Type |7

Accounting: Document Level Matching: Not Required

\endor: 00501620 [Ballon Loft

PO Box 302

Plymouth, CT 06782
Collects Tax: |Collects No Taxes
Discount Code:|30 Net 30 Days
Currency:

Invoice Commodities
[vendor Invoice:[TEST 122 [vendor Inv Item[1 |
[ [ I

[ ~
< >

Done @ miernet sy v B00% v

?
> | (@ 1bo: Micr... 120 QJE"J el i

. | 2 5Reminders | 0 banner budget manu... | /7 Universty of NewHa... /7 Ve

Compute Additional Columns for Query

The Account Detail screen provides the capability to add “user calculated columns” to a query. The
user may add, subtract, multiply, divide, or get a percentage of any two Operating Ledger Columns,
choose where they should be displayed, and name them. These columns may be removed, saved,
or added from a query or template at any time.

Note: The User Calculated columns cannot be downloaded into Excel.

brer provided by University of New Haven E”E‘El &
rencal / RIEESENE | |[2]-
5 x @ycorvert - [ Select o
e B
Ereport & - B 9 @ v Page- Safety- Tooks - -
7‘\0 "ganization 500007 Advancement le wcei’ TACTiviTy [AT | ~
|Account Jall |Location Al |

Query Results

\Account|Account |FY11/PD12 FY)Y1/PD12 FY11/PD12 FY11/PD12 FY11/PD12 FY11/PD12
Title Adjusted Tegfmporary 'Year to Date |Encumbrances [Commitments [Available
Budget dget Balance
Office
711010 |supplies 0.07 0.00 0.00 0.00 1.00 ( 1.00)|
Report Total (of all
-ecords) foo 0.00) 0.00) 0.00) 1.00 ( 1.00)|

[ Download All Ledger Columns ] [lown\nad Selected Ledger Columns

[ Save Query as: H /
[] shared

Compute Additional Colfmns for the query

Column 1 Operator Column 2 Display After Column New Column
Description
|[Fy11/PD12 Year to Dafe | [percent of ¥| [FY11/PD12 Adjusted Budget »| [FY11/PD12 Year to Date v|[Percent of Budget sp

Perform Computatio d
Another Query

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Delete Finance Template ]
< >

University of New Haven
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Created Julv 2011

P — S @ oo - I



Budget Queries

Downloading

Users can download budget query data to Microsoft Excel. If the Download All Ledger Columns
option is selected, additional columns will be included in the download even though they are not
displayed on screen. The Download Selected Ledger Columns option downloads only the columns
that were selected for the query and are viewed on screen with the exception of user calculated
columns (i.e. Compute Additional Columns for the query).

When the Download button is selected, a dialog box will open asking you to either open or save the
Excel file. If you select “open”, Excel will immediately open with your exported document.

i -
— . - - »
{ ¥ Connecting. .. - &l 7 g v Page~ Safety > Tads - (@~
_|U UdlLdLun [2WUULS AOVATILETTIENL SETVILES [ALLIVILY | [l | V.
|Account |AII |Location |AII |

Query Results

Account |Account FY11/PD12 FY11/PD12 Year|FY11/PD12 FY11/PD12
Title Adjusted Budget |to Date Commitments Available Balance
Office

711010 |supplies 0.00 0.00 1.00 (1.00)

Report Total (of all
records) 0.00 0.00 1.00 (1.00)

< | Download All Ledger Columns | [ Download Selected Ledger Columns

[Saue =Ty

[] shared

File Download

Do you want to open or save this file?

Compute Additional Ca (=] j Mame: bwfksdid, csv
Column 1 1l Type: Microsoft Office Excel 97-2003 Worksheet, 1017 b... Display After Column

|FY11_;"PD12 Adopted Budd FY11/PD12 Adopted Budge

Open ][ Save ][ Cancel ]

[ Perform Computation ]
Another Query [#] Adways ask before oper

l--"\l ‘while files from the Internet can be ugeful, some files can potentially
\a harm your computer. If you do not trust the source, do not open or
= save thiz file. What's the rigk?

[ Budget Queries | Enc w Document | Delete
Finance Template |
hd ¥

li, Downloading from site: http:ffbanner-ssb.newhaven.local:9000/pro e Internet

dh v Hi00% <

TER 10-11 /2 3 Internet Explorer = f 9 Oracle Fusion Mid:

Once the query is exported to Excel, it is no longer connected to the Banner system and therefore
has no drill-down capabilities. The query is now simply an Excel spreadsheet which can be
manipulated with all the normal Excel functionality.
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Budget Queries

Budget Status by Organizational Hierarchy Query

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

The steps for running a Budget Status by Organizational Hierarchy Query are the same as running a
Budget Status by Account Query:

1. Select the Operating Ledger Data columns to display on the report by clicking each column
then click on the Continue button.

2. Enter the appropriate parameters for your query — in this report; you may select a summary
level Organization code. For example, by selecting Org code 500000, the Advancement
Division could view all departments within the division in one report.

3. Select Submit Query to run the query.

- el -

& Report A&

»

-8

*| pmn v Page v Safety ~ Tools + ﬂv

~

Query Results

Organization

Organization
Title

FY11/PD12
Adjusted
Budget

FY11/PD12
Temporary

Budget

FY11/PD12
Year to Date

FY11/PD12
Encumbrances

FY11/PD12
Commitments

FY11/PD12
Available
Balance

500000

\Vice President

for Advancement

Office Vice
President
Advancement
Major Gift Officer
5000021

500001

Major Gift Officer

500003(2

Major Gift Officer

500004|3

Major Gift Officer

500005|a

Major Gift Officer

500008|5

Advancement

500007|services 0.00 0.00 0.00) 0.00 1.00 { 1.00)

Alumni Relations
500008

Alumni

500009(Association

Srhnlarshin Rall

Q Internet

#100% -

"4 University ol

|" T Document1 - Microscf..,

/= Report A - Microsoft ..

Once again, you can drill down on any item shown in blue. There are several levels of hierarchy
that are available to drill down to in this query. In addition, adding computations and exporting to
excel options are available in the Organization Hierarchy query report.
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Budget Queries

Budget Quick Query
The Budget Quick Query is a simplified, quicker version of the Budget Status by Account query, but
you are unable to drill down.

The steps for running a Budget Quick Query are the same as running other budget query:

1. Select the Operating Ledger Data columns to display on the report by clicking each column
then click on the Continue button.

2. Enter the appropriate parameters for your query

3. Select Submit Query to run the query.
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