Banner Finance for Budget Users
Accessing Banner Finance forms via MyWellesley:

Before logging into Banner ERP, you must authenticate to the Administrative Firewall.  

If you do not see the icon  
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 on your desktop, you can find it in the Start -> All Programs -> Cisco Systems VPN Client -> VPN Client

1. Login to MyWellesley (https://my.wellesley.edu) with your Domain Username and Password (NOT your Banner ID and PIN). 

2. Select the [image: image2.png]' Budget Services |




 tab at the top of your screen.

3. Locate the Advanced Budget Querying Channel, where you will find a list of frequently used Finance forms in Banner ERP.
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Banner ERP Budget Forms:

The fallowing forms will help you manage your budget and
actual expenses (details about forms.)

 FWIBDST- Organization Budgst Status Form
« FOIDOCH- Document History Form
 FAIVNDH - Vendor Detail History Form

« FGITBAL - General Ledger Trial Balance Form

« Banner Finance Documentation - Detailed
documentation with step-by-step instructions for each
form,





4. Select the form you want to access by clicking on the form name.  This will bring you directly to the Banner Form.  (Refer to the information below to find the right Form for your budgeting needs).

Using Banner Finance: 

Once you have logged onto Banner, you will default to the General Menu (GUAGMNU). The forms most commonly used for financial management are described on this page. You can also add the forms to your My Banner menu for quick access. To setup your My Banner menu, click here. The forms are also accessible by typing the form name directly into the "Go To..." field located above the My Banner folder. 

The following forms will help you manage your budget and actual expenses. 

FWIBDST- Organization Budget Status Form 

FOIDOCH - Document History Form 

FAIVNDH - Vendor Detail History Form 

FGITBAL - General Ledger Trial Balance Form 

FWIBDST: Organization Budget Status Form
Use this form to…

Check for amounts budgeted by account or activity code.
Check an org, account or activity code for transactions.
Springboard to more information 
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This is the most common form used in Banner Finance Viewing.  This will show the budget, year to date activity and remaining balance of each account in the org. 

The top half of the screen above the yellow-green line is the “top block.”  To use this form enter the org you would like to look at.  All of the other information that is necessary will automatically default in the appropriate place.   NOTE:  To ensure that you see all data relating to your org or fund, always remove any entry in the Program field. 

To look at the financial information in your org, move to the bottom block by clicking “next block” on the toolbar or pressing Ctrl + Page Down.  

Note that the information now appears in the bottom block.  The first column is the account number.  A description of the account is in the third column.  If necessary, you may click in the description box and use the arrow keys to see the full description.  The amount budgeted for each account is in the Adjusted Budget column.  YTD Activity shows the Year-to-Date cumulative amount of activity for that account.  Available Balance is the amount remaining in that account for the current Fiscal Year. 

Click Options in the menu at the top of the screen, and then select Transaction Detail Information in the drop-down menu for more information on the account. 
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This form shows each activity that has occurred in the account. 

To find a quick description of the item use the scroll bar in the middle of the form to see additional fields, or use the tab key. 

This usually provides as much information as you will need. 

Please note that there is also a column entitled “Type” that will tell you if it is an invoice “INNI” or journal entry “Jxxx.” (Please disregard the type “BD.”) 

If you would like more information on 6xxx accounts, please contact the Payroll office.

If you would like more information on an invoice, click Query Document in the Options menu.
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The “Invoice/Credit Memo Query” screen will appear with the appropriate invoice number in the “Document” field, but no invoice information will show at this point. Click the Next Block icon or press Ctrl + Page Down to see the invoice information. 
[image: image7.png]Oracle Developer Forms Runtim

Open > FWIBDST [Q] - FGITRND [0]

x|
File Edit Options Block Item Record Query Tools Help 'WELLESLEY COLLEGE

(AF 0 AEEE 29 BBE & &
=

Document :

Invoice Date:

Cancel: @Document Accounting

Check Vendor: | [

Address Code:  [aP Sequence Number: Collects Tax: [ [coltects no taxes ]
city: ewton

Street Line 13 [177 wells Ave. State or Province: [ ZIP or Postal Code: [02453-9120

StrectLine 2: [P0 Box 9128 j Nation: [

Street Line 3: |

Discount Code: Payment Due: [17-3UL-2003





Use Next Block (on the toolbar) to scroll through the screens or click one of the other items in the Options menu. 

Click the Exit icon to go back to previous forms 

Click Exit icon to return to the My Banner menu. 

An alternate version of this form (FGIBDST) allows users to view salary information. Access to this form is restricted to certain faculty and staff members. If you have any questions about FGIBDST or believe you should have access to it, please contact Stephanie Tong in the Budget Office.
FOIDOCH: Document History Form

Use this form to…

Find out if an invoice has been paid. 

Find out if a check has been cut. 

Find out the number of a check. 

If you already know the number of the invoice or purchase order, this form can be used. Enter Transaction Type: INV for invoice, PO for purchase order.  Tab to Document Code and enter the Invoice or PO number. Click Next Block or Ctrl + Page Down.  If applicable, the check number corresponding to the invoice number will be displayed in the “Check” box. An “F” in the Status box next to the check number indicates that the check has been deposited and fully reconciled. A blank Status box indicates that the check has been issued but not yet reconciled.
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Next, you can select Invoice Information under the Options menu. This will bring you to the same form used in FWIBDST. Click Next Block to navigate through this form and you can research this item further.  

FAIVNDH: Vendor Detail History Form
Use this form to…

Find out if a particular vendor has been paid 

Find out when a vendor was paid 

Find out how much a vendor was paid 

Check Number and Check Date for a payment to a vendor 

Enter Vendor ID number or search for vendor name by clicking on the down arrow next to the Vendor field.
Use the tab key to go through and input appropriate fields for your search in the top block of the form. Continue to the next block to view the Vendor invoice information and status for each invoice.
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Note: To search for the vendor number, click the down arrow next to the Vendor box. In the new window that appears, click on Entity Name/ID Search. Type the vendor’s name in the last name field. The search is case sensitive. Use % as a wildcard at the beginning and end of the name if you are unsure of the spelling or complete name of the vendor. 

Example: If you are searching for a company named AEM, the complete name may be AEM, Inc. If “Inc.” is not included in the search, the vendor will not be found. Searching on “AEM%” will find the correct vendor.

Press F8 or click the Execute Query icon to begin the search. 

Double click the vendor name to select.
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FGITBAL: General Ledger Trial Balance Form
Use this form to…

Check the balance of a departmental gift or endowed fund. 
Enter the gift or endowed fund number in the Fund field. Continue to the bottom block to view the fund activity.  To check activity on expenses or revenue, highlight the appropriate account line and select Query General Ledger Activity Info under the Options menu.

For gifts, the current balance of the fund is shown in the upper right corner, account 1001.  If the Beginning Balance or Current Balance field has an asterisk (*) to the right of it, then the endowed fund or gift has or had a negative balance.
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For endowed funds, the current balance is also in the upper right, but this is not necessarily the amount available for spending, because endowed funds generate income on a monthly basis. 
Please view the following example:

To determine the amount available for spending, perform the following calculation:

Beginning Balance on line 1001 – BAN Bk Interfund ($22,312.87 in the example below)
PLUS
Current Balance on line 3101 – Budget Revenue Control ($66,507.00)
MINUS
Current Balance on line 3003 – Expense Control ($16,212.71)
EQUALS
Balance available to spend ($72,607.16)

PRIVATE "TYPE=PICT;ALT=Banner Image9"[image: image11.png]& Oracle Developer Forms Runtime - Web: Open > FGITBAL ~=lolx|

File Edit Options Block Item Record Query Tools Help 'WELLESLEY COLLEGE

(B E RaEE 59 @

(PROD)

73 General Ledger Trial Balance FGITBAL

[ sober, Marion Art Majorss

=

Chart: Fund:

Fiscal Year: [10 (¥  Account:

Beginning Current
Account Description Balance p/c * Balance pfc *

A

220848 [c |

sies00 [c |

Budget Expense Control

g o1 Fisdoes ) il

ol
b
el
le
lel
0
Cl
O
I

* - denotes amount is opposite of Normal Balance

C oo [

Total: [ALLACCOUTS

[

| Press Key Duplicate lter to view General Ledger actity.
Record: 19 11 1 1 1 <0sc~





1

