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H - BACE TO TOP
FGIBDST Organization Budget Status

w4 Organization Budget Status FGIBDST 7.2 (BANTESTZ)

Chart: |1—B Organization: |11400 E Financial Services &WC

Fiscal Year: 'FE] Fund: 117510 [Z[ Financial Services

Index: 117510 EI Program: 17000 E Institutional Support

[ Query Specific Account Account: 920000 E[ Personal Service Contracts Pool

" Include Revenue &ccounts Account Type: d

Activity: E
Commit Type: Location: (]
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

|»

1

D [ 0

MNet Total:

This form provides on-line query of all activity for a given Fund, Org, and Program combination
Chart - Accept the default of chart “1”

Fiscal Year — Represents the University’s fiscal year from July 1% to June 30"™. Accept the default of the
current fiscal year to view current data. You may enter prior fiscal years.

Index Code — Key in the 6 digit Index Code desired. Remember that this Code equals the Fund Code. Once
the Index Code is entered, the values for the Orgn, Fund, and Program will default.

Query Specific Account - To query information on a specific Account code only click on the check box then
enter the specific Account code in the Account field. To query information on all Account codes leave
the Query Specific Account checkbox unchecked.

Include Revenue Accounts - If performing a query on a Fund that has revenue, the box to see the revenue
Account codes must be checked. If revenue accounts are not desired, uncheck that box.

Fund, Org, Program - These fields will default based on the Index Code entered.

Account — Leave blank to query all account codes. Enter a specific account code to start query at the point.
. Ctr| Fage | _
Next Block (click or press +|L02wn 1) to continue.
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U\CO-IAR[OTFE
w8 Organization Budget Status FGIRDST 7.2 (BANTESTT)
Chart: |1_[T Organization: (11400 [T Financial Services AVC
Fiscal Year: E [T Fund: 117510 [T Financial Services
Index: 117510 [7 Program: 17000 [7 Institutional Support
[ Query Specific Account Account: 920000 [7 Personal Service Contracts Pool
[ Include Revenue Accounts Account Type: &
Activity: []
Commit Type: Location: []
Account Type Title Adjusted Budget YTD Activity Commitments Availahle Balance
[sz5140 |E— [Instate Transportation-Grou | 0.00 | 117.10 | 0.00 | -117.10 -
[szsao0  [E [out Of State Transp-Groun: | .00 | 19.00 | 0.00 | 19,00
925340 [E [out Of State Subsis-Lodainc| 0.00 | 1,196.00 | 0.00 | -1,196.00
[s25360  [E [out OF State Subsistence-M | 0.00 | 145,25 | 0.00 | -145,25
ls925380  |E [out OF State Other/Tip/Etc | 0.00 | 145 .56 | 0.00 | -145.56
927230 |E_ [Rental-Other Equipment | .00 | 580,00 | 7,504.00 | -5,084.00
[sz8030  [E [Long Distance service | 0.00 | -2.70 | 0.00 | 2.70
[s28040  [E [Postage | .00 | 151.61 | 0.00 | 15161
lsza170  [E [Printing & Binding | 0.00 | 7.30 | 0.00 | -7.30
[331200 [ [office Supplies | 0.00 | 284,63 | 0.00 | -284,63
|942220 |E— |PC£’Printer Equiprment Man-t | 0.00 | 0.00 | 0.00 | 0.00 —]
342260 |E_ [Mon-wan DP Equipment No | .00 | 272.95 | 0.00 | -272.95 =
Net Total: | 0.00 | 2,916.70 | 7,504.00 -10,420.70

Account - the query results for the selected Fund, Org, Program combination are displayed in ascending
Account code order.

Use the vertical scroll bar at the right side of the window or press the up and down arrow keys on the
keyboard to view more Account codes. When the last record is displayed the message line at the bottom of
the screen will display the message “At last record”.

Type - indicates whether the Account is R for revenue, L for labor, or E for expenditures

Title - a description for each Account Code. Click on a specific Title then use the side arrow key on the
keyboard to scroll to view the entire title description.

Adj Budget - the adjusted budget, including any budget revisions

YTD Activity - the expenditure total for Labor or Expense Accounts, and income total for Revenue Accounts
(if the Fund contains revenue).

Commitments - the total encumbrances, which includes outstanding purchase orders charged to the
highlighted Account.

Avail Bal - the balance in the Adj Budget column, minus the totals in the YTD Activity and the Commitments
columns.
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. ® | midget Summary Informatsce [FRGEsmM] SIS BRGSO X
flE Cuganization Enoumbranoes [FGDOOENT ]

Transaceen Dot |nfommates [FGITRMD]
Chart: Format Display Pralarences

Tt
Fiscal Year: 07 [7 Fund:
Index: 117510 [7 Program:

Account:

tion: (11400 F Financial Services AWC
WF Financial Services
WF Institutional Support
W[T Personal Service Contracts Paoal
L [

0 Query Specific Account
Cinclude Revenue Accounts Account Typ M
Activity: [T

Commit Type: Location: [*]

Account Type Title Adjusted Budget \ YTD Activity Commitments Available Balance

[s25140  [E [Instate Transportation-Grod | 0.00 |\ 117.10 | 0.00 | -117.10 -

l925300  [E [out OF State Transp-Grounc| 0.00 | \ 19.00 | 0.00 | -19,00

925340 [E [out OF State Subsis-Lodainc | 0.00 | \ 1,156.00 | 0.00 | -1,156.00

[sz5360 [ [out OF State Subsistence-M | 0.00 | \ 145,25 | 0.00 | -145.25

[sz5380 |E_ [out OF State Other/Tip/Ete | 0.00 | \ 145,56 | 0.00 | 14556

[sz7230 [e [Rental-other Equipment | 0.00 | \ 580,00 | 7,504.00 | _g,084 .00

[sz8030  [E [Long Distance Service | 0.00 | \ -2.70 | 0.00 | 2.70

28040 [E [Postage | 0.00 | \ 151.61 | 0.00 | -151.61

lsz8170  [E |Printing & Binding | 0.00 | \ 7.30 | 0.00 | -7.30

[s31100 |E_|0Ffice Supplies | 0.00 | \ 284 .63 | 0.00 | 284 .63

[saz2z0  [e [pcsprinter Equipment Man-(| 0.00 | \ 0.00 | 0.00 | 0.00 ~

[s42260  [E [mon-waN DP Equipment Ho | 0.00 | ‘i?z.gs | 0.00 | -272.95 -
Net Total: | 0.00 | | 7,504.00 | -10,420.70

2,9)6\.?0

To find out what entries made up a particular total, click on the desired Account Code in the Acct field, then
on the Menu Bar, Click on Options, Transaction Detail Information (FGITRND) to call the Detail
Transaction Activity Form (FGITRND). Transactions posting to the highlighted Account will display.
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FGITRND Detail Transaction Activity i e

78 Detail Transaction Activity FGITRND 7.2 (BANTEST7)
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
S A N M N A i
[t b7 [117s10 [117510 [11400 |az7230 17000 | | [ s [
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
|s27230 11400 27000 [z2-auG-2006  [REQP  |RO7O2774 |susan stirewalt Rz | 1,660.00 [+ ]
[sz7230 [11400 [17000 [10-AuG-zo0E  [IMEI 10072717 university self st [YTD | 290.00 [+
a27230 11400 17000 [t0-aUG-2008  [1MEI [to072717 [university Self Ster  [ENC | -290,00 [
|a27230 11400 27000 [o2-aUG-2008  [tHEID 10072702 |university self star [yTD | 250,00 [+
[sz7z30 [12400 [17000 [o2-auG-z00s  [1MEI 10072703 university self star  [ENC | -290.00 [
927230 11400 17000 [02-aUG-2006  [1CEI [to072197 [university Self Star [yTD | -304.00 [
[sz7z30 [11400 27000 [oz-auG-zoos  [1cEr 10072197 university self stor  [EnC | 304,00 |T
[s27230 [11400 [17000 [o1-aUG-zo0s  [PoLg  [PoTAnzO9 [university Self Ster  [REV | -290.00 []
|a27230 11400 27000 [o1-a0G-z006  [PoLq | [Po7Aszos [university Self star  [rsv | -1,560.00 [ =
|a27230 11400 17000 [op1-auG-zo06  [PorD  [Po7ADZO9 university self star  [ENC | 2,150.00 [+
[s27230 [11400 [17000 [31-30L-2006  [thED 10072197 [university Self Ster  [ENC | -304.00 [
[sz7z30 [11400 27000 [31-10L-zooe el [1o07z197 [University self stor  [YTD | 504,00 |:
a27230 11400 17000 les-uL-2008  [REQP  [RO7O17O [susan Stirewalt ER | 2,150.00 [+
[s27230 [11400 [17000 [t8-1u-2005  [poLg  [po7asizz [university self ster  [RsV | -1,755.00 [
[sz7230 [11400 217000 [18-3uL-zoe | [poLg [Po7ao127 [University self stor  [Rsu | ~2,015.00 []
927230 11400 17000 [t8-uL-2008  [PorD  [po7asiz? university Self Ster  [ENC | 3,770.00 [+
[sz7230 [11400 [17000 [t7-uL-zooe  [REQP  |mO7D11D9 [susan stirewalt [rsv | 3,770.00 [+] S
ar - R |
Total: ’m |:

This form shows documents that posted to the Fund, Orgn, and Account selected in Operating Ledger. When
accessed from another summary level form, the FOAP values from the summary form will be passed to
FGITRND. If accessed directly from the Menu, the FOAP values will have to be entered.

Chart - Accept the default of chart “1”

Fiscal Year — Represents the University’s fiscal year from July 1% to June 30"™. Accept the default of the
current fiscal year to view current data. You may enter prior fiscal years.

Index Code - Key in the 6 digit Index Code desired. Remember that this Code equals the Fund Code. Once
the Index Code is entered, the values for the Orgn, Fund, and Program will default.

Fund and Organization - These fields will default from the Index Code.

Account — Leave blank to query all account codes. A specific account code can be entered.
) ‘?Eﬁ Ctrl Paga | .
Next Block (click or press +L0ewn ) to continue.

Document - lists the specific document number for the transaction, a leading P for purchase orders, | for
invoices, R for Requisitions and J for journal vouchers. See Quick Reference Code for complete list.
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Field - column indicates the transaction category affected by the entry. Common entries are: ENC -
encumbrance (PO), RSV — Reservation (Requisition), YTD - year-to-date activity

Use the horizontal and vertical scroll bars near the bottom and side of the form to advance the cursor and view
more information on each document.

Once in the main block, the transactions can be queried using any of the displayed fields. Examples are by
date, document number, field, and amount. Instruction on this will be covered in the Advanced Finance

course.

5
Rollback to return to the Key Block to change any of the search information, Chart, FY, Index or
Account.

. Ctrl ] e | _
Next Block (click or press +|L02wn 1) to continue.
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INO(HARIOTTE
FGIBAVL Budget Availability Status BACK TO TOP
"mBudget Availability Status FGIBAML 7.0 (BANTE ST 7 oo e e e DD D E D D DS e e e e o
Chart: |1—[T Fund: WF Financial Services
Fiscal Year: IF[T Organization: W[T Financial Servicas AWC
Index: WF Account: WF Personal Service Contracts Pool
Commit Type: Program: W[T Institutional Support
Control Keys --->  Fund: |117510 Organization: Account: |9z0000 Program:
Account Title Adjusted Budget YTD Activity Commitments Available Balance
|szs000  [Damestic Travel Poal | 0.00 | 1,622.91 | 0.00 | -1,622.91 -
[327000  |Fixed Purchased Services P | 0.00 | 580.00 | 7,504.00 | -8,084.00
|928000 |Other Purchased Services F | 0.00 | 156.21 | 0,00 | -156.21
[s30000  [Supplies Pool | 0.00 | 284.63 | 0.00 | -284.63
[34z000  |EDP Equipment Pocl | 0.00 | 272,95 | 0.00 | -272.95
[351000  [Other Admin Expenses Poo | 0.00 | 0.00 | 0.00 | 0.00
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
Total: | 0.00 | 2,916.70 | 7,504.00 | -10,420,70 =]

This form is similar to FGIBDST as it provides on-line query of all activity for a given Fund, Org, and
Program combination. One difference is that FGIBAVL REQUIRES an Account Code.

Chart - Accept the default of chart “1”

Fiscal Year — Represents the University’s fiscal year from July 1% to June 30"™. Accept the default of the
current fiscal year to view current data. You may enter prior fiscal years.

Index Code — Key in the 6 digit Index Code desired. Remember that this Code equals the Fund Code. Once
the Index Code is entered, the values for the Orgn, Fund, and Program will default.

Fund, Org, Program - These fields will default based on the Index Code entered.
Account - Enter 911100. This is the lowest number in the expenditure account range and by using this

account number it will ensure that all expenditure accounts with activity are displayed on the form (911100
does not need to have activity for this function to work). To bypass payroll accounts, enter 920000.

. Ctr ] regs | _
Next Block (click or press +|Ld2wn 1) to continue.
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Another major difference between this form and FGIBDST is that FGIBAVL reflects actual expenditures
and encumbrances as well any that are IN PROCESS and haven’t been completed.

The FGIBAVL form provides the roll-up summary at the Budget Pool level of account codes. A list of the
Budget Pool level accounts will be provided.

Y
Rollback ——__ to return to the Key Block to change any of the search information, Chart, FY, or Index.

) @ Cirl Legs .
Next Block (click or press +|Ld2=n 1) to continue.
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FGITBAL General Ledger Trial Balance S or

al Ledger Trial Balance FGITRAL 7.0 (BAMTEST?)
Chart; [t~ Account Type: | 7 Fund: 336310 [T Cone Center Operations
Fiscal Year: ,FF Account: F Personal Service Contracts Pool
Beginning Current
Account Description Balance DfC * Balance DfC *
[s11000  [Interfund Claim On Cash | 37,908.92 EF [ esverrss BER -
[511110  |change Fund | 3,000.00 L[ 3,000.00 bI[ |
[11120  |petty cash | 250.00 |3 l_ lﬁ E l_
|G21100 |nccounts Payable-Vendars | 0.00 |E ,_ ,W E ,_
[7a100 [Budgsted Change to Fund Balance | 0.00 L[ 40,615.00 bI[ |
|?9110 |Budgeted Expenditure Control | 0.00 E ’_ ’m E ’_
[79z00 [Encumbrance control | 9,235.14 bl ] [ 1oosroazo bl ]
[79300 [Expenditure Control | 0.00 b 262,765 20 bI[ |
|?9550 |Reservati0n Control | 0.00 |E ’_ ’—DDD E ’_
|?9600 |Reserve for Encurmbrances | 9,235.14 |E ,_ ,W E ,_
|?9?DD |Reserve for Reservations | 0.00 |E ,_ 0.00 E ,_
|?9E!DD |Revenue Control | 0.00 |E ,_ 49,045,897 E ,_
[33010  [Other Met Assets | 24,658.97 SHEE [ z4essoz ol |
| | | O 1 0O
| | | 0] L ] 00O ®
* - denotes amount is opposite of Normal Balance
Total:  [ALL ACCOUNTS | 0.00 [ ] 0.00 (1]

This form provides on-line query of all General Ledger activity for a given Fund.
Chart - Accept the default of chart “1”

Fiscal Year — Represents the University’s fiscal year from July 1% to June 30". Accept the default of the
current fiscal year to view current data. You may enter prior fiscal years.

Fund Code — Key in the 6 digit Fund Code desired.

. Ctr| ] Eage _
Next Block (click or press +IL02wn i) to continue.

‘g

-

Rollback

to return to the Key Block to change any of the search information, Chart, FY, Fund, or
Account.
) VIE'I.T Ctrl Pags | .
Next Block (click or press +IL02wn i) to continue.
Page 9 of 25
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.. i
FGIGLAC - General Ledger Activity BACK TO TOP

ivity FGIGLAC 7.0 (BANTEST?)

Chart: |1—[T Period: ’_ Fiscal Year: ’FF Index: F
Fund: 336310 |7 Account: 79300 K

Account Transaction Date Type Document Description Amount DfC
|?9300 |24-.¢\UG-2006 |INEI |IDD?6062 |uality Personnel Services | 606.90 |3 =
[79300 [23-auG-z008 [1me [10701354 [Trf allied waste June2006 [ zmar o
|?9300 |21-.¢\UG-2006 |JFL |DL000925 |CUC 5709 Reservations Copies | 491,03 E
79300 21-suG-2008 [1FL [pLonogzs |cuc s714 Cone Center Copier 7-06 | 344,60 b |.:
[73300 [21-a0G-z00E [1FL [bLoD9zS |cuc 5713 Reservations Copies?-06 [ 4zaas |E
79300 21-suG-2008 [1FL [pLonogzs [cuc 5704 Cone Center Copies | 365.02 b |~
[79300 |22-auG-z008 |1uET 10075584 [quality Personnel Services | 44895 b
[79300 [21-suG-2006 [tmET 10075350 [central Paly-Bag Carp [ asase o
[79300 |21-aUG-z008 [1me [rs070821 [s5910 REC STORES -Da182006 | 340 b =
79300 [21-auG-2006 16 [Rs070821 [s5906 REC STORES -D8022006 | 105 36 b
[79300 [21-aUG-z008 [1uED [1o075272 [quality Personnel Services [ 1w0an o
79300 [21-auG-2006 [1hET 10075271 [auality Personnel Services | 187 42 o
79300 22-auc-z008 [Her [Foonr1s |HR Payrall zoos sM 15 1 | 5,423.87 [0
[73300 [22-nuG-2006 [Hen [Fooo171s [HR Payroll 2006 5M 15 1 [ enee o
79300 22-auc-z008 [Her [Foonr1s HR Payrall 2006 SM 15 1 | 186.08 o
|?9300 |22-.¢\UG-2006 |HGB |FDDDl?19 |HR Payroll 2006 SM 15 1 | 462,76 |3
[79300 [22-auc-z008 [hee [Fooo1719 HR Payrall 2006 SM 15 1 [ 4msez b =

Total: | 1122328 o

This form is similar to the FGITRND, but the difference is that it displays the transactions against the
General Ledger.

When accessed from another summary level form, the Fund and Account values from the summary form will
be passed to FGIGLAC. If accessed directly from the Menu, the Fund and Account values will have to be
entered.

Chart - Accept the default of chart “1”.

Period — Represents the fiscal period in the fiscal year. July is fiscal period 01 and each month is numbered
sequentially through June, which is fiscal period 12.

Fiscal Year — Represents the University’s fiscal year from July 1% to June 30". Accept the default of the
current fiscal year to view current data. You may enter prior fiscal years.

Index Code - Key in the 6 digit Index Code desired. Remember that this Code equals the Fund Code. Once
the Index Code is entered, the values Fund will default.

Fund - This field will default from the Index Code.
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Account — If FGIGLAC is accessed from FGITBAL, the Account field will already be populated. If
accessed directly from the main menu, the Account Code may be entered, or it may be left blank in order to
retrieve every transaction for every Account Code in the Fund.

. Cirl Paga |
Next Block (click or press + L Oownl ),

Document - lists the specific document number for the transaction, a leading P for purchase orders, I for
invoices, R for Requisitions and J for journal vouchers. See Quick Reference Code for complete list.

Use the vertical scroll bar on the side of the form to advance the cursor and view more transactions.

Once in the main block, the transactions can be queried using any of the displayed fields. Examples are by
date, document number, description, or amount. Instruction on this will be covered in the Advanced Finance
course.

4]
Rollback to the Key Block to change any of the search information, Chart, FY, Period, Index or
Account.

. Ctr| ] Fags
Next Block (click or press + IL02=n 1) to return the results.
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BACE TO TOP

FGITBSR - Trial Balance Summary

%8 Trial Balance Summary FGITBSR 7.1.0.1 (BANTEST7)

COA: |1—[7 UNC Charlotte Fiscal Year: ’FF
Fund: WF Campus Center Operations L3 OR Fund Type: ’_[7
Account: li[T OR Acct Type: ’_F
Acct Beginning Current
Type Account Description Balance Dfc * Balance DfCc  *
[sa [s11000  [interfund claim on cash | £,828,626.17 e [ [ 192029z B =
[aa [511110 | [Change Fund | 3,075.00 bl [ [ s o] [ ]
’E [c11120  [etty cash | 2,100.00 |E l_ Im |E l_
[au [e13930  [a/R Other | 0.00 b [ [ om bl [
[+U [e13300 | [D/F Proprietary | 220,000.00 ] [ [ 2z0,000.00 o] [ ]
,H |GleDD |P.ccounts Pavable-vendors | 0.00 E ,_ lm E ,_
,H |?9100 |Budgeted Change to Fund Balance | 0.00 |E ,_ lm |E ,_
IK |?9110 |E\udgeted Expenditure Control | 0.00 |E ’_ lm E ’_
’H |79200 [Encumbrance cantral | 316,134.33 |E l_ IW |E l_
’H |79300 [Expenditure contral | 0.00 |E l_ Im |E l_
[ka [7os50 [Reservation Control | 3,102.51 ] [ [ asmser o] [] 4
,H |?96DD |Reserve for Encurmbrances | 316,134.33 E ,_ lw E ,_
,H |?9?DD |Reserve for Reservations | 3,102.51 E ,_ IW E ,_ -
* - denotes amount is opposite of Normal Balance
Total: [LL accounTs | 0.00 (][] [ om (][]
Current Fund Balance: lm E l_

This form provides on-line query of all General Ledger activity for a given Fund. This form allows on-line
query for all levels of the Funds.

Chart - Accept the default of chart “1”

Fiscal Year — Represents the University’s fiscal year from July 1% to June 30". Accept the default of the
current fiscal year to view current data. You may enter prior fiscal years.

Fund Code — Key in any level of the Fund Code desired.
F'D. =]
= Ctri 3
Next Block (click v@;] or press + [Leenl)) to display results.

'

-

Rollback _
Account.

to return to the Key Block to change any of the search information, Chart, FY, Fund, or

Tt ] Foge
rl e
+ [L22+0)) to return the results.

Next Block (click V@? or press
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e

FGIOENC Open Encumbrance List BACK TO TOP

Chart: |1—F Index: IMF Organization: W[T University Center

Fiscal Year: ,FF Fund: 336310 [T Cone Center Operations

Encumbrance Yendor Item Acct Prog Acty Locn Amount Commit Type
|Pog11888  |Lagical Choice Inc | 0 |saz2e0 20200 | | | 5.95 m -
[Posa0s94  [american Chemical Socisty [ o [s300s0 20200 | | | 1,132.35 m
[Pogaosas  [saffelle Inc | o [|ss0080 20200 | | | 407,27 m
|PD|5P.0599 |Swicegood Supply Co Inc | i} |930050 |ZDZDD | | | 1z.52 |U—
|Posaceno  [anderson Sanitary Maintenance Product | 2 [330050 20200 | | | 26.74 |u—
|Poean7s6  [Brittany Supply Ine | 2z |sz0050 |z0z00 | | | 134,50 [
|Poeaszsn  [quality Persannel Services [ 0 |esi7e0 20200 | | | 201.85 m
|Po700809  [Maintenance Supply Co [ o [s30300 |z0z00 | | | 220,00 m
|Po7aos10 [Benite Flaoring Group [ o [|ssi7eo 20200 | | | 3,529.50 m
|Po700838  |carolina Janitorial & Maintenance Supply | 0 (930350 |z0z00 | | | 272,28 |u_ -
|Povoos4s [camcor Inc [ 0 [s44590 20200 | | | 659,95 u]
|Po700885  [Prestige Collision Repair Centers Inc | o |szszoo |z0z00 | | | 1,071.34 [
|Po70z137  |Laserprint Service Inc | o [|szsz1o 20200 | | | 75.00 m
|Po702350  [E-Z Up Direct.Com LLC [ o [s47e00 |z0z00 | | | 1,470.39 m
|Po702357  [The Chranidle of Higher Education | o |szs3so 20200 | | | 250,00 m
|Po70z358  |able Metal Fabricators Inc | o [szs180 |z0z00 | | | 213.00 m
[Povasoio  [calice Industries Inc [ o [s30050 20200 | | | 656,56 u]
|Po7aon11  [central Poly-Bag Corp | o |sz0050 20200 | | | 41536 m
[Po7asosz |advanced Products Ine | o [|sz0050 20200 | | | 700,00 m =

This form shows open encumbrances for purchase orders not yet closed by invoice activity.
Chart - Accept the default of chart *“1”

Fiscal Year — Represents the University’s fiscal year from July 1% to June 30". Accept the default of the
current fiscal year to view current data. You may enter prior fiscal years.

Index Code - Key in the 6 digit Index Code desired. Remember that this Code equals the Fund Code. Once
the Index Code is entered, the values for the Orgn, Fund, and Program will default.

Fund and Organization - These fields will default from the Index Code.

FlD. =] 1
] Ctrl 3
Next Block (click %? or press + |Llownl ),

Each open encumbrance for the given Fund/Org combination will be displayed showing the document
number, Vendor, Account Code, Program Code, and Amount.

Use the vertical scroll bar at the right side of the window or press the up and down arrow keys on the
keyboard to view more open encumbrances.
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i
FGIENCD Detail Encumbrance Activity BACKTO TOP

T o el e e L e T

I:n-f':||| Encumbrance Activity FGIEMCD

Encumbrance: FO6ADS94 [T

Description: [american chemical Society Status: [0 Type: [P

Date Established: |21-10L-2005 Balance: 1,132.35 VYendor: |800000306 |American Chemical Society

Item: i} Sequence: 1 Fiscal Year: |07 Commit Indicator: |U— =]

COA Index Fund Orgn Acct Prog Actw Locn Proj

L] 336310 236310 23000 330050 20200 |
Encumbrance: 1,750.00 Liguidation: -617.65 Balance: 1,132.35 =]
\

Transaction Date Type Document Code Action Transaction Amount Remyining Balance
21-10L-2005 PORD POBADED |— 1,000.00 1,000.00 -]
21-0CT-2005 IMEI 10015615 |— -239.80 760,20
Z1-MOW-2005 CNEI 10016562 |— 239.80 1,000.00
ZZ-WOW-2005 IMEI 10021016 |— -239.50 760,20
13-FEB-2006 IMEI 10036153 |— -115.31 £44,59
05-MAR-2006 CORD POBADS4 |— 750.00 ,394.89
25-MAY-2006 IMEI 10058023 |— -262.54 132,35
01-10L-2006 E050 EMRLOEDL |T— 1,000.00 1,332.35 -

This form displays the balance and all transactions that have posted against an encumbrance. Wse this form to
find the remaining balance on purchase orders.

5 Ctrl AR
Encumbrance — Enter purchase order number and Next Block (click VE] or press 4] + &W .), or

w
use the search button [:I select an encumbrance.
Desc: Vendor name and date the PO was established will default.

+

5 Ctrl Eage
Next Block (click V@? or press 4] ownl ) and the FOAP(s) used on purchase order will default.
Enc - Dollar amount of original purchase order.
Lig — Dollar amount liquidated to date from purchase order.

Balance — Remaining encumbered balance on purchase order. If the purchase order is split between two or
more different FOAPS, use the Next Record command or the vertical scroll bar on the right to view the
balances on each accounting entry.

) Vlﬂ Ctrl Page ) . )
Next Block (click or press +|L0own 1) to view transaction detail.
i

Next Record (click or press ) to view all the transactions that make up the balance.
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FOIDOCH Document History BACKTO TOP
Document Type: IF[T Purchase Order Document Code: IM[T
Requisition Status Bid Status Purchase Order Status Issues Status
Rosorsss | [n = 1 OA PoscasEa. o - 1 0O=&
L1 [ 1 0 L1 0 L1 [0
1 0O 1 0 [ ] 0O} 1 0
[ 1 0OF [ 1 0O 1 0O [ 1 0O
L O L 0 L O L O
[ 1 [F% 1 [UF 1 0% 1 [UF
Invoice Status Check Status Return Status Receiver Status
fooseesr | [p =~ ooaosra | [ - 1 [O& Noeosese | [0 -
foosesss P C_ 1 0O 1 O 1 O
1 0O 1 0 L1 0O [ 1 0O}
L1 0O L1 [0 L] [ L 0O
L1 O 1 O 1 [ L1 O
[ 1 [% 1 [OF 1 [OF 1 [OF
Asset Tag Status Asset Adjustment Status
poorszse [ = 1 O~
ovorszss  fr | ] O
ooo7ezsa [ I R W
foosorszss [ ) OF
joooorsase. [ 1 O
ovorszs fr - ) 06
KT e | »

This form shows the status of documents; ties document numbers together and shows detail on the documents
that are displayed.

Doc Type - Enter REQ for requisitions, PO for purchase orders, INV for invoices, RCV for receiving or
CHK for checks.
Doc Code - Enter the specific requisition number, PO number, invoice number or check number.

Lt Foge| _ _ _ _
+|l0own i), This will populate the information. All document

B

Next Block (click '%T or press

2] Ctrl
numbers relating to the queried document will be displayed. Next Block (click %? or press 4] +
Fogse [
Uownil ) to navigate through the document.

Status - The field to the right of each document number is the Status Indicator. On the Menu Bar, click on
Options, View Status Indicators under to call a list of the indicators. If this field is blank, the document
has not yet been completed.

To view the details of a document, click on the desired document to highlight it, and then select Options on
the Menu Bar. Select Requisition Info, Purchase Order Information, Invoice Information or Check
Information to view the source document.
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FTIIDEN Entity Name/ID Search S or

A search using wildcards consists of a combination of letters, including one or more of the percent
sign (%). The percent sign wildcard matches any number of characters. Placement of the wildcard is
important. A search with the wildcard before and after the search value will produce different results
than a search with the wildcard only after the search value. If in doubt of where the search value will

be located within the name then enter the wildcard before and after.

For example, find Piedmont Plastics. A search condition of %Pied%o displays all items that contain
the characters Pied. A search condition of Pied%o displays all items that begin with the characters
Pied. A search condition of %ied%o displays all items that contain the characters ied in any character

spaces of a name.

Note: Searches are case sensitive; a search for %oPied% would produce different results than a search
for %opied%. Leave off the first letter so that case sensitivity does not produce false results (search
for %ied%o).

’E}J_Ennt‘g.-' MName/ID Search FTIIDEN 7.0 (BAMTEST?)

[ vendors [ Grant Personnel [ Financial Managers [ Agencies

[ Terminated Yendors [JProposal Personnel [JTerminated Financial Managers W all

Middle Entity Change

ID Number Last Name First Name Name Ind Ind Type

4

N e o
D o
N e e
D o Y~
N e o
ARRRRRRNNNNNNEND ©

JTTTTTITTTTTTTT I

1]

¥ - ¥endors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel
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Tab . ;
1. PressL—lto place the cursor in the Last Name field.

2. Type percent sign (%), followed by a portion of the vendor name, followed by another percent sign
(%).
You may leave off the first letter of the name so that case sensitivity does not return false results.

-8

=)
3. Press or click (Execute Query) to display all vendors containing the characters

enclosed in percent signs.

¥ Entity Mame/ID Search FTIIDEN 7.0 (BANTEST7)

O vendors [l Grant Personnel [JFinancial Managers [ Agencies

O Terminated Yendors CProposal Personnel [ Terminated Financial Managers & all

Middle Entity Change
ID Number Last Name First Name Name Ind Ind

=
ul
=
]
=

Type

|k

[sooooosen [central Piedment Community Coll | |

|800361441 |Invest in Turin and Piedmont | |

[vBasn1ss6  [Piedmont [10seph |antho

[sooz2s337 [Piedmont [1oseph [antho

|SDD4DSGDD |Piedm0nt Behavioral Healthcare | |

|soosezars  [piedmont Biomedical Inc

|SDDDD22DB |Piedm0nt Chlorinator Sales Inc

[soboozi44  [Piedmont Door Automation

|sooo02147  |Piedmant Farm & Yard Equipment

[s00433752 |Piedmont Fasteners Inc

|sonseesz7 [piedmont Garden & Florist Supply

|800360858 |Piedm0nt Instruments & Controls

|soose1514  [piedmont Natural Gas

|sonse7ozs [piedmant Plastics Inc

|8003?4316 |Piedm0nt Frimary Academy

N DDOOEDRLDOEEE
0 | 0 G
=R RS EEEEE
FEEEEEEEEEEEEEEEE
E RS EEEEEEEEEE S
FEEEEE EEEEEEEE = E
EEEEEE EEEEEEEE = E
1 I

|
|
|
|
|
|
[soo4z4401  [piedmont Ice Inc |
|
|
|
|
|

Moel -

|z1zoan410  [piedrafita Joyce

¥ - ¥endnre  F - Finanrial Mananers A - Anenries G - Grant Percnnnel P - Pronnsal Persnnnal
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SOADDRQ - Address Summary BACK TO TOP

SOADDRQ provides the user with the ability to query for addresses for a specific vendor. This form can be
used to verify that the address for a vendor invoice is set up correctly.

Using SOADDRQ

1. Navigate to the Vendor Detail History form. From the Direct Access box, type in SOADDRQ and

Enter

press

2. The following form will display.

"y address Summary SOADDRQ 7.0 (BANTESTT)
ID: [s00000432 [ *|[Fisher Scientific Co LLC
Address Type: El Street Line 1: | [ Inactive =]
Sequence Number: l_ Street Line 2: | From Date:
Source: [+ streetLine3: | To Date:
City: | State or Province: ZIP or Postal Code:
Mation:
Address Type: [7 Street Line 1: | [ Inactive
Sequence Number: l_ Street Line 2: | From Date:
Source: [*  street Line 3: | To Date:
City: | State or Province: ZIP or Postal Code:
Mation:
Address Type: F Street Line 1: | [ Inactive
Sequence Number: l_ Street Line 2: | From Date:
Source: [T Street Line 3: | To Date:
City: | State or Province: ZIP or Postal Code:
Mation:

If Vendor Number is known:

1. When the form opens, the cursor will be in the Vendor ID field. Fill in the vendor
number.

Tab

Cirl ] Pra=
+

|:|f_lw|'|

4
N

3. Next block (click VE'? or press
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If Vendor Number is not known:

1. Click the Search icon while the cursor is in the Vendor ID. The following Option List will
appear.

’E_EI Qption List

Person Search

Non-Person Search

i Cancel )

2. Choose either a Person Search for an individual or a Non-Person Search for a company.

8
3. Enter search criteria and press
containing the information entered.

. |
or click =" (Execute Query) to display all vendors

Shif t
4. Highlight correct vendor and press ' + M to select. Vendor information will be

populated.

Fll:l (=]
] Cirl 3
5. Next Block (cIick% or press ]+ lown ])
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ID:  [800000432 (7 |Fisher Scientific Co LLC

Address Type:

Sequence Number:

Source:

Address Type:

Sequence Number:

Source:

Address Type:

Sequence Number:

Source:

o ()
B
-

Last Revised - 11/15/06

K

Street Line 1:
Street Line 2:
Street Line 3:

City:
Mation:

Street Line 1:
Street Line 2:
Street Line 3:

City:
Mation:

Street Line 1:
Street Line 2:
Street Line 3:

City:

Mation:

|3201 University City Blvd

|Charlotte

R

State or Province: |NC

2000 Park Ln

|Pittsburgh

—

State or Province: |PA

[Account sa7680-001

|Po BOx 360153

|Pittsburgh

—

Page 21 of 25

State or Province: |Pa

From Date:
To Date:

ZIP or Postal Code:

From Date:
To Date:

ZIP or Postal Code:

From Date:
To Date:

ZIP or Postal Code:

[ Inactive =

-

28223

[ Inactive

e
E—

[Inactive

—

15251-0153
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FAIVNDH Vendor Detail History i e

FAIVNDH provides the user with the ability to query for invoices and checks for a specific vendor. This
form can be used to verify that an invoice has been processed and find the check number that paid the invoice.
Information can be added to the keyblock to allow a query only for requisitions.

Using FAIVNDH

3. Navigate to the Vendor Detail History form. From the Direct Access box, type in FAIVNDH and

Enter

press

4. The following form will display.

Tmvendor Detail Histary FAIVNDH 7.1 (BANTESTY)

vendor: |so0000512 [*][Logical Choice Inc Selection:
Fiscal Year: EEI
Indicators
Credit Open/ Yendor Check Check
Yendor Invoice Invoice Approval VIC Memo Paid Cancel Invoice Amt Due Date Date Number
|
| | O 0O 0O 0O | | | =
| | 0O 0 O 0 O | | I |
| | O 0 0 0O 091 | | |
| | O 0O 0O 0O | | |
| | 0O 0 O 0 O | | I |
| | O 0 0 0O 091 | | |
| | O 0O 0O 0O | | |
| | 0O 0 O 0 O | | I |
| | O 0O 0O 0O | | |
| | O 0 0 0O 091 | | |
| | 0O 0 O 0 O | | I |
| | O 0O 0O 0O | | |
| | O 0 0 0O 091 | | |
| | 0O 0 0 0 O | | I | £
Total: ,7

If Vendor Number is known:

2. When the form opens, the cursor will be in the Vendor field. Fill in the vendor

number.

=
2. - to Selection dropdown list and choose All, Credit Memo, Open, Paid.

FlD. =]
= Ctrl =
3. Next block (click %] or press + [Lhoen ),
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If Vendor Number is not known:

e v

6. Press or click the Search icon [:Iwhile the cursor is in the Vendor code field, the Entity
Name/ID Search (FTIIDEN) form appears. Follow instructions on page 15 for searching for a
vendor number.

FlEl =]
7 Cirl 3
7. Next Block (click% or press ]+ Uown ]).

“mvendor Detail History FAIVNDH 7.1 (BANTEST7)

vendor: (800000512 [ [Logical Choice Inc Selection:
Fiscal Year: ’FF
Indicators
credit Open/ Yendor Check Check
VYendor Invoice Invoice Approval ¥IC Memo Paid Cancel Invoice Amt Due Date Date Number
]
[4n8s1 1057119 [ W W P [ 721,00 [tzuL-zoos  [1z-30L-zoos [tooszoze =
[41139 10069389 fr W W Fl M [ 785.00 [t0aUL-zo06 | [10-30L-2008 [100s1838
41160 10069408 M 0 W o v [ 143,00 [to-uL-zoos | [
[a1173 10069958 r] 0 W P [ 127.00 [13-0UL-2006 | [2s-30L-z008 [10083038
[a1193 (071147 fr W W Fl M [ 271.00 [z1UL-z006 | [21-10L-z008 [100s2791 |
41198 1071148 [r] 0 W P [ 88.00 lz10UL-2006 | [2s-30L-z008 [10083039
41197 1071149 [ I W o v [ 49.00 lztauL-zooe | [ a
[41199 (071371 fr W W Fl M [ 234,00 [01-AUG-2006 | [01-AUG-2006  [1006364z
41200 10071437 r] 0 W P [ 17.00 l24-JUL-2006 | [25-30L-2008 [10083039
41200 10071564 [r] I W 3 [ 84,00 [04-AUG-2006  [04-AUG-2006 (10063900
[a1z11 (1071584 fr W W Fl M [ 56,00 [04-AUG-2006 | [04-AUG-2006 (10063900
[a1221 1071588 [r] I W 3 [ 383,00 [06-AUG-2006  [07-AUG-2006 (10064007
[a1z22 1071588 fr] 0 [ I [ 238,00 [z5aUL-2006 | [25-0L-2008 [10083039
[41223 1071591 fr M W Pl M [ 173,00 [06-AUG-2006  [07-AUG-2006  [10064007
Total: 3,469.00
=
. ] b . .
Next Record (click or press ), or use the vertical scroll bar near the side of the form to advance the

cursor and view more information.

Vendor Invoice — Shows the vendor’s invoice number as entered in the Vendor Inv # field on FAAINVE.
Invoice — Shows the associated Banner Invoice (Document number) number for the transaction.
Approval - Approval Indicator for Banner invoice.

VIC - Vendor Invoice Consolidation Indicator

Credit Memo - Credit Memo Indicator

Open/Paid - Open /Paid Indicator

Cancel - Cancellation Indicator

Vendor Invoice Amt — The dollar amount of the Banner Invoice

Due Date — The payment due date as entered on the Banner Invoice

Check Date — Date check was issued.

Check Number — Check number for this transaction.

Page 23 of 25
Last Revised - 11/15/06



g 2006
INC(HARIOTTE
FGIBDSR - Executive Summary RO
T Executive Summary FGIBDSR 7.1 (BANTEST7)
Chart: |1—E| Organization: 210 E Financial Services (Adm)
Fiscal Year: ,FEI Fund: 110 El General Fund L1
Index: E Program: E
uer ecific Accoun Account: ’— -
; ?m:lu:::eu:nu: ncco:nts G LS [ZI
Activity: EI
Commit Type: Location: [Zl
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
| [l | r . I =
| [l [ r r r
| B | r . .
| L | r . .
| [ | . . .
| L | r . .
| B | r . .
| [ | r r r
| B | r . .
| L] | r . .
| Ll [ r r r
| [l | r - 1 =
Met Total:

This form provides on-line query of all activity for a given Fund, Org, and Program combination. The Fund
and Org are required fields.

This form allows on-line query for levels of the chart other than the data entry level. To query at higher
levels, follow directions below.

Chart - Accept the default of chart “1”

Fiscal Year — Represents the University’s fiscal year from July 1% to June 30". Accept the default of the
current fiscal year to view current data. You may enter prior fiscal years.

Fund, Org — When querying for a higher level Fund, the Division level Org must be used. See chart below
for Level 2 orgs.

Level 2 Org Description
10 Chancellor
20 Business Affairs
30 Academic Affairs
40 Student Affairs
50 Development
60 Athletics
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Query Specific Account - To query information on a specific Account code only click on the check box then
enter the specific Account code in the Account field. To query information on all Account codes leave
the Query Specific Account checkbox unchecked.

Include Revenue Accounts - If performing a query on a Fund that has revenue, the box to see the revenue
Account codes must be checked. If revenue accounts are not desired, uncheck that box.

Ctrl ] P?B?] _
+ |L0ewnl) to continue.

Next Block (click % or press

Fon Executive SUMmAary FGIBDSR 7.0 (BANTEST 7] (i e i e e T L e D e e L T

Chart: |1_[T Organization: IF [T Financial Services (Adm)
Fiscal Year: ’FF Fund: lﬁ [* General Fund L1
Index: ’7[7 Program: li [T
[ Query Specific Account Account: F .
. Account Type: (*] Query activity for all General Fund
Activity: [*] Funds for the Financial Services
Commit Type: Location: ] School/Admin level (Org Level 3 &
Below).
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
la11100 |1 [EPA Perm Non-Teachir| 454,400,00 | 52,424 .96 | 397,599.72 | 4,375.32
912100 |L_ |5PA Reqular Salaries | 3,037,103.00 | 344,613.32 | 2,441,459.55 | 251,030.10
|a12500 |L_ SPA Longevity Pay | 0.00 | 5,730.00 | 0.00 | -5,730.00
lo14050 |1 |sPA Overtime Paymen| 0.00 | 6,407 .16 | 0.00 | -6,407.16
15020 [L [Student Regular Wage | 0.00 | 7,006.50 | 0.00 | -7,006.50
la15900 |1 [Mon-Student Regular | 0.00 | 23,949.37 | 0.00 | -73,949.37
316050 |? [Worker Compensation | 0.00 | 67.96 | 0.00 | -67.96
917050 |? Medical Insurance Stat| 0.00 | 23,764 .36 | 0.00 | -23,764.36
la1a0sa |1 [T184 Optional Retirem | 0.00 | 2,312.76 | 0.00 | -2,312.76
918100 |L_ Tl&A Retirement Healt | 0.00 | 1,938.06 | 0.00 | -1,938.06
918150 [L [Lincoln Retirernent | 0.00 | 755.82 | 0.00 | -755.82
lo19050 [ [state Retirement | 0.00 | 25,730.03 | 0.00 | -25,730.03
Net Total: | -3,491,503.00 | -567,583.07 | 2,359,203.05 |

Acct - the query results for the selected Fund, Org, Program combination are displayed in ascending Account
code order.

Use the vertical scroll bar at the right side of the window or press the up and down arrow keys on the
keyboard to view more Account codes. When the last record is displayed the message line at the bottom of
the screen will display the message “At last record”.

Type - indicates whether the Account is R for revenue, L for labor, or E for expenditures
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Title - a description for each Account Code. Click on a specific Title and press Ctl+E to view the entire title
description.

Adj Budget - the adjusted budget, including any budget revisions

YTD Activity - the expenditure total for Labor or Expense Accounts, and income total for Revenue Accounts
(if the Fund contains revenue).

Commitments - the total encumbrances, which includes outstanding purchase orders and requisitions charged
to the highlighted Account.

Avail Bal - the balance in the Adj Budget column, minus the totals in the YTD Activity and the Commitments
columns.

To Query for a Specific Account:

’E}!E:-::Eu::l_lti'-.-'e Summary FGIBDSRE 7.1 (BAMTESTY)

Chart: |1—[T Organization: 210 F Financial Services (&dm)

Fiscal Year: 07 [*] Fund: 110 [+ General Fund L1

Index: F Program: [7

pe Account: 925140 F Ingtate Transportation-Gro

¥ Query Specific Account n nee ,— [_ . @ . .
cocoun e: A

B Include Revenus Accounts ¥p Click “Query Specific Account” and

Activity:
. ) enter Account Code
Commit Type: Location: =]
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

|92514D |E— |Instate Transportation- 0,00 364 95 225.00 -559.958 =

This query yields same
results as before but only
for Instate Transportation

IO IO L]

Net Total: 0.00 364,98 225.00 -559.98

Query Specific Account - To query information on a specific Account code only click on the check box then
enter the specific Account code in the Account field. To query information on all Account codes leave
the Query Specific Account checkbox unchecked.
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