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 FGIBDST Organization Budget Status 

 
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 1st to June 30th.  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. 

Next Block (click   or press  +  ) to continue. 
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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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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   
 

 
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 1st to June 30th.  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. 

Next Block (click   or press  +  ) to continue. 
 
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. 
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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. 
 

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

Next Block (click   or press  +  ) to continue. 
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 FGIBAVL Budget Availability Status   

 
 

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 1st to June 30th.  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. 
 

Next Block (click   or press  +  ) 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. 
 

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

Next Block (click   or press  +  ) to continue. 
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FGITBAL General Ledger Trial Balance   
 

 
 

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 1st to June 30th.  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.   
 

Next Block (click   or press  +  ) to continue. 
 

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

Next Block (click   or press  +  ) to continue. 
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 FGIGLAC – General Ledger Activity   
 

 
 

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 1st to June 30th.  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. 



2006
 

 

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

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. 
 

Next Block (click   or press  +  ). 
 
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. 
 

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

Next Block (click   or press  +  ) to return the results. 
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FGITBSR – Trial Balance Summary   
 

  
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 1st to June 30th.  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.   

Next Block (click  or press  + ) to display results. 
 

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

Next Block (click  or press  + ) to return the results. 
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FGIOENC Open Encumbrance List   

 
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 1st to June 30th.  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. 

Next Block (click   or press  +  ). 
 
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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FGIENCD Detail Encumbrance Activity   

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

Encumbrance – Enter purchase order number and Next Block (click   or press  +  ), or 

use the search button  select an encumbrance. 

Desc: Vendor name and date the PO was established will default.   

Next Block (click   or press  +  ) and the FOAP(s) used on purchase order will default. 

Enc – Dollar amount of original purchase order. 

Liq – 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. 

Next Block (click   or press  +  ) to view transaction detail. 

Next Record (click   or press ) to view all the transactions that make up the balance. 
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 FOIDOCH Document History   
 

 
 
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.  

Next Block (click   or press  +  ).  This will populate the information.  All document 

numbers relating to the queried document will be displayed.  Next Block (click   or press  + 

 )  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 
 

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% displays all items that contain 

the characters Pied.  A search condition of Pied% displays all items that begin with the characters 

Pied.  A search condition of %ied% displays all items that contain the characters ied in any character 

spaces of a name. 
 

Note:  Searches are case sensitive; a search for %Pied% would produce different results than a search 

for %pied%.  Leave off the first letter so that case sensitivity does not produce false results (search 

for %ied%). 
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1.  Press  to 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. 

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

  enclosed in percent signs.   
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SOADDRQ – Address Summary 
 

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 

press . 
 

2. The following form will display. 
 

 
If Vendor Number is known: 

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

number. 

2. . 

3. Next block (click  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. 

 

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

 

3. Enter search criteria and press  or click  (Execute Query) to display all vendors 
containing the information entered. 

 

4. Highlight correct vendor and press  +  to select.  Vendor information will be 
populated. 

 

5. Next Block (click  or press  + ). 
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FAIVNDH Vendor Detail History 
 
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 

press . 
 

4. The following form will display. 
 

 
 

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. 

3. Next block (click  or press  + ). 
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If Vendor Number is not known: 

6. Press   or click the Search icon while 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. 

7. Next Block (click  or press  + ). 
 

 

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. 
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FGIBDSR – Executive Summary 

  
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 1st to June 30th.  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. 
 

Next Block (click  or press  + ) to continue. 
 

 
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 
 

 

Query activity for all General Fund 
Funds for the Financial Services 
School/Admin level (Org Level 3 & 
Below). 
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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: 

 

  
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. 

  
 

Click “Query Specific Account” and 
enter Account Code 

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


