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Banner Terms 
 

o UNC Charlotte ID – an alternate 9 digit number used to uniquely identify a person in 

the BANNER systems 
o Chart – identifies whether the transactions are for UNC Charlotte (1); UNC Charlotte 

Foundation (F); or the Athletic Foundation (A) 

o Fund – a numeric designation for a self balancing set of accounts in which transactions 

are recorded.  In the FRS system, formerly called “account numbers”. 

o Example:  139499 = Dept of ____ Discretionary Fund  

Grant – Every grant must have two numbers assigned to assist with tracking financial 
activity in Banner; grant code and fund code.  The grant code is used by Banner in 
accumulating information on a project to date basis (accumulates across fiscal years).  
This code should be used to review budget balances and view transaction activity in 
Banner Finance Self Service.  It is an accumulator only.  To ease the transition to 
Banner, UNC Charlotte has made the grant code equivalent to the FRS account number 
for projects that were already established in FRS.  
  
Fund code, which is the second number assigned to a grant, is used for processing all 
transaction activity.  Exception: since the HRS payroll system will continue to use the 
FRS system until January, the old FRS account number must continue to be used on 
payroll transactions until January. 
 

o Example:  NSF project  Grant Code = 551239; Fund Code = 501239 
 

o Organization – a numeric designation for departmental/budgetary subdivisions.  Also 

known as department number and refers to who or what office controls the funds. 

o Example:  11400 = Assoc VC for Finance  

o Account – a numeric designation for individual asset, liability fund balance, revenue, 

expenditure and transfer account classifications.  In the FRS system, formerly called 

“object codes”, these numbers specify the allowable use of those funds. 

o Example:  931100 = Office Supplies 

On the arrows, Ctrl + Click to return to 
the Table of Contents 
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o Fiscal Year –  defined 12 month period used for financial reporting and activity.  UNC 

Charlotte’s fiscal year is July 1 – June 30.  The Fiscal Year field in SSB is the YYYY 

for a fiscal year end (June 30). 

o Example:  July 1, 2005 – June 30, 2006 = Fiscal Year 2006 

o Fiscal Period – identifies the months of the fiscal year, beginning with 01 - 12. 

o Example:  July = fiscal period 01; August = fiscal period 02; September = fiscal 

period 03, etc…     

o Document Code – a reference number assigned for each transaction.  The numbers start 

with various letters depending on the source. 

o Examples:  Purchase Orders begin with P; Requisitions begin with R; Invoices 

begin with I; Checks begin with 1. 

o Requisition – an on-line document created by user department to request goods/services 

o Reservations – funds reserved by the creation of the requisition 

o Purchase Order – the Requisition is converted to a Purchase Order by Purchasing once 

the vendor is identified and the order is placed.  When this occurs, the reservation of the 

funds for the Requisition are released. 

o Encumbrances – funds set aside to cover a purchase order 

o Invoice – an on-line document created by Accounts Payable to initiate payment to a 

vendor 

o Commitments – the total of both reservations and encumbrances 

o Year to Date – actual receipts deposited and expenses incurred 

o Available Balance – budget minus year-to-date expenses minus commitments 
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Opening Self Service Banner (SSB) 
 

1. Open the Banner INB gateway web page with your browser: 

• In the Address field of your browser, type https://selfservice.uncc.edu and press   

.  

NOTE:  A UNC Charlotte ID # is required to logon to Self Service Banner.  If the user’s ID is 

unknown, click on                                         to look up the ID.  The Get My UNC Charlotte ID 

application requires a user’s Novell username and password for validation.  Once the ID is found, 

make a note of it and close this application to return to Self Service Banner.  

 

2. Click on. 
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3. Enter UNC Charlotte ID # and PIN (user’s 6 digit birth date – MMDDYY) and click .    

 
 

NOTE:  Steps 4 – 6 are only required on initial login. 

 

4. The initial PIN will be the user’s six digit birth date.  The user will be directed to change the PIN 

at the initial logon.  The PIN must be a six digit number. 
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5. A Login Verification Security Question and Answer is required to allow the password to be 

reset without assistance.  Any question/answer combination can be used.  Type question and 

answer and press . 
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6. Each user must read and agree to the Terms of Usage Statement.  Click on  if you 

agree, otherwise, click on  . 
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7. From Main Menu, click on . 

 
 

 

8. From the Financial Information menu, click   



2005
 

 

Page 9 of 27 

Budget Status by Account Query  
 

NOTE:  Includes query by Grant  

 
1. Click on the drop down box to select Budget Status by Account. 

 

2. Click on 

 

3. This page allows the design of a personalized report.  See 4. for an example. 
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4. The following example is of a standard four column report for a Grant.  To follow this for any 

other type of Fund, fill out the Fund field in lieu of the Grant field.   
 

o There are several budget fields to choose from, but the only one needed for these queries is 
“Adjusted Budget”.  Select “Year to Date” for either project to date activity (if querying a 
grant) or year to date activity (if querying any other fund).  Select “Commitments” 
(includes all encumbrances & reservations) for column three.  The fourth and final column 
should be “Available Balance”.   

 
o To save the format for future use, enter a report name in “Save Query As:”.   User does not 

have to save the query, this is just an option.  
 

 
 

5. Press  
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6. To narrow the query, addition information is needed.   

 
o Required Fields:  Chart (should be 1 for University), Fiscal Year, Fiscal Period (July = 01, 

August = 02, September = 03, etc)  
 
AND to query a: 
 

 Grant  - Grant Code only additional code required 
 Fund  - Fund and Organization Code (6 digit code from Level 5 column – see List of 

Codes note below) required in addition to the required fields above 
 Organization  - Organization Code (6 digit code from Level 5 column – see List of 

codes note below) only additional code required 
 
List of UNC Charlotte Organization Codes located here Financial Services - Banner 

 
7. The query may be saved for regular review by giving it a name in “Save Query as:”. User does not 

have to save the query, this is just an option. 
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8. Click on    
 

9. An on-line report with drill-down capabilities will be produced.  The Year to Date information that 
is underlined can be clicked to drill-down to the detail that makes up this total.   

 
o NOTE:  Detail information regarding salary/benefit charges can not be acquired through 

Banner Finance Self Service.  This information is still obtainable from the Human 
Resources Labor Distribution reports that are distributed by Financial Services. 

o NOTE: Information may not fit on one screen.  Don’t forget to click on  to see 
balance of report. 

 
 

 
 

10. To download the report to Excel, click  to download only 
columns shown on Banner query.  Or to see all available columns, click 

. 
 

11. Click  to see report in a browser window or  to save to Excel. 
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12. When in Excel, the report can be formatted and functions like a normal Excel worksheet. 
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Budget Status by Organizational Hierarchy Query  
 

NOTE:  For Grant queries, see Budget Status by Account Query above 

 
1. Budget Status by Organizational Hierarchy – Organization Code is required.  If unknown, refer to 

UNC Charlotte Organization Codes link located here Financial Services - Banner 

 

2. Click on the drop down box to select Budget Status by Organizational Hierarchy. 

 

3. Click on 

 

4. This page allows the design of a personalized report.  See 5. below for an example. 
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5. There are several budget fields to choose from, but the only one needed for these queries is 
“Adjusted Budget”.  Select “Year to Date” to add a column of Year-to-Date activity.  Select 
“Commitments” (includes all encumbrances & reservations) for column three.  The fourth and 
final column will be “Available Balance”.   

 
6. To save the format for future use, enter a report name in “Save Query As:”.  This is an option and 

is not required. 
 

 

 
 

7. Press  



2005
 

 

Page 16 of 27 

8. To narrow the query, addition information is needed.  Chart, Fiscal Year, and Organization are 
required fields.  Any level of the Organization code (from the list) can be used.  A higher level 
Organization code will sum the transactions for all of the Organization codes below it. 

 
o Example:  Organization = UNCC will report all transactions for the entire university.  

Organization = 30 will report all transactions for the Division of Academic Affairs. 
 

o  If a report is desired for the end of a particular month, the Fiscal Period may be entered.  
Fiscal periods are: July =01, August=02, etc. 

 
9. The Query may be saved for regular review by giving it a name in “Save Query as:”.  This is an 

option and is not required.   
 
 

 
 
 

10. Click on  
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11.  An on-line report with drill-down capabilities will be produced.  The Organization code is 
underlined and can be clicked to drill-down to lower level Organizations, expense categories, and 
finally to the Account Codes. 

 
o NOTE:  Detail information regarding salary/benefit charges can not be acquired through 

Banner Finance Self Service.  This information is still obtainable from the Human 
Resources Labor Distribution reports that are distributed by Financial Services. 

o NOTE: All information may not fit on one screen.  Don’t forget to click on  to 
see balance of report. 

 

 
 

9. To download the report to Excel, click  to see only 
columns shown on Banner query.  To see all available columns, click 

. 
 

o Once a Download button is clicked, a pop-up window will display: 
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10. Click  to see report in a browser window or  to save Excel. 
 

 
11. When in Excel, the report can be formatted and functions like a normal Excel worksheet.  If 

assistance is needed with Excel, please contact 7-3100. 
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Querying for Encumbrance Information  
 

1. From the Financial Information menu, click . 

2. The Encumbrance Query allows you to view encumbrance information for a Fund, Organization, 
or Grant.  

 
o Required Fields:  Chart (should be 1 for University), Fiscal Year, and to query a: 
 

 Grant  - Grant Code only required 
 Fund  - Fund and Organization Code (6 digit code from Level 5 column – see List of 

Codes note below) required 
 Organization  - Organization Code (6 digit code from Level 5 column – see List of 

codes note below) only required 
 

List of UNC Charlotte Organization Codes located here Financial Services - Banner 
 
o If a report is desired for the end of a particular month, the Fiscal Period may be entered.  

Fiscal periods are: July =01, August=02, etc. 

3. Query may be saved for regular review by a name in “Save Query as:”.   
 

 
4. Click on  
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5. An on-line report with drill-down capabilities will be produced.   
 
6. Select a Document Code underlined to display the details for the transaction.   

 

7. NOTE: All information may not fit on one screen.  Don’t forget to click on  to see 
balance of report. 

 
 

 
 
 

12. Encumbrance queries cannot be downloaded to Excel. 
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Querying for Documents  
 

1. From the Financial Information menu, click  

2. Details for the following documents can be queried: 

o Requisitions 
o Purchase Orders 
o Journal Vouchers 
o Encumbrances 
o Invoices (vendor invoices and direct pay requests) 
 

3. To display the details of a document, choose Type and enter a document number, then select 

.  
 

o If the document number is not known, select Document Number to access the Code 
Lookup feature. This enables a query to obtain a list of document numbers from which to 
choose.  

 

 
 
 

4. Information about the document is returned.  
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Miscellaneous Information about SSB 
 
1. After 30 minutes of activity, the user will be forced out of SSB and will have to logon again. 

 

 
 

2. When creating Budget Queries, uncheck  to only view expenses. 
 
3. If using an Organization Code to query, the field Fund Type can be used to select only a specific 

type of funds. 
 

o Example:  Fund Type 11 = General Fund 
o Fund Type choices can be found by clicking the Fund Type button 
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o Change Maximum rows to 75 and click  

 
o Of the codes that are returned, only the ones with (E2) in the title can be used in a 

query. 

 
 
o Click on the Fund Type desired to take the code back to the Query menu or user can 

click  
 

 
2. If a Query does not return any results, review the field values selected to make sure that any 

unwanted values are not included from a previous query. 
 
3. In the View Document Query, if the document number is unknown, user can click the Document 

Number button to lookup.  The wildcard % can be used in the Document Number lookup. 
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APPENDIX A 
 

Example for using Grant Code and Fund Code 
 
Dr. M needs to review the budget for his NSF grant.  The Grant Code is 551239.  This is the same number as 
was his previous reference for the FRS system.  The Fund number is 501239.   
 
To review the budget, Dr. M or his assistant has two options:   

Option 1 – Finance Self-service, allows defining the columns desired and time period desired, and 
retrieves information by using the Grant Code.   
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Option 2- Go into BANBROD, go to FRIGITD and enter Grant Code and Orgn Code.   
 

 
 
After reviewing his budget Dr. M decides to purchase something that he has budgeted.  The new Index/Fund 
number must be used on the Direct Pay Request or on the Requisition. 
 
 
Dr. M also needs to process a PD-7 to pay a Research Assistant.  Since payroll still uses validation from the 
FRS system, the FRS account number, as well as the FRS object code must be used.  This is the same 
number as the Grant Code.  In January, when Banner HR goes live, the code used from that date forward will 
be the Index/Fund number just like all other transactions. 
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