Navigating to the Executive Summary Page (FGIBDSR)

Purpose: Query budget and expenditure information in Banner by FOAPAL element

1. Loginto Banner Admin Pages from the MyLCC page
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2. Type FGIBDSR in the search field. Press Enter.
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3. Fillin the FOAPAL elements for your department

x Executive Summary FGIBDSR 9.3.23 (LCCB)

Index: | Query Specific: *[_|
Account
Include Revenue: Commit Type: |Both -]
Accounts
Organzaton: [Tz O —
Program: | Account:
Account Type: | ol Activity: |

Location: |

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.



Form Fields \ Description \

Chart of Accounts L — for LCC funds (default selection)
F — for LCC Foundation funds
Fiscal Year Fiscal year to query (defaults to current fiscal year)
(eg., FY2022 =22, FY2023 = 23)
Query Specific Check to query a specific account. Unchecking this
Account box will display the information starting with the

account queried and all accounts that follow in the
account hierarchy.

Include Revenue Checked by default to include revenue; uncheck to
not include revenue.
FOAPAL elements Fill in FOAPAL elements. Not all elements are

required. User can input a combination of the
FOAPAL elements to narrow down the results.

Click “Go” to execute query.

X Executive Summary FGIBDSR B} B ADD R RETRIEVE - £ TOOLS
P — p—m— =)
Index: o= Query Specific: *
Account
Include Revenue: [+ Commit Type: |Both | =
Accounts
Organization: | Fund: |
Program: | Account: |
Account Type: = Activity: |e=
Location: =

| Got Started: Complete the fislds above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

The display shows summary by account.

X Executive Summary FGIBDSR 9.3 23 (LCCB) ADD B RETRIEVE &% RELATED  $} TOOLS
Chart: L Fiscal Year: 23 Index: Query Specific Account: Include Revenue Accounts: Commit Type: Both m
Organization: 70200 Financial Plan Analysis / Review Fund: 11 General Fund Program: Account: 710 Institutional Expenses Account Type: Activity: Location:

~ EXECUTIVE SUMMARY £ Settings Insert @ Delete ¥mCopy ¥, Filter

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
E Institutional Expenses 1,500.00 0.00 0.00 1,500.00
713 E Purchased Services 600.00 0.00 0.00 600.00
77 E Supplies and Materials 200.00 0.00 0.00 200.00
718 E Travel, Training, and Conference 2,000.00 0.00 0.00 2,000.00
Net Total 4,300.00 0.00 0.00 4,300.00
10 v Record 1 of 4

. . .
Form Fields \ Description \

E = Expense Account
L = Labor/Benefits Account
Title Account Title
Adjusted Budget The college budget is loaded at the Hi-Account level (3—digit
account code) and the expenses are posted to the natural
account (4 and 5—digit account numbers).
YTD Activity Sum of expenses posted to date in the specific account
Commitments Sum of requisition and open purchase orders
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Form Fields
Available Balance

Net Total

Institutional Expenses
Chargeback Telephone Phone
Chargeback Print and Copy
Insurance Property and Liability

Special Mailing Services

mmmmmm

Professional Services

{4 < [Tof2p N 2 v PerPage

\ Description

Adjusted Budget minus YTD Activity minus Commitments for

the account. Note: This only sums across the line item and
does not sum for Hi-Account minus Natural Account. Line

items with zero budget will display a negative value.

Sum of each column

2120000 000 000
000 117233 000
000 2021 000
000 1757000 000
000 100 000
27.10000 000 000
[Net Total -800,800.00 260,38083 772725]
AN

»

Navigation Arrows to scroll

to next group of records

14

N

Displays Net Total for entire query

even if all records are not displayed

27,200.00
-1,172.33
42021
17,570.00
1.00
27,100.00

Record 12 of 38

If there are multiple records that exceed the amount displayed, use the navigation arrows found at the

bottom of the block to scroll to the next group of records. The Net Total will display the total for the

entire query regardless of the records displayed on screen.

View Expenditure Details from Executive Summary (FGIBDSR)

Purpose: View expenditure details for specific account code

1. To view expenditure details from the Executive Summary select the summarized amount that

you would like to see more detail.
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Click on Related menu in the upper right-hand corner of Banner screen
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3. Choose Transaction Detail Information [FGITRND]
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Transaction Detail Information [FGITRND]

4. Detail Transaction Activity (FGITRND) screen

SOA: L Fiscal Year: 19 Index:

Fund: 11 Organization: 20610 Account: 7103 Program: Activity: Location: Period: Commit Type: Both

( Start Over
DETAIL TRANSACTION ACTVITY +] -] " . Filte
ccount  Organization Program  Field  Amount Increase (+) or Decrease (-) Type  Document * Transaction Date * Activity Date * Description Commit Type Fund * Activity Location
iE 20610 530000 YTD 6,730.00 + JE15  J0027037 08/2972018 09/02/2018 First Agency Inc/R 10102003 v 1"
103 20610 530000 YTD 10,84000 + JE15 J0027037 08/29/2018 09/02/2018 First Agency Inc/R 10102002 U 1"
Total 17,57000 +
Record 1 of 2

View Multiple Account Code Expenditure Details

Purpose: View expenditure details for all account codes

1. On the Detail Transaction Activity (FGITRND) screen, click on the “Start Over” button

JOA: L Fiscal Year: 19 Index: Fund: 11  Organization: 20610 Account: 7103 Program: Activity: Location: Period: Commit Type: Both (" sarover
DETAIL TRANSACTION ACTIVITY e FmCopy | Y.Fite
ccount Organization Program Field ‘Amount. Increase (+) or Decrease () Type Document * Transaction Date * Activity Date * Description und * Activity Location
E 20610 530000 YTD 673000 + JE15  J0027037 081202018 09/022018 First Agency Inc/R 10102003 u 11
103 20610 530000 YTD 10,840.00 + JE15  J0027037 0872972018 09/022018  First Agency Inc/R 10102002 u 1
Total 1757000 +
Record 1 of 2

Delete the Account Code and press tab. Click on the “Go” button.
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Commt Type: [Both

3. Make sure the query does not include an account code.

COA: L Fiscal Year: 19 Index: Fund: 11 Organization: 20610 rogram: Activity: Location: Period: Commit Type: Both
~ DETAIL TRANSACTION ACTIVITY

Racier Filtar Advanced Filter

a. Ifthe account code is still present:
i. click the gold box to remove message in green and click Start Over
ii. RepeatStep2
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@ Enteraquery; press F8 to execute.

3 insert [ Delete "Copy "< Fitter

4. Inthe Query section of Banner, type YTD in the Field field and click “Go” button (Keyboard
shortcut: F8)

UETAIL 1RANSAL UM ALTIVITY

COA: L Fiscal Year: 19 Index: Fund: 11 Organization: 20610 Account: Program: Activity: Location: Period: Commit Type: Both
* DETAIL TRANSACTION ACTIVITY N

Account  Organization Program  Field  Amount Increase (+) or Decrease () Type  Document * . . Commit Type Fund * Activity Location
SEE | 20810 530000 YD 2500 + CHS1  FO047840 Rental u 1

6100 20610 530000 YTD 268842 - JEI6  J0027460 110172018 11082018 Oct 2018 Payroll Accrual u 1

6100 20610 530000  YTD

342162 + HGNL  F0047690 11/0372018 11/07/2018 HR Payroll 2018 BW 23 0 u 1"

Exporting Expenditure Detail to Excel

6. To download detail to an Excel (.csv) file, click on Tools menu and choose Export
(Keyboard shortcut: Shift+F1)
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