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APPROPRIATE USE AND SECURITY OF CONFIDENTIAL AND
SENSITIVE INFORMATION

Due to the integrated nature of the various Human Resources, Finance and Student modules in Banner and the reporting
information in the Enterprise Data Warehouse (EDW), you may have access to information beyond what you need to
perform your assigned duties. Your access to Banner and the EDW has been granted based on business need, and it is
your responsibility to ensure the information you access is used appropriately.

Here are some reminders of good data stewardship to help you carry out your responsibility:

e Do not share your passwords or store them in an unsecured manner. Do not leave your workstation unattended
while logged on to administrative information systems. You are responsible for any activity that occurs using your
logon ID.

e Do not share confidential and sensitive information with anyone, including colleagues, unless there is a business
reason.

e Retrieve printed reports quickly, and do not leave the reports lying around in plain view.
e Secure reports containing confidential and sensitive information (e.g., FERPA, EEO, or HIPAA protected data).

e When disposing of reports containing confidential or sensitive information, shred the documents in a timely
manner.

Your responsibilities regarding the protection and security of administrative information are outlined in the University of
lllinois Information Security Policy for Administrative Information and Guidelines posted at
https://www.obfs.uillinois.edu/bfpp/section-19-business-systems-access-security/section-19-5. Any violation could subject
you to disciplinary action, which could include dismissal or, in those cases where laws have been broken, legal action.
You should have signed a compliance form that indicates you have read, understand and agree to comply with the
University's Information Security Policy for Administrative Information. If you have not already signed the compliance form,
please see your Unit Security Contact, who is responsible for maintaining these forms.



https://www.obfs.uillinois.edu/bfpp/section-19-business-systems-access-security/section-19-5
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Course Overview

This guide will provide an overview of credit and debit card transactions, as well as an overview of
Banner finance forms used in card transactions.

Course Objectives

At the end of this session, you will be able to:
+ Identify Banner forms that are helpful to units with credit and debit card transactions.

+ Search, view, and retrieve debit and credit card activity.
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Credit/Debit Payment Card
Transactions and Banner Finance Forms

Lesson 1: Guide to Banner Finance Forms

This lesson provides an overview of the various Banner finance forms used to view credit and debit card

activity.

1.1: Banner Finance Forms

Form . . .
?
Name Form Title What Can | Do With This Form~
Executive Summa. View a unit’'s budget activity and transaction details for a
FGIBDSR Eorm Y| FoAaPAL by Account (for transactions that posted to the
FOAPAL and transactions that roll up to that FOAPAL).
View a unit’'s budget activity and transaction details for a
FOAPAL by Account (for transactions that posted to that
i ati FOAPAL only).
FGIBDST | dOrganlzatlolgl y)
udget Status Form | oyery outstanding encumbrances, using any data entry
combination of Fund, Organization, Account, Account Type,
Program, Activity, or Location.
General Ledger Query and display transaction details for specific Funds and
FGIGLAC o
Activity Form Accounts.
Compute and view my Fund balance.
EGITBAL General Ledger View the Account balances for a Fund.
Trial Balance Form - ) ; .
Query and display transaction details for specific Funds and
Accounts.
_ View my already computed Fund balance.
FGITBSR Trial Balance : : : —
Summary Form Query and display transaction details for specific Funds and
Accounts.
Detail Transaction | View a unit’s budget activity and transaction details for a
FGITRND Activity Form FOAPAL by Account (for transactions that posted to that
FOAPAL only).
Review the details of a posted journal voucher including its
FGIDOCR | Document Retrieval document text.
Inquiry Form
Verify that a journal voucher has been posted.
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What Form Do | Use To... Form Title Form Name
View a unit’s budget activity and transaction Executive Summary Form FGIBDSR
details for a FOAPAL by Account (for
transactions that posted to the FOAPAL and
transactions that roll up to that FOAPAL)?
View a unit’s budget activity and transaction Organization Budget Status Form FGIBDST
details for a FOAPAL by Account (for and
transactions that posted to that FOAPAL only)? [ petail Transaction Activity Form FGITRND
Compute and view my Fund Balance? Sgr?sral Ledger Trial Balance FGITBAL
View the Account balances for a Fund? Sgrr:ﬁral Ledger Trial Balance FGITBAL
View my already computed Fund Balance? Trial Balance Summary Form FGITBSR

General Ledger Trial Balance FGITBAL

. . : i or
Query and display transaction details for Form or Trial Balance Summary FGITBSR
ifi Form and

specific funds and accounts?

General Ledger Activity Form FGIGLAC

. . °

Verify that a journal voucher has been posted? Document Retrieval Inguiry Form FGIDOCR
Review the details of a posted journal voucher,
including document text?

1.2: Credit/Debit Card Revenue and Fees: Detail Transaction Activity
Form (FGITRND)

Scenario: | need to find credit card transactions posted to my department C-FOAP. | have the following
information for terminal or point of sale register system and/or E-Commerce, iPay Online payment card
transactions:

Page 3

Department C-FOAP
Terminal Merchant or Point of Sale (POS)
- Settlement Report Date, use the next business day as the Banner transaction date
- Transaction Amount
E-Commerce, iPay Online Merchant
- Process Date, use the next business day as the Banner transaction date
- Transaction(s) Amount settled, is the total transactions of the related Document number
Document Reference Number
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Credit/Debit Payment Card
Transactions and Banner Finance Forms

NOTE: This is not the Banner Document number field. The terminal settlement report
number is posted as the “Document Reference” number.

Example for Terminal Settlement Report number, 110102056
1.Remove the 3 and 4'" digits, 116102056.
2.Then add the last digit of calendar year.
1. For 2009, it would be 9
2. 91102056
3.The document reference number is the terminal settlement report number.
91102056
e Document Number
- Terminal Merchant and POS is a feeder JV prefix of GP
- E-Commerce, iPay Online Merchant is a feeder JV prefix of CC

Banner form FGITRND can be searched with the following information:

C-FOAP

Settlement Date or Process Date use next business day for Banner Transaction Date
Document Number

Transaction Amount-Terminal Merchant

Transaction(s) amount-total transactions

Example Merchant Information for Banner Finance Form Query:
Terminal or POS Merchant Information
1) Fiscal Year: 09
C-FOAP: 1-302063-262007-307900-262015
Settlement report date 04/20/09, next business day 4/21/09 (Activity Date)
Document Reference number 91102056
Amount of Transaction, -28.00 (debit to merchant C-FOAP, removal from revenue funds)

Document Number GP000748 (if the Document Number is known)

2) Fiscal Year: 14
C-FOAP: 1-301643-389002-304200-389516
Settlement report date 03/06/2014, next business day 03/07/2014 (Activity Date)
Document Reference number 40660000
Amount of Transaction, $4,918.52 (credit to merchant C-FOAP, increases revenue funds)
Document Number GP003538

E-Commerce, iPay Online Merchant Information
3) Fiscal Year: 09
C-FOAP: 1-301673-470095-305200-470056
Process date 04/21/09, next business day 4/22/09 (Activity Date)
Document Number CC004371 and or CC004372
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NOTE: Amount of Transaction(s) is the total transactions as batched for settlement of the related
document number to be the posted transaction amount.

CC004371, $90.00, post as credit to merchant C-FOAP.

CC004372, $265.00 (27.84+ 90.00+2.16+51.04+3.96+90.00), total transactions batched
settlement for a business day, posted as credit to merchant C-FOAP.

Use the Detail Transaction Activity Form (FGITRND) to see the details of a credit card transaction. This
form provides a list of all transactions posted to a particular fund and organization combination. You can
also query by accounting period.

Using the Detail Transaction Activity Form (FGITRND),

Department C-FOAPs for revenue deposits and fees transactions activities can be viewed
from the FGITRND form by entering the C-F-O-A-P or segments of the C-FOAP. Also, the

form can be accessed via the Organization Budget Status Form (FGIBDST).

Enter FGITRND in the Go To... field in Banner and press the ENTER key.
Enter the Chart code in the COA field (if necessary).

Enter the year in the Fiscal Year field.

Enter the Fund code in the Fund field.

Enter the Organization code in the Organization field.

Enter the Account code in the Account field.

Enter the Program code in the Program field.

Click the Next Block button.

© NN R

NOTE: The JV prefixes will appear as GP for Terminal/POS or CC for E-Commerce, iPay online
payment card transactions.

To drill for query of the departmental C-FOAP Account code as the Deposit account for Revenue and
fees:

1. Click the Enter Query button.
2. Enter the C-FOAP segment Account code (C-F-O-A-P)
3. Click the Execute Query button.

NOTE: The screen shot below is the query on Revenue Account code (Ex: 307900).
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Credit/Debit Payment Card
Transactions and Banner Finance Forms

L Oracle Developer Forms Runtime - Web: Open > FGITRND _ =] X
Eile Edit Options Block Item Record Query Tools Help ORACLE
18 B B A

COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
A - - - I~ - -
|1— E ‘ ‘3u2n53 |252nn7 |3n7guu |252n15 ‘ | ’_ E r
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
262007 262015 20-JUN-2009 301 GPOOOR19 Credit Card Payment  [¥TD 366.00 . E
307900 262007 262015 30-JUN-2009 301 GPOOOG1D Credit Card Payment  [¥TD 1,487.00 v
307900 262007 262015 30-JUN-2009 301 GPOOOB19 Credit Card Payment  [¥TD 604.00 [+
307900 262007 262015 29-JUN-2000 301 GPO0OS1E Credit Card Payment  |YTD 54.00 v
307900 262007 262015 29-JUN-2009 301 GPOO0B18 Credit Card Payment  [¥TD 444,00 v
307900 262007 262015 29-JUN-2009 301 GPOOOB17 Credit Card Payment  [¥TD £97.00 [+
|3u79nn ‘252uu7 |262I315 29-JUN-2000 301 GPOO0OS1T Credit Card Payment “/TD ‘ 114.00 |T
|3u79nn ‘252uu7 |262I]15 ‘ZDJUN*ZDDD ‘am ‘GPDDDBI? |Credit Card Payment ‘YTD ‘ 130.00 IT
207000 262007 262015 o-aum-z008 301 aponoe1s |cresit card payment  [v70 1,376.00 v o
307900 262007 262015 29-JUN-2000 301 GPO0OS16 Credit Card Payment  |YTD 130.00 [+
|3u79nn ‘252uu7 |262I]15 26-JUN-2009 301 GPOOOB1S Credit Card Payment ‘YTD ‘ 732.00 r
307900 262007 262015 ‘26*JUN*2EIE|9 ‘301 ‘GPUUUBIS |Credit card Payment  [¥TD 1,544.00 v
307900 262007 262015 26-JUN-2009 301 GPOOOB1S Credit Card Payment  [YTD 168,00 [+
|3U?guu ‘26200? |262EIIS 25-1UUN-2009 301 GPOODG14 Credit Card Payment ‘YTD ‘ 733.00 r
307900 262007 262015 ‘ZS—JUN—ZUUQ ‘301 ‘GPUUUBP} |Cr’edit Card Payment  [¥TD 292.00 v
207900 262007 262015 25-JUUN-2009 301 GPOOOG14 Credit Card Payment  [¥TD 180.00 [+
|30?900 ‘262007 |262015 24-1UUN-2009 301 GPO00S13 Credit Card Payment ‘VTD ‘ 782.00 IT o
A | >
Total: 9,733.00 |—+

Detail Transaction Activity Form (FGITRND)
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1.3: Document Retrieval Inquiry Form (FGIDOCR)

Use FGITRND/FGIDOCR, the Document Retrieval Inquiry form (FGIDOCR) also may be opened from
the Direct Access (Go To...) field.

To see the details of a transaction:

1. After querying for transaction by C-F-O-A-P (can enter as C-F or C-F-P or C-A or etc.) on the
Detail Transaction Activity Form (FGITRND) highlight the Account code of the document you
want to view.

2. Select Options.

3. Select Query Document [By Type]. The appropriate document will display in the FGIDOCR
Banner form.

4. Click the Next Block button to review the blocks of the document.

_ =] X|
Eile Edit Options Block Item Record Query Tools Help ORACLE
NEBAEEE P BER S SIME
GITRIN

COA  Fiscal Year Index Fund Organization Account Progam Activity Location Period Query Type Commit Type
v - -

N O O I I

|1— 09 ‘ ‘EDQDES |2E\2EIEI7 |3D79DD |2E\2D15 ‘ | ’S— ’—

Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)

307900 262007 262015 25-JUN-2009 301 GPO0DE14 Credit Card Payment  |YTD 180.00 [+ =]
307900 262007 262015 24-JUUN-2009 301 GPOOOG13 Credit Card Payment  [¥TD 782.00 v
307900 262007 262015 24-JUN-2009 301 GPOO0B13 Credit Card Payment  [¥TD £33.00 [+
262007 262015 24-JUN-2000 301 GPO0OZ13 Credit Card Payment  [¥TD 455.00 v
307900 262007 262015 23-JUN-2009 301 GPOOOB12 Credit Card Payment  [¥TD 917.00 v
307900 262007 262015 23-JUN-2009 301 GPOOOB12 Credit Card Payment  [¥TD £02.00 [+
|3u79nn ‘Z‘EZDD? |262I315 23-JUN-2000 301 GPO00S1Z Credit Card Payment “/TD ‘ 258.00 |T
|3u79nn ‘Z‘EZDD? |262I]15 ‘22—JUN—2DDQ ‘am ‘GPDDDBII |Credit Card Payment “/TD ‘ 433.00 IT
207000 262007 262015 pe-aum-z00 301 aponoe11 |cresit card payment  [v70 &1.00 v
307900 262007 262015 22-JUN-2000 301 GPO00S11 Credit Card Payment  |YTD 260.00 [+
|3u79nn ‘Z‘EZDD? |262I]15 22-JUUN-2009 301 GPOOOB10 Credit Card Payment “/TD ‘ 204.00 IT
307900 262007 262015 ‘zz—JUN—zuug ‘301 ‘GPUUUBID |Credit Card Payment  [¥TD 370.00 v
307900 262007 262015 22-JUUN-2009 301 GPOOOB10 Credit Card Payment  [YTD 144,00 [+
|3U?guu ‘Z‘GZDD? |262EIIS 22-1UUN-2009 301 GPOO0BO0S Credit Card Payment ‘YTD ‘ 145.00 IT
307900 262007 262015 ‘ZZ—JUN—ZUUQ ‘301 ‘GPUUUBDQ |Cr’edit Card Payment  [¥TD 405.00 v
207900 262007 262015 22-JUN-2009 301 GPOOOBOD Credit Card Payment  [¥TD 172.00 [+

|30?900 ‘262007 |262015 19-JUN-2002 301 GPO00S0S Credit Card Payment ‘VTD ‘ 2,631.00 IT o

A | >

Total: 17,243.00 |—+

Detail Transaction Activity Form (FGITRND)
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Credit/Debit Payment Card
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ORACLE
=1 R I -

Document:  |GPOO0S19 F Submission Number: l_ Document Type:  |Jv [7

Header Information

Transaction Date:  |30-JUnN-2009 Fiscal Year: |03 Fiscal Period: [12 ltems: 168 Commit Type: |Uncommited [ Document Tesxt

Detail Information

Sub Journal Document
Numtk Item Seq e Type Description Amount Sign Currency Reference

’_ﬂ l_o |_1 |30t |Crecit Card Sales Register 2 w738 |-mnus | | |o1800817

COA  Index Fund Orgn Acct Prog Proj NSF Override Bank Accrual
o 301843 389002 304200 389515 [ EF £

Sub Journal Document
Numtk Item Seq e Type Description Amount Sign Currency Reference

’_0 l_o l_z |01 [Crecit Card Sales Register 3 22822 |-Minus 7| | [on800820

COA  Index Fund Orgn Acct Prog Proj NSF Override Bank Accrual

o 301643 389002 304200 389515 O O

4
Submission Mumber, Press Duplicate Item to access Document Postings (FGQDOCP),
Record: 1/? | | o | | <osC>

Document Retrieval Inquiry (FGIDOCR)
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1.4: Terminal or Point of Sale (POS) System Merchant-Document
Reference Number

The Terminal Merchant-Document Reference Number is the number listed from the terminal printed
settlement report at the bottom.

Use FGIDOCR to query the Detail Information portion of FGIDOCR.

1. After performing the steps in Lesson 1.3 click the Enter Query button.
2. Enter the Document Reference number in Document Reference field (Ex: 91102056).

3. Click the Execute Query button.

ORACLE’

Document:  |GPOOO74E F Submission Number: l_ Document Type:  |Jv [7

Header Information

Transaction Date: |21-2PR-2009 Fiscal Year: |03 Fiscal Period: [10 ltems: 187 Commit Type:  |Uncommited [ Document Tesxt

Detail Information

Sub Journal Document
Numtk Item Seq e Type Description Amount Sign Currency Reference

’_ﬂ 0 g a1 |crecit Card Payments 2w [+ | | |ot102088
COA  Index Fund Orgn Acct Prog Proj NSF Override Bank Accrual
o 302083 262007 307300 262015 [ [er £

Sub Journal Document
Item S e Type Description Amount Sign Currency Reference

I I | |

COA  Index Fund Prog Proj NSF Override Bank Accrual

L = [

4
Submission Mumber, Press Duplicate Item to access Document Postings (FGQDOCP),
Record: 1/1 | | o | | <osC>
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Credit/Debit Payment Card
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Review FGIDOCR form the results. This includes looking up the information in FOATEXT if available.

NOTE: If there is text available, there will be a “Y” in the Text Exists field, no text available will be an
“N!!.)

L Oracle Developer Forms Runtime - Web: Open > FGITRND - FGIDOCR IR
ORACLE’

The “N” indicates that g

no document text

exists for this
Document: |GPOO0B13 F Submission Number: ’_ Document Type: [ F tl’ansaction

Header Information N

Transaction Date: |24-JUN-2009 Fiscal Year: |09 Fiscal Period: |12 Items: 177 Commit Type: |U— Text Exists: |N—

Eile Edit Options Block Item Record Query Tools Help

IBEEE IS Iy B [EE T

Detail Information

Sub Journal Document ]
Number Item Sequence Type Description Amount Sign  Currency Reference
ﬂ a 1 |3Dl ‘CI’E!dlt Card Sales Register 2 ‘ 2,464, 74 F | |9174DQDE
COA  Index Fund Orgn Acct Prog Acty Locn Proj NSF Override Bank Accrual

’1— ‘ ‘301643 |389002 |3D42UD 389516 ‘ |N— ’? |—

Sub Journal Document
Number Item Sequence Type Description Amount Sign Currency Reference
a [u] 2 |301 ‘Credlt Card Sales Register 3 ‘ 1,632.32 F | |9174DQDE
COA  Index Fund Orgn Acct Prog Actv Locn Proj NSF Override Bank Accrual

’1— ‘ ‘30164—3 |BBQUUZ |3EI4ZUEI 389516 ‘ |N— ’? |— =

Document Retrieval Inquiry Form (FGIDOCR)

To exit FGIDOCR to return to FGITRND:

1. Click the Exit button to return to the Detail Transaction Activity Form (FGITRND).
2. Click the Exit button to return to the main menu.
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1.5: Document Number

Use FGITRND to drill the search of query on Document Number

1. After performing the steps in Lesson 1.2 click the Enter Query button.

2. Type GP000748 in the Document field (E-Commerce, iPay online transactions enter the
CCHt##H# Document Number).

3. Click the Execute Query button.

L Oracle Developer Forms Runtime - Web: Open > FGITRND _ =] X|
Eile Edit Options Block Item Record Query Tools Help ORACLE
B REAEE »% B@E S EE G

COA  Fiscal Year Index Fund Organization Account Progam Activity Location Period Query Type Commit Type
- - -

(] [~ [~

|T 09 ‘ ‘EDQDES |2E\2EIEI7 |3D79DD |2E\2D15 ‘ | ’? ’7

NG :

Increase (+) or

Account Qrganization Program Activity Date Type Document Field Amount Decrease (-)
262007 |zsza1s 21-apRZO0S  |301 GPOON748 Credit Card Payment | ¥TD \ 3,012.00 E e
|3D?900 ‘262007 |262015 21-4PR-2000 301 GPO0OT4E Credit Card Payment ‘VTD ‘ 7,775.00 IT
307900 262007 262015 ‘21—APR—2009 ‘301 ‘GPUUD?4E |Cred|t Card Payment  |YTD 172.00 v
307900 262007 262015 21-APR-2009 301 GPODO748 Credit Card Payment  [¥TD -28.00 -]

]

]

| \ | \ \ U &
A e 3
Total: 10,932.00

=]

Detail Transaction Activity Form (FGITRND)
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Credit/Debit Payment Card
Transactions and Banner Finance Forms

1.6: Transactions Total Batched Settlement Amount

Use FGITRND to drill the search of query on Amount:
1. After performing the steps in Lesson 1.2 click the Enter Query button.
2. Type -28.00 in the Amount field

NOTE: This is the transactions batched amount as totaled to be printed on terminal or point of
sale (POS) system settlement report.

3. Click the Execute Query button.

L Oracle Developer Forms Runtime - Web: Open > FGITRND =

Eile Edit Options Block Item Record Query Tools Help NOTE Th|S transaction iS a
BOE REEE YT REE D EIEE S ¢ refund (Decrease).
"8 Detail Transaction Actiy ty FGITRI 7
COA  Fiscal Year Index Fund Organization Account Progam Activity Location Period Query Type Co
- - - - - - - - -
IT E ‘ ‘EDZDES |2E\2EIEI7 |3D79DD |2E\2D15 ‘ | ’7 E
Increa +)or
Account Qrganization Program Activity Date Type Document Field Amount Decrd fse (-)
207900 |zsza1s 21-apRZO0S  |301 GPOON748 Credit Card Payment | ¥TD \ -28.00 - e
| \ | \ \ [
\ \ \ | |
| \ | \ \ [
\ \ \ | |
| \ | \ \ [
\ \ \ | |
| \ | \ \ [
\ \ \ | |
| \ | \ \ [
\ \ \ | |
| \ | \ \ U E
o ' Total: -28.00 |—

Detail Transaction Activity Form (FGITRND)
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1.7: Detail Transaction Activity Form
Use FGITRND to drill the search of query on Activity Date:

1. After performing the steps in Lesson 1.2 click the Enter Query button.
2. Type %21-APR-2009% in the Activity Date field.
3. Click the Execute Query button.

L Oracle Developer Forms Runtime - Web: Open > FGITRND NEIET
Eile Edit Options Block Item Record Query Tools Help ORACLE
BOEBEAEE @ B B EE Gl & @ X
O 7 ( ) (OMGCNE] il
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
N T [~ N G - -
IT E ‘ ‘EDEDES |2E\2EIEI7 |3D79DD |2E\2D15 ‘ | ’7 E r
Increase (+) or
Account Qrganization Program Activity Date Type Document Field Amount Decrease (-)
262007 |zsza1s 21-apRZO0S  |301 GPOON748 Credit Card Payment | ¥TD \ 3,012.00 E e
|3D790 ‘262007 |262015 21-APR-2009 301 GPOO0748 Credit Card Payment ‘VTD ‘ 7,775.00 IT
307900 262007 262015 ‘21—APR—2009 ‘301 ‘GPUUD?4E |Cr’ed|t Card Payment  [YTD 172.00 v
307900 262007 262015 21-APR-2009 301 GPOOO748 Credit Card Payment  |YTD -28.00 -]
| \ | \ \ [
\ \ \ | |
| \ | \ \ [
\ \ \ | |
| \ | \ \ [
\ \ \ | |
| \ | \ \ [
\ \ \ | |
| \ | \ \ U E
A Arrenrs 5
Total: ’m |—+

Detail Transaction Activity Form (FGITRND)
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Credit/Debit Payment Card
Transactions and Banner Finance Forms

1.8: Detail Transaction Activity Form Tips

There are more transactions than fit on one screen. An accurate total will not appear since the data spans
more than one screen. Scroll down to view the accurate total.

£ Oracle Developer Forms Runtime - Web: Open > FGIBDST - FGITRND

File Edit Qptions Block [tem Record Query Tools Help

REAER W

FGITRMD

Fress Key Dup ltern for document query forms; Count Query for encumbrance detail

Record: 3/7 |

| «<0gCs

COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
o R M R :
2 bz | 100008 488000 121100 488001 | | [ ] [ [
Increase {(+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
[1z1100 488000 485001 [24-38m-2008 | [P1s [pcaonowr [staples Inc&esub/ [0 [ 17934 [+ <
[t21100 [+88000 [488001 [z0-DEC-2007  [P1m [Fcaomzan [epcwi sTapes o [ 1sdmr [+
488000 |488001 [t1-DEC-2007  [170 10872608 |carrect foapal o [ asem F
[t21100 488000 482001 [z6-nov-zoo7  [p1s [rcaoLean [staples Ine & Sub/ W lﬁ |T
[tz1100 [+88000 [488001 [26-nov-za07 P13 [rcaoLese [staples Inczesub/ [0 [ 79ss [+
[tz1100 488000 |4san01 [z6-nov-z007  [P1s [Pcanieas [staples tne & sub/ [0 593.11 [+
[tz1100 488000 488001 [zs-0cT-2007  [PCS [PcaokmAs [ePcv: DamENzZOs  [TD -85.70 [
[tz1100 488000 [485001 lz5-0cT-2007 [PCs [pcrokinz [ePcw: waTIoNALs [rTD -335.00 [
[121100 488000 [488001 [z5-0cT-2007  [PIS [Pcankass [epcwipp*sgaze; o [ 1es [+ —
[121100 488000 488001 [z5-0cT2007  [P1s [pcankasy [ercwipp*eeree; fmo [ 1es [+
[tz1100 458000 [482001 [es-ocT-2007 P13 [rcaokasw [epcwipp*rearer o [ 1es [+
[t21100 483000 482001 [z5-0cT2007 [PI= [rcaokoce [epcwimationals o [ sssoo [+
[t21100 488000 488001 [tr-ocT-z007  [PIS [rcaoimaT [epcu: pamenzos o [ se7o [+
[1z1100 [+88000 [483001 [0g-0cT-2007  [PIS [pcaniwoc [epcvisTares o [ ansazs [+
[121100 488000 485001 [pg-ocT-2007  [PIs [pcaoiwon [epcwi sTares | fmo [ zzeve
[121100 488000 [488001 [o8-0cT-2007  [P1S [pcanirz [epcwi captamn fmo [ 4smm
[t21100 [+88000 [+82001 [03-0cT-2007  [P1m [rcamcrT [epcwiFacTorve o [ 1n273 =
A I
Total: ’m

<Bl
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Scenario: | only want to view actual expenditures.

1. Select Enter Query.
2. Type YTD.
3. Click the Execute Query button.

£ Oracle Developer Forms Runtime - Web: Open > FGIBDST - FGITRND _ ol x|

File Edit Qptions Block [tem Record Query Tools Help ORACLE’

(BYE RAAEE 499 DEE & & BB S ¢l & @ X

8 Detail Transackion Activity FGITRMD 7.2 DY (IUIUC) [rieiririelelelere
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
Sl s R s R T - :
2 bz | 100008 488000 147300 488001 | | [ ] [ [
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
488000 |488001 [t9-nov-2007  [inED [r2211944 [pitney Bowes 1ne e -5.50 <
[147900 [483000 [a88001 [to-nov-zoo7  [mnEr 12211944 [Pitney Bowes 1ne  [rTD 250
|14?gnn |4sannn |4ssnn1 [z7-sEP-2007  [INEI 121278395 [Pitrey Bowes Inc W 951 .50
[147900 488000 488001 [z7-sep-zoo7  [mer 12127895 [itney Bowes 1ne | [nc -951.50
[147300 [488000 [ag8001 [o7-auG-zoor  [porD  [Po14s047 [Fitney Bowes tne  [ENC 5,129.20

1]

ST

Total: 5,129.20

]

Fress Key Dup ltern for document query forms; Count Query for encumbrance detail
Record: 1/5 | ] . | | <0gC=

<Bl

Detail Transaction Activity Form (FGITRND)

1.9: Trial Balance Summary Form

Scenario: | need to find my fund’s General Ledger balances, including the cash balance and computed
current Fund Balance.

The Trial Balance Summary Form (FGITBSR) is used to query and display detailed General Ledger
account balances for specific funds. This query is used to view the current Fund Balance for self-
supporting and Service Plan funds. A desirable Fund Balance has a credit balance. The Detail block
displays account balance information based on the selection criteria.

Using the Trial Balance Summary Form (FGITBSR)

1. Enter FGITBSR in the Go To... field in Banner and press the ENTER key.
2. Enter your Chart number in the Chart field (if necessary).
3. Enter the two digit fiscal year in Fiscal Year field.
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4. Enter the fund code in the Fund field or enter the Fund Type in the Fund Type field.
5. Click the Next Block button to review the results.

NOTE: Results will appear by Account Type and code. Current Fund Balance = Beginning Balance —
Expense Control + Revenue Control +/- Transfer Control (+ if credit balance - if debit balance).

=3

|Accounts Receivable Other

53039
[s7 | [s3000

|A||owanca for Doubtful Accounts

[e1 [e1000

|nccnunts Payable Systermn

[61 [e1o01

|Acc0unts Payable Systern - UFAS Conv

61 [s1050

|Other Payables

0.00
0.00
[ m
0.00
0.00

0.00
0.00
[ om
0.00
0.00

DELELRCICIC
T T T TR

€& Oracle Developer Forms Runtime - Web: Open > FGITBSR _ ol x|
File Edit Qptions Block [tem Record Query Tools Help ORACLE’
(BYE RAAERE 7 RER S & MBIZHIEIH£1O1X
Current i

COA: |2—[T University of Illinois - Chicago Fiscal Year: ’K[T (CaSh)

Fund: 301309 [7 778 OCS Career Days OR Fund Type: ’_[7 Balance

Account: B ORAcct Type: | [

Acct Beginning Current

Type Account Description Balance DfC ¥ Balance DfC *

[s1 [s1000 [claim on cash 27,744,94 29,103.74 ]

E ‘53002 |Accuunts Receivable Billings 0.00 0.o0

DR R
EEENEEEEEREE

[65  [s1600 [#cerued Payrall 3,147 78 0.00
,? ‘71500 |FBaI Departmental Activities 24,597 16 24,597.16 -
W ‘77000 |Beginning Fund Balance | / 0.00 .00 .
’E \smnn |Budgeted Revenue Contral | 0.00 Current Fund Credlt
E ‘SZUUU |Budgeted Expense Control 0.00 Balance balance IS
IQ ‘84000 |Budgeted Change to Fund Balance 0.00 desirable
* - denotg Beglnnlng Hormal Balance
balance of
Total: [ALL AccoUNTS fund 0.00 (11
una on Current Fund Balance: 29,103.74 |
07/01/07 S
|
Record: 314 | ]

Trial Balance Summary Form (FGITBSR)
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Scenario: | need to find my Fund’s General Ledger transactions.
1. Highlight the desired Account code.
2. Select Options and select Query General Ledger Activity Info.
3. Review results as displayed on the screen.
4. Click the Exit button once to view other Account codes.
5. Click the Exit button twice to return the main menu.

£ Oracle Developer Forms Runtime - Web: Open > FGITBSR - FGIGLAC ol x|
File Edit Qptions Block [tem Record Query Tools Help OoORACLE
(BOE RAEAEE PP BEE Q& BB S &I ¢4 &1@1X
%5 Gene ¢ FGIGLAC B (1UIUC) o I
Chart: |2—E| Period: ’_ Fiscal Year: HEI Index: EI
Fund: s1309 (¥ Account: 25000 I
Account Transaction Date Type Document Description Amount DJfC
EERE  [1o-Fee-zo0s [ts1 [Fo110034 [drogsz3s | 2,915.00 B =
as000 |os-FER-2008 [rs1 [Fo109480 |drogszas | 2,450.00 e
as000 [z0-18n-2008 [re1 |Fo10o03z |drogsz34 | 3,375.00 |€
as000 [30-14N-2008 [10g [ar00SSES [tnv Inc Dist - qTR:2 [ 13.17 |E »
[as000 [z2-18n-2008 [rs1 [Fo1pgsa1 [drogez3a | 2,650.00 [c =
lasano [17-380-2008 [1o0 [108eg308 [To pay 142 req fee for 2/14/05 fair | 37.50 BEE
[ss000 [17-74n-2008 100 [10889301 [To pay 1/2 reg fee for 2/14/08 fair | 37.50 lc
85000 [15-34n-2008 [rs1 [Fo108087 |drogszaz | 4,837.25 e
as000 [07-34n-2008 [rs1 [Fo107250 |dr 095231 | 3,750.00 e =
[a5000 [07-14N-2008 [100 [10883444 [To pay for grad fair registration [ 175.00 |E
es000 [03-380-2008 [rs1 [Fo108633 |arogez30 | 3,800.00 |E
es000 [18-DEC-2007 [rs1 [Fo1os101 |arooez2g | 2,575.00 |E
5000 [17-DEC-2007 [1oo [10875898 [ad from UIUC Continuing Education [ 400.00 [c
[as000 [13-DEC-2007 [t [1z249717 [sLeERTSONS | 50.00 o
85000 [10-DEC-2007 [rs1 [Fo105713 |drogsz2n | 3,247 .65 e
[a5000 [30-nov-2007 [ts1 [Fo10s115 [drosez27 [ 2,814.50 |E
as000 [z29-nov-2007 100 [10s65174 |aradserof Fair 10/2/07-F, piza | 200,00 [c =
Total: | 3331787 ) L
=
Fress Duplicate ltern for Transaction Source Form, Dup. Record for full fotal. | J
Record: 1/7 | o | | «<0gCs

General Ledger Activity Form (FGIGLAC)

1.10: General Ledger Activity Form
Scenario: | need to find details about a transaction.

The General Ledger Activity Form (FGIGLAC) is used to view detailed transaction activity for General
Ledger accounts by Account code in an online summary. The Chart, Fiscal Year, and Fund fields are
required. It supports the analysis of a particular fund by displaying detail transactions posted on a year-to-
date basis or for a specific accounting period. Transactions display in Account code sequence.

Using the General Ledger Activity Form (FGIGLAC)

1. Enter FGIGLAC in the Go To... field in Banner and press the ENTER key.
Note: You can access this form via the Trial Balance Summary Form (FGITBSR).

2. Enter the Chart code in the Chart of Accounts field (if necessary).
3. Enter the period in the Period field to limit the search to a specific period.
4. Enter the two digit fiscal year in the Fiscal Year field.
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5. Enter the Fund code in the Fund field.
6. Enter the Account code in the Account field if desired.
7. Click the Next Block button to review the results.

£ Oracle Developer Forms Runtime - Web: Open > FGITBSR - FGIGLAC !Eﬂ
File Edit Qptions Block [tem Record Query Tools Help ORACLE
RN
(1u B
Chart: |2—E| Period: ’_ Fiscal Year: ’EEI Index: EI
Fund: EEECENNE Account:  |ssoon (7]
Account  Transaction Date Type Document Description Amount DfC
[=s000 [ [23-FeB-2008 [re1 [Fo110034 [drogsez3e | 2,915.00 e =
es000 |os-FeB-2008 [rs1 [Fo103480 |arogez3s | 2,450.00 |E
[as000 [30-28n-2008 [rs1 [Fo1ns03z [drogez34 | 3,375.00 [c
[ss000 [30-74n-2008 109 [aRoDSSES [tnv tne pist - qTR:2 [ 1317 [c] .
85000 22-14n-2008 [rs1 [Fo108531 |drogsza3 | 2,650.00 [¢] =
as000 [27-18n-2008 100 [10s89308 [To pay 1/2 req fes for 2/14/08 fair | 37.50 |€ g
as000 [17-14n-2008 [100 [EGEECELH [To pay 142 req fee for 2/14/08 fair [ 37.50 |E
[as000 [15-28n-2008 [rs1 |Fo1na0a7 [drngez3z | 4,837.25 [c
lasano [a7-38n-2008 [rst [Fa107250 |ar 038231 | 3,750.00 e =
{5000 [07-140-2008 [100 [10883444 [To pay for grad fair registration [ 175.00 [c
as000 [03-134n-2008 [rs1 [Fo106635 |drogs230 | 3,890.00 e
as000 [28-DEC-2007 [re1 |Fo1os101 |drogsz20 | 2,575.00 |€
as000 [17-DEC-2007 [100 [10&7s895 [ad fram UTUC Continuing Education [ 400.00 |E
[as000 [13-DEC-2007 [tz [12za9717 [aLeErTSONS | 50.00 o
lasano [10-DEC-2007 [rst |Fa1o5713 |drasszza | 3,247.65 e
{5000 [30-nov-2z007 [Tst |Fo1os115 [drogezz? [ 2,814.50 [c
as000 [29-nov-2007 [100 [10s65174 [Grad/prof Fair 10/2/07-F, Pia | 200.00 [ -
Total: 33,317.57 |€ ]
-
Fress Duplicate ltern for Transaction Source Form, Dup. Record for full fotal. | J
Record: 1/7 | ] . | | <0gC=

General Ledger Activity Form (FGIGLAC)
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To see the details of a transaction:

1. Click the Account code of the document.

2. Select from the Options menu Query Transaction Source Info [By Type]. The appropriate
document form will display.

3. Click the Next Block button to review the blocks of the document.

4. Review the results. This includes looking up the information in FOATEXT if available. (If there is
text available, there will be a “Y” in the Text Exists field.)

5. Click the Exit button to return to the General Ledger Activity Form (FGIGLAC).
6. Click the Exit button to return to the main menu.

=10l x|
File Edit Qptions Block [tem Record Query Tools Help Document text ORACLE
(B9 (REER T @K S EET G & D | exists for this
%8 Document Retrieval Inquiry FGIDOCR 7.3.0.1 (BANPROD) (1UIUC) | g transacti on. =
Document:  |ARO0DSSE9 [7 Submission Number: l_ Document Type: v F
Header Information
Transaction Date: |30-JAN-Z008 Fiscal year: |08 Fiscal Period: |07 Items: 263 Commit Type: |U Text Exists: |1
Detail Information
Sub Journal Document =
Number Item Sequence Type Description Amount Sign  Currency Reference
[E v 1 |ioe Inv Inc Dist - QTR:2 | 3,734,658 B |
COA Index Fund Orgn Acct Prog Acty Locn Proj NSF Override Bank Accrual
B | 201012 [102000 303310 102018 | [ D& o
Sub Journal Document
Mumber Item Sequence Type Description Amount Sign  Currency Reference
l_n o z  |tog [Inv Inc Dist - QTR:2 | 3,148.05 |— | |
COA Index Fund Orgn Acct Prog Acty Locn Proj NSF Override Bank Accrual
| 201013 [102000 [303310 1102013 | | W D# [] =
-
Subrmission Mumber. Press Duplicate ltermn to access Document Postings (FGQDOCP). |
Record: 1/7 | o | | «<0gCs

Document Retrieval Inquiry Form (FGIDOCR)

1.11: Document Approval History Form
Scenario: | need to find the person who originated a transaction.

Use the Document Approval History Form (FOIAPPH) to see the Originator of the transaction to
ensure it was entered directly into Banner.

1. Enter FOIAPPH in the Go To... field and press the ENTER key.
2. Enter the Document number in the Document Code field.
3. Click the Execute Query button.

Page 19 Merchant Card Services- Office of Treasury Operations Training Instructor, Rebecca
Kornegay



Credit/Debit Payment Card
Transactions and Banner Finance Forms

NOTE: At the bottom of the right side of the screen you will see the Originator’s Enterprise ID and
name. All of the transaction’s Approvers’ names also will be displayed.

4. Review the results and print the screen if you need to keep the information.
5. Click the Exit button to return to the main menu.

Oracle Developer, Forms Runtime - Web: Open, > FOIAPPH ‘Z||E|[z|
File Edit Opftions Block Item Record Query Tools Help ORACLG
N EIREAEE 2T BER QS RE TR G SAIOX
Document Change  Submission Queue Approved
Code Type Sequence Mumber ID Level Approver's Name Date
1w [ [0 = 1w 9900 [Alexey Floyd [09-#ar-2009 ]
VPG 3990 [alexey Floyd [09-maR-2009
[ ] [ ] DENY 0 [allison Thilmony [10-mar-zo03
W CA 9900 |Nnrma Treakle |13-MAR-2I]DQ
[ ] [ PG 990 [Morma Treakie [13-MaR-2009
GAIL 3390 [1ustine Russian [16-Mar-2009
[ [ | |
| |
1 ] [ [
| |
[ [ | |
| |
1 ] [ [
| |
7 [ [ [ |
[ |
R I [ I | 2
7 [ [
’— l_ l_ l_ ~ Originating User Name
MTRE&KLE Morma Treakle
|
Record: 171 | | | =0gCs

Document Approval History Form (FOIAPPH)

NOTE: You may look up journal vouchers from the Document Retrieval Inquiry Form (FGIDOCR) and
determine if any documentation exists by selecting Document Text (FOATEXT) from the Options menu.
(Look for a “Y” in the Text Exists field in the Header Information block.)
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1.12: JV Feeder Document Prefixes Report

Scenario: | need to identify the type of document on the Operating Ledger Transaction Statement
beginning with two letters.

When there is a document that begins with a two-letter combination, the document came from a feeder
system operated by one of the University’s units. You can find the feeder system that sent the transaction
into Banner by using the JV Feeder Document Prefixes report. This report is updated on a regular basis
and available from the Accounting and Financial Reporting web site at:

www.obfs.uillinois.edu

OBFS Home > Accounting & Financial Reporting > Reference Materials > JV Feeder Document Prefixes
or

OBFS Banner Alerts and Resources web page under Finance Toolkit:

http://www.obfs.uillinois.edu/banner-alerts/

This Microsoft Excel document lists the alpha descriptor and the unit that submits feeder documents
using that descriptor. You will also see the contact name and phone number for that unit.

NOTE: Documents beginning with “F” that use rule code TSI are generated from the University’s
cashiering system (SalePoint). If Cash Sales or Reports of Money Received are posted incorrectly,
review the document to determine what correction is needed. Copies of these documents may be
obtained from University Student Financial Services and Cashiering Operations by specifying the
document number shown in the description and the transaction date.

e Use the Banner Invoice/Credit Memo Query Form (FAIINVE) to review foreign wire payments.

e Documents generated by Payroll transactions may be researched by reviewing the Payroll Distribution
Statement.

e For questions regarding Accounts Receivable generated documents, contact David Nims 312-996-
9762.

For assistance contact:
Chicago campus - Johnnie Greene-Freeman (312-996-7094)

Springfield campus — Alice Seaton (217-206-6738)
Urbana-Champaign campus - Jamie McCracken (217-333-4870)
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Lesson 2: Screen Cast

Screen casting to be developed for immediate second phase learning module roll out.

The following screen cast will be hyperlinks in the reference with the referenced screen shots as another
option to demonstrate with a leaning visual of procedural steps in action.

2.1: Detail Transaction Activity Form (FGITRND)

2.2: Document Retrieval Form (FGIDOCR)

2.3: Document Transaction Activity Form-To Drill Query (FGITRND)

e Activity Date

e Documentation Number

e Transactions Total Batched Settlement Amount

e Terminal Merchant-Document Reference Number
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