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1. Log on to onetech.atu.edu and select Banner Self-Service.



Self-Service Banner

L=k

LB uibrary | Finance || Staff | Student | Prospects | Tutorial | Workflow |

My Banner (INB) BB

My Banner

Banner Self-Service BB

‘dBanner Self-Service
Ipersonal Information
Cstudent
Cll-‘mincial Aid

Employment Processing BHE

Main Menu | Search by Document |
Search by Employee

Status # of Documents
Pending to Budget 1
Mass Print 4

2. Select Finance.
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3. Select Budget Queries
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& Home = Finance = Budget Queries

& To create anew query choose a query type and select Create Query. Ta retrieve an existing query choose a saved query and select Retrieve Query.

Create a New Query

Type Budget Status by Account V|

Budget Status by Account
Budget Status by Organizational Hierarch

|Budget Quick Query
Retrieve Existing Query
Saved Query | None 3 |
Retrieve Query

4. Under Create a New Query, select Budget Status by Organizational Hierarchy.

5. Click Create Query. (You must click on the box. Using the enter key will not
execute the query.)



Budget Queries
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= Home > Finance > Budget Queries

= Select the Operating Ledger Data columns to display on the report.

Adopted Budget Year to Date
Budget Adjustment Encumbrances
Adjusted Budget Reservations
D Temporary Budget Commitments

] Accounted Budget Available Balance

Save Query as: |

] Shared

6. Make sure every checkbox beside the Operating Ledger Data columns is selected
except for Temporary Budget and Accounted Budget.

7. If you wish to save this selection, enter a Query name in the Save Query field.

8. Click Continue.



Budget Queries

Budget Queries

- Home > Finance > Budget Queries

¥ Fora Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or
nformation is queried. all retrieved information is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal -

3 To perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal Year and Period. Wit

comparison

fisegl

scal year: Fiscal period: 14 v

Comparison Fiscal year: Comparison Fiscal period:
Commitment Type:

Program ]
| Include Revenue Accounts

Save Query as: |

9. Select the Fiscal Year drop-down arrow to choose the current fiscal year.

10. Set the Fiscal Period to 14. It will always stay at 14.

11. The Comparison Fiscal Year and Comparison Fiscal Period drop-down boxes
should both be set at None.

12. The Commitment Type should be set at All.
13. Enter “T” in the Chart of Accounts field.
14. Enter your Index Code.

15. Select “Include Revenue Accounts” if your department generates revenue. Click
Submit Query.



Budget Queries

Budget Queries

- Home > Finance > Budget Queries

@ Fora Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or Grant fields as well as the Fisc
information is queried. all retrieved information is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal Year to Date

? 7o perform a comparison query select 8 Comparison Fiscal Year and Period in addition to the required Fiscal Year and Period. With this selection, all details retrie
comparison fiscal period.

Fiscal year: Fiscal period:
Comparison Fiscal year: Comparison Fiscal period:

Commitment Type: All W

Chart of Accounte

] Includ
Save Query as: |

] Shared

16. A new Budget Queries screen will appear, automatically entering the Fund,

Organization, and Program fields. Verify the fields are correct and delete the
program code to view any revenue your department generates. Click Submit Query.



Organization Budget Status Report

Report Parameters
Organization Budget Status Report
By Organization
Period Ending Jun 30, 2016
As of Mar 24, 2016 e b
Chare of T Arkansas Tech University Commizment All [, Pending decumunts sxint
pcounts Type
Fund 110000 Russellville Campus Program 200000 On Campus
Instruction
[Drganization 233000 Emergency Activity All
Management
piccount Al Location All
Query Results
Organization | Organizati FY16/PD14 | FY16/PD14 |FY16/PD14 | FY16/PD14 | FY16/PD14 FY16/PD14 FY16/PD14 FY16/PD14
’_K Adopted Budget Adjusted Year to Encumbrances | Reservati C it ts | Availabl.
et Adjustment | Budget Date Balance
233000 Emergency ( 703)908.00 (13,661.004 (718569.00f (468.810.21 (156,756.21) 0.00¢ (156,756.21] (93,002.58
Management _ _
( 704,908.00 (13,661.004 (718,569.00] (468.810.21) ( 156,756.21) 0.004 ( 156,756.21)

Download All Ledger Columns Download Selected Ledger Columns

17. A breakdown of the entire budget will now appear. Make sure the department
is correct and click on the blue Organization Code to view the different accounts
within the budget.

Any items that appear in blue (like the organization code above) can be clicked to
obtain more detailed information.



Organization Budget Status Report

+* Home > Finance > Budget Queries > Report A
Report Parameters
Organization Budget Status Report
By Account Type
Period Ending Jun 30, 2016

As of Mar 24, 2016 T
IChart of AccountT Arkansas Tech University Commitment TvaAl- [ Panding decuments snist
Fund 110000 Russeliville Campus Program 200000 On Campus Instruction)
[Organization 233000 Emergency Management Activity Al
Jiccount All Location Al

Query Results 19 2@ 21 22 23 24

VN
Accoun‘l\ Account FY16/PD14 |FY16/PD14 FY16/PD14 |FY16/PD14 |FY16/PD14 FY16/PD14 FY16/PD14 FY16/PD14
Type ype Title | Adopted Budget Adjusted Year to Date | Encumbrances |Reservations | C it ts | Availabl
Budget Adjustment |Budget Balance
50
60 ( 685,788.00 (5,996.00 (691,764.008 (452467.10 ( 151,2586.59) 0.00¢ ( 151,286.59) ( 88,030.31)
70 (19,120.00 ( 7,665.00 ( 26.785.00) ( 16,343.11 ( 5.469.62 0.00 ( 5,469.62) (4.972.27
80
k23000 Rfllup ( 704.908.00 (13.661.004 (718.569.00§ (46881021 ( 156.756.21 0.00) ( 156.756.21)
N’

18. All the different Account Types will now appear. 50=Revenue, if any.
60=Salaries and Wages. 70=Expenditures.

19. This page shows the Adopted Budget (Beginning Budget), the Budget
Adjustment (any transfers made in or out of the budget), and the Adjusted Budget
(Current Budget).

20. The Year to Date contains all the expenses that have occurred for the current
fiscal year.

21. Encumbrances are purchase orders completed and approved as well as direct
general encumbrance items such as phone charges, copies, etc.

22. Reservations are completed requisitions that have not yet been turned into
purchase orders.



Organization Budget Status Report

- Home > Finance > Budget Queries > Report A
Report Parameters
Organization Budget Status Report
By Account Type
Period Ending Jun 30, 2016

As of Mar 24, 2016 cosbmedict ey
KChart of AccountsIT Arkansas Tech University Commitment Typelall | Pamding deremasis sna
Fund 110000 Rwl!v-ile Canlg-_-s Progrﬂ'\ 200000 On Camgus Instructiony
Porganization 233000 Emergency Managemend Activity Al
Jiccount All Locazion All

Query Results 19 2@) 21 22 23 24

LN
:(oull“ Account FY16/PD14 |FY16/PD14 FY16/PD14 |FY16/PD14 |FY16/PD14 FY16/PD14 FY16/PD14 FY16/PD14
Type ype Title |Adopted Budget Adjusted Year to Date | Encumbrances |Reservations |C it t Availabl
\ Budget Adjust t |Budget Balance
50 venue
60 Shlaries and ( 685,788.00 (5,996.00) (691,784.00f (452,467.10] (151,286.59 0.00 (151,286.59 ( 88.030.31
VWages
70 penditures (19.120.00 ( 7.665.00) (26.785.00 ( 16.343.11 (5.469.62) 0.00 ( 5.469.62) (4,972.27)
80 |ffransfers
R22000 Rffllup ( 704,908.00 (13,661.00)) (718569.00§ (468810.21 ( 156,756.21) 0.008 ( 156,756.21)
N

23. Commitments are the sum of encumbrances and reservations.
24. The last column shows the total balance available in each account type.

25. Click on the Account Type you wish to view for more details.




Organization Budget Status Report

- Home > Finance > Budget Quenes > Report A

Report Parameters

Organization Budget Status Report

By Account Type

Period Ending Jun 30, 2016

As of Mar 24, 2016

[Chart of AccountdT Arkansas Tech University

(Commitment Typa Al

View Pending Documents

\/ NI senaing faLTeT ey

Fund 110000 Rﬂel'v lle Campus h'gg_.'afr 200000 On Campus Instruction

Orsanization 233000 Emergency ManagemengActivity Al

JAccount Al Locatien Al

Jiccount Type 70 Expenditures
Query Results

Account | Account FY16/PD14 |FY16/PD14 |FY16/PD14 |FY16/PD14 |FY16/PD14 FY16/PD14 |FY16/PD14 FY16/PD14
Type Type Title Adopted Budget Adjusted Year to Date | Encumbrances | Reservations |C it t Availabl

Budget Adjustment | Budget Balance
< TA ’pefatrng ( 19,120.00 (7,665.00 (26,785.00 ( 16.343.11) (5.469.62 0.00 (5,469 (4,972.27)
Pr~—|Expenditures
7B Perkins
Expenses

70 Rollup { 19,120.00 ( 7,665.00 (26,785.00 ( 16.343.11) { 5.469.62 0.00 ( 5,469.62)

26. For this example, we are viewing the expenditures category (7000).

27. This is the screen to use for checking available funds before doing

requisitions.

28. When figuring your balance, remember that P-Card charges and Bookstore

charges that have not yet been expended, will not appear on the report as
encumbered or reserved. Any charges made for these items will need to be
subtracted from the available balance if they have not yet been charged to

project a more accurate available balance.

29. Select 7A Operating Expenditures to reveal the account codes that make up

this account type.




Organization Budget Status Report

Query Results /\

Account | Account Title FY16/PD14 FYIG!PDI‘{ FY16/PD14 7161”’014 FY16/PD14 FY16/PD14 FY16/PD14 I FY16/PD14
Adopted Budget Adjusted Y§ar to Date | Encumbrances | Reser i C i t: ilabl
dg Adj dg Balance
7000 |Maint & Operations/Capital 19,120.00) 7.665 26,785 DU/ 0.008 o.od 0.0y [1] 26,755.008
Qutlay \ A 5 Z
703106 |G] - Interdepartmental Postage 0 % 0.00 U.00) 57 99 55.01 0.00) 55.01 0
703120 |Phone DIS Contract 0.0/ 0.00 0.004 217723 1,422 79 0.00y 142279 { 3,600.00
703205 Printing 0.004 0.00 0.004 272 508 59.94 0.0y 59.94 {332 45)
703210 _|Bind/Copy/Collate 0.00) 0.00 0.00) 460 0.00 0.00) 0.00 (46.02
703306 |Bldg Maint-GJ 0.004 0.00 0.00) 14584 0.00 0.00) 0.00 ( 145.85)
Interdepartmental
703395 |Data Processing Equip. 0.00) 0.00 0.00) 550.45 0.00 0.00 0.00 ( 550.45)
Maintenance
703430 |Rent Office Equipment 0.00) 0.00 0.00¢ 56715 803.01 0.00y 503.01 {1.370.19)
703505 |Professional & Administrative 0.0 0.00 0.00§ 2,085.00 0 0.00¢ 0.00 (2,085.00
Fees
703851 |Individual Assoc/Membership 0 % 0.0q 0.00) 215.00 0 0.00 0.00 (215.00)
Dues
703915 |Bookstore Gl-Interdepartmental 0 % 0.00 0.004 413.27] _o.od 0.00) _0.00 (413.27)
703916 |Office Supplies 0.0 0.00 0.00y 2,345 43 1.693.54 0.00y 1,693 .85 (404231
703950 |Subscript/Penodicals/Publication 0.004 0.00 0.00y 354 66 0. ﬁ 0.00y 0.00 { 36466
703985 |Data Processing SL.IEEheg 0.00) 0.00 0.008 1.521 67] 0. EH:' 0.00y 0.004 { 1,521.67)
704100 Juniversity Travel Encumbrance 0.00) 0.0 0.00 0.00) 1.435.000 0.00) 1.435.00 { 1,435.00)
704120 |Meals In State 0.00) 0.00 144 594 0.00 0.0 a ( 144.88)
704125 |Lodging In State 0.0 0.0! 188 53 0 0.00) [ (188 82)
704130 |Meals Out of State 0.0 0.0 0 219.608 0. 0.00y ) { 219.60)
704135 |Lodging Out of State 0.0 0.0 0.00 1,363 094 0 0.0} 0.00 11,383.08)
704205 Milgge In State 0.0 0.0 0.004 1,295.29 0. 0.00y 0.00 { 1,295.28)
704310 |Common Carrier Out of State 0.00} 0.00) 0.004 1,129.60) 0 D{‘ 0.00y 0.00 { 1,129.60)
704320 |Ground Transportation Out of 0.004 0.00 0.00 315.87] 0.0of 0.008 0.00 (318.87)
Sate
704600 |Motor Pool-G)- 0.00) 0.00 0.00) 174 34 0.00 0.00) 0.00 (174.34)
704605 |Parking Fees In State 0.00) 0.00) 0.00§ 195.39 0.000 0.00) 0.008 { 198.38)
704520 |Other Travel Expenses Out of 0.004 0.00 0.004 50.008 0.00f 0.004 0.008 { 50.00)
State
704805 |Conf/Seminar Fees In State 0.00} 0.004 0.00 75.008 0.004 0.008 0.004 { 75.00)
704810 |Conf/Seminar Fees Out of State 0.00) 0.00 0.00 370.00 0.00 0.00) 0.00) ( 370.00)
Report Total (of all records) (19.12000] (766500 (26.76500] (1634311 (546962 0.09 (5,4690.62

30. This screen will show the General Maintenance and Operations/Capital Outlay
account (7000) at the top of the screen with the adjusted budget. Notice that the
Available Balance changes back to the Adjusted Budget only, with no expenditures,
encumbrances, or reservations subtracted out.

31. Do not use this screen to determine budget availability before doing
requisitions. (See step 27 for the correct screen to use)

31. Below will be all the subcategories that include the expenses, encumbrances,
and reservations.

32. You may click on any number in blue to find out more detailed information.
You can also right click to open the detail screens in a new tab or window if you
prefer.
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1. To view a specific document, select View Document from within the Finance
Folder.



View Document
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= Home = Finance = View Document

P display the details of a2 document enter parameters then select View document. To display approval history for & document enter parameters then sele

number, selpet Meeumand Wun sz the Code Lookup featurs gu to perform a guery and obtain a list of document numbers fo choi
Requisition
Choose type: [T R 06 Document Numbs v J 1R TiERST]
o Invoice :
Submission#: Journal Voucher Change Seq# Reference Number
. Encumbrance
Display Acco{ _ . E
Y Direct Cash Receipt
(O] Yes (] No
Display Document/Line ltem Text Display Commuodity Text
All @ Printable () None () All (& Printable () Mone

2. From the Choose Type drop down list, you may choose to look up the following:
a requisition, purchase order, invoice, journal voucher, encumbrance, or direct cash
receipt.

3. Type the document number for the type of document you are looking to find.

4. Select View Document.



View Document

Purchase Order Header

Purchase Order| Change# | Order Date | Trans Date | Delivery Date| Print Date | Total
P0109550 |Feb 12. 2016{Feb 12, 2016{ Feb 18. 2016 |Feb 12, 2016{119.90]

Origin: BANNER

[Complete: Y IApproved: ¥, Irype: Regular

[Cancel Reason: |Date:

Requestor: Emily Billings-Bull |330000  |Budget Office

Phone Number:|479-964-0821

=-mail: ebillingsbull@atu.edu

lAccounting:  |Document Level |

Ehip to: Budget and Special Programs Office

1509 North Boulder Avenue
Administration Room 206
Russellville, AR 72801
JAttention: Emily Billings-Bull

IContact: Jessica Smith

Phone Number:|479-968-0821

lVendor: T01000248|The Water Store

324 S Arkansas Ave

Russellville, AR 72801-5055 United States of America
Phone Number:|479-968-7264

Fax Number: |479-890-5280

ICurrency:

[Document Text |Water as needed for FY2015-16 for Budget Office.

5. The document will then appear on a new page. The top half contains general
information, such as: the order date, whether or not the document has been
canceled, the requestor, department, and vendor information.



View Document

Purchase Order Commodities

Item Commodityl Description IUHA Qty | Unit Price | Ext Amount
Disc Addl Tax Cost
1 |water as needed for FY15-16 for budget office JLOT 1 110 110.008
ood _ ooq B 96'119.93
[Total: 119.9

Purchase Order Accounting

Seq#| COA| FY | Index| Fund |©Orgn Acct Prog Actv| Locn | Proj| NSFSusp | NSFOvr | Susp Amountl

1 T 16 110000]330000)703410§250000 N N 119.90|
[Total of displayed sequences: 119.9!1

Related Documents

Transaction Date| Do« t Type | Docu t Code | Status Indicator
Feb 11, 2016 Requisition R0102870 Approved

6. Near the bottom of the page, more information is given such as the Commodity
Description, the amount, and the FOAPAL.

7. Any other documents relating to the current document being viewed will be
shown under Related Documents. In this case, the requisition is shown. If any of
the related document numbers are in blue, you may click on that number to view
that document as well.



Encumbrances
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1. Select Encumbrance Query from within the Finance Folder.



Encumbrance Query

Encumbrance Query

- Home > Finance > Encumbrance Query

3 Choose an existing query and select Retrieve Query or create a new query. Select Submit Query to display the quen
Organization Field or the Grant Field

Existing Query [one ]
Fiscal year Fiscal period 14 v
Encumbrance Status @

Commitment Type All ~

=
[ 1 ]
e [ O ESm [
=3 E— - G-
e R T
RS 1]

Save Query as I |

=] Shared

2. To enter a new encumbrance query, click on the Fiscal Year drop-down arrow to
select the current fiscal year.

3. Select Fiscal Period 14.

4. Click on the Encumbrance Status drop-down arrow to choose Open, Closed, or
All.

5. Click on the Commitment drop-down arrow to choose Committed,
Uncommitted, or All.

6. Enter “T” in the Chart of Accounts field.

7. Enter the Index Code. Click Submit Query.



Encumbrance Query

Encumbrance Query

&= Home = Finance = Encumbrance Query

¥ Choose an existing query and select Retrieve Query or create a new query. Select Submit Cuery to display the query results. For

Organization Field or the Grant Field

Existing Query

Fiscal year 2016 Vv Fiscal period

II
E
<

Encumbrance Status |4
Commitment Type All

Chart of Accounts T

Save Query as:

Fund Type

i
- o

Account Type

A

hared

..E |
0

8. A new Encumbrance Query screen will appear automatically, entering the Fund,

Organization, and Program fields.

9. To query by account code for supplies, travel, and capital outlay items, enter
70% in the Account Field.

To query for supplies only, enter 703%
To query for travel only, enter 704%

To query for capital outlay only, enter 705%

10. Submit Query.



Encumbrance Report

Report Parameters

Or ion Encumb Status Report

All Encumb e ¥ by Doc Account Distrik
Period Ending Jun 30, 2016
As of Mar 24, 2016

Chart of A:counzslT Arkansas Tech University Commitment TypelAll

Fund Code 110000 Russellville Campus Program Code 200000 On Campus Instructiol
Orgn Code 233000 Emergency Management ty Code All |
Pccount Code All Location Code All ]
Query Results
P
Description Original E: b E: L Year to | Current % Cmt Type
[ t: Adjust: t: Liquid Date Commitments Used
Encumbrance Salaries 48,1527 (4815272 0 0.0 0.0 0.0QUncommitied
Onig)
501010 Encumbrance Salanes 3005999 84,047 93 0. 0.0 12410799  0.00Uncommitied
(Orig)
01320 [PR160001 Encumbrance Salaries 35.439.01 (25.659.34 [) 0.0 12,829.67] 0.00Uncommitted
(Orig)
502010 |PR150001 Encumbrance Salaries 19,043 64 (12,758.64 [] 0.0 6285000 0.00{Uncommitted|
(Orig)
06010 |PR1G0001 Encumbrance Salaries 44564004 (3,254.40 0 0.0 1209600 000Uncommitied|
(Orig)
506120 Encumbrance Salaries 496.00¢ (496.00 0 0.004 000 0.00Uncommitied
506310 Encumbrance Salaries 19,840.00 (12.985.60 [) 0.0 565440  0.00{Uncommitied
(Orig) _ _
703106 Postage Encumbrance - 143.00) G | (87.99 87 55.01 61.53Uncommitied
ASEMGT
703120 Windstream 3,600.00 262.53 (243975 2,439.7H 142278 63 1§Uncommitied
Encumbrance- ASEMGT
703205 lArkansas State 54.00 576 (69.76 73.03 0.00 100.00yUncommitied|
University
703205 [Arkansas State $5.00 4.94 (59.96 63.22 0.00 100.00Uncommitied|
L.lnwg;s_uty — —
03205 lArkansas State 55.00 399 (59.96 63.2)] 0.0
Umvﬁlty — —
03205 lArkansas State 128.00) 11.52 (139.52 146.08| 0.00 100.000Uncommitied|
University
703205 Arkansas State $5.00 4.94 0.004 0.004 50.94 0.00QUncommitied
University i ——
03430 (Wight Office Machines 1,259.64 110.59 {1.370.19 100.0Uncommitied
Jinc = e -
creen Total 175,905.00 ( 18.853.53 (4.227.13 3,255.86 152,824.34 5
unning Total 175.905.00 ( 18.853.53 (4.227.13 3,255.86 152.824.34 &
eport Total (of all records) 159,141 .45 ( 18,655.86 { 1542327 5.541.904 15506238 9 05[

11. An Encumbrance Report will appear with document codes in blue that you may
view for further detail. (This report may take a minute or two to generate
depending upon the number of open encumbrances — be patient.)

12. Remember, this report will show only encumbrances, not reservations

(requisitions).



