HOW to do TRANSFERS

In Banner for
Main & Branch Campuses

A A D

ﬁ []NM Presented by the Office of Plannlng Budget and Analysis


http://www.unm.edu/

BR-103 Budget & Actual Transfer

A Transfer moves funds
between program codes
and/or campuses



Getting Started

1. Print Standard Operating Procedure (SOP) BR-103 at
the Planning, Budget and Analysis web site:
http://www.unm.edu/~budget/sop/budgettransactions/Transfer SOP Enduser.pdf
The SOP has more detailed information on Transfers
and is a good reference tool.

2. To be sure there are sufficient funds in the index to be
debited, check current index balance on Banner form
FGIBDST or Hyperion Report FOH0001&2: Operating
| edger Detail and Summary.



http://www.unm.edu/~budget/sop/budgettransactions/Transfer_SOP_Enduser.pdf

Budget Quick Reference Guide

FoAPal Elements

Main Endowments
Main Plant Funds
Main Restricted

Main Unrestricted

HSC Endowments
HSC Plant Funds
HSC Restricted
HSC Unrestricted

Gallup Campus
Gallup Endowments

Gallup Plant Funds
Gallup Restricted Funds
Gallup Unrestricted

Los Alamos Campus

Los Alamos Endowments
Los Alamos Plant Funds

Los Alamos Restricted Funds
Los Alamos Unrestricted

Yalencia Campus
Valencia Endowments
Valencia Plant Funds
Valencia Restricted Funds
Valencia Unrestricted

Taos Endowments
Taos Plant Funds
Taos Restricted Funds
Taos Unrestricted

Begins
With

2(#)

3E
3P
3(#)
30

4E
4P
4(#)
4U

6(#)
6U

7E
7P
7(#)
70U

Program
Level 2

Program Description

Instruction and General Revenue Pog
Instruction Unrestricted Ex 10 Pio
Sponsored Instr Restr Ex 10

Academic Support Unrestr Ex 11
Sponsored Acad Support Restr Ex 11
Student Services Ex 12

Sponsored Student Srves Restr Ex 12
Institutional Support Ex 13

Sponsored Inst Support Restr Ex 13
Operations and Maintenance Ex 14

Student Social and Cultural Ex 15

Research Unrestr Ex 16
Sponsored Research Restr Ex 16

Non Sponsored Pub Sve Unrestr Ex 17
Sponsor Public Service Restr Ex 17

Internal Services Ex 18

Student Aid Unrestr Ex 19
Sponsored Student Aid Restr Ex 19

Auxiliaries Ex 20

Athletics Ex 21

Independent Operations Ex 22
Other Institutional Programs
Property Plant and Equipment
Agenc

Student Loan Programs

Endowment Programs

Program Hierarchy Query Form
FTIPRGH

ACCOUNT CODES

[OPERATING REVENT

|Tuition Revenue
' Student Fees

] atory Student Fees
| Patient Services

||Grants & Contracts

II ||Sales & Services

\ppropridations
|Sales & Services
Other Operating Revenue

o7(number)|

| 1]

o7Z|
08|

|NON-OPERATING REVENUE T

Bond Revenue 09
Gifts, Investment Income & |
Other 10|f [
i'I‘raaners 11 or 12
|Allocations
| Earned Revenue 1600
| F&A Allocation 1601
| (USED ONLY IN s |
[ Allocations SOM Gen 1610/|
Pooled Allocation 1640
Oniy used by depts for original budget)|
UNM Bond Proceeds 1650 |
General Allocations 1660 | |i
Overhead Internal 1661 Ei
| {USED ONLY IN P16 Reseavch) Il i
|| Regent's Reallocation 1665 ;
] | 5
{Balance Forward {
| Balance Forward 1900
(NOT USED by Depts EVER) | |8
Budget Bal Change 1901 | |
BUDGET RPOSES ONLY) i
1903
20
Payroll Benefits 21
Other Expenses 31 thru 99
Interdept Support 8045
Budget Contingency _8oEo

CCh -~ OULBIAC TUNAINgG source

the University

descriptions

AccountCodeDefinitions.pdf

http://www.unm.edu/%7Efsm/

Complete list of Account Codes w/

Purple - movement of funding source within




Finding an index’s available balance in FGIBDST

QOracle Developer Forms Runtime - Web g@
File Edit Options Block Item Record Query Tools Help
BB AR E N5 ey I EEB S ka2 @ X

5 ral Menu Farm G 7411 | 1-Tue mbe =] s

Go To... [Fe1eDsT] (7] =t s Products: [~| Menu | Site Map | Help Center
*——| Type FGIBDST in the Go To
box and enter My Links

[:IMV Banner

‘ABanner
[Jstudent System Menu [*STUDENT]
l:lAlumni/Develupment System Menu [*ALUMNI]
IFinancial System Menu [*FINAMCE]

Check Banner Message

Banner Bookshelf
_JHuman Resources System Menu [*HRS] -

[IFinancial Aid [*RESOURCE] Personal Link 2
1 General System Menu [**GENERAL]

Personal Link 3
[Jpanner XtenderSolutions System Menu [*BXS]

Personal Link 4

FPersonal Link §

Personal Link &

Iy Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enterthe object name; Press LIST for listing.
Record: 11 | | o | =osCs




£ Oracle Developer Forms Runtime - Web: Open > FGIBDST

File Edit Options Block Item Record Query

=R

5

REREISEE R

Chart: |Ll_[T
Fiscal Year: 0 |-
Index: |peenze |+

[ Query Specific Account
W Include Revenue Accounts

Commit Type:

Organization Budget Status Form FGIEDST

Enter “giving” index (Debit
index) in Index; click on
Next Block

Organization: |366E5 F

Fund: zuzo3 (v
Program: P171 [T
Account: F

Account Type: F

Activity: geeE0L [T
Location: [T

o [k [ @ @[ X

VP SA Pepsi Funds Student Affa
MU Public Service

Mon Sponsored Public Service

YPSA - Administration

Account Type Title

Adjusted Budget

YTD Activity

Commitments

Available Balance

R [Trsfr Ta 1 G Gen | -4,250.00 | -4,250.00 | 0.00 | 0.00
R [Trsfr To Student Social Cult | -2,500.00 | -2,500,00 | 0.00 | 0.00
R [Trsfr To Research Gen | -5,410.00 | —— - | 0.00
= YTD Activity Net Total, minus
R_[Allocations Other Gon | 156,000.00 N Commitments Net Total = Available | 0.00
R [Balance Forward Detail Ger | 0.00 N Balance | -11,558 .55
e [office Supplies General | -16,160.00 [ 00 I T.00 | -16,160.00
[ [Promotional Exp Feus Excluc | 0.00 | 0.00 | 597.02 | -597.02
|? [Event Fees | 0.00 | 1,000.00 | 0.00 | -1,000.00
£ |other Operating Costs Gen | 0.00 | 0.00 | 0.00 | 0.00
[ [Fa Excludable Gen | 0.00 | 525.00 | 0.00 | -525.00
|E_ |Contingency Budget Gen | 160,000.00 | 0.00 | 0.00 | 160,000.00
E [Banner Tax | 0.00 | 18,25 | 0.00 | -18.25
Net Total: 0.00 | 153,855.30 597.02 |

|»

1]

Recaord: 1712 || o

Dup Item for Detail, Count Gluery far Orgn. Summary, Dup Rec for Encurm. List

| | =osC=

L |




Finding an index’s available balance in
Hyperion Operating Ledger Detail and Summary
(data is 24 hrs. behind FGIBDST data)

# ] Browse - kvickers on hyper01.unm.edu - Microsoft Internet Explorer Q@
File Edit Wiews  Fawvorites Taols Help A ,'
Qe - (O [x] [B] €D SO sewen rravenes €2 =-JE XS

Address |48] https: | fhyperprod.unm, edufHyperion/brawse fMain ~ | = =0 Lirks **

Hyperion Perfo
hyperol, unm.edu:l

FREFEREMCES

—a Brib A 26 2008 FO0:46 ANF s boy =]
Finance Reports
Jr Finance Production R bs: FOHOOO09 - Budget Availability for Unrestricted Funds-Indices @
FAis rgport Shoss Bhe ASE balance avadabdty for alf wrestsicted fundsindices.

A 26 2008 30:45 ANF & ooy

FOHOOO38:4: Budget Availability Detail 8 Summary Reports @
ANoivdes Formaiion regarding wiresticted rerearc), wirestncied oLl feriiite and’ athledics
£

Az F6 F009  FOSE AT B bogy

Click on

th IS FOHOOOD18:2: Operating Ledger Detail and Summary
report Cperating Ledger Defad and Summary reporfs. POIRE Soider & nowe digoia red’ aon s rep ot

A 4
]

Az Z6 2008 30:45 ANF s boy

ESHOO001 Salary Labor Benefits and Encumbrance Report @
fnivded dex no growoig” reoort aEnich oresantys fabor and fige on same dne F oaid from same
fgEx. Alro ramoved encumirance coiemn ang resioned SEGe fafe Cofmn G B re oot

Rl 27 2009 925 48T & bgy

FGHOD01 82 General L edger Detail & Summary @
Froviger Srcad Year fo Dafe summar)y, Srcal Year fo Date dafal and' Month fo Date cetad genaral
Sfacizar Sformation for funciarants.

KA ZRE058 BeIF AN [ ooy

FSHOO0O02 Labor Distribution Reports @ D |
£ abor cisfnibetion reports By orGAEIE DN oF emoio Fas

T 25 2058 2030 P & bay

F Non Endowed Spending Funds Report @
Summary and gefail of nonendomes soencing Funci, Frmaril For SO wadEahion wee oo

Rt 2 2009 505 M & boy

ol [a) E e Lookup : @ o

@ javascripk:windowOpenInsight"/Hyperionfdataaccess/BrowseTREQUEST_TYPE=GET_DOCUMENMTEDOC IUUID=00000105cb3b29cd- é & Internet




€] https:#hyperprod.unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE-GET_DOCUMENTEDOC_UUID-0000010 - Microsoft Internet Expl... | |[01)E3)
fat

File “iew Toalz Help

University Of New Mexico Finance Reports

(1L
—

Select Index and type “giving” (Debit) index in Value )
box. Click on Find and the index will appear in the white [Petail and Summary
box. Click on index in white box and click on Select

Values. b date activity for grants please use FRHODD1&:2 reports.
Query Parameters Grouping Options =
—Segimet: Level: Value:
IMDEX h ] BEE05E SummaryDetail:
- Process Report
BEB056 123803-Pepsi Funds - wPSA € ) Detall
& Summary
Group e

Select Values Remove Values ‘ NO Grouping -

el

KN

niy =iy =iy =l

Month/Calendar Y1

SEP ~| | 2004 ¢ Single Month & Fiscal Year To Date

-
&

é;‘] é # Urknown Zone




2] https:/hyperprod.unm.eduMyperion/dataaccess/Browse?REQUEST_TYPE-GET_DOCUMENTEDOC_UUID-0000010 - Microsoft Internet Expl... [~ |05

fal

File “iew Toolz Help

University Of New Mexico Finance Reports

(1L
—

FOHO000182: Operating Ledger Detail and Summary

Warning: These reports will onty show fiscal year activity. For inception to date acthaty for grants please use FRHO0013:2 reports.

Query Parameters Grouping Options =
Segment; Level: Value:
INDEX j | J | BRE05E Find SummaryDetail:
- Process Report
BRGO56: 123803-Pepsi Funds - YPEA - € Detall
& Summary
A
Select Values | s VETas | Check Month/Calendar Yr to be sure they
. —_— are current. Click radio button for Fiscal
INDEX  9BE05E Year to Date and Summary. Then click
on Process Report.
ﬂ [~
=
-
SEF | | 2004 ¢ Single Month | 8 Fiscal Year To Date

~
&

@:l é & Unknown Zone




2] https:/fhyperprod. unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE-GET_DOCUMENTEDOC_UUID-0000010 - Microsoft Internet Expl... |~ |0/

fal

File ‘iew Toolz Help

m
——

" University Of New Mexico Finance Reports

FOHO000182: Operating Ledger Detail and Summary
Warning: These reports will only show fiscal year activity. For inception to date actmaty for grants please use FRHO001&:2 reports.
Query Parameters Grouping Options =
Segment: Level: Value:
INDEX = | | |ses056 Find Summary/Detail
i { Process Report
& Summary Information has
finished generating.
j Please select huttons
Group by helow...
Select Values Remove Values p
| |ND Grouping j @vﬁem
INDEX : BEED4E j r
Export Results
u i ‘
ﬂ I
-
Month/Calendar ¥t =
SEFP =| | 2009 ¢ Single Month @ Fiscal Year To Date
Sorting Complete [@
ﬂ:l é  Unknown Zone

10



&] https: f#fhyperprod. unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE=GET_DOCUMENT&DOC_UUID=0000010 - Microsoft Internet Explorer (=]

| &= o

J File “iew Tool: Help

FOHODOZ

INDEH: BEE0S5E: 123803 Pepsi Funds - WPS5A

Account Description

Report Summary:

Total Revenue:

Total Expenses:

Page 1 of 2

Operating Ledger Summary
Through The Month of SEP 2009

Run Date/Time: 0952909 02:18 PM

The Net Fiscal YTD under Actuals, less Net
Encumbrances/Reservations = index available

balance
Il
e Budget @vio) ______ _________ (fcwals) ____ I ___Balance ____

Current ncumbrance

Adopted Adjustments  Accumulated Month Percent rce Reservations Available Percent

$0.00 F143,240.00 143 24000 [$41,750.00] [#.17%) 3155 638 5 102.24% 000 (411 858 55) [%.24%)

40.00 F143,840 00 143,240.00 $0.00 0.00% 1,242 1.28% Jsar.02 a1 39973 98.30% _|
$0.00 30.00 $0.00 [$11,750.00] 0.00% W 0.00% @ [§153,258.28) 0.00%

Parameters:

Transactions as of SEP 2009
IMDEX: 866056: 123803-Pepsi Funds - YPEA

$153,855.30 — 597.02 = $153,258.28
Available Balance

| [ZPagels) [Zoom: 100%

e

2 @ Unknown Zone

11



Getting Started (continued)

3. Use Hyperion Report FBRHOZ01 Main and Branch
Transfers Allocation to find correct transfer account
codes and verify whether the transaction is a transfer
or an allocation.

4. Use Banner form FGAJVCQ, FGAJVCD, FGAJVCM or
the Self-Service Journal Voucher Entry form to submit

a Journal Voucher (JV).

12




Hyperion form FBRHOZ01

& ] Browse - kvickers on hyper01.unm.edu - Microsoft Internet Explorer

[BNl=]] >

File  Edit

View  Faworibes  Tools  Help

e Back - J |ﬂ @ f ;j /I__\J Search

‘?‘/r\\? Favorites

& = H-LJERKSB

':!'

Address @ https:ifhyperprod, unm. edufHyperion/browseMain - Go Links **
Favorit X p on P 0 o3
Ac pori
L. o § Browse v
=M. ~
w.. = Brip ¢ Finance Production Reports _~| Subscribe -
@ A Finance Reports
&) & Finance Production Reports
&
&c. E Approvals Report =
&c.
&c My 11 2008 10:25.A0 % bay
e FBRHOZ01 Main and Branch Transfers Allocation €——~Ji i @
&IF.. EBRHOZ01 Main and Branch Transfers Allocation <= C|ick on this report =
Toaf for Mad and Sranch Separémeants andg Man Camour Core afiter fa wre ai

@ G.. orocass fransfar and alipcafion jownal vowchars in accordance fo Main Camous

H..
g " Now 20 2009 248 AN B‘ﬂ by
&n. - v @
&lh FGHOOO18:2 General Ledger Detail 8 Summar

Frowides Sscal Year fo Date summary, Sscal Year fo Date defad and Month fo Safe defad ganeral fedizer
@ L. information for funcgranis.
.|
@ L 3 ot FRITT P95 o B'?e:q boy
&L
Em F Index Lookup @
@ M }71&‘ Focumant afons pow fo ook dayes by fund, organzation, program o ctiity, ar af favalir of
" fHiErarch .

&n..
&o Oce 28 2009 257 AP %5 bay
€. pending : =
&u F Non Endowed Spending Funds Report
@hl T Swmmary and defail of nonendowed spanding funct. Pamartl For Founcaiion wea oy,
&lr... il 22608 805 AT & by
&
&ln... FOHO0018:2: Operating Ledger Detail and Summary @
g U Operafing { edgar Defal and Summary reports. PCARD Holder & now dispiayed on B report.

u...
@W.. ot PR SNE Foo8 AT Bh bg_}{
ar..
=™, FOHO0O03 81 : Budget Awvailability Detail & Summary Reports @
g‘l Yo, Snciidies iformation regarding wirestritted rerearch, wirestritted pubic Fervite and affvebics Funds.
gw" Ot PR 2008 3256 £ Eﬁ bg_}{

M.,
&l [v] VS N — = ]

@ = é 8 Internet

13



E https:ffhyperprod.unm.edu/Hyperionfdataaccess/Browse?REQUEST_TYPE=GET_DOCUMENT&DOC_UUID=0000012 - Microsoft Internet Expl... m
| == a

J File Edit “iew Inzett Format Dashboard Tools Help

Jn|§®'|xﬁ|'|?%l il = f|’Process v| L) ﬁ|@
Main Dashboard

[ FBRHOZ01: MAINIBRANCH CAMPUS TRANSFERIALLOCATION ENTRY DETAIL ]

Clickon A

A - TransferiAllocation Entry |

A

**Jse B to look up index for A, ifneeded.

B - Index & FOPA Detail Look Up |

* of
=

&1 2 & Urknown Zone

14



a https:ffhyperprod.unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE=GET_DOCUMEMT&DOC_UUID=0000012 - Microsoft Internet Expl... | = |O ﬁ
| 4 = o

J File Edit Wiew Insert Format Dashboard Tool: Help

@80 x @ -5 752 Broes - @0 @@
Compare EIS

't‘lf'gﬁﬁsw F New Mexico Finance Reports

[ FBRHOZ01: MAINIBRANCH CAMPUS TRANSFERJALLOCATION ENTRY DETAIL

Main/Branch Campus TransferiAllocation Entry

INDEX COMPARISION FOR TRANSFER/ALLOCATION ENTRY

PLEASE ENTER INDEXES BELOWW

Index funds are coming from:

Index funids are going to:

li
li
Compare

‘ o
%

@ é # Unknown Zone

15



] https://hyperprod.unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE-GET_DOCUMENT&DOC_UUID=0000012 - Microsoft Internet Expl... |- ||0/C4

&= @

J File Edit “iew Inzett Format Dashboard Tools Help

Jn|§|ﬁ'|>{§|v|?%¢ E\Lzypafl:‘mcess v| @E}ﬁ“@
Compare EIS

.?\-._-."M.'_?._-."M." Sty s
versity OF New Mexico Finance Reports

FBRHOZ01: MAIN/BRANCH CAMPUS TRANSFER/ALLOCATION ENTRY DETAIL

Main/Branch Campus TransferlAllocation Entry

INDEX COMPARISION FOR TRANSFER/ALLOCATION ENTRY

PLEASE ENTER. INDEXES BELOW

Index funds are coming from: | B6E05E — Enter the “giving”
Index funds are going to: | 622013 <4— index on top and

“receiving” index
Compare | on bottom

Click on

“Compare

o8

B"ﬂ

2 & Urknown Zone

16



The sequences shown here are the order in which information
is entered on the Banner JV form (see following pages)

FBRHOZOD 14

Transaction Type: Transfer

Run DatefTime:  03M45/1101:23 FM

Index Funds Are Coming From
W Sequence(@)CTUALS (REVEMUE) ENTRY:

Rule Class/Journal Type: JET
Index: 866056 123803-Pepsi Funds - VPSA

Account Code: 11A0 Trsfr To Research Gen
DebitiCredit PlusMinus: D (Dehit)
Description: 682013 11F0 (Mote: Offsetting index/account code must be

the first 11 characters of the description for transfers)

IV Sequence UDGET (REVEMUE) ENTRY:

Rule ClassiJournal Type: BDT
Index: 866056 123803-Pepsi Funds - VPSA

Account Code: 1180 Trsfr To Research Gen
Debit/ICredit/PlusMinus: - {(Minus)
Description: 682013 11F0 ({Note: Offsetting indexaccount code must be

the first 11 characters of the description for transfers)

11 Sequenceudget (EXPENSE) ENTRY:

Rule Class/Journal Type: BDT
Index: 866056 123803-Pepsi Funds - VPSA

Account Code: BO60 (System default, replace as needed here & in Description)
Debit/Credit PlusMinus: - (Minus)
Description: 682013 8060 {Note: Offsetting index/account code must be

the first 11 characters of the description for transfers)

Index Funds Are Going To
Jv Sequencel#4ACTUALS (REVENUE) ENTRY:

Rule Class/Journal Type: JET
Index: 682013 119383-INSTIT MEDIEVAL STUD

Account Code: 11F0 Trsfr From Public Service Gen
Debit/Credit PlusMinus:  C (Credit)
Description: 866056 1140 (Note: Offsetting index/account code must be

the first 11 characters of the description for transfers)

v SequencUDGET (REVENUE) EMTRY:

Rule Class/Journal Type: BDT
Index: 682013 119383-INSTIT MEDIEVAL STUD

Account Coie: 11F0 Trsfr From Public Service Gen
Debit/Credit PlusMinus:  + (Plus)
Description: 866056 1140 (Note: Offsetting indexfaccount code must be

the first 11 characters of the description for transfers)

14 SequencUDGET (Expense) ENTRY:

Rule Class/Journal Type: BDT
Index: 682013 119383 INSTIT MEDIEVAL STUD

Account Code: 8060 (System default, replace as needed here & in Description)
Debit/Credit PlusMinus:  + (Plus)
Description: 866056 8060 (Note: Offsetting index’/account code must be

the first 11 characters of the description for transfers)

Note: Check Budget Period on BDTs to be sure it corresponds with the number of the current month in the fiscal year (i.e., July=01, August=02, September=03, etc.)

Index Funds Are Coming From

Index-Title: 866056: 123803-Pepsi Funds - VPSA
FOPA: 21J0203-866E5-P171-866E01

Fund Type Level 2: 02 U Main

Fund Level 2: 230G MU General Public Service
Org Level 2: A WP for Student Affairs

Program Lewel 2: P17 NMon Sponsared Pub Swe UnrestrEx17

Index FOPA Detail (Info Only)

Index Funds Are Going To

G682013: 119383-INSTIT MEDIEVAL STUD
2U0006-B82C-P161-GMACTY

02 U Main

2U02G MU General Research

AB: Pravost Academic Affairs

P16: Research Unrestr Ex 16




Create a JET & BDT Transfer Entry

Use the JET and BDT rule class codes.

Do one JET and two BDT entries for the debit side and one JET and
two BDT entries for the credit side, unless

— the giving and/or receiving index has already been budgeted for
this transaction. If so, be sure to note this in FOATEXT
document text.

The first BDT entry uses the same transfer code as the JET entry.

The second BDT entry’s default expense account code on the
Hyperion form is 8060, but another expense account code or labor
expense code may be used.

18




Using the FGAJVCQ Form

&% Oracle Developer Forms Runtime - Web

BEX

File Edit Options Block Item BEecord Query Tools Help

= BIREEER %% & x] | %}I

neral Menu Form 3

Go To..[ Feaivcd) [*] welcome, KVICKERS

I@II@J@IM—-—I@I(@H(

Products: E| Menu | Site Map | Help Center

[:IMV Banner
‘Bannear
[Istudent System Menu [*STUDENT]
[:IAIumni/Deuelupment System Menu [*ALUMNI]
[ Financial System Menu [*FINANCE]
[JHuman Resources System Menu [*HRS]
[ Financial Aid [*RESOURCE]
[ General System Menu [*GENERAL]
[JBanner XtenderSolutions System Menu [*BXS]

Banner Broadcast Messages

My Links

Check Banner Message #

Banner Bookshelf
Personal Link 2
Personal Link 3
Personal Link ¢4
Personal Link 5

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Enter the object name; Press LIST for listing.
Record: 111 | o

| «<08Cs

19



& Oracle Developer Forms Runtime - Web: Open = FGAJYCQ

File Edit Options Block Iterm Record Query Tools Help

=X

B B BEABE I HT B SEE Gl ¢S BI@X

Document Number: | MEX &)
1) Type “NEXT” for Document

Number and 2) click on Next
Block
Journal Voucher Document Header
Transaction Date: @ Document Total: |
['NSF Checking [ Deferred Edit Document Text Exists: |—

Enter the Document Mumber; use '™WEXT or leave field blank to generate number.
Record: 151 [ [ ] [

[ =05C=

4

|+

20



& Oracle Developer Forms Runtime - Web: Open = FGAJYCQ g@
File Edit Options Block Item Record Query Tools Help

& "!IIPEHB@IF‘@%N@l%l%f@@lﬁﬂﬁ'lf | s [ [ @ X

%8 lournal Woucher Quick Form FiG: 1.1 (BANP)

Document Number: |NEXT [*] =)

Journal Voucher Document Header

Transaction Date:  |23-SEP-z009 @l Document Total: | &£00.00

¥ NSF Checking [ Deferred Edit Document Text Exists: |—

Hash Total is total of all
entries, positive and
negative

b
| Enter Document Hash Taotal far balancing.l
Record 17 1 — |

|
| =08C>

21



5 Oracle Developer Forms Runtime - Web: Open = FGAJVCQ

File Edit |thi|:|ns|‘alock Itern Record Query Tools Help

Document Number: |J0250259 [+ 2]

Click on Options
and Select
Document Text

Journal Youcher Document Hea

Transaction Date: |ERECINANE @

W MNSF Checking f [ Deferred Edit

(FOATEXT)

Closes
FGAJVCQ

Document Total: |

Document Text Exists: |N_

600.00

Field defaults to current date

Important — Write down the Document
Number in case of accidental closure
of the JV (i.e., closing a screen with
thered X at top right) or loss of the
Banner connection.

To return to the document after
closing or losing connection, go to
FGAJVCQ, type the document number
in the Document Number field and
click on Next Block.

A 4

Enter transaction date(DD-MOMN-YY) |

Record: 111 I o

| =05C=

4
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@ Oracle Developer Forms Runtime - Web: Open = FGAJVYCQ - FOATEXT

l=Jojes

File Edit Cptions Block [tem Record Query Tools Help

I ﬁllﬁ@@.l%}%[@@H’%[%[..I@@[gﬁ—-—[pﬁl@lx

ral Text Entry Form FOATEXT 7.3 (BAMNP)

Type: 1 F Code: 10250259 F Default Increment: 10

Close to return
to JV entry
form

|

Text Print Line
[Entar text as follows: ] i0
Always include: (1) Business purpose of transfer ] 20
{23 Tour name and phone number [] 30
Include when applicable: O 40
{1y why the BDT entry is not included in the O a0
transaction (i.e., already budgeted) [ a0 The Vv W||| be disapproved
21 If the 1120 account code is used, include [ T . . . .
@ if the required information
staternent that WP approval has been obtained - L] | g0 . . . .
: : is not included or if there is
{3) If you are correcting a posted entry, include ] =l g ”
the ariginal 1V numberis) and what is being ] 100 g el 2l el
corrected ] 110
| O 120
[
| — : .
Academic Affairs must obtain . ’—
Provost’s Office approval for use of
account code 1120. . [
| ]
| O

|EnterTE}{'tf|:|rthe docurment. |
Record. 130 3 1 | =<05C=

1]

e L




:% Oracle Developer Forms Runtime - Web: Open > FGAJYCQ

File Edit Options Block Itern| Record Q.lery Tools Help

Chart:

Index:

Fund:
Organization:
Account:
Program:
Activity:
Location:
Project:
Percent:
Description:
Budget Period:
Gift Date:

E\E@f
EEI Universs Y/J I7l::W TTE =TT
|866056 - 123%03—Pepsi Funds - WPS

&

zunz03 My Public Service

N

t Affa

N

P71

|N0n Sponsaored Public Service

YPSA - Administration

866E5 W ¥ ||fP 54 Pepsi Funds Studen
1140 F Trsfr To Research Gen
Ad

|z66ED1

4

| JAM

4

}_“LD

652013-11F0 Business writing wkshop

—\ =

For transfers, the
description field

Document Number: [10250259 Document Total: | 600,00
User input,

Sequence: 1 . currency: [zl Status: |_
Tab to field

Journal Type: E"E

Amount:
Bank:

Number of Units: |

When current screen is complete, go to
Record, Next for new screen, and then
Record, Duplicate (or Record Insert,
Record Duplicate)

o [

Use “D” or “C”
for JET
entries

['NSF Override

Record: 107

Enter (Dyehit, (Ciredit, (+)

must start with the
offsetting index
and account code

Academic Affairs must obtain

Provost’s Office approval for use of

account code 1120.

(the index/account
code the funds are
going to or
coming from)
with nothing front

| =05C>

*Use transfer account codes 1100
through 12P1

*Main Campus VP approval is
required when using account code
1120 (transfer from 1&G)

*Budgets are not allowed on
account codes 1640, 1900, 1903,
8045 and 8920

NOTES:

1

of it.
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E@Ora[:le Developer Forms Runtime - Web: Open * FGAJYCQO g@
File Edit Options Block Item Eecord Query Tools Help

l!4 0 @4@@.[‘@%}[@I%l%[..liﬂiﬂlc-[—-—l@lf@[x

ction Detail FG 7.3.0.1 (BAMP) £ - 5 . 5 SO =
Document Number: Im Tab to Journal Type and | 600,00
make changes as shown

Sequence: |_2 CurreWD Status: |_
Journal Type: BDT D|Dept Budget Transfer Journal Entry
Chart: |U_B|Univer5|ty of Mew Mexico
Index: |secose [ *|123803-Pepsi Funds - ¥PSA
Fund: lzunzo3  [¥|MU Public Service
Organization:  |g86ES []lwP A Pepsi Funds Student Affs
Account: |11F'.D [E”Trsfr To Research Gen
Program: |F‘1.'-"1 E|Nun Sponsored Public Service Use “+” or “"
Activity: laseE0l  [¥]|lvpsa - administration entries for
Location: | [E” BDTs
Project: | E| /
Percent: li [TNSF Override
Description: |652013-11F0 Bank: WB
Budget Period:
Gift Date: = Number of Units: |

System default is number of month

in current fiscal year (i.e., 03 =
September). If JV is initiated near
the end of the month and not
completed until next month,
change field to match new budget
period/month.

4

Entar Mumber of Units |
Record: 2/2 || | =05C=

25



& Oracle Developer Forms Runtime - Web: Open = FGAJYCQ

File Edit Options Block Item |Record huery Tools Help

BB BEEE PENTERE QI S BEE TS G g H@ X

" Transaction Detail Ft 3 ;
When this page is

complete, click Record,
Document Number: 10250259 Next

600.00

Journal Type: |BDT E|Dept Budget Transfer Journal Entry
Chart: EE”LIniversity of New Mexico

Index: |s66056 [ ¥][123803-Pepsi Funds - vPSA

Fund: lzunz03  [¥]|MU Public Service

Organization: ae6ES [v]jve Wnﬁa

Account: G060 Other Operating Costs Gen
Program: ElNon Sponsared Public Service

Activity: lzesE0l [ ¥][uPsa - Administration
Location: | [3|

Project: | K|

Percent: 7

Description: 652013-5060

Budget Period: 03

Sequence: 3 Currency: E Status: |_

For 2" minus BDT entry, use an expense
account code (equal $’s must be moved
from revenue budget and expense
budget).

Amount: | 100.00 DfC:

Bank: WE

Gift Date: @ Number of Units:

Record: 313 | | | =05C=

4
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£ Oracle Developer Forms Runtime - Web: Open > FGAJYCQ [Z]@

File Edit Options Block Item LE.&DD.LE!_'WHBM When firshed
= BREE Y BE R BT with page, click | S 2@ X

femTransaction Detail FG 1 (BAMP) © 22l Record Next,

Record Duplicate
Document Number: 10250259 i kal: (or Record Insert,
) User input, " | Record Duplicate)
tab to field
Sequence: <4 / / Cum : Status: |P_
Journal Type: gépt Tr nsfer Journal Entry
Chart: fersith of Ne Mexico \
Index: 682015 | |11938f INSTIT MEDIEYAL STUD N
Fund: lzuonos [*]mu Id/:
Organization: GEZC DlMech val Studies Gen Admin
Account: JlTrst Frarm Public Service Gen
Program: |P161 B|Res/earch
Activity: (GNACTY ElGe/‘ueral Bctivity
Location: | El /
Project: | [3|
Percent: Amount: 100,00 Dfc: |
Description: [Gee0s6-11A0 Bank: Bk [*]
Budget Period:
Gift Date: @ Number of Units:
Notice that the offsetting index
and account number must be
changed. For the credit
entries, the index and account
code the funds are coming
from must be input first in the
Description field. —

Record: $i7 | | o | | | =o5C= J
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& Oracle Developer Forms Runtime - Web; &pen

File Edit Options Block [tem| Record Query

i £ lﬁ@@ll%vﬁ?l

When finished with
page, click Record
Next, Record Duplicate
(or Record Insert,
Record Duplicate)

Tr:n'l'aEtlllrl Detail

Document Number:

Fr

1N2E0?Cg

Doacumagt Total: | 600.00
Tab to Journal Type and
make changes as shown

Sequence: 3 Nﬂc'ﬂ: EI Status: F
Journal Type: BOT ElDept Budget Transfer JournaIN

Chart: |U7[3|University of Mew Mexico

Index: 652013 [ ¥]|119383-INSTIT MEDIEVAL STUD

Fund: lzuooos  [7]|mu 1de

Organization: |682C ElMedieval Studies Gen Adrmin

Account: |11FD ElTrsfr From Fublic Service Gen

Program: |F‘161 ElResearch

Activity: lauacTy  [7]|General Activity

Location: | El

Project: | Bl

Percent: [ : [ NSF Override
Description: |866056-11AD Bank: WE

Budget Period: 03

Gift Date: @

Number of Units:

4

Record: 517 | | =05C-
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When current screen is
complete, click on File and

e
wpemm Save. Then click on Options =0

e [Edit] Options Block Itd and selec_:tAccess
Transaction Summary Info

& [E 18 E B § (Feisum. & [ B T

FiG 0.1 (BAk

[ @ @ X

%Tr‘ar‘uza tion Detail

Document Number: [10250259 Document Total: | 600,00

Sequence: ] Currency: EI Status: F

Journal Type: |BDT E”Dept Budget Transfer Journal Entry

Chart: IUE||University of New Mexica

Index: 682013 [*]|119383-INSTIT MEDIEVAL STUD

Fund: lzuooos  []Mu Ide

Organization: 6820 ElMedieval Studies Gen Admin

Account: < ILIiUt“EV ———— For 2" plus BDT entry, use an ’
expense account code (equal $'s

Program: P16l research must be moved from revenue and

Activity: (GNACTY ¥ ]|General Activity expense budget)

Location: | [EH

Project: | Ell

Percent: Amount: | 100.00 DfC: |+

Description: BE6056-8060 Bank: Bk [7]

Budget Period: k]

Gift Date: @ Number of Units:

4

Record: GIG | | «<05C=
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When finished

@ Oracle Developer Forms Runtime - Web: Open > FOAUAPP - FGAJYCQ - FGLISUM

and close

checking, Print page

File Edit Cptions Block Item RBecord Query Tools Help

=R

iE;El_Ju:n_u'ﬂ.znl Youcher Summary Form FGIISUM 7.3

Document: |jpzsozsa F

EEERE PP HEE AS BEI TR G B X

Submission: l_g Transaction Date: |z3-sEp-zono DucumentTutaI:| G00.00

/

@equence Type COA Fund Orgn Acct Prog Acty

Locn

Transact% Amount \_Debhit/Credit

| 1 JET |see0se  |2U0203  (866ES  |11AD [P171 \B6EEDL | / 100.00
|2 |eoT |s6e0se  |2u0203  |sesES (1140 lp171 la6sEDL -/ 100.00
|3 |eoT |s6e0se  |2u0203  |sesES  [sen lp171 la6sEDL -/ 100.00
4 [ET |ssz013  |zuoooe  |6s2C 111F0 [P161 (GNACTY -/ 100.00

5 BT lesz013  |2uooDe  |e8zC l11F0 lP161 [GHACTY -/ 100.00
lesz013  |2uooDe  |e8zC 2080 lP161 [GHACTY / 100.00

OO OO IR

T T T T T T T FETETE == )=

& |BDT
|
|
|
|
|
|
|
|
|
|
|
|

Check your entries to be sure

« all entries in the Status column at the left are
P’s (Postable). If not, make corrections as
needed.

« the Document Total at the top matches the Total at
the bottom

« the index numbers are correct

« the transfer account codes and expense account
codes are correct

« the Debits/Credits and +/- signs are correct /

[ [ [ [ [ J
Total: -

/

C

T

|»

1

Status Indicator: (Fiostable, (Edrrar, (MISF Errur.l

Recard: 176

| =08C=

e
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&5 Oracle Developer Forms Runtime -

Wobh: Ooon = FICA I'ii'l"Q

=Jotd

W Transaction Detail

FG

File Edit| SRR opﬁgﬁgkggLess i
RO O EAEE B  Comem B & BE & < 620X

13

7 Completion FG

If ready to submit for
approval, click on
Complete. If not, click In
Process and you will be
able to retrieve the JV in
FGAJVCQ or other JV input
forms for revisions.

Selectto keep Document Incomplete and "In Process"
Record: 1/1 || o

v v

Complete: @ In Process:

| =0sC=

Document Number: 10250259 Document Total: £00.00

Sequence: 6 Currency: - Status: P
Journal Type: BOT ¥ | Dept Budget Transfer Journal Entry

Chart: 1 ¥ University of Mew Mexico

Index: 652013 ¥ 119353-INSTIT MEDIEVAL STUD

Fund: ZU000s ¥ MU Idc

Organization: gE20C ¥ Medieval Studies Gen Admin

Account: a0a0 ¥ | Other Operating Costs Gen

Program: P16l ¥ Research

Activity: GHNACTY ¥ General Activity

Location: -

Project: A

Percent: Amount: 100.00 DfC:  + [INSF Override
Description: B66056-8060 Bank: BK ¥
Budget Period: 03

1
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Follow-up!

5 Oracle Developer Forms Runtime - Web g@
File Edit Options Block Item Record Query Tools Help

BoB RBaEEE %G GBI EE Sl k2 @ X

eneral Menu Form G ) 7.4.1.1 (BANP) - Frid ohe :
GoTo... | [*] welcome, KYICKERS Products: El Menu | Site Map | Help Center
[:IMV Banner My Links
‘Apanner
[Jstudent System Menu [*STUDENT]
[ Alumni/Development System Menu [*ALUMNI] Check messages to see if JV’s or ———Check Banner Message ¥
[dFinancial System Menu [*FINANCE] other d°9ume”t3 have been
disapproved. Banner Bookshelf
[dHuman Resources System Menu [*HRS] e —

[ Financial Aid [**RESOURCE] Personal Link 2
[ general System Menu [*GEMNERAL]

Personal Link 3
(O panner XtenderSolutions System Menu [*BXS]

Personal Link 4

Personal Link &

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enter the object name; Press LIST for listing.
Recard: 111 | | | <08C=




&2 Oracle Developer Forms Runtime - Web: Open > GUAMESG

File Edit Options Block Item Eecord Query Tools Help

8 0 [Eﬂa@lI%}?ﬁl@-@l%l%I@l[EJEJIw

Sender:

Date:

Message:

If the document has been disapproved, it can be
re-accessed for correction in FGAJVCQ,
Reference ID: FGAJVCD, FGAJVCM or Self-Service JV Entry

Recipient: \ EI
Message: |DOCUMENT IS DISAPPROVED
Reference ID: | [7|
System: F " [*]Finance
T Complete  ® pending “ Hold [ Confidential
Recipient: —

[# source:

T Item:

2z-0CT-z009 ||

FOAUAPP
10247532

To view complete
message, if any,

ender:

click here
Date: |
[? Source:
Item:

User D that will receive the message,; press LIST for users.
Record: 111 I |

| <08C=

System: Form

' Complete T pending ' Hold [ confidential
Recipient: liF Sender: ’7 Date:
Message: | [} Source:
Reference ID: | [T| Item:
System: I_F

' Complete ' Pending ' Hold [ confidential
Recipient: liF Sender: ’7 Date:
Message: | [E Source:
Reference ID: | F| Item:
System: I_F

' Complete C Pending ' Hold [ confidential

Time:

Time:

Time:

Time:

1]

4
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The End




