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Section

Overview A

Session Overview

Introduction The Banner system has been implemented by Stephen F Austin State
University to further enhance productivity and reporting procedures.
The P-Card portion of this system will be improved due to Banner’s
ability to move information where it is most needed.

Prerequisites ~ The following are prerequisites for completing this session:
» Orientation Training
» Finance Training

Expected At the end of this session, participants will be able to detail all charges
Outcomes on departmental P-Cards using specific Banner forms and
subsequently print out corresponding reports.

P-Card Banner The following are Banner forms essential in the completion of P-Card
Forms detailing:

» FAICARD - Query Screen

» FAAINVT - Detailing Screen

Learning Guide Icons

In this Banner training manual, watch for these icons to highlight
important information.

’}El; Indicates an important trap to

/‘tﬁ ) )
2 avoid. @%’ Indicates a shortcut or tip.

. Indicates an important warning Indicates hands-on
regarding the form or data entry. exercise or activity.

Training Information

Training You will be provided new alphabetical and numerical account code lists
Resources containing both old FRS object codes and the new Banner account codes.
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Starting Point — Banner Terms

Section

B

Important Banner Terms

Account Code

Account Mgr

Bank Code

Business Mgr

Chart of

Accounts

Fund

FOAP

Index

Organization

Program

Responsible
Party

The account code is a 6 digit number that will be assigned to the
purchase based on what the item is. The account code takes the
place of the object code used in FRS and Oracle.

The account manager is an assigned person that has special interest
in the selected card. The account manager is generally the
department head.

The Bank Code is assigned by Banner programmers and corresponds
with the bank used in the P-Card finances. The code is set as 01 and
refers to JPMorgan Chase.

The business manager is an assigned person that has special interest
in the selected card. The business manager is generally the
designated detailer or assistant to the cardholder.

The Chart of Accounts is developed by the Controller’s Office and ITS
teams and is structured to contain a fund, organization, account and
program (FOAP)

A fund is part of the chart of accounts and is ultimately the source of
the fund (i.e. E&G, HEF or grants). Itis a5 or 6 digit number.

The FOAP is an acronym for Fund, Org, Account and Program. Itis a
series of numbers and will take the place of the account number
assigned in FRS. It will contain 17 to 19 digits.

Indexes are used as crosswalks that will convert the FRS number to
the new Fund, Org and Program. The account code will have to be
assigned by the department when using an index.

Organization is the section of the FOAP that will designate the
department. This is a 5 digit number.

The Program is the section of the FOAP that will designate the
functional purpose (i.e. Instruction, Research and Academic Support)

The responsible party is the department that is designated as the
owners of the card.
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Section
Accessing Banner

Go to: http://www.banner.sfasu.edu
Click on the appropriate link

A http:/bannertest.sfasu.edul - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools Help

<) >} \ﬂ @ .ﬂ /T\J Search ‘\_:?t(Favnrltes &

Acdress ] hitpy/fbannertest.sfasu. edu

v|Beo ks

Stephen F. Austin State University

Banner End-User Training

Internet Native Banner (INB

[TRNZ]

Self-Service Banner (SSB

[TRIN2]

Documentation

Banner 7 Bookshelf
Banner 8 Bookshelf

Enter your Username and Password and click connect.

¥ Oracle Developer Fonms Runtime - Web

window
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Section
FAICARD — Query Form D

Form Overview

Description The FAICARD form is a form that is made for Query use only. This
form will allow you to find details such as Cardholder ID, assigned
Account Manager, the card expiration date and even past charges.

Accessing FAICARD

Step One:

Type in FAICARD on the homepage of Banner (GUAGMNU):

& Oracle Developer, Forms Runtime - Weh

Eile Edit Options Block Item Becord Query Tools Help DRACLE
(& HeEEE BwwI &yl T ® & 2@ X

Go To... |FAICARD [*] welcome, KINGKRL Products: EI Menu | Site Map | Help Center

2] My Banner My Links

(Banner

Change Banner Passwaord
Check Banner Message  «

Banner Bookshelf

[IHuman Resources [*HRS]
(JFinancial Aid [*RESOURCE]
[JGeneral [*GENERAL] Personal Link 2
i #
[OTexas Connection [*TXCN] parsonal Link 3
Personal Link 4

Personal Link §

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages
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Step Two:
You may do a query search in the following manner:
- By cardholder ID
- By name (must be typed “Last Name, First Name” or “Last Name%")
- By card number
- By responsible party
- Any field can be queried as long as it is entered in the correct format.

Type in your query criteria and hit the “Execute Query” button:

% Oracle Developer Forms Runtime - Web: Open > FAICARD |Z||E|El
File Edit Options Block Item Record Query Tools Help ORACLE
(BYEREER %7 BEE QI B ®E G & 21@1X

’E;E_F'l_lru::}'uaze Card Query FAICARD 7

Cardholder ID: | [kinge] =]
Card Account Number: Card Type:
Status: |— Start Date: thru Expiration Date:

Account Manager:

[ Sponsored Card [ Multiple Cards

Business Manager:

Sponsor ID:
Card Descriptor: |
COA Index Fund Organization Account Program Activity Location Project

O | | | | | |
Bank: Responsible Organization:

Merchant Category: Spending Limit: Single Purchase Limit:
Allowable Transactions: Daily: Monthly: Lag Days:

Cumulative Spending: Mumber of Transactions: Total Amount:

Ll

M Note: If you have more than one card that meets your query criteria you will be
able to scroll through the numerous cards using the scrolling bar on the right.
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Transaction Details
Invoice Document Original Transaction
Number Invoice Date Yendor Name Amount Feed
£0001059) o7-aUG-2009 |Lowe's companies Inc | 77.82 |F— ~)
,/' [soo01061 [07-AUG-2009 [wal-Mart Supercenter #163 | 458 .55 |F—
/ [so001060 [07-a05-2009 [caRD + PARTY FACTORY | 238.00 [F
| [11-8UG-2009 [Lowes #0177z | 58,48 [
Highlight the | [11-AUG-2009 [waL-marT #0163 | 99.22 W
Invoice you | [11-aUG-2009 [CARD + PARTY FACTORY | 156,74 M
would like to | | | | [
view —

Stephen F. Austin State University

Taking FAICARD Further

Step Three:
Once you have found a cardholder you want to query you may then hit “Next
Block” to view past purchases

< Oracle Developer, Forms Runtime - Web: Open > FAICARD,FAICARD-33

File Edit Qptions Block Item Record Query Tools Help DRACLE

(BB PABE %% @B A & KE ¢l & @X

W Purchase Card Query FAICARD 7.2 (TEST .

Cardholder ID: |Ky|ey R King

Card Account Number: Transaction Displayed: 437.48

Transaction Details
Invoice Document Original Transaction
MNumber Invoice Date Yendor Name Amount Feed
50003643 |22-3uL-2009 |cARD + PARTY FACTORY | 49.37 F =

[30-3uL-2009 [cOW GOVERNMENT | 388.11 [
| | | [
| | | [
| | | [

The Transaction Details will allow you to see an Invoice Document Number (this is only
assigned once the charge has been detailed and fed) the Invoice Date, Vendor Name
and Amount.

Step Four:

If you want further information on the charge (only the charges that have an
assigned Invoice Document Number) you may click on the Invoice Document Number
and choose ‘Invoice/Credit Memo Form’ in the Options Menu. This will take you to the
FAIINVE form.

Then select Invoice/Credit Memo Form in the Options menu

2 QOracle Developer, Forms Runtime - Web: Open = FAICARD IZIIEIb__(I

ORACLE’

FISBIEI@X

%= Purchall" Credit Memo Form
Purchase Card Transaction Farm

Cardholder ID: ToTT |Son]a Lynn Hendry

Card Account Number: Transaction Displayed: 1,118.81
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Once you are at form FAIINVE you will notice that the invoice you've selected has
automatically populated the Invoice Field — Hit Next Block

£ QOracle Developer Forms Runtime - Web: Open > FAICARD FAICARD-12 - FAIINYE FEX
File Edit QOptions Block Item Record Query Tools Help ORACLE
(BOE ARABE 4. ZER D &I FE G 2 @2 @ X

%4 Invoice/Credit Memo Query FAIINVE 7.3 (TRNZ) (il el e e e e L T T e e el L L T oo el et

Document : [ Multiple |

Your invoice
automatically

populates a1 e some time to play with all the options you have available in the Options Tab. If

you find a place you find useful | suggest you write the form name down.

£ Oracle Developer Forms Runtime - Web: Open > FAICARD,FAICARD-12 - FAIINVE

Eile Edit geladlalalN Block Itern Record Query Tools Help ORACLE

BERE D & BRI EI S 2@ X

3 (TRMZ)

A | Invoice Header {:}
Header Additional Information
Wiew Vendor Address I
Wiew Document Status
Docury Wiew Document Indicators

Yendo Commodity Information

Accounting Amounts
/ Balancing/ Completion

I3

e IR DICE

COMultiple Direct Pay

ompanies Inc

____ W Document Test [FOATEXT] B (TR e T T T ¢ 3%
Options
that are Invoice Date: Transaction: [12-AUG-2009 Cancel: ¥ Document Accounting
available Check Yendor: | |

Address Code: |WC Sequence Mumber: |_2 Collects Tax: W|Co|lects no taxes

Street Line 1: |220 N Stallings Rd City: Macogdoches
Street Line 2: | State or Province: [Tx ZIP or Postal Code: |75965

Street Line 3: | Nation: | |

Discount Code: Payment Due: |03-0CT-2009

Bank: | [ credit Memo

VYendor Invoice: @ 01099 vendor [ Text Exists

1099 Tax ID: Direct Deposit Status: [

Income Type: |— | [ Direct Deposit Override

User ID: [kinGKR1 |

Activity Date: 13-AUG-2009

-

1| N | »
Record: 1/1 [ | <05C=

}i We will now try numerous queries to test how the FAICARD form works.
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Section
FAAINVT — Detailing Form E

Form Overview

Description The FAAINVT is used to enter details on all charges made on the
corresponding P-Card. Detailers will use this form to assign a Fund,
Organization, Account Code and Program as well as type in a
description for each purchase.

Accessing FAAINVT

Step One:
Type in FAAINVT on the homepage of Banner (GUAGMNU):

& oracle Developer Forms Runtime - Web E]E]

File Edit OQptions Block Item Record Query Tools Help DRACLE
(= EEEEEIEEX EYEIEEIEE YA
"2_‘-! General Menu GUAGMMNL 7.4.1.1 (TEST) - Tuesday May 05, 2009
Go To... FaaInvT [*] welcome, KINGKR1 Products: (| Menu | Site Map | Help Center
DMV Banner My Links
‘ABanner
J1student [*STUDENT] Change Banner Password
CIFinancial [*FINANCE] Check Banner Message

_J1Human Resources [*HRS]

[ Financial Aid [*RESOURCE]
JGeneral [*GEMNERAL] Personal Link 2
dTexas Connection [*TXCN]

Banner Bookshelf

Personal Link 3
Personal Link 4

Personal Link &

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

ey
" Az

i
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Step Two:

Hit the ¥ button next to the Cardholder ID to execute a query for a specific
cardholder.

& Oracle Developer, Forms Runtime - Web: Open > FAAINVT . FAAINVT-35

File Edit Qptions Block Item Record Query Tools Help DRACLG
(@ ﬁli»@«@@ll%%ﬁ@@l%[gi IR IR
"8 Purchase Card Transaction Maintenance FAAINVT 7.2.0.1 (TEST) -
Cardholder ID: | F| Responsible Organization: F
Account Manager ID: F Business Manager ID: F Type: Mot Fed Transactions ‘
Cardholder ID: Diana Boubel =
Card Account Number: .. ..cooouvuoimore Start Date: 01-M&R-2008  Expiration Date: |31-MAR-2011
Card Type: MC Card Status Code: ’»ﬂ_ Card Description: |

Account Manager ID: CHRISMERALICI
Business Manager ID: Responsible Organization: (30401

1]

vendor: | [=][raTTo0 FRODUCTIONS i One Time B
Check vendor: | E| O credit Memo
Address Type: [~ Sequence: [~

Your query screen will look like the one below. This query screen results will come from

~ Button €mployees, vendors and students so you should be as specific as possible. If other

todo a
query

the same name as you, please refer to the Campus ID Number.
Double click on the record you would like to select.

< Oracle Developer, Forms Runtime - Web: Open > FAAINVT,FAAINVT-32 - FTIIDEN

File Edit Qptions Block Item Record Query Tools Help DRACLE
(BYB PEBE 5% ZBEE Q B XE <& £ @X

w8 Entity Name/ID Search FTIIDEN 7.3.0.1 (

[I¥endors I Grant Personnel [ Financial Managers [ Agencies

[ Terminated ¥Yendors [ Proposal Personnel [ Terminated Financial Managers I all

Middle Entity Change

ID Number Last Name First Name Name Ind Ind v F A G P Type
B =
| i ey B E § BB EEE B3
| | \ [ [ 0 o cCc C oo
| | | I I N .

Step Three:

Once the information has populated the fields, you may scroll through to find the
specific card that you want to work with if there are numerous cards. Hit next block.
You are now ready to detail your charges.
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Detailing P-Card Purchases

Step One:
Select which charge you would like to detail by scrolling through the charges. Hit
Next Block once you have found the appropriate vendor.

M Note: Please make note that a credit will not show with a negative (i.e. -$25.00)
but instead will have the “Credit Memo” box checked.

% Oracle Developer Forms Runtime - Web: Open > FAAINVT |Z||E|El

Eile Edit Options Block Item Record Query Tools Help ORACLE

L@@ X

Cardholder ID: | F| Responsible Organization: F
Account Manager ID: F Business Manager ID: F Type: Mot Fed Transactions |

Cardholder ID: |Ky|ey King =
Card Account Number: ) ' Start Date: 01-FEB-2008 Expiration Date: |23-FEB-2010

Card Type: ’F Card Status Code: ’A_ Card Description: |
Account Manager ID: BOUBELDIANA K
Business Manager ID: W Responsible Organization: W >

Credit

Vendor: 3997 B|Safari Micro [ One Time = MemO
Check Yendor: B| M Credit Memo 4_‘—

|
Address Type: I_E Sequence: I_E
|
|
|

Street Line 1:
Street Line 2:
Street Line 3:

City: [wacosDocHES

, 4
State or Province: ZIP or Postal Code:

MNation: l— = Scrou
through

Reference Number: | SIC: Document: to f|nd

Bank Post Date: D1-MAY-2009 Feed Date: z2-mav-2009 [ Payment Due Date: |04-JUN-2009 Charge
Invoice Date: 29-APR-2009 Transaction Amount: 127.59 )

L T N | »
Wendor Id. Click LIST for values ‘
Record: 177 | | <0gC=
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this box
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Step Two:

You will be at a new screen to detail so make sure this is the charge that you
wanted to detail. Type the description of the purchase in the “Purchase Card
Transaction” field. Hit Next Block.

ﬂﬁ' Oracle Developer, Forms Runtime - Web: Open > FAAINVT |:||E|E|
File Edit Qptions Block Item Record Query Tools Help DRACLE
(BVEFEEE Y7 BEE QB HE ¢ £ L1O1X

’2_5 Purchase Card Transaction: Accounting Information FAAINWT 7.3.0.1 (TEST) .--r

Cardholder ID: . _|Ann Faster
Card Account Number:

vendor: [ooo13128  [Fish & Stil Equipment Inc

Transaction Amount: 400,00

Default Accounting Distribution
COA Index Fund Orgn Acct Prog Actv Locn Proj Bank
s | 207550 30402 773000 s o1
:I-i-ty-:—'—} |Purchase Card Transaction
Amount or
Sequence COA Index Fund Orgn Acct Prog Acty Locn Proj Bank Percent Percent
6 R Y Y N 2 M N 2 N N
L [s] [1o7ss0  [s0402 [raooe [as | | | br O 400.00 B
[ [ | | | | | | | [ ] ©
[ L | | | | | | | [l O
[ L | | | | | | | [l ©
[ [ | | | | | | | [ ] &
O | | | | | | | [l ©
[ L | | | | | | | [l O
[ [ | | | | | | | [ ] ©
[ L | | | | | | | [ @ -
L [ | | | | | | | [] © Gl
A B T T T T e e T T o T | »
Commodity Code ‘ J
Record: 1/7 | .| Listofvalu... | | =08C=

o ¥l = 2 Micras... = & 4 Intern.. - @ Banner Do, 2 Windo.. ~| EJ MicrosoftE...

Step Three:

You now must choose the FOAP for this purchase. Every card is assigned a
Default FOAP regardless if it is a miscellaneous card or a card with just one account
assigned.

You may choose the FOAP in different ways:
- If the Fund, Organization, Account code, and Program are all set to be

the FOAP that you would like to use then you can hit save and move
on to the next charge.
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- If the FOAP is not correct you can make adjustments typing in correct
number or using v button any of the numbers that you want to change.

- You can enter the Index (old FRS Account number) and the Fund, Org
and the Program will automatically populate the corresponding fields.
You will have to provide the Account Code.

M Note: You can use as many FOAPs as you would like and separate by dollar
amount. You may also check the percentage box and split FOAP by a percent (i.e.
50/50).

L=

11 Warning: If you have a credit you will not use the negative (-) sign. Just insure
that the Credit Memo box was checked and enter it without the symbol. Banner will
make the adjustments for you.

This is example has default FOAP assigned:

# Oracle Developer Forms Runtime - Web: Open = FAAINVT |:||E|E|
File Edit Qptions Block Item Record Query Tools Help DRACLE

(BYE RABRB 4% BEB QA & BE I S£1@X

Cardholder ID: |Ann Faoster
v bUttonS Card Account Number: ]
to do vendor: [noo13125  [Fish & Stil Equipment Inc
manual Transaction Amount: ’ﬁ
queries
\‘ Default Accounting Distribution
Fund Orgn Acct Prog Actv Locn Proj Bank
|10?550 30402 773000 35 ,E
|Purchase Card Transaction
\, \ Amount or
Type in Sequence COA dex und Orgn Acct Prog Acty Locn Proj Bank Percent Percent
N T O I Y 2 A £ N o B
old FRS L F| [1o7s50  |30402 [froo0 |35 | | | br O asog ~
account [~ | | | | | | | | [l O
here — | [ | | | | | | | [l O
[ [ | | | | | | | [ ©
[ L | | | | | | | [ ] &
[ L | | | | | | | [ O
[ L | | | | | | | [l O
[ [ | | | | | | | [ ] ©
[ L | | | | | | | [l © —
[ [ | | | | | | | [] © Sl
A B T T T T e e T T o T | »
Commadity Code ‘ J
Record: 1/7 | .| Listofvalu... | | =08C=

= o e F{. . B2 vicros.. - 2 4 mtem.., - T§ Banner Do... B 2 Windo... | B3 MicrosoftE... | &
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This example has more than one FOAP being used as well as Indexes being used:

# oracle Developer Forms Runtime - Web: Open = FAAINVT, FAAINVT-7

File Edit Qptions Block Item Record Query Tools Help

(BYE RABRB 4% BEB QA & BE I S1£1@X

wEPu Zard Transaction nting Information Fa 7.3.0.1 (TESTY o~ = <
Cardholder ID: - |Ann Faster
Card Account Number:
vendor: [oo013125  [Fish & still Equipment Inc

Transaction Amount: 400.00

\

Default Accounting Distribution

~Total
COA Index Fund Oorgn Acct Prog Acty n Proj Bank 7
s | 207550 30402 773000 =5 | | amounts
Commodity: | |Equ|pment equal
Indexes '
Amount or
Used Sequence COA Index Fund Orgn Acct Prog Acty Locn Proj Bank Percent Percent
— 5B 2 B N . N . N 2 B 2

150.00
[ zsomg
——
E—
——

——

|»

I [s [140a00  [1o7sso [sean1 [frassn |5
\r\'?|2?1404 [1s0002  [30401 [77a340 |35

[ ] | | | |

| | | | |

| | | | |

[ [ [ [ [

TT1T]
1]
IRRRGLT
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M TIP: If you double click the amount field. A handy calculator will pop up which
can assist you in your detailing. If you come up with a number you would like to use in
that field just hit enter and it will place the number in the field.

File Edit Cptions Block Item Record Q

uery Tools Help

ORACLE

(AvR ReEE %% &

’#5Purchase Card Transaction: Aco

unting Info

Cardholder ID: {yley R King

Card Account Number:

Vendor: Z0002086  Lowe'S Companies Inc
Transaction Amount: 162.05

tion FAAINVT 7.3.0.1 (TRM2)

EFIRIEIEEEAEYE IR

Default Accounting Distribution

COA Index Fund
s 140400 107550
Commodity:

Hails,Potted Plant,Picture F

Oorgn
30401

Sequence COA Index Fund Orgn A
- - - -
1 5 140400 107550 30401 7732
Z S 140400 107550 30401 773
3 S 140400 107550 30401 773

Calculato C 7.4 (TRM2) X

T

[ (ciear  ( Delete

Locn Proj Bank
10
Amount or
Proj Bank Percent Percent
- -
10 [} 10.00
10 O 120,00
10 O 32.08
O
O
]
]
]
O
O

Step Four:

Once all FOAPs are correct and all amounts equal up to the total charged
amount you may hit Save and then Next Block to keep your work and move on to the

next charge.

}E We will now test FAAINVT by detailing numerous charges.
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