Eastern Washington University
Office of Controller — General Accounting

RE: Generating Banner Finance month end budget status reports

Overview

The following describes how to produce hard copy Banner Finance month end budget status reports for both
summary information and detailed transactions. These instructions were prepared by General Accounting, a section

within the Office of Controller which is responsible for managing Banner Finance system operations.

Report Name Report Description

FGRBDSC Sorted by fund for each organization, this summary report displays the adjusted budget, current
and fiscal year-to-date activity, budget reservations and the available balance for each budget unit.

FGRODTA Produces a transaction detail report for a user-selected fiscal period (e.g., month). This report can
be used to select multiple organizations and/or funds for selected fiscal periods. For each
organization, the report shows by fund and account: budget activity, transaction activity, and
encumbrance activity.

FRRGITD Produces a report by grant/contract showing adjusted budget, current period activity, inception-to-
date activity (revenues and expenses), and open commitments (encumbrances). This report is
intended for those persons who are responsible for managing or monitoring grants/contracts for
which transactions may span more than one fiscal year.

There are alternatives to producing hard copy budget status reports. Budget status can be viewed at any time on-
screen in Banner Finance using the FGIBDST form. You may also generate and save an electronic file of your
budget status report as described later in this section. In the near future, authorized users will also have access to
Self-Service Banner (SSB), an easy-to-use Web-based query tool that provides the same budgetary information as
shown in the hard copy reports.

Prerequisites
To run the budget status reports list above, you will need access to Banner Finance. Obtain the authorization form

from the General Accounting website.

You should have attended Basic Navigation (Banner 100) and Banner Finance Introduction (FIN 201). You should
have a basic understanding of the Banner FOAP (chart of accounts) and know your assigned Banner organization
code(s). If you manage grants/contracts, you should also know Banner grant number(s). If you do not know your
Banner codes, please review the Banner FAQs on our website.

To print hardcopy reports, you must have a Banner-capable printer. Instructions for setting up a Banner-capable
printer are shown on the General Accounting website. As described in the next section, you may generate month end
budget status reports on-screen and save an electronic copy without setting up a Banner-capable printer.

When to Run Banner Finance Reports

Although the above listed reports may be run at any time during a given month, there could be additional
transactions posted until the fiscal month is closed by General Accounting. Typically, each month will be closed
within a few business days after the end of the month. The Banner Finance month end closing schedule is posted to
the General Accounting website. Changes cannot be made after a fiscal month is closed; however, any necessary
adjusting entries can be posted in the following month until fiscal year end.

When producing a month end budget status report, select the last calendar day of the month to be reported. For
example, if it is August 15" and the fiscal month of July has been closed in Banner Finance, you would select
31-JUL-2007 for your “As of date” in the report parameters selection box as described next.
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Generating a Summary-level Budget Status Report (FGRBDSC)
You can generate (and print hardcopy, if needed) a summary level budget status report using Banner Finance as
follows:

1. Log on to Banner Finance by connecting to http://www.ewu.edu/banner/secure/links/

Note: If you do not yet have security access, you may obtain the authorization form from the Office of
Controller — General Accounting website.

2. Inthe “Go To ...” box, enter FGRBDSC (as shown below) and press Enter on your keyboard.

& Oracle Developer Forms Runtime - Web
File Edit Options Block Item Record Query Tools Help

BB RAEEE 29 A ST EEI SR EIE @ X
1 ) - Saturday June b
Go To... FGREDSC] [*] welcome, TDAVENPORT Products: (| WMenu | Site Map | Help Center
[:IMV Banner My Links
‘Apanner
(O student [*STUDENT] Change Banner Passwaord

CIFinancial [*FINANCE]
_J1Human Resources [*HRS]
[ Financial Aid [¥*RESOURCE]
1 General [*GENERAL] personal Link 2
C1Banner XtenderSolutions [*BXS]

Check Banner Message

Banner Bookshelf {version 7)

Personal Link 3
Personal Link 4
Personal Link &

Personal Link 6

My Institution

Banner Broadcast Messages

Enterthe object name; Press LIST for listing. |
Record: 111 | o | «0gC=
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The results are shown below.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL

File Edit Qptions Block Item Record Query Tools Help
B BAEER PRI EEE DI EIEE TG @ X
Process: |[ReASEE |~ |[Budget Status (Current Period) Next Parameter Set: | ]
block
Printer Control
Printer: | EI Special Print: | Lines: ,7 Submit Time:
Parameter Values
Number Parameters VYalues
] ]
[ | -
[ |
[ |
F | |
[ |
II: | |
| | -
Submission
[ Save Parameter Set as MName: Description: “'Hold @ Submit -
A1 N N | »
Process Name; press SEARCH for valid processes |
Record: 111 || o | | =08C=

3. Click the “Next Block” button (as captioned above) to navigate to the Printer Control block. Select your
Banner-capable printer from the drop-down “Printer:” box and enter 44 in the “Lines” box.

Alternatively, you may view the report on your monitor by entering “DATABASE” (without the quotes) in
the printer box and leave Lines box at 55. An example is shown in the next exhibit.
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£ Oracle Developer Forms Runtime - Web: Open > GJAPCTL =]
File Edit QOptions Block Item Record Query Tools Help

BB RRABE 99 BEEH QIS EE S EIE 1@X

1 Contrals GIAPCTL 7 Ll

Process: |FGRBDSC F‘Budget Status {Current Period) Parameter Set: | F

Printer Control

Printer: |DATABASE E Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
- -
E |Fisca| ear |DS |
E |Chart of Accounts |E
E |Fr0m Fund Code |
’K |T0 Fund Code |
’F |Frorn Organization Code |43101 BN
,F |To Organization Code |
’F |Frc|rn Account Code |
’F |T0 Account Code | -

LENGTH: 6 TYPE: Character O/R: Optional M/S: Single
Enter "From" Organization Code,

Submission

[” Save Parameter Set as Name: Description: ' Hold ® Submit -

A e e B

Record: 57 | .. | Listofvalu.. | | «0gC= J

Note: A test instance of Banner was used to create these instructions. Your report must be prepared in the PROD (production) instance.

4. Press the Next Block button to navigate to the Parameter Values block, then tab to enter the last two digits
of the fiscal year (e.g., 08) in the values box for Parameter VValues Number 01 as shown above.

Note: The EWU fiscal year runs July 1% through June 30". Examples are shown below.

Fiscal Year Calendar Dates Parameter for VValue Number 01
2008 7/1/07 — 6/30/08 08
2009 7/1/08 — 6/30/09 09

5. Arrow down to Parameter Values Number 02 and enter E (use capital letter, not lower case) for the Chart
of Accounts. The “E” represents the chart for Eastern Washington University.

6. Unless you want to select a specific fund or a range of funds, leave the fund code blank in Parameter
Values Number 03 and 04.

7. Arrow down to Parameter VValues Number 05 and enter your organization code. If you do not know your
organization code, use the FRS account converter tool available on the General Accounting website.
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8. Arrow down to Parameter Values Number 09 and enter the “As of Date” as shown below.

Note: Unless you want to select particular account(s), leave Account Code blank in Parameter Values
Number 07 and 08).

Note: There are a variety of ways the date format may be entered but it will be converted to the format
shown below after moving the cursor to the next field.

Note: For a month end budget status report, enter the last calendar day of the month for the fiscal period
you want to select. For example, if it is August 15" and the fiscal month of July has been closed in Banner
Finance, you would select 31-JUL-2007 for your “As of date” in the report parameters selection box as
shown below.

Save button
%, Forms Runtime - Web: Open > GJAPCTL

File J Qptions Block Item Record Query Tools Help
EGIERECREIEEE EFEIEYEIEEEEIEE

Submission Controls I

| @

Process: |FGRBDSC F‘Budget Status (Current Period) Parameter Set: | F

Printer Control

Printer: |DATABASE EI Special Print: Lines: |55 Submit Time:

Parameter Values
Number Parameters VYalues

& &

|T0 Organization Code

|Fr0m Account Code |

|T0 Account Code |

EIRTFTELEIER] 3

|5 of Date (DD-MoN-TYYY) [31-10L-2007

|Inc|ude Accrual Period |Y

|Print Report Totals |Y

[Print et Tatals v

|Cnrnmitment Type Indicatar | =

LENGTH: 1 TYPE: Character O/R: Optional M/S: Single

Enter "U" for Uncommited; "C" for Commited; Blank for all commitment types.

Submission

v Save Parameter Set as Mame: |GEM ACCTG  Description: |Ga Budget Status Rpti “'Hold @ Submit -
A1 N N | »
Parameter Set Desctiption; long description associated with the Parameter Set Name |
Record: 111 || o | | =08C= J

9. Leave “Y” as your value for Parameter Values Number 10, 11 and 12 and leave 13 blank. Press the Next
Block button to navigate to the Submission block. Next, press the Save button (located in the upper left-
hand corner as caption above). Your hard copy report should start to print within a few seconds after you
press the Save button.

Note: You can save your parameters for future use by giving your report a unique name and description in
the Submission block. Next, click the checkbox entitled “Save Parameter Set as” and then press the Save
button located in the upper left-hand corner of the screen. The next time you want to use this report, select
it by name from the “Parameter Set” drop-down box in the Process block (be sure to update the “As of
date” if you saved it in your parameter set).
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10. If you entered “DATABASE” as your printer, continue with these instructions to see your on-screen report.

From the Options Menu, select Review Output. You should then see the following screen (as shown

below). Wait a few seconds to allow your report to be generated, then double-click inside the “File Name”
box as captioned below.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO =T
Eile Edit Cptions Block Item Record Query Tools Help

BYE BEAEE b7 BEEIIEI K I
"msaved Output Review GIIREVO 7.3 T T T T Double-click inside e e e e
the File Name box.

Process: |FGRBDSC Eaudget Status (Current Period]

Mumber:  [173276 EI File Name: || E Lines:

I
File Mame; double-click for valid file names. |
Recard: 111 | | =058C=

Note: If you do not wait a few seconds for the report to generate before trying to view output, then previously
generated reports might be displayed instead. If that happens, press the Cancel button and again double-click
inside the “File Name” box until only one report is listed. You can verify that the correct report is displayed by
comparing the process number (173276 in this example above) to the file output (as shown in the next exhibit).
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11. Next, double-click the file with the .lis extension to view your on-screen report.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO

File Edit Options Block Item Record Query Tools Help

= B EAEE 2 BEOH QIEIEE D EIs 11X

Process: FGREDSC ¥ Budget Status (Current Period) 3

Mumber: 173276 hd File Name: DOUI_JIe-CIICk on
the flle name to vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv
Show report, e

A Lines:

| Eind 1 (AT [, =
A T e e e

Choices in list 2 |
Record: 111 || | =08C=
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The on-screen report is shown below.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO

File Edit Qptions Block Item Record Query Tools Help
B RAEE v7 BE@EEE &S [EXK @l
IR 7.3 (TEST) R s

Process: FGREDSC FBudget Status (Current Period)

Number:  [173276 [* File Name: [forbdsc_173276.lis [*  Lines: 275

REPORT FGREDAEC %% TEST *+% RN DATE: 0672372007 =
FISCAL TE&AR: 07 Budget Status (Current Period) TIME: 12:23 MM

A3 OF 23-JUN-2007 PAGE: 3

COoas: E Eastern Washington Uniwversity

FUND: 120142 Local Operating

PEEL ORG: 4314 Office of Controller

ORG: 43101 General Accounting

ADTUSTED CURRENT PERIOD YEAR TO DATE BULGET AVLTLABLE CHT

ACCOUNT ACCOUNT TITLE EUDGET ACTIVITY ACTIVITY RESERVATIONS BALANCE TYP

sz500 Faculty-LTD oo .ao oo .oo .o T

&30 Classified 145,086, 00 .00 .00 i) 145,086.00 U
TOTAL Salaries 145,086, 00 .ao oo .oo 145,086.00 L
650 Eenefits - Regular 49,740, 00 .ao oo .oo 43,740.00 T
TOTAL EBenefits 49,740, 00 .00 .00 i) 49,740.00 -
A1 N N | »
Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAB or EMTER to shift view |
Record: G7 || o | | =08C=

Note: You may have noticed the report date above does not match the selected parameters. These instructions were created prior to go live
(7/1/07) and therefore test data was used for demonstration purposes. Your report date should match your selected parameters.
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12. If you wish to save an electronic copy of this report or view it in a browser for easier navigation and/or
searching, select “Show Document (Save and Print File)” from the Options Menu. You will see a
confirmation box asking if you want to display the report in a browser — click the “Yes” box to continue.
You may also get a browser security confirmation box — if so, click “Yes” to continue. Sample browser
output is shown below. To save the file in electronic format (HTML), select “Save As” from the File menu,
give it a name, and press the “Save” button.

3 https://eaglebak.ewu.edu:9070/pls/test/gokoutp.P_ShowReq?pipe_name=0RASPIPES003015190001... |:

File Edit View Favorites Tools Help 4

< (=) |ﬂ @ h /:\’ Search \j‘\? Favorites ﬁ‘} [7\' :\,‘ — J ﬁ ‘3

Go Links | @5 ~

Address ‘@"l https://eaglebak.ewu.edu:9070/pls/test/gokoutp.P_ShowReq?pipe_name=0RASPIPES003015190001&sess_id=589478&user_name=TDA' ¥

FISCAL YEAR: 07 Budget Status (Current Period) TIHE: 12:42 4
A5 OF 23-JUN-2007 PAGE: 3 n
CORS: E Eastern Washington Universicy
FUMD: 120149 Local Cperating
PRED CRG: 431AR Office of Controller
CRG: 43101 General Accounting
ADJUSTED CURRENT PERICD YEAR TO DATE BUDGET AVAILABL
ACCCUNT ACCCUNT TITLE BUDGET ACTIVITY ACTIVITY RESERVATIONS BALANCE
62500 Faculty-LTD .00 .00 .00 .00
630 Classified 145,086.00 .00 .00 .00 145,0—
TOTAL Salaries 145,086.00 .00 .00 .00 145,0
650 Benefits - Regular 49,740.00 .00 .00 .00 49,7
TOTAL Benefits 49,740.00 .00 .00 .00 49,7
660 Wages & Benefits 6,300.00 .00 .00 .00 6,3
66300 Federal Workstudy Wages .00 475.00 475.00 .00 -3
TOTAL Wages & Beneficts 6,300.00 475.00 475.00 .00 5,8
T00 Direct Expense 6,958.00 .00 .00 .00 6,3
T1000 Books .00 5.00 5.00 .00
Tiz200 Contract Services-General .00 -10.00 -10.00 .00
T1300 Electricity .00 10.00 10.00 .00 —
71720 Out-of-5tate Per Diem .00 375.00 375.00 1,500.00 -1,8
TOTAL Direct Expense 6,958.00 380.00 380.00 1,500.00 5,0
TOTAT. ORGANTZATTON M
& | £
&] Done 5 @ Internet
Prepared by EWU General Accounting Page 9 of 20

Rev. 06/24/07



Generating a Transaction Detail Report in Banner (FGRODTA)
You can generate (and print, if needed) a detailed transaction report in Banner Finance as follows:

1. Log on to Banner Finance by connecting to http://www.ewu.edu/banner/secure/links/

2. Enter FGRODTA in the “Go To ...” box and press Enter on your keyboard. An example is shown below.

& Oracle Developer Forms Runtime - Web
File Edit Qptions Block Item Record Query Tools Help

EEEEEEEEEE T ey I RE D@L (@X
(3 (TEST) - Friday Jun ‘
GO TO... FGRODTA El Welcome, TDAYEMPORT Products: B Menu | Site Map | Help Center
1My Banner My Links
‘ABanner
1student [*STUDENT] Change Banner Password
CIFinancial [*FINANCE] Check Banner Message

1Human Resources [*HRS]

[ Financial Aid [*RESOURCE]
1 General [*GENERAL] personal Link 2
[1Banner ¥tenderSolutions [*B¥S]

Banner Bookshelf {version 7)

Personal Link 3
Personal Link 4
Personal Link &

Personal Link 6

My Institution

SUNGARD’

SCT « HIGHER EDUCATION

Banner Broadcast Messages

Enter the object name; Press LIST for listing.
Recard: 171 | | | =08C=

Note: A test instance of Banner Finance was used to create these instructions. For your report, the General Menu bar should display PROD
(production instance).
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3. Click the Next Block button to navigate to the Printer Control block. Select your Banner-capable printer
from the “Printer:” drop-down box and enter 44 in the “Lines” box.

Note: In the example below, we have entered “DATABASE” and left 55 in the Lines box so that the report
will be displayed on-screen.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL

File Edit Qptions Block Item Record Query Tools Help

(HEAEERI YR BEEK RS FE TR

Slulsmilssain Comimls EEEEEl FE QSR S

Process: |FGRODT»\1 F‘Organization Detail Activity Parameter Set: | F

Printer Control

Printer: |DATABASE E Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
) ) ,
|Fisca|Year |D? =
|Char‘t of Accounts |E o
|Frorn Organization Code |43101
|T0 Organization Code |431Ell

|Fr0m Fund Code |
|Tn Fund Code

i HEdaE

|
|Frorn Account Code |
|TU Account Code |
LENGTH: 6 TYPE: Character O/R: Optional M/S: Single

Enter beginning range of Funds to be repaorted.

Submission

[” Save Parameter Set as Name: Description: ' Hold ® Submit -

] I R R R R A AN | »

Record: 57 | .. | Lstofvalu.. | | «<0gC= J

4. Click the Next Block button to navigate to the Parameter Values block, then tab to enter the last two digits
of the fiscal year (e.g., 08) in the values box for Parameter Values Number O1.

Note: The EWU fiscal year runs July 1% through June 30". Examples are shown below.

Fiscal Year Calendar Dates Parameter for VValue Number 01
2008 7/1/07 — 6/30/08 08
2009 7/1/08 — 6/30/09 09

5. Arrow down to Parameter Values Number 02 and enter E (use capital letter, not lower case) for the Chart
of Accounts. The “E” represents the chart for Eastern Washington University.

6. Arrow down to enter your organization code in both Parameter Values Number 03 and 04. If you do not
know your organization code, use the FRS account converter tool available on the General Accounting
website.

7. Leave Parameter VValues Number 05 through 08 blank unless you are selecting a range of organization
codes, or certain funds or accounts.
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8. Arrow down to Parameter VValues Number 09 and enter the first calendar day of the month you wish to
select.

Note: There are a variety of ways the date format may be entered but it will be converted to the format
shown below after moving the cursor to the next field.

9. Arrow down to Parameter Values Number 10 and enter the last calendar day of the month you wish to
select.

Note: Transactions may continue to be posted in the current fiscal month until closed by General
Accounting staff. The month end closing schedule is posted to the General Accounting website.

10. Enter the values shown in Parameter VValues Number 11 through 13 as shown below.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL

File Edit Qptions Block Item Record Query Tools Help

& IE@@II%L%?I@-@I%IEM& H [ Togh k4 1@ X

Submission Controls GIAPCTL 7.3

Process: |FGRODTA F‘Organization Detail activity Parameter Set: | F

Printer Control

Printer: |DATABASE EI Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters VYalues
] ]
’F |Fr0m Account Code | =
’F |T0 Account Code |
[03 | [From date (DD-MON-TvYT) [o1-3uL-z007
’F [To date (DD-MON-TYY) [31-10L-2007
,? |Inc|ude Accrual for Last Prd |Y
’? |Print Organization Totals |Y
’F |Cornmitment Type |U
I

| | >

Submission

[ Save Parameter Set as MName: Description: “'Hold @ Submit -
A1 N N | »
Parameter Mumber; press SEARCH for valid parameters |
Record: 14114 || o | | =08C= J

11. Click the Next Block button to navigate to the Submission block, then click the Save button in the upper
left-hand corner. Your hard copy report should start to print within a few seconds.

Note: You can save your parameters for future use by giving your report a unique name and description in
the Submission block. Next, click the checkbox entitled “Save Parameter Set as” and then press the Save
button located in the upper left-hand corner of the screen. The next time you want to use this report, select
it by name from the “Parameter Set” drop-down box in the Process block (be sure to update the “As of
date” if you saved it in your parameter set).
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Note: If you entered “DATABASE” as your printer, continue with these instructions to see your on-screen report.

12. From the Options Menu, select Review Output. Next, double-click on the “File Name:” box as captioned

below.
& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO =T
Eile Edit Cptions Block Item Record Query Toaols Help
NEIREEER P BEE SIEIEEI TG EIE T@X

%3 Saved Qutput Review GIIREWQ

Process:  |FGRODTA EOrgamzatmnDetallﬂl:tlwty
E Lines:

Mumber: 173301 [*] File Name: || \

Double-click in the

File Name box.

s y

File Mame; double-click for valid file names.
Recard: 111 | | =058C=

Note: If you do not wait a few seconds for the report to generate before trying to view output, then previously
generated reports might be displayed instead. If that happens, press the Cancel button and again double-click inside
the “File Name” box until only one report is listed. You can verify that the correct report is displayed by comparing

the process number (173301 in this example above) to the file output (as shown in the next exhibit).
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13. Next, double-click the file with the .lis extension to view your on-screen report.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO

File Edit Options Block Item Record Query Tools Help

ANEEEAEE PP HEHE IS EE TGS (@1X
| utpuE Review G (TEST)

.3 (TES

Process: FGRODTA ¥ Qrganization Detail Activity

Mumber: 173301 v File Name: v Lines:

Find|fgrodta_173301.0%

Output File Name Recard Count
f forodta_ 1733

fgrodta_1732201.log

Double-click on the
highlighted file name
to display the report.

| i oo | 5

1 »
Choices in list 2 |
Record: 111 || | =08C= J
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The on-screen report is shown below.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO

File Edit Qptions Block Item Record Query Tools Help

BOE REAEE $F BEE SIS EE DGl 1@ X

GIIR 7.3 (TEST) . Bl z . N

Process: FGRODTA ForganizationDetailAl:tivity

Number: 173301 [* File Name: [fgrodta_173301.lis [* Lines: 337
-
Z3-JUN-Z007 16:54:03 (R G G T PAGE 1
FISCAL TEAR 07 Organization Detail Activity FGRODTA
From 01-JUN-2007 To 22-JUN-2007

COAS: E Eastern Washington Thiwversity
ORG: 43101 General Accounting
TRAN TEAN DOCUMENT DOCUMENT ACCOUNT BUDGET TRANSACTION ENCUNEFANCE CHT L
DATE TYPE NUMEER BEF # DESCRIFTION FUND ACTIVITY ACTIVITY ACTIVITY TYFP

State Appropriation 342 110016
BEGINNING: Federal Workstudy Wages 65300
06/18/2007 JELE JOO0DDO9E test FWSHP cost share dist c 66300 -200.00 o
ENDING: Federal Workstudy Wages 65300
BEGINNING: Supplies 71400 -
A1 N N | »
Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAB or EMTER to shift view |
Record: 1/7 || o | | =08C=

14. If you wish to save an electronic copy of this report or view it in a browser for easier navigation and/or
searching, select “Show Document (Save and Print File)” from the Options Menu. You will see a
confirmation box asking if you want to display the report in a browser — click the *“Yes” box to continue.
You may also get a browser security confirmation box — if so, click “Yes” to continue. To save the file in
electronic format (HTML), select “Save As” from the File menu, give it a name, and press the “Save”
button.
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Generating an Inception-to-Date Activity Report in Banner (FRRGITD)

You can generate a Banner report showing adjusted budget, current period activity, inception to-date activity, and
open commitments (encumbrances) for a grant/contract (or range of grants/contracts). This report is intended for
grants and contracts that span more than one fiscal year; it can be printed as hardcopy, generated on-screen, or saved
as an electronic file.

1. Log on to Banner Finance by connecting to http://www.ewu.edu/banner/secure/links/

2. Enter FRRGITD in the “Go To ...” box as shown below and press Enter on your keyboard.

& Oracle Developer Forms Runtime - Web
File Edit Options Block Item Record Query Tools Help

(EEI DG 4 (@X

I%I

Go To.. FRRGITD| [:| Walcame, TDAYENPORT Products: [~| Menu | Site Map | Help Center
[:IMV Banner My Links
‘Apanner

L1 student [*STUDENT] Change Banner Password

[ Financial [*FINANGE]
[1Human Resources [*HRS]
_IFinancial Aid [*RESOURCE]
Jgeneral [*GEMERAL] Personal Link 2
JBanner XtenderSolutions [*BxS]

Check Banner Message

Banner Bookshelf {version 73

Personal Link 3
Personal Link 4

Personal Link &

Personal Link &

My Institution

SUNGAHD

1ER EDUCATION

Banner Broadcast Messages

Enter the object name; Press LIST for listing.
Record: 111 | o | | «<0gC=

Note: A test instance of Banner Finance was used to create these instructions. For your report, the General Menu bar should display PROD
(production instance).
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3. Click the Next Block button to navigate to the Printer Control block. Select your Banner-capable printer
from the “Printer:” drop-down box and enter 44 in the “Lines” box. For this example, we have entered
“DATABASE” and left 55 in the Lines box so that the report will be displayed on-screen.

4. Click the Next Block button to navigate to the Parameter Values block, then tab to the Parameter
Number 01 value box and enter E (use capital letter, not lower case) as shown below. The “E” represents
the chart of accounts for Eastern Washington University.

5. Arrow down to Parameter Values Number 02 and enter the “As of Date”.

6. Arrow down to Parameter VValues Number 03 and enter R for a range of grants or S for a specific grant.

7. Arrow down to Parameter VValues Number 07 and enter a specific grant number if you entered S in
Parameter Values Number 03. If you entered R in Parameter Values Number 03, enter the starting and

ending grant numbers in Parameter Values Number 04 and 05, respectively. For this example, a specific
grant was selected as shown below.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL =T
Eile Edit Cptions Block Item Record Query Tools Help

=

B EGE8 55 268 & E EE EF I F O X

Process: |FRRGITD F‘Grant Inception to Date Report Parameter Set: | F

Printer Control

Printer: |DATABASE EI Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
] ]
E |Char‘t of Accounts |E |+
[i2 = [as of Date [23-100-2007 2
E |Enter Grant Option |S
,g |Grant Frorm |
[i5  [orantTo |
’E |Grant Wildcards |
’F [specific Grants |zo7000020
’F |Fund Information | -

LENGTH: 10 T¥PE: Character OfR: Optional M/5: Multiple

Specific grant codes

Submission

[ Save Parameter Set as MName: Description: “'Hold ® Submit -

[ [

Recard: 718 | | Listofvalu.. | | =058C= J

8. Click the Next Block button to navigate to the Submission block, then click the Save button in the upper
left-hand corner. Your hard copy report should start to print within a few seconds.

Note: You can save your parameters for future use by giving your report a unique name and description
within the Submission block. Next, click the checkbox entitled “Save Parameter Set as” and then press the
Save button located in the upper left-hand corner of the screen (report will print). The next time you want
to use this report, select it by name from the “Parameter Set” drop-down box in the Process block (be sure
to update the “As of date” if you saved it in your parameter set).
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Note: If you entered “DATABASE” as your printer, continue with these instructions to see your on-screen report.

9. From the Options Menu, select Review Output. Wait a few seconds to allow your report to be generated,
then double-click inside the “File Name” box as captioned below.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO =T
Eile Edit Cptions Block Item Record Query Toaols Help
AR REEER Y7 BERE A R DRGSO X

%3 Saved Qutput Review GIIREWQ

Process:  |FRRGITD EGrant Inception to Date Report
MNumber: 173295 EI File Name: \ E Lines:

Double-click
the File Name
box.

[
File Mame; double-click for valid file names. |
Recard: 111 | | =058C=

Note: If you do not wait a few seconds for the report to generate before trying to view output, then previously
generated reports might be displayed instead. If that happens, press the Cancel button and then again double-click
inside the “File Name” box until only one report is listed. You can verify that the correct report is displayed by
comparing the process number (173295 in this example above) to the file output (as shown in the next exhibit).
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10. Next, double-click the file with the .lis extension to view your on-screen report.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO

File Edit Options Block Item Record Query Tools Help

NDEBEEE P BEE A EIEEITDEIEIE @ X
[Wuall} Gl 3
Process:  FRRGITD ¥ Grant Inception to Date Repart
Mumber: 173295 v File Name: v Lines:

ilable Files -0

Find|frroitd_173295.1%

Output File Name Recard Count
E frrgitd 17 5 lis

frrgitd_173295.log

Double-click on the
highlighted file name
to display the report.

| i oo | 5

1 »
Choices in list 2 |
Record: 111 || | =08C= J
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The report will be displayed on screen as shown below.

& Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO
File Edit Qptions Block Item Record Query Tools Help

EEEEIERIET:

3 (TEST) -

Process: |FRRGITD | ¥ Grant Inception to Date Report

Number: 173295 [+ File Name: [frritd_173295 lis [* Lines: ag

Z3-JUN-Z007 15:57:29 R T T PAGE L |~
Grant Inception to Date Report FRRGITD
A% OF 23-JUN-2007
GRANT: FO70000Z0 Research Corporation - Earthworms

CHART: E Eastern Washington University PROJECT PERIOD: 15-MAY-2006 - 31-MAY-Z003

PI/MANAGER:

AGENCY:

ADJUSTED CURRENT PERIOL INCEPTION COMMITHENTS AVATLABLE

ORGH ACCOUNT ACCOUNT TITLE EUDGET ACTIVITY T0 DATE ACTW. BALANCE

26200 SZ300 Private Contributions an .oo 3l,5806.00 31,806.00 oo -31,806.00

TOTAL Grants and Contracts ) 3l,806.00 31,806.00 .oo -31,806.00

26200 allon Administrative ) lo0.00 i00.00 oo -100.00 -
A1 N N | »
Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAB or EMTER to shift view |
Record: 1/7 || o | | =08C=

Note: If you wish to save an electronic copy of this report or view it in a browser for easier navigation and/or
searching, select “Show Document (Save and Print File)” from the Options Menu again. You will see a
confirmation box asking if you want to display the report in a browser — click the *“Yes” box to continue. You
may also get a browser security confirmation box — if so, click “Yes” to continue. To save the file in electronic
format (HTML), select “Save As” from the File menu, give it a name, and press the “Save” button.
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