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To get into Banner: Click on the Banner 9 Icon from your desktop.  Enter Username and Password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2 
 

 

 

 

1. On the Welcome search block        Type FGIBAVL – Budget Availability Status Form 

 

2. Press ENTER (The below screen will appear). 
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The FGIBAVL screen will provide you with a summarized view by budgeted pool accounts; it will show Budget, Expenditures, Commitments and 

Available Balances.  The Budget Manager is responsible for: 

600001 – Discretionary PS Pool 

600003 – Lecturer Pool for Academic Area only 

700000 – Other Expense (OE) Pool 

 

The Budget Office will be responsible for all other pools. 

 

1. At Chart: 4 should be displayed.   To look at previous fiscal years change chart to 1. 

2. Tab to Fiscal Year:   Present fiscal year should be displayed.  Change FY if you wish to view previous fiscal years. 

3. Tab to Index:        Type your Index #. 

4. Tab to Account:   Type 600000 

5. Click Go or Alt PgDn to display the fields. 
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6. F5 command key will bring you to previous page. 

7. Click on white X on top left corner of screen to exit this FGIBAVL screen. 

 

 

 



5 
 

 

 

SCREEN NAME:  FGIBDSR – Executive Summary Form 
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The FGIBDSR screen will provide you with summarized view of ALL accounts; will show the Budget, Expenditures, Commitments and Available 

Balances.  You are able to navigate to a detailed view of each individual account. 

1. Tab to index and type your index #. 

2. Tab to Account Type:  Type 70 and tab (This is to view OE area, provides you with OE balance). 

3. Click GO or Alt PgDn. 
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1. Click on account you wish to view in more detail. 

2. Click on RELATED. 

3. Click on Transaction Detail Information (FGITRND) OR Click F3.  The system will take you to the detailed information.    

4. If you wish to view a particular transaction. 

5. Click on Related. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Banner system will take you to FGITRND. 

1. Click on Document you wish to view in more detail and click on RELATED. 

2. Click on Query Document (By Type) for Invoice information OR 

3. Click on Detail Encumbrance Info (FGIENCD) for Purchase Order information. 

4. Click GO or Alt PgDn. 

5. Click on arrows < > located on left corner of screen to view more pages. 
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Discretionary PS (Student Payroll’s) 

To view the Discretionary PS go to FGIBDSR.  (If you were viewing the OE, you can click on Start Over, Click on Go). This will take you to the 

Header screen. 

1. Type the index # and tab to Account Type and enter 60. 

2. Click on GO or ALT PgDn 

3. Click on account you wish to view. 

4. Click on RELATED. 

5. Click on Transaction Detail Information (FGITRND).  The system will take you to the detailed information.  You will be able to view each 

payroll and name of Student/UA.  This will also provide you with the last payroll that has posted to Banner. 
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You can export this detailed information in an excel format:   

1. Click on TOOLS top right corner of screen 

2. Click on EXPORT 

3. On the bottom left corner of the screen click on FGITRND 

4. The output will be in excel format. 

5. Click on File at the top corner of screen and file excel document to your drive. 

 

 

 

 

 

 



11 
 

SCREEN NAME:  FGIENCD – Detailed Encumbrance Activity Form. 

The Detail Encumbrance Activity Form provides a detailed view of a specific encumbrance.  The date document was established, vendor 

name, index coding, encumbrance amount, balance on encumbrance, invoices paid, and change orders. 

 

1. Type the Encumbrance number. 

2. Click on GO or Alt PgDn. 
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SCREEN NAME:  FGIOENC – Organizational Encumbrance List Form 

The FIEOENC screen will list all open encumbrances for a specific department.  You are able to navigate to a detailed view of each individual 

open encumbrance.  This will show all payments and change orders against the encumbrance.   

 

1. At Index Type your Index # 

2. Click on GO or Alt PgDn 

3. A list of PO’s will populate. 

4. To view a specific PO, click on the encumbrance column. 

5. Click on RELATED. 

6. Click on Query Detail Encumbrance Info (FGIENCD) OR Click F3. 
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How to Export text into an excel worksheet. 

Export information to excel from FGIBDSR-Executive Summary screen: 

1. Go to FGIBDSR and enter your index # in the Index block 

2. Click on TOOLS at top right hand corner of screen 

3. Click on Export 

4. At the bottom left corner of screen click on FGIBDSR 

5. An excel sheet will upload.   

6. Click on File at the top left corner of screen and file excel document to your drive. 

You can also do this at the Banner Account level.  If you are interested in viewing the Travel-Out-State detail information, see below steps. 
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Export information from Banner Account line item: 

1. Click on the account 705100-Travel Out-State 

2. Click on RELATED at top right corner of screen 

3. Click on Transaction Detail Information (FGITRND) 

4. Click on TOOLS 

5. Click on Export 

6. At the bottom left corner of the screen click on FGITRND 

7. An excel sheet will upload. 

8. Click on File at the top of left corner of screen and file excel document to your drive. 
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Helpful Hints: 

START OVER  -  Will refresh the screen. 

RELATED        - Will get you into the detail level. 

TOOLS             - Will get you into Print Screenshot and Export Data into excel format. 

MC Document - MC is P-Card transaction.  You cannot retrieve backup information on MC documents. 

 

To view past fiscal years, the following will need to be done. 

Use Chart 1 for FY00 through FY18 

Use chart 4 for FY19 through Present fiscal year 

 

To exit Banner:   

1. Click on the lock key icon on the left hand side of screen. 
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