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Search for a Vendor’s “M” Number

ile Edit R Block [tem Record Query Tools Help
4890 BEE8 Y PEE & & BB ¢4 &0 . X
« Vendor Detail History FAIVNDH B.9.0.13 (PROD) :
——
- ) .
vendor: / :J vendor Hold Selection: |All .
Fiscal Yere 16 j Invoice Date From: [ 3 Invoice Date To: | 3
Indicators
Credit Open/ Vendor Check Check
Vendor Invoice Invoice Approval VIC Memo Paid Cancel Invoice Amt Due Date Date Number
=
Jii 3 Bl I8 -
]
= s b l,_ e
= | .
Total:
) ]
Enter vendor code and press NXTFLD. LIST & COUNT HITS for Entity NameAD Search; DUP ITEM for Altemate ID Search 3
Pnnnced 4id I lad alfbial. SRR

1. Go to the screen FAIVNDH.
2. Type in the vendor’s tax ID or social security number. The Mustang’s number will populate if one exists.

3. If MSU has never paid the vendor, an error message will appear - “*ERROR* ID does not exist; press LIST for name/ID
search.” If the following applies, then click on the black drop down arrow next to the vendor box (you should also do
this if you don’t know their Tax ID or Social Security number) and the following box will pop up:

4. Click on the Entity Name/ID Search link to begin your search. With most vendors, the first
Entity Name/ID Search (FTIIDEN) i i i i
Alternate ID Search {GUIALTI) letter of each word is capitalized while the rest are lowercase. You can use the % as a

wildcard if you are unsure of the spelling or if abbreviations might exist. For example, U.S.
Department of Education. There is a possiblity that US may have periods or department

may be abbreviated. If you use the % sign, use a word that is most unique in the vendor’s
4 {_cancel name. Using the word “education”may populate lots of data since it is a common word in a
- place of higher education.
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Search for a Vendor’s “M” Number (cont’d)

File Edit Options Block [tem Record Query Tools Help

Bol AEEE 9 DEE @ 8 BB ¢ 4 H @ X

“r3 Entity Name/ID Search FTIIDEN 8.4 (PROD)

W vendors [ Grant Personnel [ Financial Managers [l Agencies

[ Terminated Vendors [ Proposal Personnel [ I Terminaled Financial Managers Al

Middle Entity Change
D Last Name First Name Name Ind Ind

*Dept B § 8 @
L1 O U U
[ [ 1 11T

Eile Edit Qptions Block Jtem Record Query Tools Help

Bv0 REEE $9 DEE @ & BB &IH L @10 X )
10 Entity Name/ID Search FTIIDEN 8.4 (PROD g ¥ X
M Vendors [ Grant Personnel [ Financial Managers [T Agencies
[ Terminated Vendors [ Proposal Personnel [ Terminated Financial Managers Can

Middle Entity Change
j (+] Last Name First Name Name Ind Ind

<
"
>
(1]
o

[M20002805  [Texas Department of Transpotatic |
IM!ﬂOﬂllTQ [‘l‘ﬂas Dept OF Licensing And Regu |
[M20001180 [Texas Dept OF State Health Sve |
[M20040243  [Texas Dept of Agriculture [
M20002540 [Texas Dept of Public Safety Crime
M20002495 |Texas Dept of State Health Servic
[746000130  [Tx Department Of Fublic Safety
[M20001178 [T Department Of Public Safety
[M20001178  [Tx Department Of Public Safety
[M20080795 [U S Department of Commerce
[M20079048 U S Department of Homeland Seci |
IMZMS [u S Department of Veterans Affair |
[M20171594 [u S Department of veterans Affair |
[M20173341  |U'S Department of veterans Affair |
|M20003j24 |uS Dept of Education [
[M20043895  [VIVA Transcription Billing Departry |
[M20002832 [WFPD Training Department [
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This search yielded 75 results.

**Please note: If there are more than one instance for the same vendor, one line item may be their tax ID or social security
number and the other may be their “M”” number (see Tx Department of Public Safety).
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Vendor Payments

When you double click the M-number of the vendor you were searching for, it will automatically pull in that number into
the form FAIVNDH and you can begin to search for invoices paid to the vendor. Hit next block to see invoices year to

date. Find the invoice you want to look at and click in any column except for the dollar amount column to get more
information.

File Edit Options Block Item Record Query Tools Help
N | e | =
By D RCEE $Y B8R
*# Vendor Detail History FAIVNDH 8.9.0.13 (PROD) <+l -]
Vendor:  [M20003724 [ [US Dept of Education Vendor Hold Selection: |
Fiscal Year: |16 [*  Invoice Date From: | f Invoice Date To: | [
Indicators
Credit Open/ Vendor Check Check
vendor Invoice Invoice Approval VIC Memo Paid Cancel Invoice Amt Due Date Date Number
M|
1’(‘]90115 ] ’-Iﬂ 113539 [\' [FI i’N 'P [N. I 162,64‘ [DL-SEP-ZO:S EUI-SEP-EDI.S 1’1 1063894 1 =
[R1509048431 [o113817 2 . [ 03 [ 3,288.00 [08-SEP-2015  [2¢-SEP-2015  [NODO7159
[R1508037512 [0113818 o N [ W 482.78 [os-ser-2015  [24-ser-2015  [nooo7200
| [R1s0s037513 [10113819 2 [n N [ [ [ 4,606.00 |08-SEP-2015  |24-SEP-2015 = |NOD07201

To find out what commodity was paid for, click on Options and select “View Vendor Invoice [FAIVINV]”.

File Edit JeELGOER Block [tem Record Query Tools Help

Commodity Information [FOICOMM] AR
View Vendor Invoice [FAIVINV]
Query Total for all records

& « View Invoice Information [FATINVE] |fm) B | @y | & [ [&) (#) [ <& |

Vendor: [m20003724 [+ [US Dept of Education Vendor Hold Selection: |,

Fiscal Year: Ig [* Invoice Date From: [ 1nvoice Date To:

Indicators
Credit Open/ Vendor Check Check
Vendor Invoice Invoice Approval VIC Memo Paid Cancel Invoice Amt Due Date Date Number
=
[o90115 [ro113539 [v N PN [ 162.64 [01-SEP-2015 [01-SEP-2015  [11063894 2
[r1509048431 [ro113817 [ [m n [ [N [ 3,288.00 [08-SEP-2015 | [24-SEP-2015  [nDOO7199
[r1509037512 [ro113818 [v ] [N P [N [ 482.78  [08-SEP-2015 | [24-SEP-2015  [NODO7200
[R1509037513 [ro113819 [v [N [N 3 N [

4,606.00 |08-5EP-2015 = [24-5EP-2015  [NDOD7201
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Vendor Payments (cont’d)

The invoice description is listed below.

e

Eile Edit Options Block [tem Record Query Tools Help

Byl S8R 39 BEE @ & AR ¢ £ | @ X
=: Vendor Invoice Query FAIVINV 8.4 (PROD) =
Vendor: [M20003724 [* [US Dept of Education vendor Hold
Document Number: [10121052 Vendor Invoice Number: 031116 =
Vendor Invoice Date: [23-mAR-2016
Vendor Invoice Total: 12,510.00 =

PO or Encumbrance

Document Date Document Total Number Status
[23-MAR-2016 [ 12,510.00 [P [pad Hold Cancel
Item Commodity Description u/M Quantity Unit Price
[ 1 | Book ACH Retum of Diract Loans [ [ 100 | 1251000 =

Shortcut: You can also access the Options menu by right clicking anywhere on the screen that is not an input field.

If you would like more information about where a payment was mailed or the date it was processed, simply click on
Options (or use the shortcut tip) then “View Invoice Information [FAIINVE]”.

Eile Edit Qptions Block [tem Record Querv Tools uelp

QY0 REEBIS$Y PTB D E BB PO IX

%8 Vendor Detaill History FAIVNDH 8.9.0.13 (PROD) ...~

Vendor: [M20003724 [+ [US Dept of Education Vendor Hold Selection: |

Fiscal Year: ’F"' Invoice Date From: [ 1Invoice Date To: |

Rollback Indicators
Save Credit Open/ Vendor Check Check
Vendor I Exit C Memo Paid Cancel Invoice Amt Due Date Date Nurgber
X i
————— Pnnt h — - r _l
090115 [ [p T 162,64 [01-5€P-2015  [o1-seP-z015  [11063894 &
[r150904823 Add to Personal Menu v PN [ '3,288.00 [08-5EP-2015  [24-5EP-2015  [N0007199
y ' I
[R150903751 yie\w Invaice Information (FATINVE] | v Pl 482.78 [08-seP-2015  [24-SeP-2015  [NODO7200
R150903751 Commodity Information [FOICOMM] [w [P [ \ 4,606.00 [o8-sep-2015  [24-seP-2015  [nooo7201
100115 view Vendor Invoice [FAIVINV) v P [ \ 162,64 [01-0CT-2015  [o1-0CT-2015  [11064386
110115 Query Total for all records W W] 162.64 [02-NOv-2015  [oz-Nov-2015  [11064800
[120115 [ro116740 [v m [m [p [m ( 162.64 [01-DEC-2015  [01-DEC-2015  [11065174
[201606197 [ro117937 v m [ [p [w ( 16264 [0s-1aN-2016  [osaan-2016  [11065621 I
Iﬂ?ﬂl!ﬁ i"nl 19024 J‘V rN :fN [D I’N [ 1A2. A4 {nv-fFﬂ-"’Hﬁ I‘nl-Fﬁﬂ-?ﬂlf. || 1NAANTA

f

**Please note: If a vendor requests that you give them a date when a check was mailed, then please add one business day
to the check date due to check handling procedures. Checks begin with a number one, direct deposit payments begin with
an exclamation mark, and the letter ““N” is an internal finance document (no check was mailed).
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Vendor Payments (cont’d)

File Edit Qptions Block Jtem Record Query Tools Help

Bl B8 %9 DO @ & BB ¢ & £ 1@ X

71 Invoice/Cradit Memo Query FAIINVE 8.6 (PROD)

Document : 10121052 ~ ClMultiple

Vendor: M20003724 |US Dept of Education

Direct Pay
Clvendor Hold

" Invoice/Credit Memo Header FAIINVE 8.6 (PROD)
23-MAR-2016 Transaction: |23-MAR-2016 Cancel:

Invoice Date: ¥ Document Accounting

Check Vendor: | [
Service Date: 23-MAR-2016
Address Code: [LPH Sequence Number: [ L Collects Tax: [Ih-l‘ [C;Iu;s o taxes
City: [;;lanla
Street Line 1: [PO Box 105081 State or Province: |GA ZIP or Postal Code: [snm-soal
Street Line 2: | Nation: | [
StreetLine 3: |

Nicrnunt Fado- Dawvmaoant Nuas  (I2.MAD.IN1E

After the address screen, you can continue to hit “Next Block” to see commodity and FOAPAL details.

File Edit Options Block Jtem Record Query Jools Help

(@YD AEBER %9 D8R Q & BB ¢ &1 21@1 .1X

Document :
Vendor:

10121052 ~ Multiple Direct Pay

Ivendor Hold

M20003724 US Dept of Education

Commodity Record Count: | 1 Commodity: [Document Acctg Distribution
Accounting Record Count: | B Transaction Date: |23-MAR-2016 Item: | ©
Sequence: ix_
Commit
COA Yr Index Fund Orgn Acct Prog Actv Locn Proj Type
W Gel fosss | s | I | I C

Commodity Accosstiee @300 e Indicators-——-
Approved: | 1251000 | 7,003.00 Partial/Total Liquidation: [T
Discount: | 0.00 ‘ 0.00 NSF Override: F
Tax: | 000 | 0.00 Suspense: N
Additional: | 000 | 0.00 NSF Suspense: N
Net: \ 7.003.00 |

D,
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Extract Banner Data

If you would like to extract your search results to Microsoft Excel, go to Help menu and select “Extract Data No Key”.

File Edit Options Block Item Record Query Tools JEEFY

@O0 AAEE YD @6 oninetHep

%8 Vendor Detail History FAIVNDH 8.9.0.13 (PROD)

Dynamic Help Query
Dynamic Help Edit
Help (Item Properties)

Vendor:  [M20003724 [* [US Dept of Education ;:'9 (‘::" Fislds]
= ow Keys
Fiscal Year: 15 Invoice Date From: List
Display Error
1 Display |D Image
Calepdar
Vendor Invoice Invoice Approval VIC Calculator
[os0115 [to113s39 F] [§] [ExtrakData wih Key
[R1s09048431 [to113e17 2
[r1509037512 [ro113818 [v— fu_ Technical Support r
R1s0s037513 [10123819 [/ [ | aboutBanner
[100115 [to11464s [ [N
| P | rppp—— [ ey [y [~ L

(4 @ @ |

I X

Hold

Selection: [ -]
te To: Ii

-

Vendor Check Check
Invoice Amt Due Date Date Number
C)
‘ 162.64 [o1-5eP-2015 | [01-SEP-2015  [11063894
3,288.00 [08-SEP-2015  [24-SEP-2015  [NOOOT199
48278  [08-SEP-2015  [24-SEP-2015  [ND007200
4,606.00 [08-SEP-2015  [24-ser-2015  [NDOO7201
[ 162.64 [01-0CT-2015  [01-0CT-2015  [11064366

[ S

 Pp———"

The window below should pop up to ask what you want to do with the file. Select Open. Once the information has been
extracted, then you can save and make any necessary changes to the data (hiding or rearranging columns, delete rows,

etc.).

| Internet Explorer ‘

What do you want to do with gokoutd.csv?

Size: 1.60 KB
From: banner

< Open

The file won't be saved automatically.
% Save

< Save as

o _— — T ———
Fie Hore Inert Fage Layout Formulat Dota Review View
M & | G A e B Generst (Bl conditionst Fommatting =

1 $ ¢ % v [rormatas Table e
Puite y B 1 u S-A- EEREIE N P ] () ot Stytes + )
IDDOME Ta Fant . 5 Algnment et er Stytes
Al - S | vendor Invoice

& B c ) E ¥ [ H i ] K

1 [Vendor infinvoice  Approval VIC Credit Me Dpen/ PaiCancel  Vendor In Due Date Check Dat Check Numbe
2 90115 10113539 Y N N P N 16264 1.Sep-15 1-Sep-15 11063894

3 R1509048:10113817 Y N N p N 3288 8-Sep-15 MwwwAEN NOCOTISH

4 R1509037010113818 Y N N P N 482.78 8-Sap-15 muwwanwn NOCOT200

5 [R1509037:10113819 ¥ N N [ N 4606 8-Sep-15 muwwawEN NOCOT201

6 100115 10114645 Y N N » N 16264 1-Oct-15 1.0ct-15 11064366

7| 1015 0usN7 ¥ N N p N 162,64 2-Nov-15 2-Now-15 11064800

8 120115 10116740 ¥ N N L N 162.64 1-Dec-15 1-Dec-15 11065174

9 | 2.026+08 10117937 ¥ N N p N 16264 4-Jan-16 4-Jan-16 11065621

10 20116 10119024 ¥ N N P N 16264 1-Feb-16 1.Feb-16 11066070

11 21016 10119736 ¥ N N P N 5456 NRRNNREE AUVEANEH NOCOTSTL

12 30116 0120209 Y N N P N 162.64 1-Mar-16 1-Mar-16 11066527

13 31116 10121052 ¥ N N p N 12510 WwmwwR" AussAEEH NOCOTE3L

14 30416 10121083 Y N N P N 1548 Wwmmewun AuwsAREn NOGOTS32

15 30816 10121054 Y N N p N 6327 wwamwwnn mevHRSEH NOCOT633

16 | 20009356 10121093 Y N N P N 40 weanwenn puveneen 11066877

17 40116 1011237 ¥ N N p N 16264 1-Apr-16 1-Apr-16 11066931

18 50116 10122644 Y N N P N 162,64 2-May-16 2-May-16 11067624

19

20
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Mulitiple Banner Forms

If you are working in one of Banner’s forms (FGIBDST, FAIVNH, etc.) and need to access another
Banner form but do not want to get out of the current one you are in, simply hit the F5 button on
your keyboard. The Go To box will appear at the top of your form. Type in the other form you would
like to access and you will be routed to the new screen. You are able to open mulitple screens with

this function.

file Edit Qptions Block IJtem Record Query Tools Help
B0 REAEE %Y 20

75 Vendor Detail History FAIVNDH 8.9.0.13 (PROD) (-+i-isi-ririxir

rower by @llUCian.

Go To... [Fe180s1| A My InSHWNON: oo vvww . mweu.edu/
Vendeor: |M20003724 [* |US Dept of Education Vendor Hold Selection: | : =
Fiscal Year: |16 [  Invoice Date From: [ Invoice Date To: =
Indicators
Credit Open/ Vendor Check Check
Vendor Invoice Invoice | Approval VIC Memo Paid Cancel Invoice Amt Due Date Date Number
=)
JD'I SNnanl?s1 :'lf‘l 1 ’{RIQV [V 1 IrNr [NV (D ] [HI I IV 4 RNk ﬂf'; I'FIR-QFU-"IHI s ] |"J.S-':F9-'1ﬂ|( |'Nr1ﬂ'l’l7j.lﬂf ] —]

Once you are done with the second form, you can close the form by clicking the “X” button located

on the icon bar.

If you change your mind and want the Go To box to disappear, just hit the F5 button again or click on
a input field located on the current form.
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Banner Discrepancies

If you notice that your balance on FGIBDST (without “include revenue accounts” checked) is different then the balance on
FGIBAVL, then it is possible that a purchase requisition is in the approval process. Purchase requistions show up on
FGIBAVL under the Commitments section but not on FGIBDST. Other discrepancies should be reported to our office for
further investigation.

File Edit Options Elock Jtem Record Query Tools Help
@i HNEeER Y EEH @ & QB < & £ @ 01X
14 Budget Availability Status FGIBAVL 8.6.1.4 (PROD)
Chart: ]n_{_ - Fund: [ar000 _IT Unexpended Plant Funds
Fiscal Year: I‘G [+ Organization: [33016 [' WFMA - Cummings @ Pending Documents
Index: [ [~ Account: [s000 [~ Faculty salaries 8ud Pool
Commit Type: Program: ilB [+ Academic Support
Control Keys --—-> Fund: 81000 Organization: 23016 Account: 6000 Program: |
Pending
Account Title Adjusted Budget YTD Activity Commitments
[7200 [Maint And Oper Budget Poo 5,390.29 0.00 3,320.00 [ 207029 ¥ &
[7s00 [capital outiay Budget Pool 0.00 0.00 0.00 0.00 |
I I [
I I I [ 0
I I [ I [
I [ [ I [ o
I [ [ [ I [ o
I I [ [ | [ o
[ [ [ [ [ [ s
I | [ [ | [
[ [ | [ | [ o
[ [ [ [ | [ 2
[ | ( [ | [
( I [ [ ( | e
Total: [ 5,390.29| 0.00( 3,320.00 2,070.29 =

File Edt Qptions Block Jtem Record Query Tools Help
Bv0 BaEE 9 88 @ & A8 ¢ & £ @ X
v« Organization Budget Status FGIBDST 8.5 (PROD)
Chart: Ml Organization: (83015 [~ WFMA - Cummings
Fiscal Year: |16 [~ Fund: 81000 (¥ Unexpended Plant Funds
Index: I_IT Program: Iw_T Academic Support
[ Query Specific Account Account: ks
[ Include Revenue Accounts Account Type: _:_
Comm Type: (577 s 1
Account Type Title Adjusted Budget YTD Activity C i ilable
[7200 [ [paaine And Oper Budget oo | 5,390.29 0.00] 0.00] 539029 &
[72m1 [ [Grounds Maint Repair [ 0.00 0.00 0.00] 0.00
{7241 [e [Construction 1n Progress | 0.00| 0.00| 0.00( 0.00
| Il [ [ [ [
I L I I | I
I [ I I I I
I [ I [ [ I
I I I | [ I
I || )| | 1 |
[ L[ [ ( | [
I L I [ [ I
I [ I I I I T
Net Total: [ 5,390.29 o.00( 0.00] 5,390.29
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Account Detail

To search your account for an item(s), you can go to FGITRND directly from the Go To screen.

Put in either your 5 digit organization or 5 digit fund (if it has only a 4 digit organization), and the rest will populate for

you. You can change the Fiscal Year for historical searches. If you think something may have hit the account with the

wrong program code on it, you can delete the program code altogether and it will pick up any item with that Fund/Org
combination. Once you are done changing the data on the top line, hit next block or click in one of the boxes below the
line to enter search criteria based on what type of item you’re looking for. Below is an example of how to search for all

expense transactions (year-to-date) in FOAPAL 23240-3200-22 in FY 16, and the results.

File Edt Options Block Jtem Record Query Tools Help

ol EAEE $9 288 6 2 BE < £ 1@ X
COA  Fiscal Year Index Fund  Organization Account  Program  Activity Location Peried  Commit Type
M he | 23260 [3200 [ 22 |

Account Organization Program Document Description Field Amount Decrease (-)

- ‘ | o [ -

File Edt Opbions Block Jtem Becord Query Tools Help

@vwl feEl 9 288 @ & B8 < 2 @ X

"1 » Detail Transaction Activity FGITRND 8.4.0.3 (PROD)

COA  Fiscal Year  Index Fund Organization Account Program Activity Location  Period Commit Type
v v v v v > 3 v v
[ e [ [23240 [3200 I 2 [ [
f Increase (+) or
Account Organization Program Activity Date Document Field Amount Decrease (-)
7005 [2200 [2 [(z-APr-z018 WL | [rocze7is [RPayoli 2016 8 (1D 5000 [+ 2
[z00s [3200 2 [22-man-2006  fiome MR Payroll 2016 SA  [YTD 50,00 [+
[200s [3200 2 [25-res-2016  fom kR Payrolt 2016 51 [rTD 14375 [+
[ro0s [3200 |22 [10-rE8-2016 oL [FR Payroll 2016 50 [rTD 15000 [+
[700s [200 [22 [27-an-2016  feow  [roczs2se [#R Payroll 2016 s+ [rTD 200,00 [+
[700s [s200 22 [25-sep-2015  omL | [roozsses [RPmyrlizoissn o [ 200.00 [+
[r010 [3200 |2 [22-apr-2016  fiGmL  [roc26771 [H% Payroll 2016 mr  [YTD 11,475.75 [+
[7010 3200 22 [21-mar-2006  from.  [Foc2eses [rR Payroli 2016 e rTD 1147575 [+
[7o10 [3200 [22 [2s-rEB-2016  fiom. [Foozesss 42 Payroll 2016 M¢ [YTD 11,07.50 [+
[r010 [3200 [2 [27-am-2016 o [roozs2s3 [HR Payroll 2016 ¢ [yTD 10,950.00 [+
[rore " [3200 [22 [17-0ec2015 fiow. [rocze037 k= Payron 2016 YD 10,550.00 [+
[z010 |3200 2 [z0-mov-201s fiom.  [roczssez [ Payroli 2035 e [1D 10,950.00 [+
[ro10 [3200 22 [26-0cT-2008 [eonL  [ro02s7s8  [RRPayrollizoas e [YTO 10,950.00 [+
[ro10 [2200 [2 [2s-sep-2015  fiow.  [roczssez [FR Payroll 2025 Mt [FTO 10,950.00 [+
[r014 [3200 22 [25-aPr-2006  f i KR Payroll 2016 SA  [YTD 37350 [+
pore [0 | |22 ] [12-aPr-z016 [fRpayolizoresh [0 | 27900 [+
[ro14 [3200 [2 [22-mar-2016 [HR Payroll 2016 ¢ [rTD 365.00 [+ o
Lel
Total: 90,624.25 4
i ’
Press Key Dup ltem for document query forms. Count Query for encumbranca detail
Record: 17 . «08C>

This query has 446 results.

F8 - execute query
F7 - new query or
to cancel query
Rollback - to search
for a different
FOAPAL
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Account Detail (cont’d)

You can also use the Period box to specify what month (MSU'’s fiscal year not the calendar year; i.e. September =01,
October = 02, etc.) the transaction occurred in.

The screenshot below shows the results of a query of all expense transactions (7%) just during Period 08 (April).
Remember, you can extract this information to excel! For organization, you could create a tab for each month.

File Edt Qptions Block [tem Record Query Tools Help
Aol Ae8®m %% BEE @ & BB & @& @ X
11 Detai Transaction Activity FGITRND 8.403 ROD) ___________________________________Q

COA Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type

= [+ = [+ [* [* & - [~

W e | Eomil= B | | I Cr—

Increase (+) or
Account  Organization Program Activity Date  Type Document Field Amount Decrease (-)

[7203 3200 [22 [11-APR-2016 | [owni | [11067152 [rexas eucs fro 0.00 [-| =
[203 [3200 [22 [11-aPR-2016 [ [ro121741 [second Allance, 1r P [ 299.00 [+

[7203 [3200 22 [-apr-2016 | [ | [10121679 [Texas BUCS fro 85.00 [+

[ra10 [3200 [22 [15-APR-2016  [INMI  [10121956  [Expertpoy o [ 1so [+

[r210 [3200 [22 lo6-aPR-2016 1M1 [10121473 |Expertpay [ 12.00 [+

[2ss | [s200 22 ' |15-aPR-2016  [INNI 10121966 [wetis Fargo Bank, [ro [ 2352 [+

7245 [3200 [22 [13-aPr-2006 [own  [1o014711 [Vining Sparks fo [ eme [

[r2as [3200 [22 [13-apR-2016 [owNT | [10014711 [vining sparks o [ om0 [

[r273 [200 22 lo2-mav-2006  [Er6  [ProDo104 [e-29) 2500 10w [y1D 130.50 [+

[r276 [3200 22 [1e-APR-2016 | [owEl | [10014748 [ime wamercabe o | [ om0 [

[r276 [3200 [22 [e-apr-2016  [ne1 | [to121932 [Time Warner cable [Y© 2632 [+

[7288 [s200 [22 [os-apr-2016 [oner | [10014619 [Frinty Armored s& [Y0 0.00 |-

[7288 [200  [22 | [os-apr-201  [mer | [to121301 [trinty Armored se [0 [ 350.00 [+ |
{300 3200 [22 lo2-Mav-20:6  [)E36  [PRODO104 [te-s220 credit e [ | 330 [+

[7408 [s200 [22 [os-aPr-2016  [oNEr | [10014631 [xerox Corporation [YTD 0.00 |-

[7208 [3200 22 [os-aPr-2016  [oNer | [10o14631 [xerox Corporation [0 [ om0 [+ |
[900 [3200 [22 [2-aPr-2016  [HGRE  [F0026771 [AR Payroll 20i6 Mt [YTD 1,150.24 [+ .

1 |
Total: | 25,022.62 .

If you would like to search for all procurement card charges (year-to-date) in FOAPAL 23240-3200-22 then you would
input the following info:

COA  Fiscal Year Index Fund Organization Account Program Activity Location  Period Commit Type
[~ [+ [~ [+ [~ 2 [+ ~ [+
M e | 23240 [s200 [ 22 [ [ [ [ee -
Increase (+) or
Account  Organization Program Activity Date  Type Document Field Amount  Decrease (-)
| [ [ ] o= | o 18 &
[ [ [ | [ | \ [ [ [
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Account Detail (cont’d)

The same information can be found on FGIBDST. Click on the account code in the first column then go to Options then
Transaction Detail Information [FGITRND]. You will get a listing of all encumbrances and transactions that have hit that

expense code throughout the year.

File Edit Qptions Block Jtem Record Query Jools Help

@O0 BeEE 9 DEX @ & Q@ ¢

‘% Detail Transaction Activity FGITRND 8.4.0.3 (PROD)

4
Press Key Dup Item for document query forms; Count Query for encumbrance detail

O

Dnmned 4048

Crc_'_* Fiscal Year Index Fund  Organization Account  Program
M el T [3240 | [3200 fois | [z [ 7 0
Account Organization Program Activity Date  Type Document

[7015 3200 [2 [zz-aPr-2016  [HGNL [Fooze77y [HR Payroll 2018 Mt
[ro1s [3200 [22 [2-aPr-2006  [wEWA  [Fo028770 [encumbrance Sala:
[rois 3200 [2 [21-mar-2016  [wemL  [Foo26598 1R Payroll 2018 mr
[o1s (3200 [2 [21-mar-2016  [HEwA  [Foo2sses [Encumbrance Sala:
[ro1s [3200 [z [s-FeB-2016 |G [Fo02646s [HR Payroll 2016 M
{015 |3200 [22 [zsFes2016  [MEma  [Fon28463 [Encumbrance Sala:
[701s [3200 [22 [z73an-z016  [HGwL  [roozs2es [” Payroll zo18 Mr
[ro1s [3200 |22 [27-3an-2016  [MENA  [FoD26292 |Encumbrance Sala:
[ro1s 3200 [22 [17-DEC-2015  [nGw.  [Foo26037 (1R Payroll 2016 M
[rors  [a200 2z [17-0EC-2015 [Mewa [Foo2s036 [encumbrance Sala:
7015 3200 |2 [z0-Nov-201s  [HGWL  [Foo2soo2 [HR Payroll 2015 Mt
[ros [3200 [22 [z0-Nov-2015  [mEma  [Foo2ss0r [Encumbrance Sala:
[ro1s [s200 [2 [z6-ocT-2015 [HGML  [Foo25758 [HR Payroll 2015 M
[ro1s [3200 [z [26-0cT-2015  [ewa  [ro02s7S57 [encumbrance Salas
[ro1s 3200 [22 [zs-sep-2015  [wGML  [roo2sse7  [MR Payroll 2015 e
[o1s [3200 [22 [2s-sep-2015  [wenc  [Foozsses [Encumbrance salai
| 1 ! [ 1631 {

4| »

[ samss v ~
511958 [+

ENC -4,384.10 |-
pro | 4,997.00 [+
ene | -4,997.00 |-
pro | 4,997.00 [+
[Ene | -2,997.00 |-
po | 4,997.00 [+
v | -4,997.00 |
-4,997.00 [-

4,997.00 [+
-4,997.00 [~
[ aeeron [+
54,967.00 [+
t U §

60,699.48

However, if you click in the YTD Activity or Commitments column, you will get a listing of only YTD actual expenses or only

YTD encumbrance activity that hit that expense code during the year (see the “Field” column on FGITRND).

Eile Edic [EEMN Block Jtem Becord Query Tools Help
@ ¥ Budget Summary Information [FGIBSUM]
Qrganization Encumbrances [FGIOENC)

Controller
Business Office Operations

Format Display Preferences ;z
Chart: ™ Organization: 3200 v
Fiscal Year: |18 [~ Fund: 23240 [~
Index: [ [*] Program [22 v]

[ Query Specific Account

(¥ Institutional Support

¥ Include Revenue Accounts h

) Activity: -
Commit Type: |~ -] Locatien: p— .I

L L
Account Type Title Adjusted Budget YTD Activity C ilable Balance

[61200 [ [staf Salaries Budget Poal | 197,330.00 0.00( 0.00 197,330.00 &
|6300 [t [student Salaries Bud Pool | 5,756.25 | 0.00( 0.00] 5,756.25 i
6400 [t [Non-student wages and ai | 793.75 0.00| 0.00| 793.75
6500 [t [Fringe Benefits Budget Pool | 56,191.00] .00/ 0.00( 56,191.00
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Account Detail (cont’d)

Eile Edit Qptions Block [tem Becord Query Tools Helo
vl Bes

859 288 & & A8 « &

GITRND PROD

74 Detail Transacbon

2 ©

l.%OA FlscTJ Year llfda Fund ﬂrw[-luﬂu- M:Tmu-l nn[;'-u- l‘lﬂ\f"v l.u[:din Period Commit Type
T = I - (= - 5 =
M s 23240 [3200 [rois [22 [ [ [ [e=n -
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
7015 [3200 [22 [p2-aPr-2018 [rowL | [rooze7nt nR payroll 2016 M [YTD si088 [+ L
7015 3200 = [21-maz-2006  [Hom. | [Foo2eses R Payroll 2016 M [YTD s.119.58 [+
015 3200 la2 [5-rEe-2015 [hom | [Foozssss HR Payroll 2016 M [YTD 4,997.00 [+
7015 3200 22 27-AN-2016  [RGWL | [F0026293 HR Payroll 2016 f D 4,997.00 [+
[ro:s [3200 22 [17-0ec-2015 [rome | [Foozscaz R Payroll 2016 i [0 son.00 [+
fross [3200 g2 20-NOV-2015  [HGNL |FD025902 HR Payroll 2015 M fvl 4,597.00 |_¢_
[rors [s200 [22 [2s-0cT-2015  [rom  [roo2s7se w2 payroll 2015 VT 4,987.00 [+
7015 3200 [22 [5-sep-2015  [nom. | [roo2sss?  [nR payrc 2015 [YTD 4,997.00 [+
“ [ _— - L
Fle Edit Opbons Block [tem Record Query Tocls Help
& & & ¢ SIPIOIRIX

an D BeEE % 88

<+ Detal Tra

C[_O-_A Fisﬂr_';]'ﬂl‘ l.t.x FF_I?C ONM[_:m lcg‘ﬂ Prognl M!rf_'ﬁlv l.olgn:m Period Commit Type
[ e [23240 |3200 [r015 22 | | [ [e= -
Increase (+)
O ogr Activity Date  Type Document Field Amount  Decrease ()
7015 200 22 [22-aPr-2016  [menA | [ro026770 [encumbrance saff  [ENC -5,119.58 [~
7015 3200 2 [21-maz-2018  [nEna  [Foo2ssss [encumbrance saf  [Enc 238810 [-
7015 3200 2 [s-ree-2016  [nena  [roczsses [encumbrance Sa§  [Enc 4,967.00 [~
015 3200 [22 [z7-an-2016 [HEwa  [Foozsasz [encumbrance saf  [enc 4,957.00 |-
7015 5200 [z [17-pEc-2015  [Hema  [ron25036 [Encumbrance o [Enc -2957.00 [
7015 3200 22 bawuov.ans fwena iFnnosam [ prem—— ]~ -.997.00 -
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