Banner INB Training

Logging onto Internet Native Banner (INB)
Your computer will need to be connected to the Smith network in order to log into INB
«+» Open up Internet explorer (preferred), Mozilla Firefox, or Safari and type in this URL:

https://banner.smith.edu:9999/

** You can also use the INB shortcut in the favorites tool bar of your web browser

®

%+ Select the banner Icon located on your desktop

The screen will pop up and look like this:
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IMPORTANT POLICY INFORMATION

Information contained in the college's paper records and electronic information systems is the property of Smith
College. This information is to be used only as needed in the performance of job-related duties; its confidentiality
should be safeguarded at all times. Disclosure or modification of personal or confidential information without
authorization is prohibited. Requests for personally identifiable information from off-campus sources should in all
cases be referred to the responsible office. The college has adopted this policy for the protection not only of its
employees, but for all constituencies of the college. Security of personal information is an extremely high priority
of the college. Violation of college policies are adjudicated according to procedures outlined in the Student
Handbook, the Faculty Code, and the Staff Handbook.

All student records are protected by the Family Educational Rights and Privacy Act (FERPA). Please consult the
registrar's website at http://www.smith.edu/registrar/privacyfacandstaff.php for further information and
guidelines.

Attention Off-Campus Banner INB Users

Please select "Remote INB" from the drop-down menu. By clicking "Submit”, you've read and agreed to the
Remote Access Policy for Administrative Information Systems.

SELECT MACHINE PLATFORM

‘BannerBWindnwsfMacmleh VH Submit |

To log into banner production the machine platform should be “Banner 8 Windows/Macintosh”



Click on “Submit”

Enter your username and password as provided by ITS and click on the connect button

®

% If you forget your password, contact ITS at ext. 4487 to reset it.

| £:| Oracle Fusion Middleware Forms Services (== =

Window

Username: |azajac

Password: |

Database: [PROD

==y

Navigating the main menu in INB
Click on “My Banner” to expand the list of finance options.

NOTE: In the beginning when you expand this folder it will be empty and you should only see “Organize
My Banner” [GUAPMNU]
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“va General Menu GUAGMNU 264 (PROD)- Thursday, October 27, 2016 - Last login Thursday, October 27, 2016 11:30:46 AM
Go To... ,7@ Welcome, Amanda Zajac. Products: [~| Wenu | Site Map | Help Center
—
El General Ledger Trial Balance [FGITBAL]
B Document Retrieval Inquiry [FGIDOCR] Change Banner Passwaord
Bl Account Code Maintenance [FTMACCT] Check Banner Messages
B Organization Code Maintenance [FTMORGN]
2l Fund Code Maintenance [FTMFUND]
B Journal Voucher Quick [FGAJVCQ]
B Organization Code Maintenance [FTMORGN] Personal Link 3
Bl Organization Budget Status [FGIBDST]
B Person Search [SOAIDEN]
Bl Vendor Detail History [FAIVNDH]
B! Invoice/Credit Memo Query [FAIINVE] Banner Data Custodians
B vendor Maintenance [FTMVEND]
£ G/L Transaction Activity [FGRGLTA]
[l Organize My Banner [GUAPMNU]
|_1 Banner

FPersonal Link 1

FPersonal Link 2

Fersonal Link 4

FPersonal Link &

Iy Institution

o —v— ellucian.

06-AUG-2010 If you are having a problem with a form or process, please contact your Data Custodian.
06-AUG-2010 Click on '‘Banner Data Custodians' under My Links.

Press ENTER to start selection or expand/collapse menu
Record: 11 . <0SC>

To create you list, click on “Organize my Banner”
We recommend that you make bookmark shortcuts to the most commonly used forms:

+* FGIBDST- Organization Budget Status
+* FGITBAL- General Ledger Trial Balance
< FTMVEND- Vendor Maintenance

+*» FOIDOCH- Document history

«*» FAAINVE- Invoice/Credit Memo

If you do not have a shortcut saved under “My Banner” you can also type the module in the “Go to...”
box located on the top of the screen and hit enter to pull up that module (see below)
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7 General Menu Gl MNU 864 (PROD) - Thursday, October 27, 2016 - Last login Thursday, October 2 E
Go To... El Welcome, Amanda Zajac. Products: B Menu | Site Map | Help Centar
aMy Banner My Links

El General Ledger Trial Balance [FGITBAL]

2 Document Retrieval Inquiry [FGIDOCR] Change Banner Passward

2 Account Code Maintenance [FTMACCT] Check Banner Messages

El Organization Code Maintenance [FTMORGN]
El Fund Code Maintenance [FTMFUND]

2 Journal Voucher Quick [FGAJVCQ]

E Organization Code Maintenance [FTMORGN] Fersonal Link 3
2 Organization Budget Status [FGIBDST]
2 Person Search [SOAIDEN]

2 Vendor Detail History [FAIVNDH]

2 Invoice/Credit Memo Query [FAIINVE] Banner Data Custodians
2 Vendor Maintenance [FTMVEND]

&3 G/L Transaction Activity [FGRGLTA]

2 Organize My Banner [GUAPMNU]

Fersonal Link 1

Fersonal Link 2

FPersonal Link 4

Fersonal Link 5

My Institution

\_1 Banner
lluci
Banner Broadcast Messag eliucian.
06-ALG-2010 If you are having a problem with a form or process, please contact your Data Custodian.
06-AUG-2010 Click on 'Banner Data Custodians' under My Links.

Enter the object name; Press LIST for listing.
Record: 11 . =08C>

Personalizing your INB setup

Click on “Organize my Banner [GUAPMNU] under the folder labeled “My Banner”
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Type: |Orade Foms module

Object Description

[Tsat088  [1098-T Tax Information

[Frmimve  [1099 Income Type Code Maintenance

|Fastoss  [1080 Reporting

|Foatoss  [10e9 Transmiter Dats Form

[suaaBOT [About Banner

[sTVTAAL [Acceptance Authority Code Vaidation

[sTvacPR [acceptance Practice Code Vaidation % =
[FriacceT |account Code Maintenance B
[FrvaccT |[Account Code Validation

[TFADETL [account Detat b
[reiaccD  [Account Detai Query [

[TFIAREV  [Account Detai Review Form - Finance

[TsaAREV | [Account Detail Review Form - Student

[RsiarEV  [Account Detai Review Inquiry

[FeaacTH [Account Hierarchy

[FTiacTH  [Account Hierarchy Query

[FrMaccr  [account index Code Maintenance

[Frvace!  [account Ingex Code Vatidation

[ToADEST  [Account Printer Selection

[TFasceT  [Account Review Form - Finance

1

Record: 114

[TsaaccT |[Account Review Form - Student

Enter Object Name; Listto Search

|+

Object Description
|FaiTBAL |General Ledger Trial Baiance
|Fopoch [Document History
|Feibocr [Document Retrieval Inquiry
[FrmaceT |Account Code Maintenance
[Frvoran |organization Code Maintenance
[FrvFuND |Fund Code Meintenance
[Feanca [Journal oucher Quick
[Frvoman |organization Code Maintenance
|FeieDST [organization Budget Status
[sompEn |Person Search
[FannDH [vendor Detail History
[Fannve [invoicescreat Memo Query
[FTMvEND [vendor Maintenance
|FereLTA &1L Transaction Acthity

<QSC>

Type a form name, for example FGIBDST in the object column on the left side of the screen. Press the

tab key to populate the description field

To overwrite the Banner description with one that is meaningful to you. Press Save. Click X to return to

the main menu.




AZAJAC's Personal Menu
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Type: | Oracke Forms medule | @

Object Description

[rsatoea  [1088-T Tax Informaton

[FrMiTve  [1029 Income Type Code Maintenance

|Fast09s (1089 Reporting

|Foat0ss (1088 Transmiter Data Form

[cuassoT [Apout Banner

[sTvTas  [Acceptance Authority Code Validation

[sTuaceR |acceptance Practice Code vasdaton

[FmaceT [account Cote Maintenance

[FrvaceT  [Account Code vasdation

[TFADETL  |Account Detar

|+

.:@

[TelaccD  |Account Deti Query

[TFIAREV  [Account Detai Review Form - Finance

[TsasREV |Account Detod Review Form - Student

[RsiAREV  |Account Detsi Review Inquiry

[FeaacTH [account Hierarchy

[FriacTH  [account Hierarchy Query

[Frmacer  [account Index Code Mantensnce

[Frvaccr  [account Index Coge Vadation

[ToADEST |Account Printer Selection

[TFaACET |Account Review Form - Finance

[TsaaccT  [Account Review Form - Student
4

Enter Object Name; List to Search
Record: 914
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Object Description
[Feiaa |General Ledger Trial Bafance
[FopocH [Decument History
|Fepoca Decument Retrieval Inquary
[FrmaccT |Account Code Maintenance
[Frmoren Organization Code Maintenance
[FMFUND [Fund Code Maintenance
[Feavca |Joumal Veucher Quick
[Frmoren (Organization Code Maintenance
[FeEDsT (Organizaton Buaget Status
[soaDEN [Person searcn
[FanmoH Vendor Deta History
[Fainve (Invoice/Credt Memo Query
[Fruveno vendor Maintenance
[FereLTA [GIL Transaction Actvity
|
| \
| \
| \
| \
| \

—
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Using form FGIBDST

Double click on “Organization Budget Status [FGIBDST]” under “My Banner” or type FGIBDST in the “Go
To...” box at the top and hit enter

BB AEEE 7 B EE 2 | @) # | oo | k| G R ¥ | X

'z General Menu GUAGMNU 864 (PROD)- Monday, October 31, 2016 - Last login Thursday, October 27, 2016 02:52:28 PM

Go To...|FGIBDST El Welcome, Amanda Zajac. Products: B Menu | Site Map | Help Center
AMy Banner My Links

El General Ledger Trial Balance [FGITBAL]

B Document History [FOIDOCH] Change Banner Passward

E Document Retrieval Inquiry [FGIDOCR] Check Banner Messages

B Account Code Maintenance [FTMACCT]

B Organization Code Maintenance [FTMORGN]
= Fund Code Maintenance [FTMFUND] FeisanalLink:z
[2) Journal Voucher Quick [FGAIVCQ] Personal Link 2
El Organization Code Maintenance [FTMORGN]
Bl Organization Budget Status [FGIBDST]

Bl Person Search [SOAIDEN]

Bl vendor Detail History [FAIVNDH] Banner Data Custodians
B invoice/Credit Memo Query [FAIINVE]
[El vendor Maintenance [FTMVEND]

& G/L Transaction Activity [FGRGLTA]
[El Organize My Banner [GUAPMNU]

|_1 Banner

FPersonal Link 1

Persanal Link 4

Fersonal Link &

My Institution

Banner Broadcast Messages e I | U C i a. n.

06-ALG-2010 If you are having a problem with a form or process, please contact your Data Custodian.
06-AUG-2010 Click on 'Banner Data Custodians' under My Links.

Enter the object name; Press LIST for listing.
Record: 111 c <QS8C>

Navigation: To navigate between fields use the tab key. To move to the next field hit ctrl key and press

page down at the same time or click on the Next Block icon at the top of the page VEJ . You may also
use the mouse within each field to click on what you would like.

Chart should always be 1
Fiscal year: Current fiscal year or previous fiscal years

Fiscal years available: 95, 96, 97, 98, 99, 00, 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 13, 14, 15, 16,
17
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File Edit ns Block ltem Record Query Tools Help
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¥
“r3 Organization Budget Status FGIBDST 85 (PROD)
Chart: [ [
Fiscal Year:  [17 [7]
Index: E
[ Query Specific Account

Organization: ’— EI
Fund: ’— EI
Program: ’— E
Account: [ [T
Account Type: ’— EI
newity [

EEIEAR.

Commit Type: |[Both Lottt ’— E‘
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
| L] \ | | | =
| L \ | | |
| [ \ | | |
| L] \ | | |
| L \ | | |
| [l \ | | |
| L] \ | | |
| L \ | | |
| [l \ | | |
| L] \ | | |
| L \ | | |
| Ll \ | | | &
Net Total: \ [ [ [
4 »
Fiscal Year Code; Press LIST for valid codes.
Record: 1/1 List of Valu.. =08C=

%

Type in your org and press the tab key

The default fund and program codes will fill in automatically



File Edit Options Block ltem Record Query Tools Help
BYE SEER 99 BE@K @ BE S & RO X
*s1 Organization Budget Status FGIBDST 85 (PROD)
Chart: [ Organization: [s351 [ ] Classof 1971
Fiscal Year: ’T EI Fund: ’— EI
Index: E Program: 6600 B Alumnae Relations
[ Query Specific Account Account: E‘
| Include Revenue Accounts Account Type: ,75
netiory [ Y]
Commit Type: |Both - Location: ’—EI
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
| L | | | | =
| L | | | |
| L | | | |
| L | | | |
| LI | | | |
| L | | | |
| L | | | |
| [ | | | |
| [ | | | |
| L | | | |
| L | | | |
| Ll | | | | &
Net Total: [ [ [ [
] » -
Fund Code; Press LIST for valid codes.
Record: 1/1 =08C=

Navigation between blocks is possible in a variety of ways:

+* Hold down the ctrl key and press the PageDown key at the same time
++ Click on the Next Block icon at the top of the page

%+ Select Next from the block pull down menu
«» Left-click in the account field of the data block

Note: To pull up all your data remove the program code before you navigate down to the next field to
review your data.
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“73 Organization Budget Status FGIBDST 8.5 (PROD)

Chart. |1— [*] Organization: |3351 [+ classor1971
Fiscal Year: ’T [7 Fund: ’— [T
Index: (*] Program: [ ™
[ Query Specific Account Account: F
¥ Include Revenue Accounts Account Type: [+

Activity: [+
Locatio

Commit Type: e

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
|sas03 [R [Batance Forwara 000 4,503.80 | .00 450380 |~
|5asos |E |ciass Dues .00 2,126.00 0.00 _3,126.00

Net Total: 0.00 6,628.80
L] »
Dup Item for Detail, Count Query for Orgn. Summary, Dup Rec for Encum. List
Record: 1/2 - =0SC>

Roll Back Function

If you would like to change any of the FOAPAL elements and execute a new query, the only way to

return into the Key block is to use the “Roll Back” function. Use this icon ¥ located in the upper left
on the INB screen to execute a roll back.

10
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File Edit Options Block ltem Record Query Tools Help

@@ RollBackicon }¥ BEE @ & BB 84 ¢ 6 2@ L X

if'_'E!Organizatln:-n Budget Status FGIEDST 2.5 (PROD)

Chart: |1—[7 Organization: (9351 [*1 Classof 1971
Fiscal Year: ’T F Fund: F
Index: [7 Program- [7

[ Query Specific Account Account: F
¥ Include Revenue Accounts Account Type: [~
Activity: [+
Commit Type: R
Account Type Title Adjusted Budget YTD Activity Commitmentis Available Balance
|sas03 [R" [Batance Forwara .00 4,503.80 | .00 450380 |~
|5asoe |E |ciass Dues 0.00 2,126.00 0.00] _3,125.00

1]

Net Total: 0.00 6,628.80
L] »
Dup Item for Detail Count Query for Orgn. Summary, Dup Rec for Encum. List
Record: 1/2 =08C>

Account Line Details

For more detail on an account, highlight the record and click on options in the top menu bar, then click
on transaction detail information.

11
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File Edit

[NEY Block Item Record Query Tools Help

Budget Summary Information [FGIBSUM] = = = | [ T | gk [ 2
Organization Encumbrances [FGIOENC] [
Transaction Detail Information [FGITRND]

Format Display Preferences
Chart: - T

[

'75|Organid

Organization: [s351 [~ Classof 1971

Fiscal Year |17 [+ Fund: [ =
Index: [ = Program: | [¥
[ Query Specific Account Account: F
¥ Include Revenue Accounts Account Type: I—F
A [ [T
Commit Type: Locaton: [ [*
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
sasn3 [ [Bstance Forwara I 000 [ 4503.80] 0.00] 450380 -
lsso06  |R [class Dues \ 0.00] 2,125.00 0.00] -2,125.00
\ [] \ | \ |
\ L \ | \ |
\ [] \ | \ |
\ [ \ | \ |
\ L \ | \ |
\ [ \ | \ |
\ [] \ | \ |
\ [ \ | \ |
\ [] \ | \ |
\ [ \ | \ | = |
Net Total: [ 000 6,628.30 [

T NN NI I IR NI NI i z
Dup Item for Detail,Count Query for Orgn. Summary,Dup Rec for Encum. List | J
Record: 1/2 || | | =0sC=

— 4
ATmmeman T LALEA S5~ B

Note: If your cursor is on the adjusted budget column, then click on the transaction detail information,
you will only get budget information. If your cursor is on the YTD activity then click on transaction detail
information, you will only get actual expenditures and revenue.

12
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File Edit Options Block Item Record Query Tools Help
BwE RAEBE % REXN & 8 BNE S ¢S B @) 00X
"73 Detail Transaction Activity FGITRND £.4.0.3 (PROD)
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type
NG - - - ] - -
TR G | foss1 fbosos | | | []
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
o351 5200 [1s-sEP-2018 [RECL  [Ut02s [parwdFvissssica [yio | 450380 |+ 2
| \ \ | | \ | [ [
| \ \ | | \ | L1 [
| \ \ | | \ | [ [
| \ \ | | \ | [ [
| \ \ | | \ | [ [
| \ \ | | \ | [ [
| \ \ | | \ | [ L
| \ \ | | \ | [ [
| \ \ | [ \ | [ [
| \ \ | | \ | [ [
| \ \ | | \ | [ [
| \ \ | | \ | [ [
| \ \ | | \ | [ [
| \ \ | | \ | L1 [
| \ \ | | \ | [ [
| \ \ | | \ | L0 B
‘l ’’’’’’’’’’’ | ¥
Total: | 4,503.80 S
] »
Press Key Dup Item for document query forms; Count Query for encumbrance detail
Record: 11 - =05C
Budget Summary

Click on options/budget summary information
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B9 0 BEEE T BEKNK & & G | G 2@ X

‘Organization Budget Summary FGIESUM 83 (PROD) -

Chart of Accounts: |1—[7 Organization: (9351 [* Classof 1971 Commit Indicator:  |Eon

Fiscal Year: ’T F Fund: F

Account Type Adjusted Budget YTD Activity Commitments Awvailable Balance
[Revenue 0.00 6,628.80 000| 562880 |~
Labor
|Direct Expenditures
‘Transfers

Net: Revenue minus
({Labor + Expense + Transfer) ‘ 0.00 | 6,628.80

Tolal Commitments: | 000

4 »
Press Count Query Hits for Organization Budget Status
Record: 1/4 =05C+

This gives a high level overview of the department as well as totals for budget, actual, etc
Click on the X button to close the form
Dump Data into Excel

Dumping your data in excel if useful if you would like to analyze your data or manipulate it as you would
like.

Click on “Help” at the top of the screen, scroll down and click on “Extract Data no Key”

14
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File Edit Options Block Item Record Query Tools Ig!ﬂ
B 08 aE B | B @ E e

"% Organization Budge! Status FGIBDST 8.5 (PROD) - atekattii ety

Dynamic Help Edit
Chart: [ ijz :ﬁ?‘::):;emes) nization: [s3s1 7 Classof 1971
Fiscal Year  [17_ [~ Show Keys - [ =
Index: [ = List pm: [ ¢
[ Query Specific Account Display Error unt- ~
¥ Include Revenue Accounts Display ID Image unt Type: F
Commit Type: Catendar o ,76
Calculator [tion- [_
Extract Data with Key
Account Type Title YTD Activity Ci if its
[sae03 |r [Batence Forwara [ Technical Support v [ 45033 o000 450380 A
[sz20s [R [ciass Dues ’_ About Banner 2,125.00 [ 2125.00
| [ [ ——— 1 | |
| L \ | | |
[
[
[
[
[
| L \ | | |
| L \ | | |
| [ \ | | | |
Net Total: [ 000 662880 [

a e [ D i
Extract Data without Key information to a .csvfile | J
Record: 1/2 | | | | <0sc>

S ——————————————————

A webpage will open and ask you if you would like to open the document, click “Open”

A

x @ Convernt = [0 Select
o B sepgeeed Saee @)+ | Smith Skee G Besd 30 NE B St Post [ Sugqeered Saee B Tara 7 Witk Sica Galary = 5] masinhten

b et edu 9 RO gotside oL
e —

Intemet Explorer L}
‘What do you want to da with gokoutd.csv?

Sipe: 200 rytes
Froem: ink.smith.edu

3 Open
The fie wen't be saverd stomatically.

& Save

& Save as

The download process will take a few minutes and then pop open into excel
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