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Budget Queries

1. Connect to http://www.uncsa.edu/administration/banner.htm

UNCSAADMINISTRATION & SERVICES APPLYZ SEARCH 7 UNCSAHOME 2
+Office ofthe Chancellor *Department Index <+Directory *Employment Opportunities

Quick Li

Office of the Chancellor B E-Z Arfs (Bcnner pI’OjeCT)

Chief Academic Officer B
Chief Operating Officer &
ief Advancement Officerll

Dean of Students

The Banner product is designed for higher education institutions with integrated modules providing
)

Bodies f“ Sovemance @ data from major administrative service areas within the campus. The Banner Product at UNCSA is

Executive Council called “E - Z Arts" relating to the product's current technology design making administrative tasks

Strategic Plan easy to complete by campus users
Banner Information
UNC Tomorrow B

* Banner Finance
e Banner Payroll

Login to E—-Z Arts

2. Select Login into E-Z Arts

3. Select “Enter Secure Area”

Welcome to UNCSA's self-service resources. To access the secure area, you must have your E-Z Arts 9-digit User ID and your Personal Identification Number (PIN) to log in.
PLEASE NOTE SCHEDULED SERVICE INTERRUPTIONS!

System maintenance has been scheduled for the following days:

July 2nd and 3rd

E - 7 Arts Web Services may be unavailable during those times. Please plan accordingly.

- Enter Secure Area

RELEASE: 8.3


http://www.uncsa.edu/administration/banner.htm

Log in using your User ID and Pin Number.

UNIVERSITY OF NORTH CAROLINA
SCHOOL of the ARTS

E - Z ARTS Web Services

SECURITY 1 The E-Z Arts 1D number - comprised of nine digits beginning with 36) and Persanal Identification Number (PIN - camprised of six digits) assigned to me, are for my use ONLY and will not be disclosed to ar
Gz, By accossing this service, -1 agras t abide by the UNCSA Palicy for Technolagy Ui, (viaw Palicy Horw) and not ta sarform liegal or unautherized activitics that would vislata state and/ar fuioral Laves, nor Univarsity pollcios. 1 alse agres that Tl nat
disciese in verbal, eloctronic of printed format any Information far which | am not authorized ta do e

To Access T)

Service: Enter your E-Z

= 1D and your PIN. When finis

d, selact Login.

Problems Accessing This Service? If you have cot socurlty Guestions on your account, Yau may uze the Fargat PIN ahtion o reset your PIN. If you have tried to lagin mars than three times, your account will be dizabled. You may request 2 recet by
Zonding Gl (6 EZArE EupportBngEa. o

To Exit This Service And Protect Your Privacys Select the EXIT link option on the right side of the windov and then closs your browser window.

intenance Schedule: Peciodically, UNCSA E-2 Arts Web Services, and the supporting Banner datsbase, require some downtime for upgr o n order to minimize disruption to campus
e ot maiteriane il b iorfot mod an E-2 ALS Webs Srvicat and Eha Banyer Gatabact o 1 Tt 2t T Ty of cvery ot site B o T dawinie wil vary domenting on (e byiva of malmtenancs Due petome. Durng
maintanance, E-Z Arts will be unavailabla for Use.

PLEASE NOTE SCHEDULED SERVIC

4. Select Finance.

Main Menu - Windows Internet Explorer,

651 = | ] htpsffssb ncarts edu: 3025 pls/NCSAPROD tibkunbis. P_GenMenuzname=bmenu. P_MaintnuBmsg—WELCOME-+W/elcome, +5Us-+E +Miler,+Eo-+the +rw+InformationtSystam! ¥ || 42| 5| [Lie search, |[o]-

File Edit View Faworites Tools  Help

& o

- g NCSAPROD THE

e - b Page v {0 Tools -

& User Login

{& Login Mat Allowed

& NCSAPROD TNE

B User Login }EMamMenu x] I -

: H
”-l- 5 lh l’ SUNGARD HIGHER EDUCATION

Personal Information Finance
search | | ACCESSIBILITY SITEMAP HELP EXIT
Main Menu
Welcome, Sue E. Miller, to the WWW Information System! Last web access on Feb 08, 2008 at 11:37 am
Persona\ Informatlon
ct information or marital status; review name or social security number change information; Change your PIN; Customize your directory profile.
Finance
Create or review finanfial documents, budget information, approvals.
RETERSET 770 pownred by
SUNGARD' HIGHER EDUCATION
Done @ Internet F 0% -

5. Select Budget Queries from either the side or bottom menu.



Budget Queries
Encumbrance Query
Requisition

Approve Documents

View Document

Budget Transfer

Multiple Line Budget Transfer

| Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Budget Transfer | Multiple Line Budget
Transfer ]

6. Select Budget Status by Account from the pull-down menu and press the Create Query
button.

@G> Budget Query by Account allows you to review budget information by account for the Fiscal Period and Year to Date by: Specific
FOAPAL/Index values, Specific Organization, All Organizations, Grant, Fund Type, Account Type, or Revenue Accounts.

Budget Query by Organizational Hierarchy allows you to review budget information of organizations for the Fiscal Period and Year to

Date by: Hierarchical Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, Account Type, or Revenue
Accounts.

Create a New Query

Type Budget Status by Account v
Create Query

Retrieve Existing Query

Saved Query None v
Retrieve Query

7. Select the columns you wish to see on the query (user’s choice-multiple options) by
clicking in boxes (a check mark appears) then select Continue. (Example: similar to FRS

screen 019 = Accounted Budget, Year to Date, Encumbrances, Reservations and Available
Balance),

Select the Operating Ledger Data columns to display on the report.

[1 Adopted Budget Year to Date

[1 Budget Adjustment [l Encumbrances

[1 Adjusted Budget Reservations

[ Temporary Budget [1 Commitments
Accounted Budget Available Balance
Save Query as:

] Shared

8. Complete the following:
Fiscal Year (Example: Fiscal Year 2010-11 = 2010)

Fiscal Period (Example: April = Fiscal Period 10 since it is the 10™ month of the fiscal
year. To get ALL data, use Fiscal Period 14)



Comparison Fiscal Year and Comparison Fiscal Period can be used to compare data
between fiscal years/periods. To look at this year’s data only, select None.

Chart of Accounts (A=UNCSA)
Index (Enter your Fund Number here)

**Do not use the Fund, Organization and Program fields.

Press the Submit Query button when complete.

persona tnformation _employee (CEERY

Scarch =]

Budget Queries

ion or Grant fields as well as the Fiscal Year, Period, and Chart of Accounts fields. If Grant information is queried, all retrieved infarmation is Grant Incaptin to Date.

nd Period. With this selection, all details retrieved will be placed next to the cormesponding camparison fiscal period.

No data entry in these spaces

ares
Submit Quesy —_

udget Queries | Encumbrance Query | Requisition | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance Template ]

RELEASE: 8.3

9. The Fund, Organization and Program information automatically defaults into the correct
fields, thereby eliminating any chance for error.

If you have Revenue Accounts that you want to view, click the check-box beside Include
Revenue Accounts.

Press the Submit Query button again.

10. Example of report. (Click on printer icon to print the report or download into an Excel
spreadsheet for further use.) To view detailed information for any budget or expenditure

account, click on any of the highlighted numbers.



Search [&a) MENU SITEMAS HELF EXIT

# Salact o link from an amount column in the Query Results list to retrieve detail information for the spacific item chosen. Selact one of the Download options to download Budget Query data to o Micresoft Excel sprasdshest. Coliculate user defined columns for the query by making selections
from the Compute Additional Columns puil down lists.

# Selact a link from the Account column in the Quary Results list to retrieve payroll expense datall nformation for a specific account, or use the Payroll Expense Detall button to ratrieve Information for all accounts in the query.

Report Parameters
Organization Budget Status Report

By Account
Period Ending Jun 30, 2011
As of Jun 27, 2011

Chart of Accounts A UNC School of the Arts Commitment Type All

Fund 101990 101 Reserves  Program 101 Instruction
Organization 33100 Financial Services Activity Al
Account 1 Location Al
Query Results
Account Account Title FY11/PD12 Adjusted Budget FY11/PD12 Year to Date FY11/PD12 Encumbrances FY11/PD12 Available Balance
612100 SPA Reg Salary 3,791.00 0.00 0.00 3,791.00
612700 SPA Longevity Pay 0.00 0.00 0.00 0.00
613100 EPA Academnic Salary ( 1,077,861.00) (1,078,011.00) 0.00 150.00
614100 Non Student Reg Wages .0 0.00 0.00 0.00
614500 Student Regular Wage 0.00 0.00 0.00 0.00
61500P WORKERS COMP BUDGET POOL 2,000.00 0.00 0.00 2,000.00
615500 Unemployment Comp 0.00 0.00 0.00 0.00
615800 Disability Banefits-Short Term ,000.00 0.00 0.00 8,000.00
615930 Employee Recognition Awards 0,00 0,00 0.00 0.00
618100 Soclal Security (62,541.00) ( 82,457.00) 0.00 18,916.00
618200 State Retirement { 15,596.00) ( 16,596.99) 0.00 1,000.99
618300 Medical Insurance ( 50,412.00) ( 84,915.00) 0.00 34,503.00
618700 Optional Retirement Plan ( 46,711.00) (112,776.00) 0.00 66,065.00
718190 Other Contract Serv 0.00 (259.58) 0.00 250,58
72000P Supplies Budget Pool 426,00 0.00 0.00 426.00
Screen total (1,239,904,00) (1,375,015.57) 0,00 135,111.57
Running total ( 1,239,904,00) (1,375,015.57) 0.00 135,111.57
Report Total (of oll records) ( 1,239,904,00) (1,375,293.43) 0.00 135,389.43
Next 15> | L
! Downlood Al Ledger Columns J Dewnload Selected Ledger Columas. Payroll Expense Datall |

11. To determine available balance for your operating accounts, go back to step #9, enter 7%
in the Account field, then press the Submit Query button. (Entering 7% excludes any
labor expenses — those that begin with 6.)

{= Budget Querjes - Windows Internet

5@ [ &) httpuifssb ncarts.echu9025pls NCSAPRODbuflepvu.P_Budget _Start | [#2][ ] [uve search |[2]-

File Edit View Favorkes Tools Help -

ﬂf—&[?ﬁudget Queries Iiw BB i - [ Page - €3 Tools -

A

- Hl 'LLI I' SUNGARD HIGHER EDUCATION

Personal Information W
search | ]

MENU SITE MAP HELP EXIT

Budget Queries

&R For a2 Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or Grant fields as well as the Fiscal Year, Period,
and Chart of Accounts fields. If Grant information is queried, all retrieved information is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal Year to
Date.

&R To perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal Year and Period. With this selection, all details retrieved will be
placed next to the corresponding comparison fiscal period.

Fiscal year: Fiscal period:

Comparison Fiscal year Comparison Fiscal period

Commitment Type: All v

Chart of Accounts

Acti

ity
QOrganization 33000 Location

Wl E— T Y|

[ 7% Account Type

170

[] Include Revenue Accounts

-

Save Query as: |

[ Shared

[ Budget Queries | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete
Finance Template ]
. powsred by
RELEASE: 7.2 SUNGARD' HIGHER EDUCATION

& Internet % -




12. The bottom line (Report Total of all records) will show the remaining available balance in
the operating budget. If the total is blank, go back to the previous screen and un-check the
Include Revenue Accounts box.

Iz Report A - Windows Internet Explorer

@:—‘ 3 = | ] hitpijissb ncarts. o 9025 plsiNCSAPROD buflapyu.P_Budget_start v [#][x] | [[2]-
Fle Edit Wiew Favortes Tools Help & -
& e [@Repurm ]_1 B o- B) e - rPage v @Took -
By Account ~
Period Ending Mar 31, 2008
As of Mar 25, 2008
Chart of Accounts A North Carolina School of the Arts Commitment Type All
Fund 170030 Business Affairs Program 170 Institutional Support
Organization 33000 Sr. Director for Business Affairs Activity All
Account 7% Location All
Query Results
Account Account Title FY08/PD09 Accounted Budget FYO8/PD09 Year to Date FYO8/PD09 Encumbrances FY08/PD09 Available Balance
719100 Legal Services Fees 0.00 0.00 0.00 0.00
719900 Other Contract Serv 26,000.00 35,166.50 0.00 ( 9,166.50)
72000P Supplies Budget Pool 15,000.00 0.00 0.00 15,000.00
721200 House Supplies-Clothes/Uniforms 0.00 538.25 514.74 (1,052.99)
725100 Motor Vehicle-Gasoline 0.00 33.57 0.00 (33.57)
725200 Motor Vehicle Sup-Other 0.00 708.04 0.00 ( 708.04)
726000 Office Supplies 0.00 10,782.18 1,639.70 (12,421.88)
729100 Oth Sup-Drugs & Pharmacy 0.00 14.80 0.00 ( 14.80)
729900 Other Material & Supplies 0.00 350.00 0.00 ( 350.00)
73000P Purchased Services Budget Pool 31,000.00 0.00 0.00 31,000.00
73100P Travel Budget Pool 29,000.00 0.00 0.00 29,000.00
731120 In-State Transportation Ground 0.00 3,433.55 0.00 ( 3,433.55)
731130 In-State Transportation-Other 0.00 25.00 0.00 ( 25.00)
731140 In-State-Lodging 0.00 2,900.26 0.00 ( 2,900.26)
731150 In-State Meals 0.00 234.25 0.00 ( 234.25)
Screen total 101,000.00 54,186.40 2,154.44 44,659.16
Buoning total 101,000.00 54,186.40 2,154.44 44 650 16
Report Total (of all records) 222,070.00 197,088.09 23,803.16 1,178.75
Next 15>
[ Download All Ledger Columns ] [ Download Selected Ledger Columns ] 0
Save Query as ‘
[] shared
Compute Additional Columns for the query
. - ~ . n PR S SOy TR, [P T fest b

& Internet F00% -
(P — [ [ - [ 1 ® . & . an
i4 start [® 1nbox - . or... & NCS SEE Ly & E® zanmm

13. It is also possible to view a specific budget pool, any related expenditures and get a
balance available (Example: by entering 731% into the Account field in step #9, you will
view only 731XXX data). The % sign is a wildcard. To view all available budget pools:
718% (Contracted Services) 72% (supplies) 730% (Purchased Services) 731% (Travel)
732% (Communication) 74% (Fixed Charges 75% (Capital Outlay).



(= Report A - Windows Internet Explorer

@‘\'7/ - |g hitp: jisst ncarts, edu: 9025 /plsiNC SAPRODbwkrpvu, P_Budget_Start vl /| | | Rl

File Edit Wiew Favorites Tools Help @ i

w [@Repﬂrt,ﬂ 171 Bpov B) - [hPage - (FTook -
By Account -~

Period Ending Mar 31, 2008
As of Mar 25, 2008

Chart of Accounts A North Carolina School of the Arts Commitment Type All

Fund 170030 Business Affairs Program 170 Institutional Support
Organization 33000 Sr. Director for Business Affairs Activity All
Account 731% Location All

Query Results

Account Account Title FY08/PD09 Accounted Budget FYO8/PD09 Year to Date FY08/PD09 Encumbrances FY08/PD09 Available Balance
73100P Travel Budget Pool 29,000.00 0.00 0.00 29,000.00
731120 In-State Transportation Ground 0.00 3,433.55 0.00 ( 3,433.55)
731130 In-State Transportation-Other 0.00 25.00 0.00 { 25.00)
731140 In-State-Lodging 0.00 2,900.26 0.00 ( 2,900.26)
731150 In-State Meals 0.00 234.25 0.00 ( 234.25)
731190 In-State Regisistration Fee 0.00 1,535.00 0.00 { 1,535.00)
731210 Out-of-State Transporation-Air 0.00 3,123.00 0.00 (3,123.00)
731220 Out-of-State Transportation-Ground 0.00 283.24 0.00 ( 283.24)
731240 Out-of-State Lodging 0.00 2,767.29 0.00 (2,767.29)
731250 Out-of-State Meals 0.00 152.50 0.00 ( 152.50)
731290 Out-of-State Registration Fee 0.00 3,787.00 0.00 ( 3,787.00)
731410 Board/Non-Employee Travl- 0.00 1,455.00 0.00 ( 1,455.00)
Transporta
731440 Board/Non-Employee Travel-Subsis 0.00 3,880.00 0.00 ( 3,880.00)
Report Total (of all records) 29,000.00 23,576.09 0.00 5,423.91
[ Download All Ledger Columns ] [ Download Selected Ledger Columns ]
([ SeveQueryas ||
[] Shared

Compute Additional Columns for the query
Column 1 Operator Column 2 Display After Column New Column Description
|FY08/PD09 Adopted Budget  v| | percent of ¥| FY08/PD09 Adopted Budget  v| |FY08/PD09 Adopted Budget ||

[ Perform Computation ]

Another Query

& Internet F100% v

i start [ @m

14. Once finished, the option to process Another Query is displayed (scroll down the screen
to see this option). If other queries are required, press Another Query and repeat the
same process (beginning at step #10). Other options are also available at the bottom of the

screen.

L

Another Query

Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Budget Transfer | Multiple Line Budget
Transfer ]

RE Er7 om0t

€l S @ mermet

15. When all budget queries or transfers have been completed, press Exit in the upper right

corner of the screen to logout of the E-Z Arts system.

SITE MAP EXIT

User Logout

Thank you for using the Banner Self Service Information System.

If you are finished, please close your browser to protect your privacy.




Departmental Budget Transfers
(One transfer between two budget pools-current year only)

1-10. Complete steps #1-8 from the Budget Queries section.

11.  Select Budget Transfer from either the side or bottom menu.

Budget Queries
Encumbrance Query
Requisition

Approve Documents

Budget Transfer
Multiple Line Budget Transfer

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Documeht | Budget Transfer | Multiple Line Budget
Transfer ]

12. Transaction Date will default to the current date.

Journal Type (See Appendix A for correct Journal type)
Transfer Amount = the amount of the transfer. Use whole dollars only (no
cents). Decimals may be used but are not required.

MENU ITE MAF E

Budget Transfer

\_j/ This form does not allow the completion of documents using rule classes that are not self-balancing.
Two types of templates may be saved. A "Personal” template is retrievable only by the user who created it. A "Shared" template is retrievable by any user.
Use Save Template As to avoid overwriting an existing template.

You may use the Code Lookup to refine your search using the code or title fields. You may place a percent sign (%) as a wildcard character before and/or
after the entry.

Use template | None |+

Transaction Date 10 |»| |MAY [+| 2007 |+
Journal Type XB4 (State Funds-Temp Trans) V

Transfer Amount

Document Amount 0.00

IT

-~

13.  Chart= A (UNCSA).
Index = Fund number (Enter this into both Index fields).
**Do not use the Fund, Organization and Program fields.
Press the Complete button.

Transaction Date 10[+| [may [«| [2007 [«
Journal Type XB4 (State Funds-Temp Trans) |
Transfer Amount 25.00
Document Amount 0.00

Chart Index und Organization Account Program Activity LocationD/C
From A 109312 -
To 109312 +
Descriptign Budget Period |01 |+~

Save as Template
= —Sirared—

14, Once the Complete button is pressed, the Fund, Organization and Program fields
will be populated automatically.

9




Transaction Date 10|+| |MAY |+| | 2007 |+

Journal Type XB4 (State Funds-Temp Trans) |+
Transfer Amount 25.00

Document Amount 50.00

Chart Index [~ FOMd ™ Organization Account program pctivity Location D/C
From A 109312 415300 170 -
To 109312 415300 170 +
Description Budget Period (1 ~
Save as Template
[1 Shared

15. Enter the Account pools to be adjusted on the “From” and “To” lines.

Available Account pools:

71800P Purchased Contractual Services (Includes all 718XXX accounts)

72000P Supplies and Materials (Includes all 72XXXX accounts)

73000P Purchased Services (Accts vary, refer to Budget Pool list)

73100P Travel (Includes all 731XXX accounts)

73200P Communications (Includes all 732XXX accounts)*

73300P Utilities Pool (Accts vary, refer to Budget Pool list (most
departments will not have this)** Budget office only

73500P Current Services (Includes all 735XXX accounts)

74000P Fixed Charges (Includes all 74XXXX accounts except 748XXX)

75000P Capital Outlay (Includes all 75XXXX accounts except 756XXX)

75610P Library Books (Includes all 756XXX accounts)

Enter a brief Description (ex: Transfer Funds, Budget Transfer, etc.)

Budget Period should equal the period of the monthly transaction; i.e., July =
period 01; May = period 11, etc.

Once finished, press the Complete button.

Transaction Date 10 |v| |MAY | 2007 |+
Journal Type XB4 (State Funds-Temp Trans) v
Transfer Amount 25.00

Document Amount 50.00

Chart Index Fund Organizatioh Account Program Activity Location D/C

From A 109312 415300 720000 {70
To 109312 415300 40000 L4370 +
Description Budget Transfer] Budget Period |01 |+

Save as Template

O Shared

Complete

16. Once the transfer is complete, the following screen will appear. A message will be
displayed showing that the document has been completed and is being forwarded
to the posting process. A document number will be provided to track the entry.
Please make note of this number. There is an option to complete Another
Transfer if necessary.

10



Budget Transfer

\]!/ This form does not zsllow the completion of documents using rule classes that are not self-balancing.

Two types of templates may be saved. A "Personal” template is retrievable only by the user who created it. A "Shared" template is
retrievable by any user.

Use Save Template As to avoid overwriting an existing template.

before and/or after the entry.

Document 10000072 completed and forwarded to the Posting process

[ Another Transfer ]

You may use the Code Lookup to refine your search using the code or title fields. You may place a percent sign (%] as a wildcard character

17.  When all budget queries or transfers have been completed, press Exit in the upper
right corner of the screen to logout of the E-Z Arts system.

SITE MAP

User Logout

Thank you for using the Banner Self Service Information System.

If you are finished, please close your browser to protect your privacy.

EXIT

Multiple Line Budget Transfers
(Current year only)

1-10. Complete steps #1-8 from the Budget Queries section.

11.  To process a budget transfer between multiple pools within the same fund, select
the Multiple Line Budget Transfer option from either the side or bottom menu.
Note: There only 5 lines available so larger transfers may require more than
one batch of entries.

s
MENU  SITE MAP EXIT

Budget Queries
Encumbrance Query
Requisition

Approve Documents
View Document
Budget Transfer

~_TuTtipre Cne Budget Transter |

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Budget Transfr | Multiple Line Budget Transfer ]
RELEASE: 7.1

12. Transaction Date will default to the current date

Journal Type (See Appendix A for correct Journal type)

Document Amount (This is the hash total of all transactions; example: +10 +10
+20 +10 -50 = 100). Use whole dollars only (no cents). Decimals may be used
but are not required.

Chart = A (UNCSA)

Index = Fund number (Enter this into all Index fields).

**Do not use the Fund, Organization and Program fields.

11




Press the Complete button.

Multiple Line Budget Transfer Form

:]/ In each document created, the pluses (transfers to) must equal the minuses (transfers from). These amounts must offset one another and add up to the
Document Amount.

The provided rule classes for budget transfers are BDO1, BDO2, and BD04.
Two types of templates may be saved. A "Personal” template is retrievable only by the user who created it. A "Shared” template is retrievable by any user.
Use Save Template As to avoid overwriting an existing template.

You may use the Code Lookup to refine your search using the code or title fields. You may place a percent sign (%) as a wildcard character before and/or
after the entry.

Use template | Ngne [+

Transaction Date [1g[v| [may[~| [2007[+]

Journal Type XB4 (State Funds-Temp Trans) |+
Document Amount|1g0.00

# Chart Index Ffind Organization Account Program Activity Location Amount D/C

1A 109312 ™

2 A 109312 +v

3 A 109312 + v

4 |a 109312 +v

5 A 109312 + v
i Budget Period 01 |»

Save as Template

Complete

13.  Once the Complete button is pressed, the Fund, Organization and Programs fields
are populated automatically. “Errors” will appear at the top of the screen stating
that Amounts must be entered.

‘1’ In each document created, the pluses (transfers to) must equal the minuses (transfers from). These amounts must offset one another and add up to the
Document Amount.

The provided rule classes for budget transfers are BD01, BDO2, and BD04.
Two types of templates may be saved. A "Personal” template is retrievable only by the user who created it. A "Shared” template is retrievable by any user.
Use Save Template As to avoid overwriting an existing template.

You may use the Code Loakup to refine your search using the code or title fields. You may place a percent sign (%) as a wildcard character before and/or
after the entry.

@ Amount 1 must be entered.
@ Amount 2 must be entered.
@ Amount 3 must be entered.
@ Amount 4 must be entered.

@ Amount 5 must be entered.

Use template | None [+

Transaction Date [1g[v| [may [+| [2007[v]

Journal Type XB4 (State Funds-Temp Trans) |~

Document Amount|10(.00

# Chart Index | Fund Organization Account Program Activity Location Amount D/C
1A 109312 |415300 170 -
2 a 109312 ||415300 170 +|¥
3 A 109312 ||415300 170 +
4 A 109312 |415300 170 + >
5 A 109312 415300 170 g
Descrietiun i 01~

14. Enter the Account pools to be adjusted on each line, as well as the Amount.
Using the pull-down menu, select either + or — to indicate whether you want to
increase or decrease each line. (Account pool listing available on the next page.)

12



Enter a brief Description (ex: Budget Transfer, Transfer Funds, etc.).

Budget Period should equal the monthly period transaction is being made; i.e.,
July = period 01; May = period 11, etc.

Press the Complete button.

Transaction Date |1(|v| MAY ~| 2007 |+

Journal Type XB4 (State Funds-Temp Trans) |+

Document Amount |100.00

# Chart Index Fund Organizatiod Accouni Program Activity LocatidhAmount D/C
1A 109312 | 415300 720000 ||170 50 >
2 A 109312 ||415300 731000 ||170 10 +¥
3 A 109312 ||415300 732000 J/170 10 + ¥
4 A 109312 ||415300 740000 J/170 20 + ¥
5 A 109312 | 415300 20000 1170 10 >
Description |Bydget Transfer Budget Period 01w

Save as Template

O Shared

Available Account pools:

71800P
72000P
73000P
73100P
73200P
73300P

73500P
740000
750000
75610P

Purchased Contractual Services (Includes all 718XXX accounts)
Supplies and Materials (Includes all 72XXXX accounts)
Purchased Services (Accts vary, refer to Budget Pool list)

Travel (Includes all 731XXX accounts)

Communications (Includes all 732XXX accounts)

Utilities Pool (Accts vary, refer to Budget Pool list (most
departments will not have this) Restricted to budget office use only
Current Services (Includes all 735XXX)

Fixed Charges (Includes all 74XXXX accounts except 748XXX)
Capital Outlay (Includes all 75XXXX accounts except 756 XXX)
Library Books (Includes all 756XXX accounts)

15.  When the batch has been processed, the following screen will appear, stating that
the document has been completed and is being forwarded to the posting process.
A document number will be provided, and you may want to keep track of this for
further reference.

The option to process another transfer is displayed (scroll down the screen to see
this option). If other transfers are required press Another Transfer and repeat
the same process (beginning at step #9).
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Multiple Line Budget Transfer Form

;j, In each document created, the pluses (transfers to) must equal the minuses (transfers from). These amounts must offset one another and
add up to the Document Amount.

The provided rule classes for budget transfers are BD01, BDO2, and BDO4.

Two types of templates may be saved. A "Personal" template is retrievable only by the user who created it. A "Shared" template is
retrievable by any user.

Use Save Template As to avoid overwriting an existing template.

You may use the Code Lookup to refine your search using the code or title fields. You may place a percent sign (%) as a wildcard character
before and/or after the entry.

Document 10000074 completed and forwarded to the Posting process.

[ Another Transfer ]

16.  When all budget queries or transfers have been completed, press Exit in the upper
right corner of the screen to logout of the E-Z Arts system.

SITE MAH EXIT

User Logout

Thank you for using the Banner Self Service Information System.

If you are finished, please close your browser to protect your privacy.
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Appendix A

BS1 (101) BS7 (170)

BS2 (102) BS8 (180)

BS3 (103) BS9 (152)

BS4 (142) BAl (AUX)

BS5 (151) BE1 (BOT)

BS6 (160) BH1 (Center Stage)
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Appendix B

FOAP number (21 digit account number)

Fund = 6 digit budget code number,
Organization Code # =6 digit organization number the fund is associated with.

Account = 6 digit object code the employee is paid from (ex. 1211 = 612110)
Program = 3 digit code that identifies which program the fund is associated with.
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SAMPLE BUDGET for State Appropriation

Account Account Title
611100 EPA Adm Reg Sal; Ap
612100 SPA Reg Salary
612700 SPA Longevity Pay
614100 Non Student Reg Wages
614500 Student Regular Wage
618100 Social Security
618200 State Retirement
618300 Medical Insurance
618700 Optional Retirement Plan
618710 TIAA Opt Retirement
72000P  Supplies Budget Pool
73000P Purchased Services Budget Pool
73100P Travel Budget Pool
73200P  Communication Budget Pool
73500P  Other Operating Expense Budget Pool
74000P  Fixed Charges Budget Pool
75000P  Cap Outlay/Equip Budget Pool

SAMPLE BUDGET for Auxillaries

Account Account Title

324,920
522,690

$

$

$

S 37,000
S -
S 67,843
S 47,796
S 70,669
S 12,079
S -
S 6,200
S 52,566
S 14,765
S 28,100
S 1,316
S 35,205
S 2,918

S 1,224,067

Accounted Budget

504000 Sales and Service Revenue S 2,005,906
504520 Damage Receipts S 10,000
611100 EPA Adm Reg Sal; Ap S 283,120
612100 SPA Reg Salary S 355,433
612200 SPA Overtime Payment S 1,000
612310 SPA Holiday Premium Pay S 500
612330 SPA Other Prem Pay S 1,000
612700 SPA Longevity Pay S 1,400
614100 Non Student Reg Wages S 92,000
614500 Student Regular Wage S 83,000
615500 Unemployment Comp S 5,000
615610 Work Comp-Med Benefits S 500
618100 Social Security S 54,000
618200 State Retirement S 40,000
618300 Medical Insurance S 75,000
618700 Optional Retirement Plan S 15,000
618710 TIAA Opt Retirement S -
72000P  Supplies Budget Pool S 135,500
73000P  Purchased Services Budget Pool S 410,100
73100P  Travel Budget Pool S 10,000
73200P Communication Budget Pool S 71,100
73300P  Utilities Budget Pool S 100,000
73500P Other Operating Expense Budget Pool S 300
75000P  Cap Outlay/Equip Budget Pool $ 135,000
881400 Debt Service Transfer S 146,453
881500 Work Study Transfer S 500

Total Expense Budget
Total Revenue Budget

$ 2,015,906
$ 2,015,906
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Auxillary budgets determined by
projected revenue



Budget forms can be found at: http://www.uncsa.edu/formsprocedures/#Budget
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