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Getting Started 2008

This guide provides instructions for e~Print features used in viewing and printing your Banner financial reports
on the web. To use e~Print you will need a Web Browser, Adobe Acrobat® Reader, and your Banner Finance E-
Print ID and password. Banner access is required to view reports on e~Print.

1. Log on using the e~Print Login Screen.
Start your Web browser, Netscape or Internet Explorer. Type the URL http://eprint.ncarts.edu/
(Be sure to bookmark the web address for quick access later). The following will display:

User ID: User ID — Banner E-Print User ID

Password: Password — Banner E-Print Password

Repository b Repository — Choose Banner Finance

2. Once you log in, the Banner Finance Repository page will display.
This page lists the different reports you have access to view. The “Latest Date” indicates the last time the
report was run. If you click on the column heading for Latest Date, it will display the reports in order of
the date run, either ascending or descending.

___e____ Select Report from Repository Banner Finance
P rin t About e~Print | FAQ Change Repesitory | Help | Logout

Banner Finance

Report Description Latest Date

PDF TEXT P. FPPPOBC - Purchase Order Batch Close Process Purchase Order Batch Close Process Sun Aug 03, 2008 09:18am
PDF TE’" P~ WURR702 - BD702 Monthly Allotment Report BD702 - Monthly Allotment Report Thu Jul 31, 2008 3:54pm
PDF TEXT P. FARBREC - Bank Reconciliation Bank Reconciliation Wed Jul 16, 2008 3:40pm
PDF TEXT p. FABMATC - Receiving Matching Process Receiving Matching Process Tue Jul 15, 2008 09:21am
PDF TEXT P. FARINVA - Invoice Activity Report Invoice Activity Report Wed Jul 02, 2008 10:31am
PDF TEXT P. FGRACCI - Account Index Report Account Indexes Tue Jun 03, 2008 07:53am
PDF TEX P. FGRBLSH - Balance Sheet Report Balance Sheet Report Mon May 26, 2008 08:56am
PDF TEXT P. FGRORGH - Organization Hierarchy Report Organization Hierarchy Report Fri May 23, 2008 3:22pm

FPPPOBC - Purchase Order Batch Close Process v
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3. To find the report you need. 2008

| Text”_
Click EX until report appears or click the drop down box FABCHKR %]t the bottom of the

screen to select report.

Drilling down on Reports

4. Click on the drill icon to “Drill Down” and view the different versions (run dates) of the report.

Pq..

5. The Report Detail page will display, listing all existing versions of the report selected.
The most recent report is always at the top of the list.

€ Report Detail: FGRBDSC e

"—":--.-‘ phillips

P rin t About e~Print | FAGQ Change Repaository | Help | Logout
Banner Finance : FGRBDSC

Title Date

"JDF 'E’" o Budget Status (Current Period AS OF 08-AUG-2008 Fri Aug 08, 2008 07:11am
PJDF 'E’" fon Budget Status (Current Period AS OF 07-AUG-2008 Thu Aug 07, 2008 08:33am
PJDF 'E’" o Budget Status (Current Period AS OF 31-JUL-2008 Thu Jul 31, 2008 3:47pm

6. You can either select the PDF Icon to the left of the report desired to view the report including ALL

Fund, Organizations and Accounts which you are authorized to view OR elect the Magnifying Glass
Icon to limit the report search to specific values.

FDOF
$§ OR (=
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7. If you opt to select the PDF Icon, click on the Icon and proceed to step #12 of this document. If you opt
to narrow the selection of data included in the report, click the magnifying glass icon and the Pick
Pages page will display.

The Pick Pages page allows you to search the report based on the Page Key identified. The Page Key
option is Fund. These Page Keys are pre-determined based on the report you select.

In the following examples, Fund is the Page Key, allowing you to search the report by specific 6-digit
fund numbers.

C i anner Finance Reposito
—_— Search FGRBDSC (Fri Aug 08, 2008) e Repository
P rin t About e~Print | FAQ Change Repository | Help | Logout

Banner Finance : FGRBDSC : Pick Pages

Page Key: Fund

Pick Values Manually | Search:

Range: to

8. You have 3 options to limit your selection.

e Pick Pages Manually:
Based on the Page Key, values are displayed giving you the ability to click beside the values you
wish to choose. Once all values are selected, click the “Get the Report” icon.

‘____e____ Choose Fund

Print About =~Print | FAQ Change Rapasitary | Help | Logout
Banner Finance : FGRBDSC : Pick Pages : Fund

(i [ 101310 [ 101990 [ 103230
[ 101190 [ 101330 [ 102250 [ 1oa3zs0
[ 101200 [ 101350 [ 102310 [ 103260
[0 101210 [ 101360 [ 102350 [ 103300
[ 101240 1 101383 [ 102360 [ 1o33se
[0 101250 [ 101400 [ 102500 [ 103400
[0 101300 [ 101920 [ 102990 [ 103540

—_——

LA
! Get the Report
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e Search: Key a specific value.

Example of Valid Entries for Search

Page Key = Fund: 170030

e Range: Enter a range of accounts for retrieval.

Example of Valid Entries for Range

Page Key = Account: 170010 to 170150

9. The Selected Values page will be displayed.
This screen is referred to as the Validation Page because it allows you to verify your selections. To
backtrack and change your selections, use the navigation bar (discussed below in #10) and return to the
appropriate page level.

These are the results using the Search field for a single fund.

S Selected Fund Values Banner Finance Repository
e dphillips
P r‘ 1 n t About e~Print | FAQ Change Repaository | Help | Logout

Banner Finance : FGRBDSC : Pick Pages : Fund : Values

"170030"

PDF TEXT
L I
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10. At this point, it is helpful to note that the e~Print product contains a Navigation Bar.

The Navigation Bar provides a shortcut to a specific system page. It is more efficient to use the
Navigation Bar rather than use the back-arrow button on your browser since you can select a particular
page when using the Navigation Bar instead of the browser back-arrow to scroll back through all the
pages you have visited.

Selectecl FUI"Id Vall—les Finance PROD Repositary

gqrm helrs

L]
P r 1 n t About e~Print Help on Using the validation Page | Logout

Finance PROD : FGRGLTA : Pick Pages : Fund : Yalues

Sl TN T

Repository List Report List Search Report Page Key Value Validation Page
The navigation bar displays your current location within the system. In the above example, this indicates

that you are on the Validation Page (discussed in #9). The sections are separated by colons. Click within
a section to return to that system page.
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11. Select the PDF icon: 2008

e Selected Fu“d Values Banner Finance Repository
dphillips
P r 1 n t About e~Print | FAQ Change Repository | Help | Logout

Banner Finance : FGRBDSC : Pick Pages : Fund : Values

"170030"
PDF TEXT
T ¢

File

12. Viewing your report using Acrobat® Reader:

This is a view of Acrobat® Reader configured to run within your browser:

(= http:/feprint.ncarts.edu/cgi-bin/getreport.cgi?DETAIL-FGRBDSC.2008_08_14&amp; TYPE-PDF&amp;SORTK - Windows Internet Explorer N i=1(E3]

@.\-— I |E http: /feprint.ncarts. edujcgi-bin/getreport. cai?DETAIL =FGREDSC. 200&_0&_14&amp; TYPE =PDF &amp; SORTKEY =fund V| 3| X | | 2 |-

Edit GoTo Faverites Help @ snacit B &

P o 5B - o print ~ [ - 7 -
- ‘ /& http:/jeprint.ncarts.e... X | @& view Document (& NCSAPROD INB Home - [5]] fnPrint - [:op Page - i Tools
® A
EEPOET FCREDSC NC School of tha Arts FUN DATE: 08/14/2008
FISCAL YERR: 03 Budgat Status (Currant Pericd) TIME: 7:54 AM
Uptil:ll'ls - RS OF 14-AUG-IZ00S FRZE: 3%
DORS : R Univ of HC Echool of the Arts
= |[| FGRBDSC FIUND : 17003¢ Fusinass Affairs
FRED ORG: 3300 EUSINESS AFFAIRS
m FUND 1?0030 CEG: 33000 Er. Director for Business Affairs
° ADJUSTED CUFFENRT PERICT YEAR TO DRATE BULCSET AVRILAELE ONT
AOTOUNT ACCCUNT TITLE BUCCET ACTIVITY ACTIVITY REEERVATIONS EALANCE ky'sd
611100 EPR Adm Reg Eal, Ap 319,I57.00 .00 15,552.51 oo I53,704.45 U
§12100 EPA Rag Salary 513, 748,00 00 3E,215.49 N 475,EE1.60 U
§14100 Hom Student Reg Wagas 37,000.00 00 4,051.70 N 3,548,330 U —
§14500 FEtudent ERegular Wags =l 00 790.400 oo -750.00 W
TOTAL EALARIES 870, 025,00 00 EB, 609,81 oo 201,415,359
§18100 Eocial Saecuriky &6, TZT.00 .00 E,160.14 oo T
£18200 PEtatas Ratiroment 46,51, 00 .00 4,473 .45 oo o
£18300 Madical Insuranss T, 2. 00 .00 .00 oo o
618700 Opticnal Retirsmsnt Flao 1z,033.00 .00 00 N L
§18710 TIAR Cpt Ratiramant o0 .00 1,002.7% oo o
TOTAL EENEFITS 196,080, 00 .00 10,641, .34 oo
724000 Rapair Supplics o0 .00 .00 oo o
26000 Offica Supplics o0 BL.33 3,1539.24 oo o
TOTAL EUPPLIES AND MATERIALS oo BSL.33 3,153.24 oo
730007 Durchasad Servicss Budgat Dool 80,000.00 .00 .00 oo o
730150 Othar Cootract Ssrv oo 10,B5E.00 15,045.00 oo o
730700 Advartising oo 3E2.80 35Z.80 oo o
730800 Data Processing Othar oo .00 563 .45 oo o
T3058% Othar Sarvices oo ~TEE.80 =22Z .85 8,000.00 o
731120 In-Stata Transportation Cround oo .00 1,311.1% oo o
731150 In-Stata Maals oo .00 221.:28 oo o
731210 Out-of-State Transporation-Alr oo E3E.50 536.50 oo o
731249 Out-of-State Lodging oo 185.38 289.38 oo o
731250 Out-of-State Reglstration Fao oo E45.00 743,00 oo o
731440 Board/Non-Employea Travel-Eubsis oo 1,585.00 2,993,400 oo o
732100 Telsphone Services oo .00 14,050.13 oo o
732201 Csllular Telephona Sarvices oo JE.61 176.17 oo o
732500 Postaga oo 4.23 85.901 oo o
735530 Eank 3vc Charges oo .00 130.72 oo o
737000 Advertising oo .00 Q0 oo o
740007 Fixed Charges Budgat Pool 61,070.00 .00 Q0 oo o
743200 FRant/Lease Volce Comm Egquipmsnt Loo 12.50 25.99 oo L
743300 ERantal-Cenaeral 2f£fice Equipmant =l £27.97 537.37 2,658.01 L
T44500 Maint Contract-Othar oo .00 2,150.80 oo o
745300 Insurance On Mtr Vah Loo .00 23,518.9% oo L
745509 Insurance, Other Lo .00 B07.34 oo L Evy
- (2 & b
- - =)
=5 00808 . J = id 4 i /2

Done

e Unknown Zone
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Use the Acrobat® Reader’s toolbar to navigate the report.

HS&VE&CDW = ':h ill'-JSearch \”} :I:F Select r[_luﬂl G‘%_* _I w4 | B | 9% | @& a e v

The most commonly used icons for viewing e~Print reports are described below:

G}:;\: -
—— Zoom In and Zoom Out tool

L F o _
I B L I o These icons move through the pages of the report —

First Page, Previous Page, Next Page, Last Page, and
the two larger arrows are the View History

These icons change the view —
Single Page, Continuous, Continuous — Facing, Facing

Increase or decreases the magnification of the report

Find tool — this may help you locate text in a report which can be used to
search for a string of numbers or letters

il

Print the PDF report — Use with caution! Review the number of pages listed
to avoid large printing errors.

Printer

I ame:

Status:

Type:

hp Laserdet 1320 PCL 6 [v

Ready Comments and Farms;

hp Laser)et 1320 PCL &

Frint Range
®al

() Curent view

() Current page
() Pages from: |1 to: | FESO

e
e

Subset:| 4ll pages inrange w | [] Reverse pages

Page Handling
Copies: 1 2

Page Scaling Reduce to Printer Marging | »

Auto-Fatate and Center

[[] Choose Paper Source by PDF page size

LIFmiie i Units: Inches Zoom: 96%
147650 (1) 1
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Returning to e~Print and Logging Off 2008

13. Returning to e~Print from the Acrobat® Reader:

Click the Browser Back button. This takes you back to the Validation page. You can use the Navigation
Bar to go back to a previous page to either select another value, report version, report, or repository.

14. Logging Off e~Print

e Click the logout button at the top of the e~Print screen.
e Close your browser.

____f_:___, Select Report from Repository Banner Finance 3:;;;;;5"_'"3"“ Repository

.
P r‘-] n t About e~Print | FAQ Change Repository | Help | Logout h

Banner Finance

Questions or Problems related to e~Print:

Email the e~Print System Administrator at financehelp@ncarts.edu

E~Print on-line help

Each system page has on-line help. There is a link just below the title bar on each e~Print page. This link
will open a context-sensitive topic with information on that particular part of the system.

e n FRS Repository
— Select Report from Repository FRS e
P r 1 n t About e~Print | FAQ Change Repository | Help | Logout

FRS
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Using e~Print to view FRS reports
User ID: | 1090 User ID — Continue to use FRS #
Password: esess _ -
Repository = Password — Same password used before with FRS E-Print

Repository -FRS

Note — if you do not remember your FRS user id or password, send an email to financehelp@ncarts.edu
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