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DETAIL REPORTS

v’ Staff must have SSB and “Org Owner” access and
a completed request for FGRODTA and other detail

reports. (The Banner Security Request must be completed on
ULTIMUS to request access)

v’ The FGITBAL Report can be used to see an org’s
balance sheet (GL Trial Balance - Fund Balance).
Status of Cash D=Cash+(positive) C=Cash-
(negative).

v The FGRODTA Report provides an Organization
Detail Activity Report (export to a word document,
copy paste). Used for grant invoicing backup.



Budget Periods & Account Codes

Learning Key

2 Q

Before you begin a query in S5B, you'll want to be sure
you select the correct fiscal year and accounting period
(month or months of activity) and have an
understanding of the types of account codes used for
each category of expenditure (personnel, operating,
equipment, travel, etc).

The next two slides provide details regarding the
accounting periods by month as well as a list of the
account codes.



Budget Periods & Account Codes
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Most Used Account Codes
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Accessing detail reports

Just visit PCC’s Portal at: http://www.pueblocc.edu/

Log on with your S# and Password

5 yportal.cocs.edu/web/pueblo-community-college

= Dashboard
% Fueblo Communiy College ©  Dashboard

5 Dashboard

Dashboard
@ Student

E5 Student Finance

Student Tools
B Faculty or Instructor

.@Q.@.G

1 Forms

# Resources, Training, & ’

6 @ © 0006

= Military Benefits

Faculty Tools

- 2 N &M A

909999¢

Student Email Notification

You will now need to sign inte your email account using
your full student email address and your current portal
password.

What is my school email address?

L

(i COLORADO
@student.cocs.edu

Enter password

4 ™

Enter your full emall address as your username, and
the password that you cummently use to log onto your
computer or work email account.



http://www.pueblocc.edu/

*
® Sign Out

Accessing detail reports

( New Tab
g-community-col

lege

myportal.cces.edu

Select the Employee Tab
Then select the Resources, Training & Tools Tab
Pueblo Community College X )/ [ Home Community - Liferay X

1} | & Secure | hitps:/

Dashboard
g Dashboard
Search

Pueblo Community C:

R

B2 Dashboard

Dashboard
Announcements

Faculty Tools
Post Final D2L Student
Records
Announcements
All
You currently have ne announcements.

Summary  Post Midterm
Grades Grades/No
Show Hidden

y Detail
Class List

B Faculty or Instructor

£ Forms

# Resources, Training, &

Tools
PantherNet Schedule
Common
Course
Master Calendar

Employee Tools

9
Time and Personal Banner Seff  Work Tools Office 365 Holiday
Information Service Schedule
Acal c Calendar

Requests

Leave
Inside CCCS  IT Project

Fac/Staff
Email
ining-tocls

blo-community-college/resources-training-too




First Step — the login

To access INB Banner, you'll need a Username and Password to enter to gain access
Enter your Username and Password to enter to gain access. Select Banner 9 Admin

Pueblo Community Cllege  x /[l Resources, Training, & Toc x ' New Tab

community-college/r

Pueblo Communi

&2 Dashboard

Banner (INB)
B Faculty or Instructor '

CCCSIT Help Desk

& Employee Numbers:

Main Line

] Forms h Toll-Free: 1-300-523-4031

Banner 9 Admin Pages
# Resources, Training, &

Tools

campus or if user is on
VPN
@ PantherNet

FLAC Workload

Faculty Load and Compensation

Assignment Entry Il

CCCS Work Tools (Global)

Cognos Reports Banner Production -

EootPrints Blue Page

CCCS Student Banner Test - Green
Service: ki Page

CCCS BDM Imaging

Wiki CCCSIT Help Desk
CCCS-T Project Numbers:

Request Form Main Line: 303-620-
CCCSITVP IT 4357

Resources, Training, & Tools

ces-training-tools

e Resources, Training, & Tools

Professional Development

Professional Development
Highlights for the month of
May/June:

IMay 30th - Reascnable Suspicion, June 25th -

Verbal Defense and Influence, July Sth -
NEQ, July 19th - Communication Training,
HR Ultimus Process Training July 13th and

August 3rd "See PantherNet for more
information on times and Venues
“RSVP to
ProfessionalDevelopment@puebloce.edu

2018 Professional Development
Course Listing

12018 Professional Development Course Listing 1

iy
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Advising Tools

Campus

Advisor?

Online Academic Advising

A

pointment Queue

CareerCONNECTIONS

VIRggrse

PCC Services

(PaperCut)

PCC Guides & Manuals o
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General Ledger Trial Balance
(FGITBAL)
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Chart is W. Enter FUND number in the Fund. Select the Fiscal Year. Hit Go Key

/1" Pusbla CnmNnty College [ Resources, Training, & Tos' X ) [Y Application Navigator x W [al=lE] = |
& Cc 0N Secure | https://banner.cces.edu/applicationNavigator/seamless#General%20Ledger%20Trial%20Balance®20(FGITBAL) w| QO 2
= Pueblo Community College ) Paula Ann McPheeters @ Sign Out ?

General Ledger Trial Ralance FGITBAL 9.3.4 (PROD) (PCC)::PCC i CHANGE ADD [B RETRIEVE ZaRELATED i TOOLS

Fiscal Year: * | 19

Fund: 3028 D) | ] Account: | | .|
4
Account Type: |V | |

Get Started: Fill out the fields above and press Go.

Record: 11 KEY_BLOGK KEYBLOC_FUND_GODE [1] ellucian



FGITBAL

B ™S\

This report will show the status of Cash for the org. A Debit balance is good, a
Credit balance implies a shortage of cash. Most grants operate on an Accrual
reimbursement basis , so a shortage of cash is common.

Pueblo Community College % [l Resources, Training, & Toc X ) [ Application Navigator x [a]l=la] s |
Current
< C {1 | & Secure | hitps://banner.cccs.edu/applicationNavigator/seamless# General%20Ledger%20Trial%20Balance%20(FGITBAL) ¥r v
Cash
= Q P.-b CCCS  Pueblo Community College ) Paula Ann McPhesters @ Sign Out 2 Balance

x General Ledger Trial Balance FGITBAL 9.3.4 (PROD) (PCC)::PCC
Chart: W

Fiscal Year: 19  Fund: 033028 Perkins FY18 Account: Account Type:

~ GENERAL LEDGER TRIAL BALANCE

Account Description

Beginning Balance Debit/Credit S Current Balance

[@EE | cash interfund 37605234 Credit . 451,039.58

13720 Due from CCCS 441,277.00 : Debit 44127700 . D

221010 AP Banner Generated Non Manual il Credit

340020 Actual Personal Sery ntrol 0.00 Debit

0 Actual Expenditure trol 0.00 : Debit
Personal Serv Encumbrance Control 0.00 Debit Debit
Personal Service Reserve For Encumb 0.00 | Credit 32  Credit
FB Externally Restricted Other 1,139.73 Debit Debit
FB Unreserved Undesignated 0.00 | Credit 0.00 | Credit
Total ALL ACCOUNTS 0.00

Record 1 0f 9
* - denotes amount is opposite of Normal Balance

SAVE

Record: 18 FGVTBL1_BLOCK FGVTBL1_AGGT_GODE [1] ellucian



FGRODTA - ORGANIZATION DETAIL ACTIVITY

This report will give you a word document report format. Enter the FGRODTA
acronym and hit enter.

x | [l Home Community - pcc (25) x | B Resources, Training, &Toois -Pcc 2= X (@) Application Navigator

C M 2% banner.cces.edu/applicationNavigator/seamless

ferodta

Organizati fgrodt

FGRODTA



FGRODTA

Select the Printer box, be sure it indicates “Database”

i Oracle Developer Forms Runtime - Web: Open > GJAPCTL - |ﬁ'|1|[
File Edit Options Block [tern Record Query Toals Help I
(BYERAEE %% BEXN QI & BB TR CILI L] )
’; 1] 'R =
Process: |[FGRODTA [ [Organizetion Detail Activty Parameter Set: | & \
Printer Control Enter ORG # (from, to)
Printer: |DATABASE E Special Print: Lines: |55 Submit Time; .
Continue to scroll down to
g
_— enter the date’s (from, to
__ (from, to)
Parameter Values "\ /
Number Parameters Values -
]
B [From Organization Code 132428 |
’E |To CQrgjanization Code 132426
,E |Frc-m Fund Code |
E |To Fund Cade |
,F |Fr0m Account Code | N
’E |To Accourt Code |
0 [Fromdate (DD-MON-v¥¥Y) b1-0cT-2012
’F [To date (DD-MOM-v ) fs1-0cT 2012 =
LEMNGTH: & TYPE: Character O/R: Cptional MIS: Single
Enter heginning range of Organizations to he reported.
Submission
[ Save Parameter Set as Name: Description: | ' Hold W Submit

Farameter Mumber, press SEARCH for valid parameters. |
Record: 37 | o | | <05C+




FGRODTA

AV al e

Select Save Parameter Set as (far left bottom corner), then select the disk, save

icon.

4 Oracle Developer Forms Ry~

Process: FGRODTA [ ¥ [Organization Detsi Activity

Parameter Set: | F

Printer Control

Printer:  [DATABASE

E Special Print:

Lines: ,; Submit Time:

Parameter Yalues

LEMGTH: 6 TYPE: Character QfR: Optional M/S
Enter ending range of Funds to he reported.

Number Parameters Values
(] M
’E |T0 Fund Code | =
’F |Fr0m Account Cade |
’E |T0 Account Code |
b [From dste oo vy pr-ocT-2012
o [rodste 0omon-vry) st-ocT-2012
’T |Inc:\ude Accrual for Last Prd |N
[z [print Orgnizstion Tetals [
’F |C0mm'rlment Type |B -

Single

Submission

Name:

Description:

 Hold ® Submit

Save Entered Pa
Record: 111

Click here

| =05C=




FG

YFalnY A™

Select OK

Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GUQINTF - | Elﬂ[

File Edit Options Block [tem Record Query Tools Help I
(BvE REEE ¥ BN Q& BE @ &I
¢ 0 1 L

hm i Gontro

Process: FGRODTA ¥ Crganization Detall Activity Parameter Set; hd
Printer Control
Printer: DATAEASE M Special Print: Lines: 55 Submit Time:

Parameter Yalues

Number Parameters
A
05 To Fund Code -
o7 From Account Code
05 To Accourt Code
Juiz] From date (DD-MON-Y"")
10 To cate (DD-RMOR-YYYY)
1 Inclucle Accrusl for Last Prd i
12 Prirt Organization Tatals K Click here
13 Camimitment Type B

LEMGTH: 6 TYPE: Character O/R: Optional MfS: Single
Enter ending range of Funds to be reparted.

Submission

[ViSave Parameter Set as Name: Description: ' Hold ® Submit
Saving current parameter values as user level defaults. |
Record: DA | N | | <08C>




IR

J
Process: GRODTA B|Organization Dretail Activity Parameter Set: | B
Printer Control
Printer: E Special Print: Lines: Submit Time:

Parameter Yalues
Number Parameters Values

A M

|»

4]

EREREEER

Submission
[ Save Parameter Set as Name: Description: ' Hold & Submit

Log file: fgrodta_7781724.log List file: fyrodta_F781724 lis |
Record: 1/1 [ o | | =05C=

4




FGRODTA

a2t
Select Arrow to populate File Name, then select the Output File Name

£ Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO

2 (g [ @ [

File Edit Options Block lterm Record Query Tools Help

(@ ACBE 5D BEE QS REIDE <
Beginning Date Saved: @

Process: [:IOrgamzatlon Detail Activity
[7

Humber: TIE1724 [:l File Name:

Click here

SIS

4 Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO

[

Eile Edit Cptions Block e RBecord Query Tools Help

Beginning Date Sawved:

Process: FGRODTA ¥ Organization Detail Activity

HNumber: TTET24 v File Name:

Time Saved

Record Count  Date Saved

8 O07-FEBE- 2013 021345PM

fyrodta_7781724. IDg

Select the Output
File Name

Click OK

4
*ERROR* Process Mame,

Record: 151 |

Find Cancel

| «<05C=

Choices inlist. 2
Record: 111 |

4

4



FGRODTA

View the Report, now select Options

- . Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO - |ﬁ' |5||_

File Edit Options Block |tem Record Query Tools Help E

(ROE e Erehewen PEE Q2 RE DR G L 2@ X

|»

Process: FGRODTA [7 Organization Detail Activity Beginning Date Savet:

Number:  [7781724 [*  FileName: |iorocta_77817241is \J Select Options
Then

Show Document
(Save Print File)

07-FEE-Z013 02:13:44 PN Tueblo Comwmunity College PAGE 1
FISCAL YEAR 13 Organization Detail Actiwity FGRODTA
From 01-0CT-2012 To 31-0CT-Z2012

CO&%: W Colorado Community College System

ORG: 132426 Trade 4dj Tii CHEO Admin

TRANS TRAN DAOCUMENT DOCUMENT ACCOUNT/ EUDGET TRANZACTION ENCUMERANCE  CMT
LATE TYPE  NUMEER REF # LESCRIPTION FUND ACTIVITY ACTIVITY ACTIVITY TYP

Trade Adj Tii CHEO Admin 17 032831

BEGINNING BALANCE: Pro Tech Full Time Reqular 6100z0 0.00 0.00 0.00
ENDING BALANCE: Pro Tech Full Time Reqular 6100z0 0.00 0.00 0.00
BEGINNING BALANCE: Dizability Ins Pro Tech FT Reqg 620030 0.00 0.00 0.00
ENDING BALANCE: Dizability Ins Pro Tech FT Reqg 620030 0.00 0.00 0.00
1| L3 -

Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAB or ENTER to shift view. |
Recard: 8/7 || L | | <0sC=




FGRODTA

Select Yes to show the report in the Browser

Oracle Developer Forms Runtime - Web: Open > GJAPCTL - GJIREVO
File Edit Options Block Item Record Query Tools Help

(BYE PEARE 4% DEM O & BE S ¢ £ L@ (X

Process: FGRODTA ¥ Organization Detail Activity Beginning Date Saved: i
Mumber: TrE1T24 hd File Hame: forocta_7781724 lis hd Lines: 70
-
07-FEBE-2013 02:13:44 M Pueblo Community College PAGE 1 )
FISCAL YEAR 13 Organization Detail Activity FGRODTA /
From 01-0CT-Z012 To 31-0CT-2012
CoAS: W Colorado Community College System Yau have selected ta Show File ifgrodta_7781724.lis) |
ORG: 132426 Trade Adj Tak CHED Admin a browser. Do you wish to cantinue?
TRANS TRAN DOCUMENT DOCUMENT A CHMT
DATE TYPE NITMEEE. REF # DESCRIPTION TYP
Trade 4dj Tid CHEO Adwin 17 032831
BEGINNING BEALANCE: Pro Tech Full Time Regqular G100z0 0.00 0.o0 0.00
ENDING BALLNCE: Pro Tech Full Time Regqular G100z0 0.00 0.o0 0.00
BEGINNING BALANCE: Disability Ins Pro Tech FT Reg 520030 0.00 0.00 0.00
ENDING BALLNCE: Disability Ins Pro Tech FT Reg G20030 0.00 0.o0 0.00
4 LS 4
FPress KEY-COMMIT to save, KEY-DELREC to delete the qutput, TAB or ENTER to shift view:.
Record: 8/7 | o | | =08C=

Click Yes

4




FGRODTA
With the report in the Browser, Select Edit to “Select All” data, select Edit again
to copy all the data.

/7 https:/ /erpdnssh.cccs.edu/PROD/gokoutp.P_ShowReq?pipe_name=0RA$PIPESDD4F49A3 10| =]

I@ https: /ferpdnssb. cocs. edu/PROD fgokoutp. P_Show :'\Ej % [ X I;f Bing Felbs

File Edite\iew Favorites Tools Help

jl? Favorites | E;‘;;. F ffice Metwork @& | Free Hotmail £ | PCCIntranet & | Today'sEvents @& Ultimus @& Web Slice Gallery =

ahth:ns:Herpdnssb.m;s.edufPF‘.Dngu ]‘;:}i’ - Eﬂ ~ [ 7] == - Page ~ Safety ~ Tools - IZIE--— =

Y
O Select Edit —
07-FEB-2013 02:13:44 PM Pueblo Community College
FISCAL YEAR 13 Organization Detail Activity
From 01-0CT-2012 To 31-0CT-2012
CORS: W Colorado Community College System
ORGE: 132426 Trade Adj TAR CHEC Admin
TRLWS TRLN DOCUMENT DOCUMENT ACCOUNT S BUDGET
DATE TYPE HUMEBER EEF # DESCEIFTICH FUND ACTIVITY
Trade Adj TAA CHEQ Admin 17 032831
EEGINNING BLLANCE: PFro Tech Full Time Regular 610020 0.00
ENDING BALONCE: Pro Tech Full Time Regular 610020 0.00
EEGINNING BLLANCE: Dizability In= Pro Tech FI Eeg 620030 0.00
ENDING BALAMNCE: Disability In=s Pro Tech FT Eeg 620030 0.00
-
1| | 3

|D0ne I_ l_l_ l_l_ ’_ |g Internet | Protected Mode: On |-«'._.i - | H100% - o




ODTA

 YFalnY A™/

FG

Open Microsoft Word to copy the data in a word document.

| H -5 |- Documentl - Microsoft Word =0
Home | Insert  Pagelayout  References  Mailings  Review  View o @
== ) Courier New -l -|| ==t | EEEE % 3
__hl s B I U-sex x B [El=== E' AaBbCcDe | AaBbCeDe AaBbC 7 i
g A A Kx o gl g |t \ oac._tng |5 Gunae
Clipboard Font u Paragraph ] Styles u
E-_E- T T o PR e e L i L @
E
I 07-FEB-2013 02:13:44 PM Pueblo
PAGE 1
FISCAL YEAR 13 Organizat
FGRODTA
i From 01-OCT
i COAS: W Colorado Community College System
ORG: 132426 Trade Adj] TAA CHEQ Admin =
o
= frnmmlt: TR AN nnr‘lmwm‘mrr DOCTIMENT ; 3
Page:10f2 | Words:314 | & | [ElER == 160% =) i ()




FGRODTA

Select all data to reduce font size to 8pt Times New Roman. Then set the
layout to landscape. This document will now be ready to print. The document
can be saved as Word document and as an official record of financial activity.

@' L‘ﬂ -0 |+ Documentl - Microsoft Word
Home Insert Page Layout References Mailings Review View
= X i, B | = L i— e A . . #AFind -
=5 CourierNew ~|10 ~|A A | Aa~ |9 | 1=~ =~ =~ AaBbCcDc | AaBbCcDc AaBbCi AaBbCc A(J_B 4aBbCc. AaBbCcDt | _ 'Y%ﬁﬁ a Rl:mace
Pajte F Format Painter B 7 U -ake x, x* - W7 . A-|IE === f Normal | T Mo Spaci.. Headingl Heading 2 Title Subtitle  Subtle Em... |- gmgsgf ::Selm'
Cliehoant £ i L Balagsaph 2 Shiles
[E‘-_')_‘Q---|-|_--1--|_-|---|_2---||_- e S O O e M 1 v 3 L
"
_ 07-FEB-2013 02:13:44 PM Pueblo Community College
PAGE 1
FISCAL YEAR 13 Organization Detail Activity
FGRODTA
From 01-0CT-2012 To 31-0OCT-2012 select
| COAS: W Colorado Community College System
ORG: 1324Z2¢ Trade Adj TAA CHEO Admin
TRANS TRAN DOCUMENT DOCUMENT ACCOQUNT/
BUDGET TRANSACTION ENCUMBRANCE CMT
. DATE TYPE NUMBER REF # DESCRIPTION FUND
- ACTIVITY ACTINT'TY AETIN LEY TXP
) Trade Adj TAA CHEO Admin 17 032831
BEGINNING BALANCE: Pro Tech Full Time Regular 610020
0.00 0.00 0.00

2
Page:1 of 2 | Words: 314 | 0 |

E 1

(=l 2 160% (=}

}@l

w o w A



INB Banner Detail Reports

This presentation has covered the basics of two reports available in INB
Banner which provide more budget detail.

This presentation isn’t designed to be a comprehensive review but
rather an introduction to the basic report capability available.

If you have any questions regarding these two reports feel free to
contact:

* Paula McPheeters, Director, Grant Compliance
e 719-549-3484
 paula.mcpheeters@pueblocc.edu




THANKS!

x Thanks for taking time to review this training!

x If you have additional questions feel free to call
or send an e-mail!
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