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Banner 9 integrates the Student, Finance and Human Resource Systems. Banner Finance was
specifically designed for higher education fund accounting and is JSU’s central repository for all

financial data.

Chart of Accounts




Budget Approvals
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Ll Dashboards <
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All requisitions awaiting budget manager
approval must be approved or deleted prior to
Banner Self-Service Finance being disabled at

the end of the day of September 30.

PLEASE CHECK YOUR DOCUMENTS ARE APPROVED

= To view a document prior to approval, click on
the document number

= Select a document for approval or disapproval

My Finance

Hello Arlitha,

Create, edit and approve transactions ghd view financial information for department / organization.

=}

- My Finance Query

l p My Requisitions

oV Create, view and share budget availafility, encumbrance and tH

payroll queries. o supporting documentation.

My Journals

| Create and view draft, pendifig and completed journals and

_‘J supporting documentationy/

Approve Documents Budget Development

| | View list of documents pending approval. Approve, disapprove, or

deny. development process.

Bk

[ Delete Finance Template

Delete templates for Finance Queries, Budget Development, and

Purchase Orders.

Create and view draft, pending and completed requisitions and

Create and review fiscal year operating budgets for the budget



FY22 Budget Monitoring

Have your budget managers conduct a Variance Analysis to identify the gap between the
planned outcome (The Budgeted) and the actual outcome (The Actual).

Based on expected outcome
detail projected current year
and future budget impacts

Explain expected outcome for
the current and future financial
years

Explain the impact on the
organisation’s outputs and
programs

1. CURRENT
VARIANCE

i
FPROJECTED
VARIANCE
DRIVER

b.
EXPECTED
QUTCOME

1
CURRENT
IMPACT

Identify current variances
for key financial results

Assess underlying reasons for
the vanance

Identify causes of the
change in the underlying
driver

Explain what action, if any, will
be taken and when

BUDGET VARIANCE ANALYSIS

REASONS FOR VARIANCES

 Change in Market Condition

Q Too Idealistic in Nature

O Service Delivery Marking

0 No Basis For Planning

USES

¥ Making Future Decision

¥ Identify Area of Improvement

¥ Looking Back

JS3

JACKSONVILLE STATE UNIVERSITY



Budget Monitoring

Open Banner Self-Service > Click My Finance Query > Click New Query > Budget Status by Account Query

Create New Query

Select Query Type

Budget Quick Query v

Enter the respective Fund, Organization, and Account - 7% (Operating Expenses)

Values
Chart* Index

) Jacksonville State University xw Choose Index v
Fund Organization *

10000 Current Unrestricted xw 60001 VP Finance and Administration xw
Account Program

7% xv Choose Program v

ceaenewovery  Scroll down and enter the fiscal year and fiscal period of 14 > Click SUBMIT

Fiscal Year™

2021 X Fiscal Period * 14 X

Comparison Fiscal Year 2022 "V Comparison Fiscal Period

JACKSONVILLE STATE UNIVERSITY




My Finance My Finance Query

Budget Status by Account
£ VP Finance and Administration - 60001

Query Results

Account o

71020
71050
72010
72018
72022
72101
72102
72106
72201

72501
Report Total (of all records)

Budget Status by Account

Account Title

Operating Expenditure Budget Pool
Travel Employee

Travel Employee Recruitment
Non-employee Travel

Office Supplies

Software

Departmental Supplies
Maintenance and Repairs Buildings
Maintenance and Repairs Automotive
Maintenance Contracts

Postage

Advertising and Promotions

Use this screen to check encumbrances, payments, and available budget.
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Budget Monitoring
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FY22/PD14 Adjusted Budget $

$452,837.13

$460,306.18

FY22/PD14 Year to Date §

$1,040.83
$926.84

$219.78

$1,130.14

$63.90

$519.13

$432,452.65

Users can drill down to see the document and activity.

10239789 — Invoice Number
10028370 — ACH Transaction
01244817 — Check Payment

FY22/PD14 Commitments $

$0.00
$0.00

$13,913.82

/s > B
+ &

FY22/PD14 Available Balance

$452,837.13
($1,040.83)
(5926.84)
(5219.78)
($1605.27)
($1,900.00)
$1,42500
1$10.255.00)
(5260.00)
($1130.14)
(363.90)

(519.13)

“«

$13,839.81

JS3
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Vendor Payment & Commitment Information

= Select Encumbrance Query

Open Banner Self-Service > Click My Finance Query > Click New Query > Encumbrance Query

Create New Query

Create New Query select Query Type

Encumbrance Query v
Select Query Type
Values . d d b hd
Budget Quick Query R Enter the respective Fund and Organization
| O\ Chart* Index
B d t Star b A t ) Jacksonville State University xv Choose Index v
udget Status by Accoun
Budget Status by Organizational Hierarchy Fund Organization
p IlE Detail 10000 Current Unrestricted xv % VP Finance and Administration xv
ayroll expense Uetal
Encumbrance Query crent fecount
Multi Y Q Choose Grant v 72010 Office Supplies xv
ultl Year Query
Budget Quick Query Program Activity
View Encumbrance Detail by Rule Class Code
€ VP Finance and Administration - 60001
Query Results
Document A i 2% A Encumbrance , Encumbrance 4
ik Rule Class Code < Original Encumbrance Adjustrosnts < Liquidations < Year to Date fem Number
01245345 1 DNEI $0.00 $0.00 $0.00 $0.00 0
0241321 1 INEI $0.00 $0.00 ($1.232.50) $000 O
0241321 1 INEI $0.00 $0.00 £0.00 $1,23250 0O
P0091086 1 PORD $1,232.50 $0.00 $0.00 $0.00 0O
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Welcome

® Search

Ellucian® | © 2014-2022 Ellucian Company L.P. and its affiliates.

This software contains confidential and proprietary information of Ellucian and its subsidiaries. Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and the licensee in question.

BANNER 9 ADMINISTRATION FORM SCREENS



Banner 9 Administration Budget Monitoring

Form
How much is available in my pooled accounts? FGIBAVL
How much is budgeted (or has been spent) by account? FGIBDST
Why is there a difference between the FGIBAVL and FGIBDST? FGITINP
What is the detail of budget/expenditures? FGITRND
Can | view any of this information on MyJSU? Yes

Can | see the detail of the transactions in report format?

FGRODTA




1. Purchasing will be open until September 7. Please
plan purchasing needs and review encumbrances in
your budget.

ltems RECEIVED after September 30, 2022, will be
expensed against FY23 fiscal year. If there are items
in route, but not yet received on September 30, the
item will be charged to FY23.

FY22 Year End Deadhnes . September 30 - Deadlines

* No POs will be rolled to the new fiscal year*. All
‘E’ docs — encumbrances will be closed. All
completed but unapproved regs will be closed.

Please see the Finance & Administration email with

additional information.
e Cash Receipts will close at 2:00PM

* Accounts Payable invoice must be sent by noon
* Chrome River Travel must be completed by noon

4. You will be notified when the system re-opens in
FY23 — approximately October 5, 2022.



NON-LABOR EXPENDITURES —FY22

For POs that have been received without an invoice:

* Please obtain the invoice from the vendor- items received in FY22 must
be paid with FY22 funds. Must be sent to Account Payable on or before
October 10.

If no invoice is available, scan your receiving copy of the PO to AP and
write “accrual” and forward to accountspayable@jsu.edu.

* Email a list of PREPAYS for items paid in FY22 for FY23 service or travel
to accountspayable@jsu.edu providing the traveler’s/vendors name,

Tra nsaCt|On amount and the FOAP.

* Grant/Contract funds should plan to ensure Period of Performance and
reporting deadlines are met.

Processing

NON-LABOR BUDGET & EXPENDITURE

= Banner Self Service — You will be notified when the system re-opens.

= Departments will need to enter new Requisitions for the new fiscal year. (PO’s
will not roll over except CP&F and IT for multi-year capital projects)

All contracts and
agreements MUST be sent to
Legal for review and = For any Requisition > $5,000:

signature via '1Contracts * Make sure to get a disclosure statement. AP will only accept e-mail copies of
lmoseley@jsu.edu. the notarized statements, as long as you can verify the notary stamp.



mailto:accountspayable@jsu.edu
mailto:accountspayable@jsu.edu
mailto:lmoseley@jsu.edu

Send invoices to Accounts Payable
accountspayable@jsu.edu

Invoice Submission

Submit PDF invoices with the file labeled Vendor_PO#
(ex. Sodexo P0090340)

Add the PO# to the invoice PDF if not already on the
document. Also, include the PO# in the Subject Line of
the email.

®= Open POs (FGIENCD) should be reviewed determine funding availability on the PO.

= POs and Change Orders/Amendments should be tracked through approval queues to completion.


mailto:accountspayable@jsu.edu

You received item by 9/30 but no invoice?
THAT’S ACCRUAL

1Send signed receiving copy to AP

JYou’ll see - “FY22 Accrual” ‘j’ doc in transaction history
A You’ll see ="Reversal” ‘j’ doc in October

JYou’ll see — Payment in FY22 when invoice is processed
1Only effect on FY22 budget is if the invoice > PO



“ACCRUAL” — uses this year’s budget

Pretend “we’ve already paid 1)

» FY 2022 BUDGET

12010-‘’ doc - Accrual $100

Total FY 2022

$100

» FY 2023 BUDGET

72010- ‘j’ doc Reverse ($100)
712010- Payment 100

Total FY 2023 $0




Prepays — uses next year budget
(“Pretend” we will pay it in October)

J FY 2022 Budget L FY 2023 Budget

71010 - DV/PO $100 71010 — Prepay $100
71010 - Prepay (100)

FY 2022 Total ~ $0 FY 2023 Total $100




Year-End Prepay Requirements

1 Conference Registrations or Memberships

(JEnter your requisition and type “PREPAY” in the public comments
section

IMust have original invoice

INotify the Controller's Office of anything Prepaid in July, August, or
September for October/November



Have A Question?

Accounts Payable — accountspayable @jsu.edu
Controller — controller@jsu.edu
Student Accounts — studentaccounts@jsu.edu

Procurement— purchasing@ijsu.edu

JACKSONVILLE STATE LINIVEREITY
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