Banner Finance 
How to Review your Available Balance in an Account 
Most staff members will utilize these forms to view the information they are seeking,  Once the information is retrieved, questions regarding particular information can be answered by the particular  Finance and Budget Offices related to your inquiry. 

TO LOG INTO the Baseline Banner System:  go to the SCSU HOME PAGE , FACULTY/STAFF section,  and click on the  BANNER 7 SPROD link.

Enter your Username then TAB or click your  mouse to the password field and enter your Password, then TAB or click your mouse and enter the Database = SPROD, then hit the ENTER key or click CONNECT.
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Enter FGIBDST in the GO TO  box to take you to the Organization Budget Status Form to begin looking at your basic Finance/Organization information:
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When you hit the enter key on your keyboard , this will take you to the FGIBDST Form (see below):

ENTER your ORG Number in the top right field of the FGIBDST form: 
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After entering your ORG Number (Organization #) when you Hit the Enter Key, the Fund and Program will automatically fill in: (see below):
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Perform a NEXT BLOCK FUNCTION: Either click in the first open field in the bottom portion of  the form,  (Just below ACCT) or click on the NEXT BLOCK ICON across the top toolbar: [image: image5.png]File Edit Options Block Item Record Query Tools Window Help
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To View your Available Balance for a particular account . You may need to retrieve the account number from the FGIBDST form,  then proceed to the FGIBAVL form in order to view the available balance information: 

To get to FGIBAVL you may navigate several ways:

Click on the File then Direct Access choice from your toolbar drop down menu:

[image: image8.png]& Oracle Developer Forms Runtime - Web: Open > FGIBDST

Edit Options Block Item Record Query Tools Help

QuickFlow
select

Rollback E® Organization:
save b 5 Fund:
Refresh 4] Program:

print "
E [fic Account Account:
Exit

Account Type:
Exit Quicklow  [Ue Aceounts

Activity
Exit SCT Banner
Return to Menu

HEUMWWEE

U

Both Location:

Preferences

Account Type Title Adjusted Budget YTD Activity Commitments

0





This will bring you to the DIRECT ACCESS BOX for you to type in the form you wish to proceed to FGIBAVL :
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The FGIBAVL (AVAILABLE BALANCE FORM) WILL THEN APPEAR:

You will usually have to enter the ORGANIZATION NUMBER and the ACCOUNT NUMBER you wish to retrieve:    (usually.. 700000 = OPERATING EXPENSES) ,
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Then perform a Next Block Function to provide you with the available balance for that particular account: [image: image11.png]Index: [~
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To view a Purchase Requisition:

Select the ORGANIZATION ENCUMBRANCES link in the OPTIONS MENU on the top toolbar: (formerly found in the options column to the left):
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This will take you to the FGIOENC form: Organizational Encumbrance List Form:
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Scroll down  to the Purchase Order you wish to view more information about, and select QUERY DETAIL ENCUMBRANCE from the OPTIONS TOOLBAR ABOVE: (see below):
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This process takes a minute to retrieve your information on the SCSU network:

This form will help you view some of the finer details of a “blanket type” purchase order form: (like copier PO’s).
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Should you need to view additional information regarding a Purchase Order, you might choose to view FPIOPOV (Purchase Orders by Vendor) form:     
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Next Block – displays any Purchase Orders you have with this particular vendor.
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To retrieve additional information regarding the specifics of a Purchase Order, click on the Query Purchase Order Information in the Options Menu: (see below)
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By Clicking on the link in the Options Menu, it should display several additional options for you to pursue: 
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Another form to view OPEN REQUISITIONS is FPIOPOF. This form allows you to enter your ORGANIZATION NUMBER and view ALL OPEN REQ’S:
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Enter your ORG Number and then perform a Next Block Function to retrieve your department information:
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Additional forms for viewing are: FTMVEND = Vendor Information:
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FOIDOCH – Document History 
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