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Banner Self Serve

Banner Self Service
Streamlined Web Access

Limited Features and 
Functionality

Intuitive to Use
Geared to Casual User ofGeared to Casual User of 

Banner

Internet Native 
Banner (INB)

Based on Oracle Forms
Full Features and 

Functionality
Requires Training to 

UseUse
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Self Serve vs. Internet Native Banner (INB)

Banner Self Serve vs. Internet Native Banner
Self Serve INB

Departmental Budget Queries  
Drill Down to Document Details  
Export Data to Excel  

View Documents  
Verify Vendor Payment  
J l V h d E b Q  Journal Voucher and Encumbrance Query  
General Encumbrance Query  
Department Reporting  Department Reporting  
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Navigating to Banner Finance Self-Service

 At the bottom of the New School homepage click on the 
ALVIN link

 This will take you to the ALVIN login page

Click this link to access
ALVIN
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Logging in to ALVIN

Enter your ALVIN User ID and PIN. If you do 
t h l f ll th i t tinot have one, please follow the instructions on 

the page
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Accessing Self Service Finance

Click the Finance Self-Service tab to openClick the Finance Self Service tab to open 
the Finance Forms
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Homepage Self-Service Finance
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BUDGET QUERYBUDGET QUERY



Budget Queries

Query feature provides summary informationQuery feature provides summary information 
about departmental spending

 Original BudgetOriginal Budget

 Budget Adjustments

 Revised Budget

 Year-to-Date Spending

 Encumbrances

 Available Budget Balances

Drill-down shows transaction details thatDrill down shows transaction details that 
comprise total amounts
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Budget Queries

Select the drop down to display the 
queries that are available
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Budget Queries

 Four types of queries can be run in self service Four types of queries can be run in self service
 Budget Status by Account – Budget information is 

presented by Accountpresented by Account
 Budget Status by Orgn hierarchy – Budget 

information is presented by Organizationalinformation is presented by Organizational 
Hierarchy

 Budget Quick Query – Web version of the Budget Quick Query – Web version of the 
FGIBDST (Budget Status) form in Banner

 Payroll Expense Detail – View payroll distributionPayroll Expense Detail View payroll distribution 
data (User must  have access to payroll for this functionality)
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Budget Queries

Ad t d B d t O i i l B d tAdopted Budget = Original Budget

Budget Adjustment = Temporary and Permanent Adjustments

Adjusted Budget = Calculated column : Adopted + Adjustments

Acco nted B dget Adopted + Adj stments ith Drill Do n CapabilitAccounted Budget = Adopted + Adjustments with Drill Down Capability

Year to Date = Expenses Posted to Date

Encumbrances = Purchase Orders + General Encumbrances

Reservations = RequisitionsReservations = Requisitions

Commitments = Encumbrances & Reservations

Available Balance = Calculated column Accounted Budget - Year to 
Date - Encumbrances
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Budget Query Parameters

Users can perform a Year over Year 
comparison

If you are not sure  how fiscal periods or 
years work see Appendix

FOAP Parameters can be entered 
directly or a search can be performed y p
by clicking on the appropriate element

Queries can be saved for future use 
or shared with all users See sectionor shared with all users. See section 
“SAVING A BUDGET QUERY “

 The parameters screen is the same for budget Query by Account and Organizational Hierarchy

 Grant information is presented as Inception to Date. Otherwise, all information retrieved is through the Fiscal           
Year to Date

 All of the budget queries (except the payroll query) allow for selecting which columns of information to display
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BUDGET QUERY BY ACCOUNTBUDGET QUERY BY ACCOUNT



Budget Query by Account Results

Drill-through provides the ability to see transaction 
detail. Any amount that is displayed in blue is a drill-
thro gh link
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BUDGET QUERY BY ACCOUNTBUDGET QUERY BY ACCOUNT
DRILL THROUGH



Drill Through Flow
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Summary Document Listing: Drill Through Step 1

D ill th h lt h ll t tiDrill-through results show all transactions 
that have been posted to this FOAP 
combination. 

Each document is posted using rule 
codes. See the section” RULE CODE 
DEFINITIONS” pg.74 for the top rules 
codes or visit our website for a complete 
listing of Banner Rule Codes

Further drill -through to transaction detail 
is available by clicking on the  document 
Code links Transaction detail will showCode links. Transaction detail will show 
the following:
• Complete FOAP & Amount
• Other documents associated with 

document selected

Budget availability  is shown for the 
specific FOAP combination of the query
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Detail Transaction Report: Drill Through Step 2

All document codes that are shown in blue are 
live links to further detail. Clicking on them will g
display the original document that created the 
transaction  being displayed.

Transaction detail reports provides the 
detailed accounting of the transaction g
as well as providing insight into any 
other associated documents and their 
status.
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View Document: Drill Through Step 3 

The View document screen will provide 
information from the original document that was 

t d i t b hentered into banner such as :

• Invoice
• Purchase Order
• Journal entryy
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BUDGET QUERY BY ORGANIZATIONAL HIERARCHYBUDGET QUERY BY ORGANIZATIONAL HIERARCHY 



Budget Query by Organizational Hierarchy  
ResultsResults

Drill-through starts with the Organization code 
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Exercise #1

 Perform a Budget Query Perform a Budget Query
 Select Type:  Budget Status by Account

 Select the following columns:
• Adopted Budget
• Budget Adjustments
• Accounted Budget
• Year to Date
• Encumbrances
• Available Balance• Available Balance

 Select the proper Fiscal Year, Period 
and Index
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BUDGET QUERY BY ORGANIZATIONAL HIERARCHYBUDGET QUERY BY ORGANIZATIONAL HIERARCHY
DRILL THROUGH



Drill Through Flow
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Budget Query by Organizational Hierarchy  
Results: Drill Through Step 1Results: Drill Through Step 1

Drill-Through Banner Account Type 1
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Budget Query by Organizational Hierarchy  
Results: Drill Through Step 2Results: Drill Through Step 2

Drill-Through Banner Account Type 2
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Budget Query by Organizational Hierarchy  
Results: Drill Through Step 3Results: Drill Through Step 3

Drill-Through any account listed by selecting any of 
blue values
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Summary Document Listing: Drill Through Step 4

D ill Th h lt h llDrill-Through results show all 
transactions that have been posted to 
this FOAP combination. 

Each document is posted using rule 
codes. See the section “RULE CODE 
DEFINITIONS” pg.74

Further drill through to transaction 
detail is available by clicking on the  
document Code links Transactiondocument Code links. Transaction 
detail will show the following:
• Complete FOAP & Amount
• Other documents associated with 

document selected

Budget availability  is shown for the 
specific FOAP combination of the 
query

28



Detail Transaction Report: Drill Through Step 5

All document codes that are shown in blue are 
live links to further detail. Clicking on them will g
display the original document that created the 
transaction  being displayed.

Transaction detail reports provides the 
detailed accounting of the transaction g
as well as providing insight into any 
other associated documents and their 
status.
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View Document: Drill Through Step 6

The View document screen will provide 
information from the original document that was 

t d i t b hentered into banner such as:

• Invoice
• Purchase Order
• Journal entryy
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Exercise #2

 Perform a Budget Query Drill-Throughg y g
 From the Query Results that you executed in 

Exercise #1, click on an amount field to perform the p
drill-through
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SAVING A BUDGET QUERYSAVING A BUDGET QUERY



Saving Queries

 Self Service Finance Allows Users to Create Self Service Finance Allows Users to Create 
and Save Their Own Queries

There are two types of queries:

 Personal – these queries are only visible by user thatPersonal these queries are only visible by user that 
created queries

 Shared – these queries are visible to all self service finance Shared – these queries are visible to all self service finance 
users
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Updating Saved Queries

 Saved queries can be Saved queries can be 
overwritten, there is no write 
protection on saved queriesprotection on saved queries

 Once a query is saved it CAN 
NOT be deleted by end users

 Contact the Financial Systems Contact the Financial Systems 
Office to have a query removed 
from the drop down menufrom the drop-down menu
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Selecting a Saved Query

From the budget query home 
page select one of the saved 
queries from the drop down 
menu. All saved queries 
(personal and shared) are 
displayed in the dropdown

Click the “Retrieve Query” button 
after selection has been made
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Running a Saved Query

A saved query has data columns 
pre-selected, just click the continue 
button to advance to the next page
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Running a Saved Query

A saved query will be markedA saved query will  be marked 
accordingly

Saved queries can be run with 
parameters that are shown or the 
parameters maybe updated.

37



EXPORT TO EXCELEXPORT TO EXCEL



Exporting Data to Excel

 You can export data from a Budget Query

Notice the use of the wildcard % sign to capture only the expense accountsNotice the use of the wildcard % sign to capture only the expense accounts
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Exporting Data to Excel

DOWNLOAD ALL LEDGER COLUMNS - will export all 
columns that including those that were not selected incolumns that including those that were not selected in 
the original query

DOWNLOAD SELECTED LEDGER COLUMNS - will 
export only the columns that appear on the current p y pp
page
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Exporting Data to Excel

Hint: Be sure to rename the file –Hint:  Be sure to rename the file 
File, Save As, and watch your file path...
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Exercise #3

 Excel Export Excel Export
 Use the Browser BACK button to navigate 

back to the Query Results Pageback to the Query Results Page
 Click the Download button

At th O With P t fi E l i At the Open With Prompt, confirm Excel is 
displayed and click OK
E l ill t ti ll kb k ith Excel will automatically open a workbook with 
the information you selected
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PAYROLL EXPENSE QUERYPAYROLL EXPENSE QUERY



Payroll Expense Query

 Users that have access to payroll Users that have access to payroll 
information in Banner will be able to view 
that information through Finance Selfthat information through Finance Self 
Service

 There are 2 routes to viewing payroll 
informationinformation
 Begin with a standard budget query and drill through the 

l tsalary accounts

 Create a Payroll Expense Detail query
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Payroll Detail Through Budget Query

Payroll and payroll detail can be viewed by 
starting with any of the queries of thestarting with any of the queries of the 
standard budget queries
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PAYROLL DETAIL BY BUDGET QUERYPAYROLL DETAIL BY BUDGET QUERY
DRILL THROUGH



Payroll Detail Through Budget Query

 Clicking on Account will 
immediately display all the 
associated payroll detail for 
the account

 There is no further drill 
through when selecting 
account
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Payroll Detail Through Budget Query: 
Drill Through by Account Results
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Payroll Detail Through Budget Query:
Drill Through by Dollar Amount Step 1Drill Through by Dollar Amount Step 1

 Position and name information cannot be 
seen when drilling through amountsseen when drilling through amounts
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Payroll Detail Through Budget Query:
Drill Through by Dollar Amount Step 2Drill Through by Dollar Amount Step 2
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Payroll Detail Through Budget Query:
Drill Through by Dollar Amount Step 3Drill Through by Dollar Amount Step 3
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Payroll Detail Through Budget Query:
Drill Through by Dollar Amount Step 4Drill Through by Dollar Amount Step 4
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Payroll Expense Detail Query

 The payroll query parameters are 
similar to other self service queries

 Payroll queries created by using 
the Payroll Expense Detail Query 
can not display comparative 
information
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Payroll Expense Detail Results

 The Payroll  Expense Detail Query 
results are the lowest level results 
there is no further drill down available
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ENCUMBRANCE QUERYENCUMBRANCE QUERY



Encumbrance Query

Encumbrance Query parameters are 
similar to the budget query except the 
query is limited to a single fiscal year 
and single fiscal periodand single fiscal period. 

There is no comparative Fiscal Year 
functionality for searching 
encumbrances
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ENCUMBRANCE DRILL THROUGHENCUMBRANCE DRILL THROUGH



Encumbrance Drill Through Flow
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Open Encumbrance Summary: Drill Through Step 1

Clicking on a document code that is in blue will open the 
Encumbrance Detail screen and the user can begin drilling through 
to the original source document 
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Open Encumbrance Detail: Drill Through Step 2

Clicking on a document code that is in blue will 
open the Encumbrance Detail Status Screen.
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Open Encumbrance Document: Drill Through Step 3
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VIEW DOCUMENT QUERYVIEW DOCUMENT QUERY



View Document Query

R i itiRequisition

Purchase Order

Invoice

Jo rnal o cherJournal voucher

Encumbrance

Direct Cash Reciept

 View Document Query allows the user to 
create queries for specific document type 
and numbers
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View Document Query Parameters

Select a document type to be 
viewed and click the 
DOCUMENT NUMBER 
button to open a search page 
if the document number is 
not already knownnot already known

The optimal setting is to 
leave these values as is but 
the user may change as 
d i ddesired
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View Document Query

The user name of the individual logged in is 
automatically populated. If you are searching 
for a document created by someone other than y
yourself ,this field must be blank or a different 
user id entered

 Each document type has a specific set of criteria

 Required criteria is flagged with a *, indicating that at least one of the fields needs to be filled in to execute a 
query
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View Document Query – Summary

 The “*” means that at least one of these fields needs 
to be populated for a query to work

 Banner wildcard “%” can be used in all fields

 Using a wild card will cause all document numbers 
related to the search criteria to be returned 
 For example if a user id search of  “PR_S%“ was entered, the results would show all the 

documents created by any user id beginning with “PR_S” for a particular document type
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APPENDIXAPPENDIX



RULE CODE DEFINITIONSRULE CODE DEFINITIONS



Rule Codes

 All transactions posted in banner are All transactions posted in banner are 
posted using rule codes

 Each functional area uses a specific set of 
custom and predefined rule codesp

 The complete list of rule codes can be 
found on the Office of Finance and 
Business Website

 https:// PLACE LINK HERE// TBD
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Top 10 Rule Codes Used In Banner

Rule Code Description
xx16 Journal Voucher Entry
INNI Invoice without Encumbrance
SC16 General Journal Entry (Inter‐Fund)
HGRX Payroll ‐ Gross Salary Expense
HGRB Payroll ‐ Gross Benefit Expense
INEI Invoice with Encumbrance
CNNI Cancel Check ‐ Invoice w/o encumb
ICNI Cancel Invoice without Encumbrance
ADEI Addl Charges on Invoice w/EncumbADEI Addl Charges on Invoice w/Encumb
xx15 Journal Voucher Entry
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FISCAL PERIOD AND FISCAL YEARFISCAL PERIOD AND FISCAL YEAR



Fiscal Periods

Fiscal Period 
1
2

Month
July

August
3
4
5

g
September
October
November

6
7
8
9

December
January
February
March9

10
11
12

March
April
May
June
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