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OUR MISSION

Strategic Highlights

The University Financial Planning & Budgeting Office supports the mission of the University by
providing operational management, development, and review of the various university budgets.
The Budget Office is charged with the oversight of the entire University Budget, and therefore
will interact through teamwork at all levels of the administration. It is through this interaction
that the Budget Office provides its greatest service, supporting individual units in completion of
their mission through effective communication and guidance on the utilization of resources.

Training Highlights

The staff of the Financial Planning & Budgeting Office is here to provide assistance wherever we
can. With that in mind, we offer training videos and this training manual as a means to assist you
in reaching the objectives of your individual units. Under no circumstances should this training
be considered our last available output to assist you in the completion of your task. If there is
any assistance we can provide, please let us know.



Leslie Bell

Budget Director
910.775.4347

leslie.bell@uncp.edu

Melinda Locklear Rhonda Chavis
Associate Budget Director Budget Analyst
910.521.6803 910.521.6471
Melinda.locklear@uncp.edu Rhonda.chavis@uncp.edu
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ACCOUNTING STRUCTURE

Every budget has a Fund, Organization, Account and Program code that is specific
to a division, department, and program.

Fund Types
IXXXXX — State Funds
2XXXXX — Overhead/Promotional/ Fee Funds
3XXXXX — Auxiliary Funds
AXXXXX — Capital Funds
S5XXXXX — Grant Funds
BEXXXXX — Spending/Gift Funds
7XXXXX — University Endowment
8XXXXX — Debt Service
9XXXXX — Foundation/Student Organizations
Account Types
21XXX — Labor Accounts
22XXX — Operating Accounts
Operating Pooled Accounts
22100P — Pool-Purchased Contractual Services
22200P - Pool-Utilities

22300P - Pool-Purchased Other Services



23000P — Pool- Supplies
24000P — Pool — Property Plant — Equipment
24600P — Pool — Art Library Learning Resres
25000P — Pool — Other Expense — Adjustments

Program Code

Subordinate codes related to the services provided.

101 — Instruction

102 — Summer -Term Instruction

103 — Non-Credit Receipt Supported

115 - COVID 19 Countermeasures

142 — Community Services

151 - Libraries

152 — General Academic Support

155 - COVID 19 Recovery Act

160 — Student Services

170 — Institutional Support

180 — Physical Plant Operations

230 - Student Financial Aid

252 — Other Reserves

990 — Multiactivity
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UNC Pembroke Shibboleth Login

Dsername

Password

Important Security Information: Logging in grants you access to other protected
UNCP websites with this browser, not just the website you requested.

Trouble logging in? Contact the Help Desk at

Banner 9 is now web-based and runs best using Google Chrome. You will be

directed to the single sign-on page where you will login using your username and
password:

UNC Pembroke Shibboleth Login




Welcome

Search..

There are 9 areas of the Landing Page to use in navigation of Banner 9

1. Menu Icon: (CTRL+ M) The Menu icon is located in the upper left corner of the Application Navigation
Toolbar. Click on the icon to open the Banner Menu and expand the options by selecting “>”. Continue
expanding the options to locate individual Pages. Select the Page you are interested in opening and click
on the name or hit the Enter key on your keyboard.

2. Search Icon: (CTRL+SHIFT+Y) The search Icon (magnifying glass) is located on the Application Navigation
Toolbar, just to the right of the Menu icon. Click this icon to open the search window. You may then enter
the descriptive name of the Page or the Banner acronym for the Page you are searching for.

3. Recently Opened Icon: (CTRL+ Y) The Recently Opened icon is located on the Application Navigation
Toolbar, just below the Search icon. It will display with a count of Pages opened after opening a Page. To
access a listed (recently opened) Page, click the icon and select the desired Page from the list.

4. Sign Out button: (CTRL+ SHIFT+F) Use the Sign Out link when closing the application (instead of closing
your browser window) to ensure that you are logged out of Banner 9.

5. Help lcon: (CTRL+ SHIFT+L) Select the Help icon (?) to display information about the Page you are
currently viewing.

6. Search Box: Enter the descriptive name or Banner acronym of the Page you are searching for to display
options.

Click on the desired entry or use the Enter key on your keyboard to access the Page
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FREQUENTLY USED BANNER PAGES FOR BUDGET MANAGEMENT

The primary forms used for budget management are:

FGIBAVL — Budget Availability Status Form (Used to determine if budget is available
to complete purchases/requisitions).

FGIBDST — Organization Budget Status Form
FGITRND — Detail Transaction Activity Form
FGITBSR — Trial Balance Summary Form
FTMFUND — Fund Code Maintenance
FTMACCT — Account Code Maintenance
FGIOENC — Organizational Encumbrance List



FGIBAVL

Budget Availability Status Form at the Pool Level — for State Fund use only

Used to determine budget availability to process purchases.

C 0 & banp-uncpuncecs.edui9632/uncpprodApplicationNavigator/seam % O

X @elucian  Budgot Avaabilly Stakus FGIBAVL 9.3 7 (UNCPPROD)

<

cou 7 e — pr—
S Always “P” -
[

ot Started: Complete the Selds above and click Go. To sea) AIWayS “21109” pross ENTER
v

Exit

This screen displays the available balance for a particular FUND-ORG, the budget
balance at the pooled account level. This screen should be used when determining
if funding is available in a particular account pool before entering a requisition.

w o

B0 @ REmEVE JAREATED % TO0LS

n

Organization: 17081

jon: 170310 Control Account: 21109 Control Program:  Pending Documents:

107,769.00 000 0.00 107,769.00

o i 2

Adjusted Budget — YTD Activity — Commitments = Available Balance

The YTD Activity includes anything that has been paid for. The commitments
include requisitions that have posted. Requisitions will be held in commitments
until items are delivered and invoices paid. Once paid, the amount is moved to YTD
Activity. If the total amount committed isn’t paid, the remaining balance will be
held in commitments until the PO is closed. The available balance will help you
prevent NSF transactions during the requisition process. Please submit a budget
transfer to Budget@uncp.edu if enough funding isn’t available for a particular

pooled account.

In order to view the available balance for a different FUND_ORG, click Start Over, or F5 on you keyboard.
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FGIBDST

Organization Budget Status Form — for State and Non-State use

e Reflects completed transactions, not the remaining or available budget.

< C (Y @ banxp-uncpuncecs.edu:ds sprodApplicationNavigator/seamiess T 8
X @ellucian  Organization Budget Stahus FGIBDST 8.3 6 (UNCPPROD) B0 @ REMEE A REATED % TOOLS)
Chart: * [P -] unce Fiscal Year: *[21 = (-
L] e Query Specific:
Account

] Include Revenue: (2 Commit Type: [Bah =

Accounts
Q Organization: (170810 = Fund: (170810 =

Program: (170 Account:
= Account Type: [ Actiity: -

Location:
EII .t Compine e e shov e ek G Torsorch by e pres AR b ik, o your s e, e press ENTER
(o

Required Information
Chart — Always P

Fund, Org and Fiscal Year.
Click GO.

€ C Y @ banup-uncpuncecs.adu:9632/uncpprodApplicationNavigator/seamless * 6
X @elucian  Organization Budget Status FGIBDST 8 3 6 (UNCPPROD) R0 [ RETREVE A RFLATED 8 TOOLS
Chart: P UNCP  Fiscal Year: 20  Index: Query Specific Account: Include Revenue Accounts: «  Commit Type: Both  Organization: 170810 Budget Office  Fumd: 170810 Budget Offics Program: 170 Institutional Support  Account: ( S8 Over
L B ccount Type: Activity: Location:
" ORGANZATION BUDGET STATUS Ome @ " V. fiter
= | p— Type Adpusted Budget YTD Activity Comeitments Avadabie Balance
17990 R 0 000 04 38
Q | L om0
. 1Bs L 0.0
= |BE L 0.00
21510 L 0.00
? 0 L 000
2 L 0 0.00
[ 21549 L 0 0.00
21550 L 0.0 0.00 6,846 7
2155 L 000 000 396334
L 2555500 0.00 2555500
L 356,00 0.00 065
@ L 0.00
E 0.00
3 000
E 0.00
E 0.00
E 0.00
E o 000
23110 3 General Office Suppiies 27420 000 27420
Net Total -389.733.41 000
4 Moz W 20 v | Per Page Record 11 of 22

Financial information is provided in account code order or line item detail. To go
back and input another FUND and ORG, click Start Over.

10



FGIBDST (Transaction Detail)

@ Ml Mielinda C Lockiear- Out- X @ pplcatan Navigator % [P Financil Panring and Budget X | 4 - 8 x

IBDST 8 36 (UNCPPROD)

Chart: P UNCF  Fiscal Year: 20 Query Specific Account: | Include Revenus Accounts: - Commit Type: Both  Organization: 170810 Budget Office  Fund: 170810 Budget Office

Account Type: Activity:

~ ORGANIZATION BUDGET STATUS e S V. Finer
Account oo Tioe Adgusted Budget YTD Activity Commitmants. Avaitsbls Belance
17590 Miscallaneous Incoma o 30438 438

21110 EPARegular Salary o 107.769.00
21210 SP 183537.0 175.708.07
21460 200698
21510 0.00
21520 0.00
21541 5641765
21548 2527688

16.846.74

67.00
000 10296

0.00 1.000.00

2310 E 0.00 27420
Net Total -401.559.00 -389.733.41 0.00

H o [z M [20 v] PerPags Record 18 of 22

This page does not subtract The YTD expenses and Commitments from the
Adjusted Budget. FGIBDST is used to get more line item detail on what has been
paid or encumbered.

To access transaction details (Budget transfers, invoices, etc) for specific accounts,
click the transaction you wish to access, and at the top of the screen click RELATED
and Transaction Detail Information (FGITRND).
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FGITRND

nnnnnnnn Teansaction Das Activity Date [m— Comeit Type Pund ety Locasan

0438 + CHS1  FO074366 072412019 07242018 » STIF u 170810

FGITRND will provide you with a complete list of all budget transfers, YTD expenses
and encumbrances for any particular fund by fiscal year.

Required Information
COA: Always P
Fiscal Year, Fund and Org. Program should automatically populate.

How to Get this Information into an Excel Document

1. Click on the Tools Icon.
2. Click on Export.

3. FGITRND document will appear on bottom left screen.

T [ ——— +




FGITBSR

Trial Balance Summary Form — Non-State Funds

Auxiliary Cash Position — Cash collected, Spent and Encumbered

Beginning Balance + Revenue — Expenses = Current Fund Balance

**Please note that encumbrances are not included in the current fund balance.
This will need to be subtracted manually**

B0 @ REWEVE JAREAED  #§T00LS

O Fund Type:  Account OR Acet Type: s

Beginning Balance DebitiCredit . Current Balance DebitiCredit

8260594 Debit 4442473 Debit

Current Fund Balance
Record 10f 8

This page will be beneficial to you if you have a non-state fund. This page cannot
be used for state funds.
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FTMFUND

FTMFUND is used to identify the fund manager for a particular fund.

B0 @ RemEs & REAED

4 To0Ls

- FUND CODE MAINTENANCE = Cimei B0ciew %mcopy Y. Fifr
Chart of Accounts * Actve Ststss Grant Grant Tide Propossi | Fund®  FundTie EfectiveDate*  TerminationDate | Weat Change Date | Expenditure End Date oatanry S FundType®  Fund Reques ENton Certicat
| e 071132020 (w2} 0O
Racord 1 of 1
C @ banp-uncpuncecs.edud632/uncpprodApplicationNavigator/seamiess s O
X @ellucian  Fund Code Maintenance FTMFUND 9.3 10 (U Bao Rremee  Greaen  goous [
~ FUND CODE MAINTENANCE e " v
Basic Filter  Advancad Fiter o
Chart of Accounts @ © Grn © | Proposal @ Fund
[ [ Active Status |- 170810 Fiekd ...
Chart of Accounts | P Financal Managsr 40073268 Nance, Kristy B
[] Actve status Uribited AR Account
sHant Reverue Account
Froposal Bank 03 Siale T
Fund 170810 Cash Recept Bank
Cooe
Toa  Bugal Ofica Capialeation Fund  Cap Difieran or Na Cap
Effoctive Cala  01/06/2016 Capiakzation Equiy
Account
Tormnaton Gate Capitakzation Fund
Next Change Gata Mubple Fund  (None)
Balance ndicator
Expendituro End Rostrcson Indicator  (None)
Date
(] Data Eatry Defaut Orgarization 170810
FundTypa 11 General Fund Defaut Frogiam 170
] Fund Requires Efor Certfication Detaut Actiity
Presecessor Fund 1170 GF-Instiutional Suppart Defaull Location

Fund Requires Efiort Aocation
Record 1 of 6
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FTMACCT

FTMACCT will help you identify what pool an account rolls up to. This is helpful
when completing a budget transfer form.

1.
2.
3.
4.

Go to FTMACCT
Click on Filter

Type in the Account
Click Go

© X
Example:

Account Pool Account
22199 22100P
22850 22300P
23110 23000P
24534 24000P

25832 25000P
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FGIOENC

FGIOENC is helpful if you want to view a list of all encumbrances associated with
your budget. Encumbrances include PO’s and all transactions which have not yet
been finalized.

1. From the Banner Main Menu, type FGIOENC, then press Enter.

<« @ (O @ banp-uncp.uncecs sdugE3Z/uUncpprodApplicationNagator/saaml * O

X  @elucian  Organizational Encumbrance List FGIOENC 9.3 4 (UNCPPROD) BAD @ RETREVE S ELATEL

chan:+ [P Fiscalvear: (21

index: | Organization: [170725 ] Contollers Offica
Fund: (170725 | Cantroliers Offica

Get Started: Complate the fiskds above and cick Go. T search by name, press TAB from an ID fisld, enter your search criteria, and then press ENTER

2. Type in your Fund and Organization Code.

3. Click the Go button.

4. Scroll though the records using the scroll bar to the right, or the down arrow
on your keyboard.

2 22159 17 15238 U
Record 1 of 1

To view details about a specific transaction:
e Place your cursor on the line associated with the transaction.
e (lick on the “Related” menu at the top of your screen and choose “Query
Detail; Encumbrance Info.”
e You will be taken to FGIENCD, where you can view details about the
transaction.
e Click Exit “X” to return to the FGIOENC screen.

If the encumbrance needs to be closed, please email accounts.payable@uncp.edu.
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BUDGET TRANSFERS

The Budget Transfer form can be found on the Financial Planning & Budgeting

website under forms.

https://www.uncp.edu/resources/financial-planning-and-budgeting/financial-planning-and-budgeting-forms

To submit a Budget Transfer Request, please fill out this form and submit via email

to Budget@uncp.edu.

AutoSave D~

Fle ~ Home  Inset  Page Layout

Y =

BLANK BUDGET TRANSFER revised 2020 - Compatibility Mode ~ P search

Formulas

Data

Review

View  Help

Eﬁ & Cut Arial JA AN =E=E 9 | BWepTet Number . jizai] @ Norm
[®Copy ~
Paste . ==Bl=x=B Conditional Format as d
U« - 0-A. === == B s .9 % Goo:
T Sromatpainter | B 1 U = = =8| = = | E vegesCenr $-% 9 %3 Formatting ~  Table ~
Clipboard 1] Alignment Number Styles
K15 3
B c D E F G H J K L M

1 BUDGET TRANSFER

2 UNC PEMBROKE DOCUMENT NUMBER

3 Please Check One: REFERENCE NUMBER

4 Permanent Transfer TRANSACTION BATCH DATE

5 Temporary Transfer

6

FUND |ORGANIZATION| ACCOUNT | PROGRAM AMOUNT
(6 Digits) (6 Digits) (5 Digits) | (3 Digits) [whole doltars

7 Required | Required | Required | Required DESCRIPTION [30 character limit] only] ENTER +/-
8| B 0

9. B 0

10| B 0

1l B 0

12| B 0

13| B 0

1l B 0

15 B 0

16 B 0

17| B 0

18] B 0

19 B 0
20 HASH TOTAL: 50.00
2 EXPLANATION:
22 TOTAL TRANSFER:
23
24 PREPARED BY: DATE:
25
26 APPROVED BY: DATE:
pid

28 APPROVED BY: DATE:

29

30 Please email budget transfer to edu BUDGET ENTRY: DATE

32

33

34

Summary

Budget Transfer Reminders

@

e Budget transfers are not allowed between State funds and Non-State funds

e Budget transfers are not allowed between different Non-state funds. This is
considered a cash transfer and would be processed in Financial Reporting.

e +'sand—’s should equal

e Only use whole dollars
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FUND MANAGER RESPONSIBILITIES

The Fund Manager:

e Serves as the official contact for the department concerning financial
matters

e Ensures that the department’s financial affairs operate in accordance with
the University’s Policies and Procedures

e Maintains departmental balances. Department’s Available Balance (State
Funds) and Available Cash Balance (Non-State Funds) should remain
positive. Negative balances require immediate attention.

e Approves budget transfers

e Responsible for navigating and interpreting the University’s online financial
systems. Fund managers are responsible for attending Budget Office training
sessions to garner the necessary skills used to operate and understand
Banner.

18



BANNER 9 GLOSSARY

Funds / Fund Balance — A Fund is a self-balancing set of accounts, segregated for
specific purposes in accordance with laws and regulations or special restrictions
and limitations. The Fund Balance is the residual balance of Revenues less
Expenses of the accounts maintained within the fund.

Adjusted Budget — Amount of budget posted for this fund for the fiscal period.

Expenditures - Refers to the actual funds expended. When a vendor bill is paid, it
becomes an expenditure.

Available Balance — Represents the budget available for use for each specific
account type.

Budget Transfer — The process of transferring budget between funds or between
accounts within the same fund.

Encumbrance/Commitments - When a purchase order is issued, the funds for the
purchase must be reserved. The process of reserving the funds is referred to as
encumbrance. Once funds are encumbered, they are removed from the balance
available. This prevents over expenditures from occurring and allows departments
to monitor available budget balances.

Insufficient Funds - Prior to a purchase order being issued to a vendor, the funds
must be encumbered. If funds in the budget are not adequate to cover the
expected expenditure, this lack is referred to as insufficient funds.
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