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Recommended Browsers
Recommended Modern Browsers
 Firefox
« Safari
» Edge
e Chrome

Non-Recommended Browsers
+ Internet Explorer — no longer necessary to run Banner
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Should I Use Application Navigator or Self Service Banner (SSB)?

Application Navigator is accessed by the myGate AppNav card & Self Service
Banner is accessed from the myGate Finance Dashboard card
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How do I find the form I need in Application Navigator?
APPLICATION NAVIGATOR Home Screen Navigation — Three Methods

1. Click on the Menu icon then Applications to show the applications the University uses. Click
the right arrow by Banner to expand the Menu and choose the appropriate form. To collapse
the menu, click the left arrow. To close the menu, click on the menu icon again.

<

Back to Main Menu

Applications Applications

Search

Banner
My Banner

My Links

Sign Out

2. Click on the Search icon to open the search panel. ¢ Backto Main Menu
Enter a key word, a page name, or seven-letter
page code to bring up a list of all pages including
word(s). Use the scroll bar to see all options. Click ’ ——
on correct page name to open the page. To close /

the search menu, click on Search icon again.
Inv ® T

3. In the Search field, enter a keyword, page name, or seven-letter page code to bring up a list of all
pages including word(s). Use the scroll bar to see all options. Click on the correct page name to open a

page.




What are the Keyboard Shortcuts in Application Navigator?
APPLICATION NAVIGATOR Form Navigation — Buttons and Keyboard Shortcuts

Action Banner 9
Application Navigator
Access Help CTRL+ M
Access Menu CTRL+Y

Display recently opened items

CTRL + SHIFT + L

Search CTRL + SHIFT + Y
Sign Out CTRL + SHIFT + F
Banner Document Management (BDM)
Add BDM Documents ALT + A
Retrieve BDM Documents ALT + R
Cancel Page, Close Current Page, or CTRL + Q

Cancel Search/Query (in Query Mode)

Change MEP Context

ALT + SHIFT + C

Choose/Submit ENTER
Clear All in Section SHIFT + F5
Clear One Record SHIFT + F4
Clear Page or Start Over F5

Count Query SHIFT + F2
Delete Record SHIFT + F6
Down/Next Record Down Arrow
Duplicate Item F3
Duplicate Selected Record F4

Edit CTRL+ E
Execute Filter Query F8

Exit CTRL+ Q

Expand/Collapse Drop-down Field

ALT + Down Arrow




Sheet1

		Action		Banner 9

		   Application Navigator

		   Access Help		CTRL + M

		   Access Menu		CTRL + Y

		   Display recently opened items		CTRL + SHIFT + L

		   Search		CTRL + SHIFT + Y

		   Sign Out		CTRL + SHIFT + F

		Banner Document Management (BDM)

		   Add BDM Documents		ALT + A

		   Retrieve BDM Documents		ALT + R

		Cancel Page, Close Current Page, or Cancel Search/Query (in Query Mode)		CTRL + Q

		Change MEP Context		ALT + SHIFT + C

		Choose/Submit		ENTER

		Clear All in Section		SHIFT + F5

		Clear One Record		SHIFT + F4

		Clear Page or Start Over		F5

		Count Query		SHIFT + F2

		Delete Record		SHIFT + F6

		Down/Next Record		Down Arrow

		Duplicate Item		F3

		Duplicate Selected Record		F4

		Edit 		CTRL + E

		Execute Filter Query		F8

		Exit		CTRL + Q

		Expand/Collapse Drop-down Field		ALT + Down Arrow






Export SHIFT + F1
First Page CTRL + Home
Insert/Create Record F6

Last Page CTRL + End
List of Values F9

More Information

CTRL + SHIFT + U

Next Field of Item

Tab

Next Page Down

Page Down

Next Section

ALT + Page Down

Open Menu Directly

CTRL+ M

Open Related Menu

ALT + SHIFT + R

Open Tools Menu

ALT + SHIFT + T

Page Tab 1 CTRL + SHIFT + 1
Page Tab 2 CTRL + SHIFT + 2
and so on and so on
Previous Field or Item SHIFT Tab
Previous Page Up Page Up
Previous Section ALT + Page Up
Print CTRL+ P
Refresh or Rollback F5
Save F10
Search or Open Filter Query F7
Select on a Called Page ALT + S
Toggle Multi-Single Records View CTRL + G
Up/Previous Record Up Arrow
Workflow

Release Workflow ALT + Q

Submit Workflow ALT + W
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Do I Use Commodity Level or Document Level Accounting?

Commodity Level Accounting* Document Level Accounting*

Payment directions apply to individual items. Payment directions apply to total of invoice(s).
FOAPAL(s) pay differently for items; FOAPAL(s) pay for all items in the same manner;
OR AND
Item(s) will be tagged for inventory (>$500). No item(s) are to be tagged for inventory.

*Banner defaults to Commaodity Level Accounting.

What is the difference?
« Commodity Level Accounting requires a FOAPAL or FOAPALS to be entered for each item.
« Document Level Accounting pays for all items in the same way. You only enter the FOAPAL or
FOAPALS and payment directions (% or $ to pay) one time.

Ask these questions:
1. Do any of the items need an inventory tab...Does any item cost $500 or more?
2. Do any of the items have unique payment instructions?

If you answered yes to either question or you are not sure — use Commodity.

Which accounting method would you use in the following situations?

1. Invoice contains 12 items; 2 FOAPALs split the cost, total of invoice is $500.00.
Document — no unique payment instructions & no inventory.

2. Invoice contains 1 item; total amount is paid by 1 FOAPAL, total of invoice is $500.00.
Commodity — 1 item at $500=inventory.

3. Invoice contains 3 items; FOAPAL 1 pays 75%, FOAPAL 2 pays 5% and FOAPAL 3 pays 20%, no
items are inventory.
Document — no unique payment instructions & no inventory.

4. Invoice contains 4 items; FOAPAL 1 pays items 1-3 & /2 of item 4, FOAPAL 2 pays /2 of 4, no items
are inventory.
Commodity — item 4 has unique payment instructions.

5. Invoice contains 4 items; FOAPAL 1 pays for items 1 & 3, FOAPAL 2 pays for items 2 & 4, no items
are inventory.
Commodity — payment instructions different for items 1 & 3 and 2 & 4.

6. Invoice contains 1 item; FOAPAL 1 pays $10.00, FOAPAL 2 pays remaining $50.00, no items are
inventory.
Document — no unique payment instructions & no inventory.

7. Invoice contains 2 items; FOAPAL 1 pays $50.00, FOAPAL 2 pays the balance, no items are
inventory.
Document — no unique payment instructions & no inventory.

8. Two invoices, each contain 1 item; total amount is paid by 1 FOAPAL, no inventory.
Document — no unique payment instructions & no inventory.




How do I enter an Invoice for Payment?
Create a Direct Pay Document: Request Disbursement of Funds

Enter an Invoice, Travel Voucher, Petty Cash Replenishment, etc. — stamp all with red Accounting Stamp.
Enter "FAAINVE” in the Search Field; press ENTER.
**Jf FOIAINP approvals notification screen appears, hit the X in top left corner of the screen.

TAB past Document (it will populate to "NEXT” and APPLICATION NAVIGATOR will generate the document
reference number.)

Sllucian  Invoice/Credit Memo FAAINVE 9.3.35 (PROD)

Document: |NEXT |---| Multiple: [] I: Go \

Invoice Type: * |Direcl Pay | - |

Vendor: | |"'| Vendor Hold:

Get Started: Complete the fields above and click Go. To search by name, pi from an ID field, enter your search criteria, and then press ENTER.

TAB to the Vendor box, key the vendor M-Number, and hit enter. If you do not know the vendor M-Number,
then click “Search” , or press F9. Doing so will take you to the option list below.

Option List x

Entity Name/lD Search (FTIIDEN)

N Click ‘Entity Name/ID Search (FTIIDEN)'.

Vendor Maintenance (FTMVEND)

Alternate ID Search (GUIALTI)

In the ‘Details’ block, click drop down arrow, and select ‘Last Name'.

Search on the Last Name field for the vendor. **Must use correct capitalization.

Use % (wildcard key) at end of name if keying only part of the name (Try “Fisher%").

Entity Name/ID Search FTIIDEN 9.3.6 (PROD)

Record 10f 1

~ DETAILS 3 Settings &3 -]
Fu” name Of a Basic Fier_ Advanced Ffer
H ici 0 ©  LastName © | First Name © | Middle Name ©  Entity Indicator -}
business is in the o - . -
Last Name field. o= ]i=)
. T e T T
@ Case Insensitve Query (O Case Sensiive Qu

Press F8 to execute the query
or click on “Go". 7



Double click on M_Number of the desired vendor.

X  Sllucian  Entity Name/ID Search FTIIDEN 9.3.6 (PROD) ADD B RETRIEVE
* ENTITY NAME/D SEARCH insert (@ Delete T Copy | T, Filer
+" Vendors Proposal Personnel Agencies

Terminated Vendors Financial Managers All

Grant Personnel Terminated Financial Managers
~ DETAILS £X Settings Insert (@ Delete  ¥m Copy | V. Filier
Active filters:  Last Name: (Contains) Fisher Sci @ ClearAll Filter Again [ x]
D a | Last Name First |Middle Entity Indicator Change Indicator | Vendor Financial Manager Agency Grant Personnel Proposal

MName | Name
Fisher Scientific Corporation ID Yes Ne No No No

M0O0004565 Fisher Scientific Corporation Yes Ne No No No
MO0211170 Thermo Fisher Scient... Corporation Yes Ne No No No

If vendor is not in database, send
the vendor a PaymentWorks
Vendor Invitation. For
questions call Procurement at
2703.

Banner will move back to FAAINVE and populate the vendor information based on your selection.

Sllucian  Invoice/Credit Memo FAA.W\."E 9.3.35 (PROD) ADD B RETRIEVE
Invoice Type: * | Direct Pay ‘ - |
Vendor: |M00004565 ""l Vendor Hold:

Fisher Scientific

Get Started: Complete the fields above and click Go. To search by name, press TAB frem an ID field, enter your search criteria, and then press ENTER.



Move down to the next section by clicking on Alt+Page Down or click “Go”.
Tab through fields and enter the following:

1. Invoice Date: Enter date of the physical vendor invoice in the Invoice Date field.

2. Trans Date: Defaults to today. Change only at year end (6/30/25 to get in FY).

3. Document Accounting: Box checked = Document; Box unchecked = Commodity — this is the
default.

4. Sequence Number: Use drop down to select AP remittance address that matches vendor
invoice.

5. Payment Due: Update Payment Due date if needed. Payment Due date will default, but be
sure that it is at least 10 days before the actual due date to give time for processing.

6. Vendor Invoice: Enter invoice number from the physical vendor invoice. If there is no invoice
number, enter the invoice date followed by “A". By using the vendor invoice number, Banner
safeguards against paying the same invoice twice.

7. Credit Memo: If entering a credit memo, check the box. Enter the amount as a positive
number. Do not check this box if you are keying in an invoice.

8. Click Next Section arrow located in the bottom left corner, or click Alt+Page Down.

Sllucian  Invoice/Credit Memo FAAINVE 9.3.35 (PROD) ADD [B RETRIEVE SLRELATED #fTools M
Document: NEXT Multiple: Invoice Type: Direct Pay Vendor: MO0004565 Fisher Scientific  Vendor Hold: I:W]
~ INVOICE/CREDIT MEMO HEADER % Insert [ Delete ¥m Copy | ¥, Filter
1 > invoice Date * \M\ Check Vendor \:EI

2 > Transaction Date * | 10/08/2025 ]

3 [ ] Document Accounting

Address Code  |AP o | 5 > Payment Due |10/28/2025 ]

4 > sequence Number | 5 vee |

Bank |:|E\
Address Line 1 13795 Collections Center Or 6 Vendor Invoice [ |a‘
Address Line 2 Direct Deposit Status No
Address Line 3 IAT

ACH Transaction | e |

Type

City  Chicago
State or Province /L 7 [] credit Memo
ZIP or Postal Code 60693 [] 1099 Vender
Nation Direct Deposit Override
Collects Tax NV COLLECTS NO TAXES Text Exists
Discount Code \EE |
4 3




Record the document number, generated by APPLICATION NAVIGATOR in the top left corner, inside the
red Accounting Stamp on original vendor invoice.

Tab to description and enter the description of first item. Continue to tab through the fields to enter the
item amount. To add additional items use the ¥ arrow on your keyboard or click on Insert at the top right.

X  Sllucian  Invoice/Credit Memo FAAINVE 9.3.35 (PROD) ADD B RETRIEVE S REIATED P Toos M

Document: 10381899  Multiple: Invoice Type: Direct Pay Vendor: M00004565 Fisher Scientific Vendor Hold: I: Start Over \

~ COMMODITY INFO -DIRE ERAL ENCUMBRANCE £} Settings Insert (@ Delete Tm Copy =, Filter

Docume 10351899 Item
Vendor  MOODUZL565 Fisher Scientific Vendor Hold
Commeodity Commodity Description @vame Calculation *
= O
Record 1 of 1

Amounts

Approved |—

Discount |—DOD| Net —DDD\

Additional | 0.00]
Indicators

Suspense N |:| Commodity Hold

Open or Paid |:| Access Completion

Move to first item (1 arrow) then to next section (ALT + Page Down) to enter FOAPAL information. Tab
through fields, and enter Organization first and Account — Banner will populate with correct Fund
and correct Program!

¥ Sllucian  Invoice/Credit Memo FAAINVE 9.3 35 (PROD) ADD  [B RETRIEVE  JLRELATED gfTools M
Document: 0381899 Multiple: Invoice Type: Direct Pay Vendor: M00004565 Fisher Scientific  Vendor Hold: [W:\
+ INVOICE ACCOUNTING DISTRIBUTION & Settings Insert @ Delete  "m Copy . Filter

Document /0351899 Transaction Date 100872025
Vendor | MOO004565 Fisher Scientific Commaodity Record
Count
Vendor Hold Accounting Record /]
Count
Item 1 Currency Code

Commodity  fems
Sequence Number COA Year Index Fund Orgn Acct Prog Actv Locn Proj
1 26

Record 1 of 1

Bank |LM | | CFSB-MSU Operating Account Income Type || |'"|

Commaodity % Accounting
Approved 500.00 L] [ 500.00|
Discount 0.00 ] [ oo
Additional 0.00 ) oo
Tax 0.00 ) [ oo
NSF Override |E| Suspense NV NSF Suspense A

Tab through the fields until APPLICATION NAVIGATOR populates the Net total. Move to next record to
enter additional FOAPALs for this item (use | arrow). Move up to previous section & select another item
to enter FOAPAL into (repeat steps for all items). Move to next section after all payment instructions
have been entered for all items.

10



Verify all three fields have a BALANCED Status and the Amount matches the invoice total.

X  Sllucian  Invoice/Credit Memo FAAINVE 9.3.35 (PROD) AoD B RETREVE SR REaED P Toos A
Document: (0381399  Multiple: Invoice Type: Direct Pay Vendor: M00004565 Fisher Scientific Vendor Hold: [W]
~ BALANCING COMPLETION insert [ Delete FmCopy Y. Filter
oo Exchange Rate Converted
Amount
Amount Type Header Commodity Accounting

Approved 500.00 500.00
Discount 0.00 0.00

Tax

ditional 0.00 000
mn Process | '
"

-

Click Complete to submit the request for a payment to be issued to the vendor and forward for
electronic approvals.

In the red Accounting Stamp, write your contact information, including name and phone number. Make
sure the Banner Invoice Document Number has been written in the “Banner I#" block on the red
stamp. Finally, forward the original documents to be approved and paid.

Any document with an amount greater than $2,500 must be approved by Procurement. If the
document is less than $2,500, it can be forwarded to Accounting & Financial Services or the
Foundation. All Service Contract payments must be sent to Procurement for approval. Procurement will
forward documents to Accounting for final approval and payment.

*Please follow additional approval guidelines established by your individual departments. You may need
to forward copies of invoices or original invoice documents to those responsible for approving the direct
pay request.

¥ Click|In Processlinstead of Complete if you receive a gold warning box in the top right corner stating
this ORG has insufficient funds. Banner will save the invoice information under the I#. This will allow
for you to process a Budget Transfer and have it fully approved. Then you can go to FAAINVE and key
the I# in the document field, scroll through the sections of the invoice, then click onWto
forward for electronic approvals.

11



How do I view existing documents in Banner?
View Documents in APPLICATION NAVIGATOR (FOADOCU)

Forgot to record Document number

Verify document total is correct

Check the status of a document

Deny a document for modification/cancellation

Enter FOADOCU in the Search Field on APPLICATION NAVIGATOR’s home screen and press ENTER.

Welcome

@® Search O Direct Navigation
foadocu

Document by User
(FOADOCU)

Your User ID will default in the “Original User ID” field. You may have to key in the Chart of Accounts
and Fiscal Year. Enter any other information to narrow results.

x Sllucian Document by User FOADOCU 9.3.22 (PROD)

ADD B RETRIEVE ¥ ToOLS
Original User ID: | | COA: [1 |"']
Fiscal Year: [26 | m] Document Type: | |
Document: | | L\\) Status: [ | ']
Activity Date From: | | Activity Date To: | [&)

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER)

Move to the next section by typing ALT+Page Down or clicking Go button.

12



Click to deny a
document

X Sllucian Document by User FOADOCU 9.3.22 (PROD) ADD B RETRIEVE L REWATED 43 TOOLS
Original User ID: CFREDERICK1 COA: 1 Fiscal Year: 26 Document Type: [NV Document:  Status:  Activity Date From:  Activity Date To:
~ DOCUMENT BY USER £t Settings Insert [ Delete\ "mCopy | Y. Filter
Status w» |Document Type Document Code 5..| Description C...| Activity Date Document Amount | Deny DocuNgent

5.

INV 10381899 0 Fisher Scientific 10/08/2025 500.00 | [ |
A INV 10378570 1 US Bank National Association 08/05/2025 1,013,138.97 | 2] |
A INV 10378571 1 US Bank National Association 08/05/2025 396,102.62 | 2] |
A INV 10378572 1 US Bank National Association 08/05/2025 490,581.88 | =] |
A INV 10378573 1 US Bank National Association 082112025 411,612.75 | =] |
A INV 10378574 1 US Bank National Association 082112025 920,287.38 | =] |
A INV 10378576 1 US Bank National Association 08/21/2025 595 448 65 | =] |
A INV 10378577 US Bank National Association 08/21/2025 889.196.26 | ] |
A INV 10378586 1 S Bank National Association 08/21/2025 506,988.13 | [ |

INV 10379498 1 US\Bank National Association 08/26/2025 1,000.00 | 2] |

Record 1 of 13

d (Tof2Pp M | Per Page

Check Document Status: Get Document Number View Document Amount
C — Completed
A — Approved

P — Posted (journal entries and budget transfers)
I — Incomplete
X — Cancelled
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Modify or Cancel Direct Pay Documents

Status — Complete
Status — Approved

Enter FOADOCU in the Search Field — enter query terms and move to next section for results.

X  Sllucian  Document by User FOADOCU 9.3.22 (PROD) 2DD @ RETRIEVE S RELATED  # TOOLS
Original User ID: CFREDERICK1 COA: 1 Fiscal Year: 26 Document Type: [NV  Document:  Status:  Activity Date From:  Activity Date To:
~ DOCUMENT BY USER £ Settings Insert @ Delete ¥ Copy Y. Filter
Status - |D Type D Code 5..| Description C...| Activity Date Document Amount | Deny Document

[

I Imnv 10381399 0 Fisher Scientific 10/08/2025 £00.00 | #) |
A INV 10378570 1 US Bank Mational Association 08/05/2025 1,013,138.97 | c® |
A INV 10378571 1 US Bank Mational Association 08/05/2025 396,102.62 | 2] |
A INV 10378572 1 US Bank National Association 08/05/2025 490,581.88 | [ |
A INV 10378573 1 US Bank Mational Association 08/21/2025 411,612.75 | [ |
A INV 10378574 1 US Bank National Association 08/21/2025 920,287.38 | 5] |
A INV 10378576 1 US Bank Mational Association 08/21/2025 595,448.65 | [ |
A INV 10378577 1 US Bank National Association 08/21/2025 889,196.26 | =] |
A INV 10378586 1 US Bank Mational Association 08/21/2025 506,988.13 | c® |
A INV 10379498 1 US Bank Mational Association 08/26/2025 1,000.00 | 2] |

M 4 [Moi2p N | Per Page Record 1 of 13

If Status is C (Complete), click the Deny Document button on the right-hand side of the screen to deny
the document in order to cancel or make changes to the invoice. Close the form.

Enter FAAINVE in the Search Field.

Enter Banner I-number and move to next section — Revise any incorrect information or change
transaction date (see pp 7-11). Move to next section and click button to Complete entry (Click “Yes”
when prompted to save changes).

If Status is A (Approved), close the form (FOADOCU).

Call Accounting and Financial Services at 4126 for assistance in permanently cancelling a document in
FAAINVD that has been fully approved but not paid yet.

14



Enter FAAINVD in the Search Field

To Cancel — Enter the invoice number, and move to next section. Verify you have selected the correct
invoice. Move to the next section. Reestablish if needed (to modify), and click Make Cancellation

Permanent.

B AD B REREVE JMLRELATED  $fTools M

X Sllucian  nvoicerCredit Memo Cancel FAAINVD 9.3 35 (PROD)

Invoice: 10381899 Purchase Order:
~+ INVOICE/CREDIT MEMO CANCEL @ nsert @Delete fa Copy | . Filler
Invoice Date | 10/31/2095 Vendor Invoice 5520287285
Number
/] NSF Checking Vendor  M00004565 ~ Fisher Scientific
Payment Due Date  11/20/2025 Blanket Order

Remaining Balance

Net Amount

Approved Amount Discount Amount Tax Amount Additional Charges Net Amount
49917 - e 0.00 -+ 0.00 - 0.00 = 49917
+ CANCEL DATE Einsert @Delete T C Y, Filter
[ Re-establish Indicator [ Make canceliations Permanent |
Cancel Date [ 11/05/2025 ]
Record Count
Accounting Commadity 1
To Modify: To Cancel/Delete
Click Re-establish Indicator then Make Click Make Cancellation Permanent

Cancellation Permanent

Enter FAAINVE in the Search Field

To Modify — Enter Banner I number and move to next section. Revise any incorrect information (see pp
7-11). Move to next section and click button to Complete entry (Click “Yes” when prompted to save
changes).

How do I exit out of Application Navigator?

Please make sure to click on the “Sign Out” icon on the left to exit out of Application Navigator and
completely close your session.

- Welcome

‘ ® Search ) Direct Navigation




How do I view Documents in Self Service Banner (SSB)
View Documents in SSB

Forgot to record Document number
Verify correct info was entered
Check the status of a document

Hello
Create, edit and approve transactions and view financial information for department / organization.
” Budget Queries j‘ Budget Transfers
A~ Create, view and share budget availability and encumbrance.

Create and view draft, pending and completed journals and
_J supporting documentation.

Delete templates for Finance Queries, Budget Development, and
Purchase Orders.

+ Approve Documents Delete Finance Template
View list of documents pending approval. Approve, disapprove, or

deny.

View Document

o On SSB Finance Self-Service card,
open Finance Dashboard and
select View Document

View draft, pending and completed documents with related

information and approval history.

Select type of document you want to view in Document Type dropdown menu. If Document Number is not

known, click & to search for the document. If document number is known, enter in Document Number
box and click View Document.

View Document

Document Type

Invoice xv
Document Search

Choose Document Number v

Document Number *

Please Enter Document Number Q.
| 00k Up - Invoice
Document Number User ID
Please Enter Document Number CFREDERICK1
Activity date - From Activity date - To Transaction Date - Year Transaction Date - Month
06/15/2025 e} 06/30/2025 o} Al v A
Vendor ID
To search for Document Number, enter
parameters and click Execute Query — Please Enter Vendor ID
button.
Purchase Order or Encumbrance Purchase Order Reference Number
Please Enter Purchase Order or Encumbrance Please Enter Purchase Order Reference Number
Approved Completed
All v All v
BACK TO VIEW DOCUMENT } [ EXECUTE QUERY }

——
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Document number and status are available in the query results. Linked document numbers can be
clicked and queried to expand information or view approvers.

Lookup Results

. I
Invoice - Lookup Results (1)

& Activity Date & Transaction Date & Purchase Order or Encumbrance & Purchase Order Reference Number {  Vendor D £ Vendor

Document Number $ Wser ID 7 Approved & Completed

10376961 FREDERICK1 06/26/2025 06/23/2025 M00243250 Arbitrage Compliance Specialists, In

BACK TO VIEW DOCUMENT { ANOTHER QUERY

VIEW DOCUMENT

Use View Document to verify data and retrieve items

INVOICE
Invoice Number 10376961 Submission 1 Purchase Order
Invoice Date 06/09/2025 Vendor Invoice 1039410 Vendor Arbitrage Compliance
Specialists, Inc.
(MD0243250)
Transaction Date 06/23/2025 Suspense MNo 6065 5 Quebec St Ste
201
Payment Due 06/24/2025 Cancel Date
Document Total 1,530.00 Open/Paid P Centennial CO
80111-4532
Accounting Type Commodity Lewvel Hold N =7530
Credit Memo N Collects Tax Collects No Taxes
1099 Vendor N Recurring N Discount Code 09 Met 30 Days
Matching u Income Type Currency
Header Text
Commadities
Item Description u/m Tax Group Tolerance Final Pay Last Suspense
Override Receipt
1 2015 Series A 10th Year Arbritrage No
Calculation
Approved Other Net Total
Amount 1,530.00 0.00 1,530.00
Accounting Distributions
SEQUENCE cChart-index-Fund-Orgn-Acct-Prog-Actv-Loon-Proj Bank MSF Suspense  MSF Override Distribution Met Amount
Code Percent
1 1- - 100001 - 100734- 711036- £020- - - LM N2 Mo 100.00 1,530.00
Grand Total - All Commodities 1.530.00
1,530.00

Grand Total - All Accounting Distributions

DISCLAIMER - This Invoice PDF is restricted to internal use only.
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APPROVALS & RELATED DOCUMENTS

Use Approvals & Related Documents to see where the
document stands in the approval process.

Related Documents
\/ Payment date, \

Check Disbursement

0219229 | 06/26/2025 Completed

Approval History

check number
and related

Purchase Order

NORMAL AP DIRECT PAY (1900} (10}
Carolyn Pollock| 06/25/2025

NORMAL AP DIRECT PAY (1900) (10}
Carolyn Pollock| 06/25/2025

NORMAL AP DIRECT PAY (1900) (20)
Caralyn Pollock| 06/25/2025

NORMAL INVOICES JDUDLEY (1284) (10)
Jackie Dudley | 06/24/2025

NORMAL INVOICES JDUDLEY (1284) (10)
Jackie Dudley | 06/24/2025

NORMAL INVOICES JDUDLEY (1284) (20)
Jackie Dudley | 06/24/2025

Approvals Required

o

can be found

here
/

Mo Approval required information available for 10376961

BACK TO VIEW DOCUMENT
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How do I Approve/Disapprove a document?
Approve/Disapprove Documents in SSB

On the Finance Self-Service card, Open Finance Dashboard, select Approve
Documents or click on the Approve Documents Link on the Finance Dashboard card.

My Finance

Hella Christy,
Create, edit and approve transactions and view financial information for department / organization

Budget Transfers

» Budget Queries _"
" Create, view and share budget availability and encumbrance. { Create and view draft, pending and completed journals and

J| supporting documentation.

Approve Documents

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

[ Delete Finance Template

Delete templates for Finance Queries, Budget Development, and
Purchase Orders.

deny.

View Document

@\j View draft, pending and completed documents with related
information and approval history.

Approve Documents

@ The radio buttons related to next approver apply when a User ID is present.

User ID Document Number

e
OLIsar ID s next approver All documents Uiser may approve

Primary Approver Alternate Approver
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Approve Documents List@

@ Click the document number link to view a document as a PDF in a new tab. Click the History option to display pending approvals, approval history, and any related documents. Click the Atf
attachments if more than one, otherwise a new tab is opened to view a single attachment....

Document Change
Document Type > Sequfnce { Submission {  Originating User Amount{, NextApprover J NSF{ QueueType( History Disapprove Approve

10379498 NV - 0 CFREDERICK1 1,000.00 - Y DOC 'D
JO061560 I - 0 CFREDERICK1 128,478.00 - Y DOC ‘D
Jooe1561 w - 0 CFREDERICK1 229,700.00 - % DOC 'D
J0061563 I - 0 CFREDERICK1 57,742.60 - Y DOC "D

If you do not see the Disapprove and Approve buttons, you will have to decrease the size
of your screen by pressing CTRL and rolling your mouse roller down.

NSF =Y indicates there are not sufficient funds to cover the expense. You may approve,
but item cannot be paid unless document is approved by the Director of Accounting and
Financial Services out of the NSF queue.

Select from linked options on the documents line to take action:
Document ID # - review document

0 History — review approvals
Approve/Disapprove

Approve Document X

Document Number Document Type
10379698 INV

Change Sequence Submission
0

Amount
1,733.97

Comment

This document has been approved.

|
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Budget Queries and Reports
Note: Special Procedures apply for Grants. Please contact a Grants Specialist for
qguestions/assistance.

On the Finance Self-Service card, Open Finance Dashboard, select Budget Queries or
click on the Budget Queries link on the Finance Dashboard card.

Budge Queries a

Favorites Saved Queries Shared Queries & Low-High I
Click on

New Query
No Favorite Query exists

Choose Query Type

Create New Query

Provides the most detail of activity
by account number; can be
Select Query Type / expanded for more information on

Budget Status by Account // each transaction
q

Budget Status by Account Provides total activity by
Budget Status by Organizational Hierarchy <——T | organization, can be expanded by

Budget Quick Query account type.
Grant Query \
Encumbrance?)h\

] Quick report of available balance
and account activity.

Captures all transactions from the
inception of grant to current date.

* When entering your Values, your last selections will default. Click the
“X” to clear and enter new value.

* Key in Chart of Accounts.

Chart 1 = University
Chart 2 = Murray State Foundation
Chart 3 = Alumni

* Key in 6-digit Organization and Enter. The correct fund and program
codes will default.
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For data as of 07/01/2026 or later — Fiscal Year = 2026
For up-to-date information — Fiscal Period = 14

* Commitment Type should be All and be sure to check Include Revenue Accounts.
* Choose the Fiscal Year and Fiscal Period.

* Choose the Operating Ledger column headings, as shown below.

Operating Ledger

Original Budget @ Year to Date ©
Budget Adjustment (O Encumbrance 0]
Adjusted Budget (D Reservation (O

Temporary Budget @ Commitments (O]

Accounted Budget © Avai\able Balance @

SUBMIT

4

Budget Status by Account

€ Accounting and Financial Services - 100776

Query Results

+
Account a A i A FY26/PD14 A ;:is/slzm A zfiﬁ:ﬁ;: A FY26/PD14 Year a FY26/PD14 5 FY26/PD14 o FY26/PD14 A F\;‘
v ccountTitle v Adopted Budget ¥ porary ¥ h to Date ¥ Encumbrances ¥ Reservation ¥ Commitments ¥

Budget Budget
a
601 Salaries and Wages Pool $998,852.00 $0.00 $998,852.00 $0.00 $0.00 $0.00 $0.00
602 Benefits Pool $372,699.00 $0.00 $372,699.00 $0.00 $0.00 $0.00 $0.00

* Dollar amounts in resulting query can be clicked on to show all transactions and reference
documents that make up that total.

Use tools in the upper right corner to edit, share, save query and to download to Excel_{ .

Grant Query — captures all transactions from the inception of the grant to current date.

Must choose Chart, Grant, Date From will automatically fill with grant inception date by calendar year.
Date To — can leave blank to get info to current date. Click SUBMIT.

Resulting report will show the grant inception month as PD01. GY = Grant Year and/or Calendar Year
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Budget Transactions and Transfers
Budget Transactions/Transfers — SSB (non-salaried items only)

Note: Paper BTR's must be completed for all salary budget transfers, Foundation Orgs, and
Grant Orgs. Special Procedures are required for Grants. Please contact a Grants Specialist
with questions or assistance.

Budget Transfer Types
Budget Transfers

What are the different Electronic Budget Transfer Types?

Budget Transfer Types*

BT2 - < $2,500 within the same area (President’s Office)

BT3 - < $2,500 within the same area (VPAA — Vice President Academic Affairs)

BT4 - < $2,500 within the same area (VPSS - Vice President Student Services)

BT5 - < $2,500 within the same area (VPFAS — Vice President Finance & Administrative
Services

BT9 — Other operating account code transfers (> $2,500 BT2 — BT5)

*A FOAPAL area extends beyond the immediate approver — the VP could be several levels up

the chain and still be over that area (Eprint: Organizational Hierarchy).

Budget Transfers
On the Finance Self-Service card, Open Finance Dashboard, select Budget Transfers or click

on Budget Transfers link on the Finance Dashboard card.

My Finance

::::::::

Click Create Journal ﬁ

Budget Transfers Search journal Q




Select transaction date, distribution total, journal type (BT2, BT3, BT4, BT5, BT9)
and description. Click Create to create the journal.
Create J{ynal

Distribution Total = sum of all
= o] amounts in transfer

Distribution Total

Choose the
appropriate

Redistribution

. INSF Checking Deferred Edit
journal type
- BTZ, BT3, My Journal Defaults Section
BT4, BTS, BT9 Journal Type Description
Ly | Choase Journal Type v
— See page
. Bank Code Deposit
23 for Journal Choose Bank Code ~
type Budget Period Currency

Choose Budget Period v Choose Currency Code W

descriptions.

CREATE

Enter Sequence 1 information - Tab down to the Organization field and enter the Org. Tab
to Account field and enter the account. The Field and Program will automatically populate.
Enter the Amount to transfer, (+/-), Description. Click Add Accounting to add the next
sequence. After adding the second FOAPAL either SAVE or Add Accounting for additional
transfers.

Always key your 6-digit
ORG first and the
correct Fund and
Program will default.

Budget Transfers can ONLY
be processed for Chart 1-
University

100776 Accounting and Financi

Can only use budget pool
accounts 711, 731000,
specific revenue
accounts starting with
“5”, specific fixed asset
accounts starting with
“727” or “781” on BTRs.

P

ercent
DO NOT USE
Amoun’ t* Debit/Credit *

500.00 - Minus ER

Document Reference

SR vemee DO NOT USE
Description * Budget Period YOU may need tO Use %
- i (wildcard key) to get
DO NOT USE . correct account number.

Deposit

DO NOT USE

Currency

DO NOT USE

ADD ACCOUNTING

(i.e., 711%)
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After entering all sequences, Click the Save button. This transfer will decrease (-) the
budget of the FOAPAL #1 by the transfer amount; moving funds into and increasing
the budget (+) of FOAPAL #2 by the transfer amount.

Click Submit Journal button when completed.

Notes on Budget Transactions

When transferring funds from a Revenue line to an Expense line the Revenue Account
transactions should be noted as “-” in the + /- line, this will allow for the necessary
increase to the expense budget.
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