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UConn Health Center Banner Training 
Manual 

Internet Native Banner (INB) Ledger Inquiries  

Banner Reporting Overview 

Available Banner Reporting Methodologies 
There are several reporting methods available in Banner as listed below.  Please see the separate procedure for each one. 

1. INB Inquiries:  Filter Banner forms by specifying criteria such as FOAPAL codes, then drill down to narrow results by 
additional criteria such as date or transaction type, source document information; extract to Excel.  
 

2. SSB Queries:   Build queries by specifying criteria such as FOAPAL codes, then drill down to source document 
information.  Add calculated fields; extract to Excel; save queries for future use. 
 

3. INB Reports:  Filter pre-defined Banner reports by specifying parameters such as date ranges and codes.  Extract as a 
text file for opening in MS Word. 
 

4. Ad-Hoc Queries (ODS):  Banner data is stored in the Operational Data Store (ODS) and can be queried directly using 
tools such as Web Focus. 
 

5. E-Print:  A selection of FRS E-Print reports that have no Banner equivalent will be written by UCHC IT and made 
available in a new E-Print application. 

In addition, detailed Purchasing information be queried in HuskyBuy and exported to Excel. 
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Important Reporting Concepts 
 

Banner Security Controls Reporting Access 
Each individual Banner User’s security set-up controls the forms and data the user may view. 

1. Form Security:  Banner Users are set up with access to only certain forms 
2. Fund Org Security:    Banner Users are set up with access to only certain Fund and Organizations 

Many Forms are Ledger-Specific 
1. General (G/L): For Balance Sheet Account inquiries—see number table below 
2. Operating (O/L):  For Income Statement inquiries--see number table below 
3. Grants: For Grants and Project Funds; provides Inception-to-Date amounts 
4. Encumbrance 

Two Different Transaction Sign Conventions Are Used 
Transaction signs are indicated in two ways in Banner:   

1. “D” & “C”:  Indicate true accounting Debits or Credits 
2. “+” & “-“:  Indicate an Increase (“+”) or Decrease (“-“) to an account’s normal balance; see table below. 

Account Types and Signs by Ledger 
Account Type 

(Acct starts w/ first digit) Ledger 
Normal 
Balance 

Increase 
("+") 

Decrease  
("-") 

10 Assets General Dr Dr Cr 
20 Liabilities General Cr Cr Dr 
30 Control Accounts General Various Various Various 
40 Net Assets General Cr Cr Dr 
50 Revenue Operating Cr Cr Dr 
60 Salary Expenses Operating Dr Dr Cr 
70 Operating Expenses Operating Dr Dr Cr 
80 Transfers Operating Cr Cr Dr 
90 Fund Additions General Cr Cr Dr 
95 Fund Deductions General Dr Dr Cr 

Budgets Are Controlled at Certain Levels 
1. Only Travel & Expense, and Purchase-Type Documents (those passed from HuskyBuy) are checked for Budget Availability 
2. Budgets are controlled at the Fund, Organization, and Pooled Account Levels 
3. Only Salary and Operating Expense Accounts are budgeted (those beginning with “6’ or “7”) 

See the Appendix for a summary of Budget Pool Levels. 
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Most Forms Display Only Posted (not Pending) Transactions 
Two forms do display Pending Transactions 

1. Budget Availability, FGIBAVL 
2. Suspended Journal Entries, FGAJVCD 

Most Forms Display Fiscal Year (Not Inception-to-Date) Data 
Use the Grant Form, “FRIGITD” to access Inception-to-Date data (for project Funds, for example) 

Most Forms Are Not Period-Specific 
1. The Transaction forms (FGITRND, FGIGLAC) have a ‘Period’ field that can be filtered, but it is cumulative, e.g., results will 

include all transactions from the beginning of the Fiscal Year through the specified period.   
2. CAUTION:  The ‘Activity Date’ that appears on many forms  is simply a processing date, and does not relate to an 

accounting period.   
3. Transaction Dates, which are found at the Document level, DO relate to accounting periods—the month of the 

Transaction Date is the month of the accounting period. 

Financial Statement Reporting Will Be Done in the TM1 (Budget) System 
1. Although Financial Statement Reports are available in Banner, UCHC’s official financial reporting will be done in TM1 
2. Data between TM1 and Banner will be synched several times per day 
3. Reporting roll-ups may differ between the two systems. 

  



Banner (INB) Ledger Inquiries 
 

Banner Training Staff (INB).docx Page 4 of 26 
 
 

Using Inquiries, Queries, and Drill Options to Find Banner Information 

How to Perform a Basic Inquiry  
An inquiry is used to populate a Banner Form.  Filter criteria such as FOAPAL codes are entered in the Key Block, and then a 
Next Block action is used to populate the data block.  

1. Navigate to the Form (see Key Banner Inquiry Forms section for a sample list). 
2. Enter filter criteria in the key block fields.  For example, enter a Fund code in the Fund field 

a. Note:  Some fields are optional while others are required; the AutoHint provides guidance 
b. Use the List of Values (LOV) to search for valid values (click the drop-down box to begin; see query instructions below.) 
c. Some fields accept both non-data-enterable FOAPAL codes as well as data-enterable codes; e.g., Account “700” vs. 

Acct “70001”; non-data-enterable codes provide summary-level results. 
3. Perform a Next Block action to populate the data block; (some forms also require a Query Execute action to display data; 

see Autohint line for guidance) 

How to Query to Filter Banner Data 
A query is used to filter the data fields on a Banner Form.  A Query Enter action is used to clear the data on the form, then 
filter criteria is entered in one of the form’s fields.  A Query Execute Action is used to re-populate the data. 

1. Perform an inquiry on a form, or access a List of Values (LOV) 
2. Query Enter (F7) to clear the form 
3. Select the field you wish to filter (ex:  the “Title” field on the Account LOV) 
4. Enter filter criteria, using wildcards if desired (ex:  “%Equip%” to find any titles containing the string “Equip”) 
5. Query Execute (F8) to populate the query 

NOTE:  Most Title and Description fields are case sensitive in Banner.  

How to Use the Options Menu to Drill for More Detail 
The Options menu lists related forms that you can navigate to from the current block or current record on a form.  The 
resulting form will pre-fill with criteria from the current form, such as the key block data or selected record data.  (See Drilling 
Examples section). 

1. Perform an inquiry on a form 
2. Navigate to the Block or Record to be researched 

a. Use Next Block to select a block 
b. Use Next Record, or click in the left-most column of a record to select it (it will become highlighted) 

3. Click the Options menu and select the related forms  (Available Options vary by block or record)   
4. Perform a Next Block and/or Query Execute on the resulting form to populate it 
5. Most resulting Data can be re-queried/re-drilled 

Note:  Other selections available from the Options Menu at times include obtaining a grand total for all records, and 
viewing a list of codes pertaining to the current form. 
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How to Drill Using Forms That Are Not Available Via the Options Menu 
Sometimes a form that would aid the research is not listed as an Option.  In this case you can copy a key piece of information 
to the clipboard, navigate to the desired form, and paste the clipboard contents into the related field. 

1. Click in the field containing the key piece of information (e.g., document number), and Edit Copy from the menu 
2. Use the F5 key to open the “Go To” block, type in the name of the desired form, and hit “enter” 
3. Navigate to the related field (e.g., document number) on the new form,  and Edit Paste from the menu 
4. Continue with the inquiry/query as described above 
5. To return to the original form, click the “X” Exit icon 

Monitor the Autohint Line for Helpful Information 
The Autohint will display information about the current field, any error situations, and potential short-cuts. 

Example:  Per the AutoHint line below, clicking Item Duplicate from the menu, or using the keyboard equivalent F3, will 
navigate to the FGITRND form for detail information. 

 

 

How to Start a New Inquiry 
1. Use Rollback to access the key block and change filter criteria 
2. In some cases, Query Cancel must be used before the Rollback action (if Rollback doesn’t work, try using Query Cancel 

first) 

How to Extract Inquiry/Query Results to Excel 
Note that this option is not yet available on all forms.  The Extract options will be grayed-out on the menu if not available). 

1. Once the form is populated as desired, click one of the Extract Data Options under the Help menu 
a. Extract Data with Key will export the selections you have made in the header block in addition the query results 
b. Extract Data-No Key will export the query results only 

2. Click  the “Open”  button on the resulting File Download message box (note, a “Save” option is also available) 
3. A file named “gokoutd.csv” opens in Excel 
4. Change the file type to an Excel File Type before saving 
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How to Locate a Finance Inquiry Form 
A Matrix that compares Key Inquiry forms is available on the next page.  To see the complete list of inquiry forms, enter the 
following string in the Banner Go To box:  ‘F_I%’.  This will return all Finance forms with the Inquiry Function. 

 

 

  

Reminder:  Security settings may limit your 
access to these forms. 
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Key Banner Inquiry Forms 
(See a Quick Reference Guide (QRG) with a screen shot for each following this table). 

QRG 
#s Category 

 Banner 
Form Banner Form Name  Description 

1 
O/L FGIBDSR Executive Summary (Can 

query on Hi-Level codes) 
Budget and Activity data organized by Account; filter 
by 1 or more FOAPAL elements 

2 
O/L FGIBSUM Trial Balance Summary Fund balance by Revenue, Labor, Expense, and 

Transfer categories 

3 
O/L FGIBAVL  

Budget Availability Status  --
INCLUDES PENDING 

DOCUMENTS 

 Available budget balance, actuals, and 
commitments by FOAP at the level of budget control 

4 

O/L FGIBDST  
Organization Budget Status-

-INCLUDES ONLY POSTED 
DOCUMENTS  

Available budget balance, actuals, and commitments 
by FOAP as entered, rather than as summarized at 
the level of budget control like in the FGIBAVL form 

5 
O/L FRIGITD  Grant Inception to Date 

(ITD) 
ITD budget, actuals, commitment info for any fund 
type that is a project/has an associated grant code 

6 
O/L FGITRND  Detail Transaction Activity Lists of all documents that affected a particular 

FOAPAL elements 

7 
G/L FGITBSR  Trial Balance Summary (@ 

High Level) 
Beginning balance and current balance for G/L Accts 
/ Fund Balance--can filter by Fund Type 

8 
G/L FGITBAL Trial Balance Summary Beginning balance and current balance for G/L Accts 

/ Fund Balance 

9 
G/L FGIGLAC  General Ledger Activity Lists documents posted to G/L Fund and/or Account, 

by fiscal period and/or fiscal year 

10 
Document FGIDOCR / 

>FGIDOCP 
Document Retrieval Inquiry 
Form/ > Option:  Postings  

Displays all sequences (lines) for a document/ doc 
type, or description.  Drill to FGIDOCP to see system 
postings e.g., Control Acct entries 

11 
Encumb. FGIOENC  Org. Encumbrance List Lists all encumbrances posted to a particular ORG 

and/or Fund 

12 
Encumb. FGIENCD  Detail Encumbrance 

Activity 

Transactions affecting encumbrances (requisitions, 
purchase orders, general encumbrances, and the 
payments that liquidate them) 

13 Purch FPIPURR Purchase/Blanket Order 
Info PO and Change order information 

14 Purch FOIDOCH Document History Status by Document Type/Document number 

15 Purch FAIINVE Invoice Accounting, status, and payment information 

16 Purch FAICHKH Check Payment Lists invoices paid by check number 

17 O/L FZMACCI Account Index Valid Fund Organization Combination 

18 AP FOAIDEN Person Identification Search whether a person exists in Banner 

19 AP FTMVEND Vendor Maintenance Search whether a person is a vendor and/or verify 
remit to address 
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1. FGIBDSR—Executive Summary (Balance by FOAPAL; Can use High-Level Codes) 
 

 

FGIBDSR G/L Trial Balance Summary (Displays Fund Balance) 

Required Entries Chart, Fiscal Year, Index or one or more FOAPAL elements. Orgn 
and Fund can be high-level codes. 

Account  Leave blank to display all account codes within the organization or 
enter a desired code. It will display all subsequent account codes.  

Acct Type  
Leave blank to display all account types within the organization or 
enter a desired code. (Level 1 or Level 2 account types. See 
Account Types).  

Other Criteria   

Query Specific Account  
If a specific account code is entered in Account, screen will display 
that account, and all subsequent accounts, unless ‘Query Specific 
Account’ is selected.  

Include Revenue Accounts  Should be unchecked for available balance queries, since Banner 
will subtract total expenses from revenues when checked.  

Commit Type Specify uncommitted, committed, or both types of encumbrances 
Other Fields Type:  Revenue Labor Expense Transfer 
Drill Options   

FGITRND Transaction Detail 
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2. FGIBSUM – Organizational Budget Summary 
 

 

 

FGIBSUM G/L Trial Balance Summary (Displays Fund Balance) 
Required Entries Chart, Fiscal Year, Organization 
Other Criteria   

Fund  May be required if user does not have master fund security 
Drill Options  FGITRND 
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3. FGIBAVL - Budget Availability Status--INCLUDING Pending (not yet posted) Documents 
 

 

FGIBAVL O/L Budget Availability INCLUDING PENDING DOCUMENTS 

Required Entries Chart, Fiscal Year, Index or one or more FOAPAL elements. 
Budgeted Account must be entered. 

Account 
Budgeted Accounts begin with a "6" or "7".  Only pool-level accounts 
will display regardless of Account level entered.  All subsequent 
account codes will display. 

Other Criteria   
Commit Type Specify uncommitted, committed, or both types of encumbrances 
Control Keys  Auto-populates.  Indicates the fields that the budget is controlled on.  

Drill Options None 
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4. FGIBDST--Organization Budget Status –Includes Only Posted Documents  

 
 

FGIBDST O/L Organizational Budget Status 
Required Entries Chart, Fiscal Year, Index or one or more FOAPAL elements  

Account (optional) Leave blank to display all account codes within the organization, or 
enter a desired code. See Query Specific Account below. 

Acct Type (optional) 
Leave blank to display all account types within the organization, or 
enter a desired Level 2 account type code (50, 60 or 70).  To see ALL 
Operating Expenses only, enter "70‟  

Other Criteria   

Query Specific Account  
If a specific account code is entered in Account, screen will display 
that account, and all subsequent accounts, unless ‘Query Specific 
Account’ is selected.  

Include Revenue Accounts  

Should be unchecked for available balance queries, since Banner will 
subtract total expenses from revenues when checked.  
 
Check to Include Revenue e Accounts if the Fund has both Revenue 
and Expense and you wish to display a net balance. 

Commit Type Specify uncommitted, committed, or both types of encumbrances 
Drill Options FGIBSUM, FGIOENC, FGITRND—(select record first) 
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5.   FRIGITD—Grants (Project) Inception-to-Date 
 

 

FRIGITD Grants (Project) Inception-to-Date 

Required Entries Chart, FY, Index or Grant or Fund (Fund must be associated with a 
Grant/Project) 

Optional Criteria Other FOAPAL elements 
Grant Year Year of the Grant (not FY) 
From- and To- Dates Can specify a calendar year period to obtain FY information 
Account Summary Specify Level 1 or Level 2 

Drill Options Grant Detail Information, FRGTRD 

Query Options Use Enter Query/Execute Query to filter on Account field. 
f 
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6. FGITRND --G/L Detail Transaction Activity  
 

 
 

This form requires a Query Execute action to populate it 

FGITRND O/L Detail Transaction Activity 

Required Entries 
Chart, Fiscal Year, Index or one or more FOAPAL elements, 
OPTIONAL:  Enter criteria in the Next Block with or without FOAPAL 
elements specified in the Key Block. 

Account  Blank for all, or enter specific account code. (Q must = S)  
Period  Blank for all, or enter specific period (“01”=July, “12” = June).  

Query Type Enter R (relative starting point to include subsequent accts) or S 
(specific account)  

Commit Type 
Leave blank for both types of encumbrances, or Specify U 
(uncommitted) or C (committed) 

Drill Options FGIENCD 
Query Options  

(Document) Type 
See appendix for list.  Ex.:  "IN%" returns Invoices; "J%" returns 
JE's. 

Document (number)   
Amount   

Field (transaction type) 
ABD=Adj Budget; OBD=Orig. Budget; YTD=Actual Activity; 
ENC=Encumbrance 

Total Field 

Displays the total for the current record set only.  Select Query Total 
for All Records from the Options menu to display the last record and to 
display the total for all records. 

Total is for Current Record set only—see 
Options menu to obtain grand total. 

CAUTION:  “Amount” 
represents an 
inc/dec to the Acct’s 
normal balance; NOT 

 

Period is 
Cumulativ
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7. FGITBSR – Trial Balance Summary Form 
 

 

FGITBSR Trial Balance Summary Form--High Level Reporting Available 
Required Entries Chart, Fiscal Year, Fund or Fund Type 

Account or Acct Type Optional 
Acct Type Optional 

Other Criteria   
Drill Options FGIBSUM, FGIOENC, FGITRND 
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8. FGITBAL--G/L Trial Balance Summary Form 
 

 

FGITBAL G/L Trial Balance Summary Form 
Required Entries Chart FY, Fund 
Account Type  Blank for all or enter desired General Ledger account type.  
Account Code  Blank for all or enter desired General Ledger account code ??? 
Other Fields   

D/C D= debit C= credit  
* Denotes account balance in opposite sign of normal balance. 

Drill Options FRIGLAC--Transaction details for the selected record; then drill to Doc 
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9. FGIGLAC--General Ledger Transaction Activity  

 
FGIGLAC General Ledger Transaction Activity 
Required Entries Chart Fiscal Year Index or Fund  
Period Blank for all or enter desired period 
Account Blank for all or enter desired General Ledger account 
Drill Options "Transactions Source Info" navigates to FGIDOCR 

Query Options 
Use Enter Query/Execute Query to filter on displayed fields including 
those listed below. 

(Document) Type See appendix for list.  Ex.:  "IN%" returns Invoices; "J%" returns JE's. 
Document (number)   
Amount   
D/C 

 

Total Field 

Displays the total of the positive and negative amounts for the current 
record set only.  Select Query Total for All Records from the Options 
menu to display the last record and to display the total for all records. 

 

  

Total for Current Record set only—see Options menu 
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10.   FGIDOCR – Document Retrieval (Inset FGIDOCP—Document Postings) 
 

 

 

FGIDOCR Document Retrieval (completed documents only) 
Required Entries Enter or search for a document number, Fiscal Year 

Query Options 
Use Enter Query/Execute Query to filter on displayed fields including 
those listed below. 

Amount   
Document Reference 

 Description Case sensitive; can use wildcards to filter   
Drill Options   

FGIDOCP (only way to access this form!) Document posting (e.g. Control Accounts) for selected record 
FOATEXT Free-form text narrative  
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11. FGIOENC—Open Organizational Encumbrance List  
 

 

FGIOENC Organizational Encumbrance List (Encumbrance Ledger) 
Required Entries Chart, FY, Index or FOAPAL elements 
Drill Options (Select a record first) FGIENCD, Encumbrance detail activity 

Query Options Use Enter Query/Execute Query to filter on displayed fields. 
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12. FGIENCD--Detail Encumbrance Activity / Remaining Balance  
 

 

FGIENCD   Detail Encumbrance Activity  
Required Entries Enter PO or Encumbrance number or search. 
Other Fields--(several blocks)   

Encumbrance Period This field pertains to multi-year encumbrances, which UCHC doesn’t 
use. 

Status  (O)pen or (C)losed 
Type  See Appendix for list of Rule Class (Transaction Type) Codes 
Action  (P)artial payment, (F)inal payment, (T)otal Liquidation 
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13.   FPIPURR-Purchase/Blanket Order Inquiry 
 

 

FPIPURR Purchase Order/Change Orders 
Required Entries Enter PO number or search by vendor 
Drill Options   

Document Information   
Requestor/Delivery Information   
Vendor Information   
Commodity/Accounting Information   
View Items in Suspense   
EDI Information   
Document Text   
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14.   FOIDOCH-Document History 
 

 

 

FOIDOCH Document History 
Required Entries Doc Type:  INV for invoice, PO for purchase order, CHK for check 

Doc Code  Enter the document number or search.  
Other Fields   

Status Select "View Status Indicators" on the Options menu to decode. 

Query Options Use Enter Query/Execute Query to filter on displayed fields, which will 
vary depending on the type of document being researched. 

Drill Options View Invoice Information - Displays invoice for highlighted record 
FAIINVE Invoices 
FAICHKH Checks 
FPIPURR Purchase Orders 

 

  



Banner (INB) Ledger Inquiries 
 

Banner Training Staff (INB).docx Page 22 of 26 
 
 

15.   FAIINVE—Invoice / Credit Memo Query 
 

 

FAAINVE Invoice/Credit Memo Detail 

Required Entries Enter or search for PO and Invoice number 
Note:  can search by Open, Paid, Suspense, & Hold invoice status 

Other Fields Provides detailed accounting distributions, address, tax information, 
and payment due date for a specified invoice 

Drill Options 
Access the Options menu in each block to access various forms for 
drilling, including Accounting Distribution information (from Account 
Amounts block). 
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16.   FAICHKH—Check Payment History 
 

 

FAICHKH Check Payment History Screen 
Required Entries Enter or search for check number, Bank Code 
Drill Options FAIINVE, Document Inquiry, to view invoice detail 
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Appendix A 
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Appendix B 

Banner Rule Class Codes 

 

 

 



Banner (INB) Ledger Inquiries 
 

Banner Training Staff (INB).docx Page 26 of 26 
 
 

Accessing e~Print 

 

 

 

Click the pdf  icon to view the latest version of the report 

Click the text icon to download the output file to Excel 

Click the drill  to drill into multiple versions of the report 

By drilling into previous saved versions of a report, the pdf and text options, if available, should appear on the next screen. 

Travelling through the screens is allowed in the normal browser process.  

To close the session, simply close the browser. 
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