FI1S Banner Navigation and Query




Training Format

e Lecture

e On-Line Demonstration
o EXercises

« Questions and Answers



Topics

« Welcome & Introductions
« Ergonomics

o Overview

« Banner Main Menu

o Parts of a Banner Form
 Functions & Navigation

o Query & Find Forms



Introductions

o Lab rules
o« Handouts
o Equipment Adjustments



What should 1 know?

o Working knowledge of MS-Windows
« Abllity to use a mouse



Healthy Mousing

o Proper Equipment Setup
Same height as keyboard

Minimize arm extension
Alternate hands
Programmable mouse
EH&S 459-2553

e Proper Movement
Keep it close to you
Hold with light grip

Move using arm’s large muscle groups
Minimize bending the wrist

o Proper Comfort

Frequent breaks
Keep hands warm
Perform hand exercises

http://ehs.ucsc.edu/injury_illness_prevention/



System Overview

Banner Systems used by UCSC,
focusing on different data.

Banner

Application Software - access, inquire, enter data, reports

Oracle

Relational Database - stores, retrieves and modifies data



System Overview

ORACLE stores data in tables.

each column is a field

Colfield |  Co2field |  Co3-field |

each row i _ i i
is a Row1-record Name i City i State i
record  p---------—mmmf-mmmmomomo o A e :
Row2-record Name | City | State |

BANNER accesses these underlying tables, and displays the data in FORMS.
We use FORMS to add, change, delete or view information.

FORMS are organized using fields, records, and blocks.



Logging On to Banner

o« Account setup

« Log on viathe Internet
+ Tab or mouse to enter your password

e Your logon is your signature — keep it
private
+ Recommend changing every 90 days

o Selecting or changing passwords
+ Refer to FIS Manual



UC Santa Cruz - FIS - FIS Launch - Microsoft Internet Explorer
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Address I@ kg fFis.ucse. eduf

UC SHNTH CRUL

ISearc:h Dept. m

Financial Information
Systems

UZ Santa Cruz

2300 Delaware

University of Califarnia
Santa Cruz, Ca 95064
Mailstop: Accounting
Email: fis_probs@ucsc.edu

FIS 7.0 Features
Worlsstation Configuration
FIS Manual

FIZ kKnown Issues Coming
Soon

How to Login to FIS
Other UCSC Links:

Business Gbject
Infowiew

CruzBuy
Data Warehaouse
Financial Affairs

Information
Technology Services

Purchasing

@ UZ Santa Cruz
Maintained by
fiz probs@ucze,edu

Home User ID / Password

Contact Us

FIS Production

Click here to enter FIS

WARNING! The above link faunches the
Liniversity of California Santas Cruz Snancial
Information Systemn login process, Access is
limited to authorized UCSC emplovees only,
Unauthorized access is profibited

FIS NMormal Hours
Monday - Saturday 7:00 &AM - 7:00 PM
Other Hours Generally Available

Monday - Saturday 7:00 PM - 9:00 PM
Sunday 7:00 &AM - 9:00 PM

TRAIN

FIS User Train

For help logging into the FIS User Train
database, please email

fis probs@ucsc.edu
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Financial Information System

ANNOUNCEMENTS

02713/2008
FIS Manual for FIS 7.0 Now Awvailable

Thanks to the hard work of our FIS team,
the FIS Manual for FIS 7.0 is now available,
ou can find it in the |eft navigation bar of
this page, under FIS Manual,
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Important: Do Not Close This Window!

This browser window is connected to your FIS session. Closing it or using it to navigate to another
wehsite will cause your FIS session to close. OUnce you exit FIS, you can close this window.
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Oracle Developer Forms Runtime - Web ] |

Window

Type in
User ID

Jsername: |

e
Passward: |
Database: [BPRD \\ Type In

[ Cancel Confidential

Password




Selecting and Entering a Form

FAF1S Banner - BPRD 18] x|
File Edit Options Elock Itern REecord Query Toadls Help

EEER e Sy B EIGEIL @ X

MU 7.4.1.1 (BPRD) - Thurs

El YWelcome, PHBALER Products: B Wenu | Site Map | Help Center
1My Banner My Links
1 Banner
‘AFinance [*FINANCE] Change Banner Passward

[ General Ledger [FINGENLL]
[IFinance Operations ['FINOPER]
[ Stores Inventory [*FINSTORES]

Check Banner Messages

Financial Affairs

| FOIDOGCH form
[JRequest Processing [*FINREQST]

Persanal Link 3
[ Purchase Order Processing [*FINPO]

[ Receiving Processing [*FINRECY] . Personal Link 4
[JProcurement Maintenance [*FINPOTAB] Personal Link 5
2 Commodities for Review Query [FOICOMM] .
Persanal Link &
Bc lities and Act ting for Review Query [FOICACT]
[ Accounts Payable [*FINAP]
[1Budget and Position Control ["FINBUDG] My Institution

I Fixed Asset [*FINASSET]

[ Cost Accounting ['FINCOST]

O Investment Manag t [FFININVEST)]
[JResearch Accounting [*FINRESEARCH]

Banner Broadcast Messages
17-FEB-2008 YWelcome to FIS Banner 71 Any problems? Send e-mail to fis_probs@ucsc.edu.

ucsc
Financial Information System

Fress EMTER to start selection or expandicollapse menu.
Record: 11 | o | =08C=




Hands on

e EXercise 1




F1S Banner Form Parts
Drop Down

Menu Bar
\ BAF1S Banner - UTRN: Open > FPIREQN =10l =]

File Edit Options Block |term Record Query Tools Help

Tool Bar _

T i tl e Bar Requisition: 20003450
Order Date: 19-JUL-1995 Transaction Date: 19-JUL-1395 [in Suspense
Delivery Date: 30-JUL-1995 Comments: ¥ Document Text

Commodity Total: 89.14 Accounting Total: §9.14
Header

|-
Block g
[ Complete ¥ Approved

Print Date: Cancel Date: Closed Date:
Activity Date: 24-JUL-1995 User ID: |OPS$TRAIN49

Cancel Reason:

Document Type: |P—PROCUREMENT
[C]NSF Checking [] Deferred Editing
Requisition Copied From: ,7

Origin: |BANNER

Reference Number: |

Hint Text
Status Line

—»  Record: 11 [ | <0sC= J




Banner Form Naming

Finance System
Purchasing Module
Inquiry Form
Form Code Name
(Requisition)

F P | REQN



FOAPAL Codes

UCSC BANNER FIS CHART OF ACCOUNTS

EAMHEER: Fumnd Organization Arcount Frogram Aetivity Location
EXAMFPLE: 62990 BE0200 noi0in i QLITRDNC

Fund: uniquely identifies all sources of funding
Organization: unit of budgetary responsibility; eq College office
Account: Expenditures, Fevenues, Transfers, Assets, Liabilities, Fund Bal.
Prngram: function categories; eq Instruction, Eesearch, Student Serv.
Activity: user defined; for cost center accounting
L.ocation: building; reserved for future use

The combination of Fund, Organization, Account and Program codes
are required on expenditure, revenue, and transfer transactions.



Elements/Concepts of a Form

e Blocks

o Flelds

+ Required fields
o Default fields
+ Optional fields

« Records

Multiple windows are required when information won't fit in a single window.
Only one window is active at a time.



Form Functions/Navigation

o Blocks
+ Next - [Ctrl PageDown]
+ Previous - [Ctr|l PageUp]

o Fields

o Next - [TAB]

o Previous - [Shift TAB]
o Records

o Next - [{]

« Previous - [1]



Hands on

2

ISE

o EXerc




How do | Query????

Check Enter Query in Status Line: Search forms
open in Query Mode

List of Values: Enters the Query or Find form

Enter Query: Enter criteria using wildcards [% ] to
limit the search.

Execute Query: Displays all matching records.

Exit with Value: Select the value and bring the
record back to your working form.

Use Query Pull-Down Menu, Icons, or Keyboard



Locate Queryable Fields
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Press F3to drill down to source document; navigate to the Oplions Menu to view Status Indicators. ‘
Record: 141 | o | | «ogC=




Enter Query Criteria

Enter Query Criteria.

Include Wildcards
% and _

to broaden your
search

Check Hint Text
for Helpful Hints '

15 Banner - UTRN: Open > FOIDOCH - FPIRQST

File Edit Options Block fem Record Query Tools Help

=lolx|

BB HEEE v P BEHEIAIE[EEIC [ T@1 X
r{-‘! Requisition va on FRIRQST 7.0 (UTRM) --0-
W Requestor Name Request Date Request Type
I | =
Organization Completed Approved
| \ M M
Vendor Origin
| | [ -
Request Number Requestor Name Request Date Request Type
] | [
Organization Completed Approved
| \ [ [
Vendor Origin
| | L -
Request NHumber Requestor Name Request Date Request Type
] | []
Organization Completed Approved
| \ [ [
Vendor Origin

L

Deliver by Date

s

Reference Number

e

Deliver by Date

=

Reference Number

e

Deliver by Date

s

Reference Number

Enter a query, press F8 to execute, Crl+G to cancel

Record: 171

| Enter-qu...

| =05C=




Execute (Run) Query

Query Results appear
as single or multiple
returned records

FIS Banner - UTRN: Open > FOIDOCH - FPIRQST

File Ecit Options Block Mem Record Query Tools Help
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\ Request Humber

Requestor Name

BRIy B (% =

7 Manager Test #1
Organization
[4m7o [poRTER CoLLEGE
Wendor

|@oooooara  [university art center

Request Date Request Type
[t7-s0-120s P
Completed Approved
v v
Origin

ELNER

[@ooooozo4  [oifics Depot Ine

Request NHumber Requestor Name Request Date Request Type
[Fooozasa Manager Navigation #1 [r-soL-199s P
Organization Completed Approved
[at7m [porTER coLLEcE b b

Vendor Origin

E&NRER:

|@uoonotes  [chemgass Inc

Request Number Requestor Hame Request Date Request Type
IM Manager Training #1 |23-JUL-1 995 |P—
Organization Completed Approved
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Vendor Origin

EBANMER

Deliver by Date

30-JUL-1995

Reference Number

e

Deliver by Date

S0-JUL-1985

Reference Number

e

Deliver by Date

25-JUL-19585

Reference Number

e —

Fress COUNT QUERY HITS for Requisition Query, ELOCK MENU for Review Commoaodities

Record: 1/3 | o |
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Query Using Wildcards

Two wildcards

represents one alpha-numeric
character

% represents any number of alpha-
numeric characters

Can be used many times in one search



Query Using Wildcards

Examples
%oma%
ma%o
%oma

- m%

All entries containing ma
All entries beginning with ma

All entries having ma as the final two
characters

All entries that have m as the
second character




Find|r4

—

RCY
REQ
RTN

1

Document Type

Document Description
Reconciliation ltems
Receiving Documents
Requisition

Returns

17

Last Activi

05-0CT-1
01-JUN-1
01-JUN-1

How do | Find?

Find forms open in
query mode with wild

card displaying.

As you enter letters,
your search narrows

automatically.



LOV — Find vs. Inquiry Form

e FINd Form
+ vValues automatically display
s Opens in query mode
o Starts with a wildcard (%)
+ NOt case sensitive

o INquiry Form
o fields may be blank if opens in query mode
s Case sensitive



Hands on

o EXercise 3



Hands on

o Nav/Query Exercise Sheet




Hands on

o Proficiency Exercise
o Class Evaluation

Complete and turn in both sheets
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