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To obtain access to Banner you need:
1. If you are a first-time Banner user: Complete the Banner Basic Navigation Course.
o This is a virtual training.

o After you have completed Banner Navigation, you have to complete the required document here. Be sure to follow directions for appropriate signatures.

2. Anytime you get a new fund this step needs to be completed: Complete the Banner Privilege Request Form here.
o This is a dynamic form that will be routed to your supervisor for approval.
o You will need the fund number, org, and supervisor's email.
o Once you sign it will be routed for signature and approval.

3. Those working remotely: The Virtual Private Network (VPN) service is required to connect you to the Marshall University Network (MUNet). This is needed to access:
o Banner-related services not available thru myMU (e.g. Banner Production and Pre-prod environments)
o Network Shares

o Internal SharePoint sites
o Remote Desktop Access to a computer or server
To access and view installation instructions visit the VPN page here. For any issues with installation contact IT at itservicedesk@marshall.edu or 304-696-3200

It is also recommended to obtain access to MURC Informational Reports. This allows you to view payroll and P-card information. Payroll is helpful during grant reporting.

This form is provided by Kayla Perry, our assigned Post-Award Officer during fund set-up. You can also access here. Complete the form, send it to Amy Saunders, and copy
Dee Lacy for signature and processing.



https://www.marshall.edu/human-resources/training/training-schedule/banner-basic-navigation/
https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=cade935a-cfad-4410-b039-e0d18d946b0d&targetURL=https%3A%2F%2Fdynamicforms.ngwebsolutions.com%2FSubmit%2FForm%2FStart%2F9c623403-1d97-4a22-825a-31a975fdccb9
https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=cade935a-cfad-4410-b039-e0d18d946b0d&targetURL=https%3A%2F%2Fdynamicforms.ngwebsolutions.com%2FSubmit%2FStart%2Fe0680d04-da85-4e3d-a669-3e60140cfbaa
https://www.marshall.edu/it/vpn/
mailto:itservicedesk@marshall.edu
http://muweb-new.marshall.edu/murc/frs
https://www.marshall.edu/murc/files/2012/08/MURC-Informational-Reports-Request.pdf

Banner Finance Privilege Request Form
Thiz page is to be complated by the Requester, Supervisor/Dept. Chair/P.l, and/or Dean/Director ONLY.

All participants: Please click Mext to continue.

Instructions
For approvalrouting purposes, please select the next individual who will need to approve this request before it gets to
IT/Finance.
For each role, please provide the MUNet Usemame of the person that will pariicipate in that role,
If Academic Affairs is required to approve, you do not need to enter contact information.

To Be Completed By the Requester

Please enter the MUNet username of your Supervisor, Department Chair, or Principal Investigator.

Role/Participant MUNet Usemame First Mame Last Name Email Address
Requester Type the supervisor's email and their name will populate  =. .- reavis2 Emarshal edu
*Attention: If there is a space after the email the name will not appear
Supervisor, Dept. Chair, @marshall adu Ay Saundess saunde22Emarshall gdu

or Principal Investigater
(nequired for appeoval)

Mame and email address MUST populate fior the form to route properly.
Flease ensure you have the comect username. Vanity addresses (ex. john.marshall) CANNOT be used.

To Be Completed By the Supervisor/Department Chair/P.l.

Please select the next person who needs to approve this request form.

I you select Dean/Director or Vice President, enfer the MUNet Usemame of the individual, Academic Affairs does not require contact information to be entered
For MUSOM funds, please select the role of Vice President, NOT the Dean/Direclor.

Role/Participant

- Choose — e

To Be Completed By the Dean/Director
(¥ applicable)

Please select the next person who needs to approve this request form.
I you select Vice President, enter the MUNet Username of the individual, Academic Affairs does not require contact information to be entered
Role/Participant

* == Choose bl

| Save Progress || Mext |
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Banner Finance Privilege Request Form

Employee Information
MUID: Hame: Phane:
*ipoSbEE0 Graany Bre QETTERE
MUNel Usemame: Departrment Primary Job Title
reaval 1 ]
Action:
{=Choose - i
£ 1 vl NOT approve Requisdions and General Encumbrances. As a Pl you will need to select the second choice

Tl I wall approve Requisibons and General Encumbrances. (lckude praieps lvel sad complede Elecirens Approvals sechzn Bekiw)

O PaymenlPurchasingRecehving [AFous you o wew ihe fracking of fems requesied for purchase |

] General LedgerTrial BalanceiAceounting (4fows you fo view acoounting information | As a Pl you will need to select all for full access.
Budged Information {Alisws you i view budge! information |

() Research Acopanting Inguiry

I

| Requisition (ARwS you i intidid and query uehase requai)
) General Encumbrancas (Afows you fo resenve funds for fufune commitments |
[ Research Accounting Enry

Identify Chart 1 (MU) andior Chart 2 (MURC) funds and ocganizations 10 which you will need access. Request Query access if information can
be viewed but no requislions or encumbrances can be enlered. Request Update access if you should be able lo enfer requisiions and
bove

As a Pl you will need to select all for full access.

Chart 1 - MU
Al figlds are required for each lundiorg

This section is for Marshall funds. See below section.

() Id lke to add maore Chart 1 (MU) fundsiongs.

Chart 2 - MURC
"All fields are required for each fundiong
"FundiOrg | “Access Type
1 P [ ] '
o [ Include the fund(s) that you need access to. For access
i e — — type select U (Update). This gives you the ability to enter
£ o e, requisitions and encumbrances.
, ow ]
5 Pt [ ]
| ow [ ]
4. Fand [ ]
ow ]
5. Pt ]
[ Pl like to add mare Chard 2 (MURC) fundsforgs.
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How to Login to Banner
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There are two ways to Access Banner:
1.Use the direct link here.
2.Login into MyMU Portal on the Employee QuickLinks menu.
o On the next screen you will see To access the Banner Database selection menu, please click here.
o Then click on the Banner 9 link.
Note: You will need to sign in to myMU or the Banner 9 Production (BANPROD) page with your MUNet credentials
to access Application Navigator.

SUFFER FROM LOIWER | - MU Book Store
BACK PUN?

- MU Skills Exchange
- PathwaylU

SPORTS
PHYSICALS

- Qualtrics
== ]

: Sports Physicals Lower Back Pain Course
5552025 SISIP075 3 IR0 - Student Account Center (Touchnet)

- Register For Classes

- Syllabi Repository

¢ Employee Quick Links

- Advocate - Submit a Report

SRS
- Banner

- BigInterview

- Campus Card Account
- Commuter Meal Plans and MU Parking
- DegreeWorks

- Digital Measures

- Directory

to the conversation! - Dynamic Forms
estions, and engage with students, faculty, and staff, Start comversations, gather input

wart of the Marshall community dialogue. - EABNavigate


https://mubanapp.marshall.edu/applicationNavigator/seamless
http://www.marshall.edu/banner/banner-database-menu/
https://mubanapp.marshall.edu/applicationNavigator
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This screen will show the most up to date balance on your MURC fund. It shows balance by line item and overall total.

To populate balance, fill in:
e Chart: 2
e Fund: Put the fund number you are inquiring about here.
e Account: 601
 Fiscal Year: Current fiscal year unless want to look at past fund availability.
o Commit Type: Both
e Hit Go or Alt Page Down as a shortcut

Chart: * 2 | oo Fiscal Year: * 24 | g
Index: || | o= Commit Type: Both |~
Fund: * 223080 |oee < I el e ... Organization: 1524 ‘-" ‘ . _E -.
Account: 70253 | oee Prolf%lm . Program: 0010 ‘-" In% S
Keys --- >
Control Fund: Control Organization:
Control Account: Control Program:

Pending Documents:
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This screen is viewed by fiscal year (July - June)
e Adjusted Balance: What is available in the account as of June 30. Commitments are included in the total.
e YTD Activity: Any expenses since the beginning of the year.
o Commitments: Anything encumbered to the fund but not charged.
o MURC encumbers salary and benefits for MURC employees only through the end date of the fiscal year or the end date of the grant; whichever comes
first.
o Encumbered payroll can be viewed in MURC Informational Reports.
o Encumbrances and Purchase Orders for equipment/supplies and travel are reflected in their respective budget lines.
o Contractual Pool Budget is where the money is allocated to the Sub-awardee’s lives. This is where the money is pulled from when an invoice is submitted,
and a requisition is created.
e Available Balance: The current balance available for spending. Commitments are reflected in the available balance column

Start O
Chart: 2 Fiscal Year: 24 Index: Commit Type: Both  Fund: m B -‘_ [ ¥ Organization: r“ B B ki
| | ||

Account: 70253 Professional Services Program: 0010 Instruction Keys ---> Control Fund: 223090 Control Organization:  Control Account: 704B Control Program:  Pending Documents:

»BUDGET AVAILABILITY STATUS Insert @@ Delete ¥m Copy [3 More Information ¥, Filter

Account Title Adjusted Budget ¥ TD Activity Commitments Available Balance Pending Documents

l 704B Contractual Pool Budget 212,212.39 21,966.75 154,447 52 35,798.12 []
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This screen will show the balance on the MURC fund by line item and total across fiscal years. This pulls the same balance data as FGIBAVL, but the view is not

limited by the FY.

To populate balance, fill in:

e Chart:2

e Fund: MURC fund#

e Grant: MURC fund#

e Account Summary: Budget Pool

e Org: Org associated with MURC fund#
Please Note: all other sections should be blank

e Hit Go or Alt Page Down as a shortcut

Chart of Accounts:

225010

Program:
Location:
Account:

Date From (MM/YY):

Include Revenue:

Accounts

Hierarchy:

By Sponsor Account:

Grant:

225010

= WVCTS3I

Go

Index:
QOrganization;
Activity:
Account Type:

Account Summary:

Budget Pool

Date To (MM/YY):

Exclude Indirect:

Costs

Fund Summary:

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.
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FRIGITD: How to check available balance
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This screen shows budget, expenses, and balance for award term.

» Adjusted Budget: This is the balance on the award at the start date. It reflects any budget modifications that have been made during the award
cycle.

YTD Activity: Any expenses since the start date of the award.
Commitments: Anything encumbered to the fund, but not yet entered for posting.

o MURC encumbers salary and benefits for MURC employees only through the end date of the fiscal year or the end date of the grant;

whichever comes first.
= Encumbered payroll can be viewed in MURC Informational Reports.

o Encumbrances and Purchase Orders for equipment/supplies and travel are reflected in their respective budget lines.
Available Balance: The current balance available for spending. Commitments are reflected in the available balance column.

o NOTE: Be aware of most recently closed month.
All columns are subtotaled at the bottom of the screen.

@ ellucian

Start O
Chart of Accounts: 2 Grant: 225010 WVWCTSI| Grant Year: Index: Fund: 225010 ©Qrganization: Program: Activity: Location: Account Type: e

Account:  Account Summary: Budget Pool Date From (MM/YY): / Date To (MM/YY): / Include Revenue Accounts: Exclude Indirect Costs:

Hierarchy: Fund Summary: By Sponsor Account:

‘v GRANT INCEPTION TO DATE Elinseri [ Deleie g Copy ¥ Filter
Account Type Description Adjusted Budget Activity Commitments Available Balance

|EO1B L Salaries/Personnel Pool Budget 537,447.00 412,709.45 9,904.93 114,832.62
602B L Fringe Benefits Pool Budget 137,475.00 94,364 .08 2,560.42 40,550.50
701B E Travel Pool Budget 3,054.00 1,738.94 0.00 1,315.06
702B E Equipment Pool Budget 0.00 0.00 8,150.00 -8,150.00
703B E Supplies Pool Budget 2,000.00 57.99 0.00 1,942.01
790B E Indirect Cost Pool Budget 326,388.00 205,664 72 0.00 120,723 .28

of 1 Per Page Record 1 ufﬁi
~ NET TOTAL Insert (@ Delete Vg Copy | Y, Filter
Adjusted Budget Activity Commitments Available Balance
1,006,364.00 714,535.18 20,615.35 271,213.47




FGIBAVL and FRIGITD R

IMPORTANT information regarding posting dates RESEARCH

This screen will show the most up to date balance on your MURC fund. It shows balance
by line item and overall total.

This is a real-time balance with the exception of three items:
MU Payroll beyond the most recently closed month.
P-Card Expenses beyond the most recently closed month.
Indirect costs beyond the most recently closed month.

o These three expense types are uploaded on the 10th -15th of the following month.

Example: October P-Card won't be reflected until mid November.

Departments are notified when accounting has closed each month via this
email
When viewing FGIBAVL be cognizant of the most recently closed month. For example:
If viewing at the beginning of a month, understand that the above expense types are
not yet reflected and account for them accordingly

It is important to view the balance in FGIBAVL on a routine basis. It is recommended
to review monthly at minimum.

CORPORATION

MURC Reports - March 2025
A CIRINIEIIL

L murc-grants-administrators-request@lists.marshall.edu or
To

Good Mormning,
The March 2025 reports have been generated and are now available to view on the MURC Financial Reporis System.

The MURC FES site for MURC monthly reports is located here: hitps-//murcapps.marshall eduw/murc-frs/prod/login. php

The Principal Investigator, Co-PI, and anvone theyv designate to copy reports can access these monthly reports.

It is important that you review this information and inform MURC Compliance of any errors to ensure accurate financial reporting and accurate billing 1
If anything is incorrect or vou have any questions about the reports, please contact vour MURC Compliance contact.

MUEC payroll registers and P'Card detail reports are accessible via the MURC web-based Financial Reports System. To access the system, go to: http://muwe
new.marshall eduw/murc/frs/, Complete the request form and submit it to Kristen Martin

MURC Reports Instructions
+ Follow this link: https:/‘murcapps.marshall edu/'murc-frs/prod/login php

» Log-in using vour MUNet username and password (this is the same login vou use for MyMU)
o Contact the IT Helpdesk if vou need to reset your MIUNet password

In the “Available Feports & Options™ section, click “Grants Monthly Reports™

Select the Month from the dropdown list

Select the Detail Grants Report or Summary Report from the “Available Reports™ list

You have received this message because vou are subscribed to the MURC Grants Administrators list for MURC Fund Pls, Co-PIs, and Administrators.
If vou are no longer affiliated with a MURC grant, contract, or fund, and you wish to be removed from the list, click heve to unsubscribe or send an email to
sympea@lists marshall edu with the subject line unsubscribe murc-grants-administrators
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FGIBDST: How to Drill Down on Expenditure Detalil
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This screen allows you to “drill down” to see detailed transactions by account code.

Fill in:

e Chart:2
Fiscal Year
Commit Type: Both
Fund: MURC Fund
Organization
Hit Go or Alt Page Down

This screen is viewed by fiscal year (July-June)
* If you need to review expenses from a prior FY, edit Fiscal Year field.
» Please note: this screen is useful for viewing expenditure detail by account code. Use FGIBAVL to check on balance information. Use FGIBDST to check on expenditure
information.

Go

Chart: * 2 |-" MU Research Corporation Fiscal Year: * 22
Index: | s Query Specific: [ |
Account
Include Revenue: Commit Type: Both | -
Accounts
Organization: 1510 |m Research Corporation Fund: 222128 |m S0R Alliances Southern WV Coll FY22
Program: | o Account: 70253 |m Professional Services
Account Type: | e Activity: | e
oo

Location:
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FGIBDST: How to drill down on expenditure detail st
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This screen allows you to see a list of detailed transactions that is broken down by account code. From this screen, you can drill down on the expense in
account code.

e On-screen FGIBDST, put the cursor on YTD Activity

 (Click on the account code then select Related in the top right corner of the screen and select Transaction Detail (FGITRND).
e This will populate the detailed transaction list for that account code

@ ellucian

Q, search

L= i=n)
[ | ||
2 mm plw pgem g "
l Budget Summary Information [FGIBSUM]

SRM+F2

Organization Encumbrances [FGIOENC) F4

Transaction Detall Information [FGITRND]

COA: 2 Fiscal Year: 22 Index: Fund: mh-_ 5 Program: Activity:  Location: Period:  Commit Type: Both

+ DETAIL TRANSACTION ACTIVITY §3 insert |
Account Organization Program Field | Amount Increase (+) or Decrease [-) Type a« Document* Transaction Date * Activity Date * Description Commit Type Fund *
70376 1510 0030 YTD 3500 + JE16  [10130677  |o0a:28/2022 05/16/2022 P'Card Apr 2022 u 222128
70376 1510 0030 YTD 102400 + JE16  J0129412 013112022 0212112022 P'Card Jan 2022 u 222128

Total 1,059.00  +
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This screen allows you to see a list of open Purchase Orders and Encumbrances.
e Navigate to FGIOENC on Banner home screen
e Typein Fund, Org, and FY
e Hit Go or Alt Page Down

Chart: * 2

L1 L]

Fiscal Year: 25

Index: -

Organization: 5210 ‘ see

Fund: 225010
WVCTSI Y3

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.

 All open/unpaid Encumbrances and Purchase Orders will be reflected in the detailed listing below:

Chart: 2 Fiscal Year: 25 Index: Organization: 5210 SOM-Pharmacology Fund: 225010 WVCTSI Y3

+ ORGANIZATIONAL ENCUMBRANCE LIST Insert [ Delete ¥
Encumbrance Vendor Item Acct Prog Actv Locn Amount Con
P2502152 Thermo Fisher Scientific Inc 0 70720 0020 8,150.00 U
PR250001 0 60070 0020 9,904.93 U
PR250001 1 69999 0020 2,560.42 U
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FGIOENC: How to check what is encumbered
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e All open/unpaid Encumbrances and Purchase Orders will be reflected in this screen.
o Periodically review this screen to check on open/unpaid commitments.

o Submit unpaid invoices to MURC for payment or contact your assigned Compliance Administrator to close the commitment if the items are no longer needed.
o NOTE: Itis the departments responsibility to monitor open commitments and submit invoices to MURC for payment.

Chart: 2 Fiscal Year: 25 Index:

Organization: 5210 SOM-Pharmacology Fund: 225010 WVCTSI Y3

v ORGANIZATIONAL ENCUMBRANCE LIST Insert [ Delete W

Encumbrance Vendor Item Acct Prog Actv Locn Amount Con
P2502152 Thermo Fisher Scientific Inc 0 70720 0020 8,150.00 U
PR250001 0 60070 0020 990493 U
PR250001 1 69999 0020 2,560.42 U

Helpful Tip: If there are commitments reflected in FGIBAVL, but you aren't sure what they are for, you can use this screen to drill down on all open commitments



FGIENCD: How to check payment status on Encumbrance/PO

%Jse TIT’IIB scPr%e# to \’fig\ﬁ/) Purchase Order balances and see payments made against the PO/Encumbrance. For this screen, you will need the Encumbrance or Purchase Order #
must be , NO

Type FGIENCD in the search box and then hit Enter.

o ',F*

& Welcome

® Search Direct Navigation fglencd

Detail Encumbrance Activity
(FGIENCD)

You will be taken to the Detail Encumbrance Activity form, enter the PO number in the Encumbrance field and click either GO or Alt-PageDown.

@ ellucian

Encumbrance: * P2100638

see Encumbrance: All ‘ =

Period

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.



FGIENCD: How to check payment status on Encumbrance/PO

You will now see the Encumbrance Information and your cursor will be in the Encumibrance Detail section. By clicking the right arrow on the bottom left
corner of the Encumbrance Detail area, you can scroll through every line of the PO

Note the following Encumbrance Information:

. . Encumbrance: P2100638 Encumbrance Period: All l i J
1. Description — vendor name
. . . + ENCUMBRANCE INFORMATION £ insert B faCopy Y.
2. Status — O or C indicates whether the PO is open or closed N : : _ __
. . L Description  Bulldog Creative Services Date Established  08/25/2020
3.Type - P indicates that thisis a PO sutie I - 5106
4. Ddfe ESfCIb"Shed - dOTe PO wds CreQTed Type P Vendor 270086421 Bulldog Creative Services LLC
5.Balance - balance left on PO + ENCUMBRANCE DETAIL 3 Ins @ Delete ¥a Copy | V. Filter
6_Vendor —_ Vendor |D Ond name ltern 0 Document Accounting Dis Orgn 1510
Sequence 1 Acct 70253
Fiscal Year 21 Prog 0030
Note the following Encumbrance Details: St S ki
Commit Indicator U Locn

1. fem — a numbered list of what was ordered on the PO
2. Sequence - each different Fund, Orgn, Acct, and Prog (FOAP)

Proj

cCoA 2 Encumbrance 3,350.00
combination on a line is considered to be a sequence Index Liquidation -3,350.00
3. Fiscal Year - FY in which PO was created Fund 119039 Balance 0.00
4. Status — O or C, indicating open or closed Record 1of 1
. . - :‘: Insert = Delet r oV 7 et
5.Commit Indicator — U TRANSACTIONACTIVITY : .
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
6‘ Indexl Fundl Orgnl ACCt' qnd Prog 08/25/2020 PORD P2100638 3,350.00 3,350.00
/.Encumbrance - original amount encumbered on this line 09/22/2020 INE| 10664943 -670.00 2,680.00
8.Liquidation - fotal of all payments made against the line e = o L 2,680.00 il
12116/2020 ADEI 10668402 T 0.00 0.00

9.Balance - encumbrance remaining on the line ——y



FGIENCD: How to check payment status on Encumbrance/PO

As you scroll through the lines in the Encumbrance Detail, the Transaction Activity section reflects the activity for each line

A few Transaction Types:
e PORD = PO created
e CORD = Change to PO (a.k.a. “Change Order"”)
e INEI = Invoice entry for payment
o This means a payment has been made against the PO or
Encumbrance. Reflected as a negative amount.
e |CEl = Invoice cancellation
e E090 = Encumbrance roll from the previous year

Helpful Tip: FGIENCD is useful for fracking the status of
payment on an Encumbrance/PO. If a vendor asks if a
payment has been made, you can navigate to this screen
to see payment date. Any “INEI"” type is a payment made
against the PO/E#. The transaction date is the date the
check was cut by MURC.

Encumbrance: P2100638 Encumbrance Period: All
+ ENCUMBRANCE INFORMATION

Description  Bulldog Creative Services
Status C

Type P
~ ENCUMBRANCE DETAIL
Item 0 Document Accounting Dis
Sequence 1
Fiscal Year 21
Status C

Commit Indicator

CoA 2
Index

Fund 119039

~ TRANSACTION ACTIVITY

Transaction Date Type Document Code
08/25/2020 FPORD P2100638
09/22/2020 INEI 10664943
12/16/2020 INEI 10668402
12/16/2020 ADEI 10668402

Date Established  08/25/2020
Balance

Vendor 270086421

Orgn 1570
Acct 70253

Prog 0030
Acty
Locn
Proj
Encumbrance
Liguidation

Balance

Action Transaction Amount

0.00

Bulldog Creative Services LLC

Start Over ]

3 insert [ Delet
3,350.00
-3,350.00

0.00

3,350.00
-670.00
-2,680.00
0.00

Remaining Balance

Fg Copy Y. Filter

Fm Copy Y. Filter

Record 1 of 1

Fm Copy | Y. Filter

3,350.00
2,680.00
0.00

0.00

Record 1 of 4 |

Example: This screenshot shows that a PO was created on 8/25/2020 for $3,350 and two payments were

made for $670 and $2,680.
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This screen allows you to see the status of all documents attached to a completed requisition.
You may inquire about the following document types: REQ-Requisitions PO-Purchase Orders Note: This screen is not used for encumbrances.

Type Document Type (PO or REG) and the Document Code (PO or REG number). Hit Go.

L ]

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.

|

A listing of all documents associated with that number will populate. The fields will tell you what the status is of that document.
Blank- the requisition or PO has not been completed.

C- The requisition or PO has been completed but not yet approved.

A- The requisition or PO has been completed and approved.

P- The document has been paid.

X- The requisition or PO has been canceled.

Document Type: PO

ss+  DPyrchase Order Document Code: P2100638

Document Type: PO Purchase Order Document Code: P2100638 l Start Over ]
+DOCUMENT HISTORY Insert @@ Delete ¥ Copy . Filter
Document Type Document Number Status Status Description

' Requisition R2100638 A Approved

Purchase Order P2100638 A Approved

Invoice 10664943 P Paid

Invoice 10668402 P Paid

Check Disbursement 00229715

Check Disbursement 00230744

Record 1 of 6
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FAIVNDH: Vendor Detail History

Use this screen to view vendor payment history.
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On the Vendor Detail History screen, you will need to know the vendor ID # (FEIN) to search for payment history.
If you do not know the vendor number, please see previous slide for steps on how to identify the vendor if needed.

¢ |In the Vendor field, type the vendor's ID # (FEIN).

e The Selection field should automatically populate to all.

e You can limit the search by FY, or you can search open ended history. If you would to view a specific FY, enter the # under the Fiscal Year field.
e Hit Go or Alt Page Down.

e MURC COA2 Check Numbers will begin with “00".

e MU COA1 Check Numbers will begin with “Z".

To view more information about the vendor you can then click on Related in the upper right-hand corner. This will bring up a listing of Related Forms. Click View Invoice
Info. You will then be taken to the query form FAIINVE

G
Vendor: 270086421 | sne Vendor Hold: [ °
Bulldog Creative Services LL ®
Selection:  All | > Fiscal Year: 21 ‘"-
Invoice Date From: | Invoice Date To: |-

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

Q Search

Commodity Information [FOICOMM)

View Vendar Invoice [FAIVINY




FAIINVE: Invoice Query

RESEARCH
CORPORATION

This screen allows you to see a detailed invoice view. To use this screen you must have the |# readily available.

o The I# can be found in FGIENCD. In FGIENCD you can locate the I# under Transaction Activity, the third column over titled Document Code.
¢ |n FAIINVE type the I# in the Document field.

e Hit Go or Alt Page Down through each screen to view the entered invoice information.

@ ellucian

Document: * 10671343

ass Multiple:

@ ellucian Document: 0854943 Multiple: | Regular  Vendor: 270086421 Bulldag Creative Services LLC  Vendor Hold: Purchase Order: P2100638 l&]
* COMMODITY INFORMATION - REGULAR: Y insert [ Deiete P T, Filte:
Document: 10664943 Multiple: Regular  Vendor: 270086421 Bulldog Creative Services LLC  Vendor Hold: Purchase Order: P2100638 L
Document  [0664943 Commeodity Record
~ INVOICEICREDIT MEMO HEADER Count
Invoice Date  0BM3/2020 ' Document Accounting Vendor 270086421 Bulidog Creative Services LLC Commadity Website Design Deposit
Purchase Order  F2100638 umM OoL
Tranzaction 08222020 Check Vendor rchase Order 3
PO Itam 1 Fixed Asset Status N Non fwed assel
Cancel
Invaics Itam 1 Tax Groug
Address Code AP Collects Tax N Collects no taxes Vendor Hokd
2 i Huntington
Sequence Number City — Quantity Unit Price Extended Price
State or Province WV Ordered 3,330.00 1.0000 5,330.00
StreetLing 1 1400 Commerce Avenue ZIF or Postal Code 25701 Accupled 000 1.0000 Ton
Street Line 2 Mation Inveiced 670.00 1.0000 67000
Street Line 3 Direct Deposit Status Vo Approved 670.00 1.0000 670.00
\AT Discount 0.00
Additional 0og
Discount Code ACH Transaction
Tax 0.00
Type
Net £70.00
Payment Due 09222020 Credit Memo
Indicators
Bank 1A MURC - Chase Bank Checking " 1099 Vendor Tolerance Crwarride Suspensa W
Vendor Invoice  2020.08.27 Q, Direct Depesit Override Hold N OpenFaid  #
1099 Tax 1D 270086421 Tent Exists Final Paymant ] Tt Exist
Income Type  NC Nonemployee Compensation Receipt Required Mo Receip! Required Indlicator

Last Recahver



FTIIDEN: Looking up a vendor IR

RESEARCH
CORPORATION

This screen is used to locate a vendor ID #.
¢ |n the Last Name field, type the vendor's name.

o Hint: If you are unsure of the exact name, you can try a variation of what you think it may be and type the wildcard, %, after the name. It will pull up all ID’s 11
Banner that have those characteristics.

m For example: If you know the vendor is Bulldog Creative Services you can type ‘%Bulldog%’ in the Last Name field.
e Hit F8, or click Go

¢ |t will populate all the options with your search criteria.
e The FEIN # can be located in the ID box.

@ ellucian

~ ENTITY NAME/ID SEARCH

ES Insert [ Delete "a Cop Y. Filier
|+ vendors [ ] Proposal Personnel [ ] Agencies
[ ] Terminated Vendors [ ] Financial Managers [ ]an
[ ] Grant Personnel [ ] Terminated Financial Managers
E DETAILS ES Insert [@ Delete i Cop T Filter
D Last Name First Name Middle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type

Record 1 of 1
(®) Case Insensitive Query (C) Case Sensitive Query

~ ENTITY NAME/D SEARCH +|

ESInsert (@ Delete g Copy | ¥ Filter
+" Vendors Proposal Personnel Agencies
Terminated Vendors Financial Managers All
Grant Personnel Terminated Financial Managers
~ DETAILS +

B8 Insert [@ Delete ¥ Copy | ¥ Filler

D Last Name a First Name Middle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type
270086421 | Bulldog Creative Services Corporation Name Yes No No No No
270086421 | Bulldog Creative Services LLC Corporation Yes No No No No
364002075 | Bulldog Packaging Corporation Yes No No No No

Record 1 of 3
(® Case Insensitive Query () Case Sensitive Query



MARSHALL

FTMVEND: Looking up a vendor address

RESEARCH
CORPORATION

This screen is used to locate a vendor address.
¢ Note: If you don't already have the vendor's ID # (FEIN), follow the instructions from the previous slide.
¢ |Inthe Vendor field, type the vendor's ID # (FEIN).
e Hit Go or Alt Page Down.
o Hint: If you forgot to locate the Vendor ID #, click on the 3 dots box to the right of the Vendor field and it will take you to the FTIIDEN screen.
e Click on the Address tab at the top of the screen. You will be able to scroll through the various addresses (if applicable), by using the arrows in the bottom left.

Vendor: 270086421

Vendor Maintenance
- ADDRESS
From Date
To Date
Address Type

Sequence Number

Street Line 1
Street Line 2

Street Line 3

City

State or Province
ZIP or Postal Code
County

Nation

Telephone Type

Corporation: Bulldog Creative Services LLC

Additional Information Vendor Types E-mail

AP s»+ Vendor Address for Check
1

916 5th Ave Ste 305

Huntington
wv | ses  West Virginia
25701 =

VB |-- Vendor's Business Phone

M4 1060 N |

Middle Name:

Taxes Collected

Area Code
Phone Number

Extension

Fax Area Code
Fax Number

Fax Extension

Source
Delivery Point
Correction Digit
Carrier Route

Registration Number

BB Insert [ Delete ¥gCopy [B More Information . Filter

304
5259600

[+ Inactivate Address

20001;165535

Record 1 of 6



