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NOTE: This guide reviews financial management in banner 9. It does not provide instructions for creating banner encumbrances and requisitions. MURC compliance
has detailed instructional guides for creating requisitions and encumbrances. Please reach out to your assigned compliance officer directly for these resources.



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

This is a virtual training. 
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. 
This is a dynamic form that will be routed to your supervisor for approval. 
You will need the fund number, org, and supervisor's email. 
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: 
Banner-related services not available thru myMU (e.g. Banner Production and Pre-prod environments)
Network Shares
Internal SharePoint sites
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. 

Getting Banner Access

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

Type the supervisor's email and their name will populate
*Attention: If there is a space after the email the name will not appear

As a PI you will need to select the second choice

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

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

This section is for Marshall funds. See below section.

Include the fund(s) that you need access to. For access
type select U (Update). This gives you the ability to enter
requisitions and encumbrances.



How to Login to Banner 
There are two ways to Access Banner: 

1.Use the direct link here. 
2.Login into MyMU Portal on the Employee QuickLinks menu.

On the next screen you will see To access the Banner Database selection menu, please click here.
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.

https://mubanapp.marshall.edu/applicationNavigator/seamless
http://www.marshall.edu/banner/banner-database-menu/
https://mubanapp.marshall.edu/applicationNavigator


FGIBAVL: How to Check Account Availability 

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



Screen FGIBAVL: What does it mean?

This screen is viewed by fiscal year (July - June)
Adjusted Balance: What is available in the account as of June 30. Commitments are included in the total.
YTD Activity: Any expenses since the beginning of the year. 
Commitments: Anything encumbered to the fund but not charged.

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. 
Encumbrances and Purchase Orders for equipment/supplies and travel are reflected in their respective budget lines. 
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. 

Available Balance: The current balance available for spending. Commitments are reflected in the available balance column



FRIGITD: How to check available balance

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: 
Chart: 2 
Fund: MURC fund# 
Grant: MURC fund# 
Account Summary: Budget Pool 
Org: Org associated with MURC fund# 

Please Note: all other sections should be blank 
Hit Go or Alt Page Down as a shortcut



FRIGITD: How to check available balance
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. 

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. 
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. 
NOTE: Be aware of most recently closed month. 

All columns are subtotaled at the bottom of the screen.



FGIBAVL and FRIGITD

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. 

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.

IMPORTANT information regarding posting dates



FGIBDST: How to Drill Down on Expenditure Detail

This screen allows you to “drill down” to see detailed transactions by account code. 

Fill in: 
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.



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. 

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). 
 This will populate the detailed transaction list for that account code

FGIBDST: How to drill down on expenditure detail



This screen allows you to see a list of open Purchase Orders and Encumbrances. 
Navigate to FGIOENC on Banner home screen 
Type in Fund, Org, and FY 
Hit Go or Alt Page Down

FGIOENC: How to check what is encumbered

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



 All open/unpaid Encumbrances and Purchase Orders will be reflected in this screen. 
Periodically review this screen to check on open/unpaid commitments. 

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

FGIOENC: How to check what is encumbered

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

Use this screen to view Purchase Order balances and see payments made against the PO/Encumbrance. For this screen, you will need the Encumbrance or Purchase Order #
(must be PO #, not R#)

Type FGIENCD in the search box and then hit Enter. 

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.



FGIENCD: How to check payment status on Encumbrance/PO

You will now see the Encumbrance Information and your cursor will be in the Encumbrance 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:
1.  Description – vendor name 
2. Status – O or C indicates whether the PO is open or closed 
3.Type – P indicates that this is a PO 
4.Date Established – date PO was created 
5.Balance – balance left on PO 
6.Vendor – vendor ID and name

Note the following Encumbrance Details:
1.  Item – a numbered list of what was ordered on the PO
2. Sequence – each different Fund, Orgn, Acct, and Prog (FOAP)

combination on a line is considered to be a sequence
3. Fiscal Year – FY in which PO was created 
4.  Status – O or C, indicating open or closed 
5.Commit Indicator – U 
6.  Index, Fund, Orgn, Acct, and Prog 
7.Encumbrance – original amount encumbered on this line 
8.Liquidation – total of all payments made against the line 
9.Balance – encumbrance remaining on the line



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:
PORD = PO created 
CORD = Change to PO (a.k.a. “Change Order”)  
INEI = Invoice entry for payment

This means a payment has been made against the PO or
Encumbrance. Reflected as a negative amount. 

ICEI = Invoice cancellation 
E090 = Encumbrance roll from the previous year 

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. 

Helpful Tip: FGIENCD is useful for tracking 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.



Screen FOIDOCH: How to Access Check Number 

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. 

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.  



FAIVNDH: Vendor Detail History
Use this screen to view vendor payment history.

 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).
The Selection field should automatically populate to all.
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.
Hit Go or Alt Page Down.
MURC COA2 Check Numbers will begin with “00”. 
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



FAIINVE: Invoice Query

This screen allows you to see a detailed invoice view. To use this screen you must have the I# readily available.
The I# can be found in FGIENCD. In FGIENCD you can locate the I# under Transaction Activity, the third column over titled Document Code.

In FAIINVE type the I# in the Document field.
Hit Go or Alt Page Down through each screen to view the entered invoice information.



FTIIDEN: Looking up a vendor

This screen is used to locate a vendor ID #.
In the Last Name field, type the vendor’s name.

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 in
Banner that have those characteristics.

For example: If you know the vendor is Bulldog Creative Services you can type ‘%Bulldog%’ in the Last Name field.
Hit F8, or click Go
It will populate all the options with your search criteria.
The FEIN # can be located in the ID box.



FTMVEND: Looking up a vendor address

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.
In the Vendor field, type the vendor’s ID # (FEIN).
Hit Go or Alt Page Down.

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.
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.


