HOW TO USE SELF SERVICE BANNER

Step 1: Go to http://www.volstate.edu/stafflinks.html on the volstate website for access

to Banner Self Service. Select the Self Service Banner (SSSB).

**You can not research or get detail on agency funds in Self Service Banner

(SSSB)**
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http://www.volstate.edu/stafflinks.html

Step 2: After selecting Banner Self Service, Select the Enter Secure Area

‘A Volunteer State Community College | Staff Access Links osoft Internet Explorer

% | homepage - Microsoft Internet Explorer
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Step 3: Login into Self Service Banner.
User Id = Banner V number
PIN = password [If you need assistance with your PIN, contact the Help
Desk at 230-3302]

23 User Login - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools
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Step 4: Once you have logged into Banner Self Service, select the FINANCE Tab

File Edit Wiew Favorites Tools Help ':.'
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Step 5: Select Budget Queries from the menu.
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Step 6: Select Retrieve Existing Query. From the drop down box, choose VSCC
Budget by Organization (S (Shared)

2 Budget Queries - Microsoft Internet Explorer,
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Step 7: Select Continue to go to next page.

A Budget Queries - Microsoft Internet Explorer
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Step 8:

Enter your Index Code (See Red Arrow on screen shot below)

Select Submit at Bottom of page (See Blue Arrow)

For a list of Index codes, please contact the Assistant Vice President for Business
and Finance at extension 3580 or the Director of Accounting at extension 3581.

2 Budget Queries - Microsoft Internet Explorer
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Step 9: At this screen, select Submit Query

Budget Queries - Microsoft Internet Explorer
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Step 10: From this screen, you can select and drill down into the detail on any text or
amount in blue.

A Report A - Microsoft Internet Explorer

File Edit Wiew Favorites  Tools  Help
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Title Adopted Budget Adjusted Year to Encumbrances Reservations
{534 - Domestic Fer Diem Rates Budget Adjustment Budget Date
&Nt - ofice Supplies 304305 Business BE5,142.76 0.00 8E5,142.76 283,366.88  360,044.12 0.0¢
&jPitney Biowes Office
@lTracer Login 304305 Rollup 865,142.76 0.00 B8&5,142.76 283,366.88 360,044,127 0.0C
@Oce printers copiers scanners plo,..
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@The Upper Room
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[ Perforrn Computation ]

™
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Example A: This screen allows you to review specific types of expenses. You can
select and drill down into the detail on any text or amount in blue.

<3 Report A - Microsoft Internet Explorer

File  Edit Favorites

Q- © 2

View

Toals

Help

‘i\\_y’Favnrites {‘) < - :7 _J ﬁ ‘3

[ h /_' Search

Address |@j https:ffvsnsun03 vaolstate, edufplsiPRODbwFkrpou, P_ReportA?coas=y&fund=110001&program=450&increv=%&adoptedbudget=ongytd=on&budget adjt=on&encumb=oni V| G0 Links >*
x ¥ = TF
:Mtes — - Fund 110001 Undesignated E and G Program 450 Institutional Support ~
Aaid... D organize. . Organization 304305 Business Office Activity All
I=hDel Account All Location All
[ShLinks
& MsM.com Query Results
&) Radio station Guide Account Account FY09/PD12 FY09/PD12FY0Q/PD12FY09/PD12 FY09/PD12 FY09/PD12 FY09/PI
&Ten Type Type Adopted Budget Adjusted Year to Encumbrances Reservations Commiti
) ) Title Budget Adjustment Budget Date
@Reglnns Personal Banking
) S0 Revenues 0,00 .00 .00 0,00 0,00 .00
@MapQuest Maps - Driving Directio. ..
) &0 Salaries  794,615.78 0.00 794,615.78 256,961.81 359,530.12 0.00 358,

Ejlstatement and
@GSA - Domestic Per Diem Rates Benefits
] ot - office Suppiiss 70 Expenses 70,526,983 0.00 70,526,958 26,405.07 514,00 .00 E
&l Pimey Bowes 80 Transfers
&]ifracer Login 304305 Rollup 865,142,765 0.00 86514276 283,366.88 360,044.12 .00 360,0
@Oce printers copiers scanners plo. ..
@Sea Oats Maotel & Management C...
@The Upper Room [ Download All Ledger Columns ] [ Download Selected Ledger Columns ]
@Rand Mcally - Maps, Driving Dir...
%7 Yahoo! Maps, Driving Directions, ... Save Query as ] ‘
& Google Maps
&) Pro Card 5th Third [ shared
& Mix 92,9 - WIRA Nashwile
{&]ttelcome to UPS Compute Additianal Columns for the query

Column 1 Qperator Column 2 Display After Column

|[FY0a/PD12 adopted Budget | |percent of v| [Froo/PD12 adopted Budget v [FYo9/PD12 adopted Budget

[ Perform Computation ]

M
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Example B — If you select the 70 Account type expense, you can select from these types
of expenses. This shows Travel expenses, Operating Expenses, etc.

<3 Report A - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

Q- O 1d] (&) G oo on % w Led

Address |@ https:ffvsnsun03 vaolstate, edufplsiPRODbwFkrpou, P_ReportA?coas=y&fund=110001&program=450&increv=%&adoptedbudget=ongytd=on&budget adjt=on&encumb=oni V| G0 Links >*

‘i\\? Favorites

Favorites X | Query Results ~
add... 5 organizz... Account Account FY09/PD12 FY09/PD12 FY09/PD12 FY0O9/PD12 FY09/PD12 FY09/PD12 FYO0!
Type Type Title Adopted Budget Adjusted Year to Encumbrances Reservations Com
[il=C] Budget Adjustment Budget Date
[ELinks 71 Travel 7,600.00 0.00 7,600.00 342262 0.00 0.00
&]rsh.com 74 Operating 62,926.98 0.00 52,926,958 22,982.45 514.00 0.00
@Radio Station Guide Expenses
& eR 75 Departmental
@Reginns Personal Banking Revenues
&jMapQuest Maps - Driving Directio. .. 78 Capital
&jistatement Expenses
@GSA - Domestic Per Diem Rates 79 Scho\arships
&jNOI - Office Supplies ggl(ljowsh\ps
&lPinay Bowss 70 Deprediation
SjiTracer Login Expense
@Oce printers copiers scanners plo. .. 7B Grant
&jﬁea Oats Motel & Management C... Related
&] The Upper Room Expense
@Rand Mcally - Maps, Driving Dir... Items
%7 Yahoo! Maps, Driving Directions, ... 7C Other Mon-
& Google Maps Operating
& Pro Card Sth Third Expense i
& Mix 92,9 - WIRA Nashwile 7D Jlean Fund
Deductions
&) wekcome to LPS 70 Rollup 70,526 .98 0.00 70,526.98 26,405.07 514.00 0.00
| Download &l Ledger Colurns |1 Download Selected Ledger Colurmns 1
[ savequeryas || 3
< | Ul
@ Done é ' Internet
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Example C: If you select the 74 Account shown on the previous page, you can review
the detail for amounts in blue. This includes encumbrances and expenses.

<3 Report A - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help 1"

eBack > | \ﬂ @ h /_' Search "?V‘r\\?Favnrites {a [_\:' :\,‘ _J ﬁ ‘3

Address |@ https:ffvsnsun03 vaolstate, edufplsiPRODbwFkrpou, P_ReportA?coas=y&fund=110001&program=450&increv=%&adoptedbudget=ongytd=on&budget adjt=on&encumb=oni V| G0 Links >*
(=} ; =] g g g

X = peTaaTig " g "
Favorites Expense o
add... [ orgarizs... Budget Pool
=yoel 74120 Printing of 0.00 0.00 0.00 150.00 0.00 0.00
Supplies
Links
gn‘:;ru com Cutside Instit
N . . 74130 Duplicating 0.00 0.00 0.00 318.00 0.00 0.00
@Radlo Station Guide
and Copy by
&en Institution
&]Regions Personal Banking 74230 Postal 0.00 0.00 0.00 9,332.21 0.00 0.00
&jMapQuest Maps - Driving Directio. .. Charges
&jistatement 74240 Freight and 0.00 Q.00 0.00 261,99 0.00 Q.00
@GSA - Domestic Per Diern Rates EXDI’eSS
&jNOI - Office Supplies Charges
&]Pitney Bowes 74310 Equipment 0,00 Q.00 0.00 575,21 0.00 0,00
& Maintenance
iTracer Login
. 74480 Dues and 0,00 Q.00 0.00 358,50 0.00 0,00
@Oce printers copiers scanners plo. .. )
&jﬁea Oats Motel & Management C SUbSCHpt‘OHS
74430 Other 0,00 Q.00 0.00 5,381.60 70,00 0,00
&]The Lippsr Room Professional
@Rand Mcally - Maps, Driving Dir... and Admin
%7 Yahoo! Maps, Driving Directions, ... 5rvs
& Google Maps 74510 Supplies 0,00 Q.00 0.00 4,689,999 0.00 0,00
& Pro Card Sth Third 74630 Rentals 0,00 Q.00 0.00 2,084,000 444,00 0,00 b |
& Mix 92,9 - WIRA Nashwile 74830 Training 0.00 0.00 0.00 239,00 0.00 0.00
&) Welcome to UPS Costs for
Employees
74980 Miscellaneous 0,00 Q.00 0.00 ( 578.05) 0.00 0,00
Unclassified
Report Total (of all 62,926,958 Q.00 62,926,898 22,982.45 514,00 0.00
records)
M
< ' —
@ Done é ' Internet

2/11/2009 Page 13 of 16



Example D: If you drill down into the 74510 Supplies account, you will see information
similar to the screen shot below. You can review the detail for amounts or information
in blue.

Document code beginning with an | is an invoice.

From this screen, you can select invoices to get check number, check date, account
where expense originally posted. You can also download information that includes
all items posted to this account.

For additional items in the account, select the Next 15 or Previous 15 button at the
bottom of the page

A ReportE - Microsoft Internet Explorer

File Edt View Favorites Tools Help o

J
A =y L , YRt ¢
eﬂack - J @ @ lj /_‘Search \\m( Fawitites {‘} [__._5- =) _J ﬁ ‘5
Address ‘@ https:f frsnsun03, volstate, eduy/pls PRODbwlepxu, P _RepartE V| Go
Google Cc- vaos) B v soomarkse |Q Ponupsokay‘ Fchedk v v [ sendtov () settingsw  Links
-~
Chart of Accounts: W Volunteer State Community College Commitrnent Type: Al 1
Fund: 110001 Undesignated E and G Frogram: 450 Institutional Support
Organization: 304305 Business Office Activity: All
Account: 74510 Supplies Location: All
Fund Type: All Account Type: 74 Operating Expenses

Document tist
Transaction Date Activity Date Document Code Vendor/Transaction Description Amount Rule Class Code

Sep 30, 2008 Qct 02, 2008 ITO00D30 09/18/08 BHOUSER 1 TOMER £9.19]116
Alg 30, 2008 Sep 10, 2008 ITO00DZ29 08/01/08 RAUSTIN 1 TOMNER 145991116
Sep 10, 2008 ITO00DZ29 08/29/08 ZMULLINS 1 TOMER 145991116

ug 04, KODF ITOOO0ZE 07/16/08 AEATON 1 TOMER 114251116
03 10030770 Moore Wallace an RR Donnelley Co 684,92 INNI
10029263 Pitney Bowes 176,98 [NNI

Aug 25, 2008 10028758 Moore Wallace an RR Donnelley Co 685,12 INNI

Aug 01, 2008 , 200810028272 Moore Wallace an RR Donnelley Co 685,12 INNI

Sep 18, 2008 Sep 18, 2008 10045021 Pitney Bowes 0,00 DNNI

Aug 25, 2008 AuUg 25, 2008 10042663 Moore Wallace an RR Donnelley Co 0.00 DNNI

Aug 01, 2008 Aug 01, 2008 10042327 Moore Wallace an RR Donnelley Co 0.00 DNNI

Jul 02, 2008 Jul 02, 2008 10041823 Pitney Bowes 0,00 DNNI

Sereen Total: 2,707.56

Running Total: 5,374.91

Report Total (of all records): 5,374.91 L

Available Budget Balance: ( 5,3742

To review additional documents in

the account

&] Done: S @ mntemet

[E4

. * £ 4 Internet Explorer f = M & ” Deskiop lf:':— Ay RN Lk e
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Example E: If you select a specific invoice, this is the detail provided

You can select the invoice to drill down for additional detail.

2l Report X - Microsoft Internet Explorer Z
File Edt View Favortes Tools Help i
Q- © - [¥ B & ) search S Favorites %) K- ; JE 3
Address @httDslﬂfvsnsunDS.vulstate‘edufDlsfPRODJ’wakmxu‘P,m par i d ug-20086Fcode=030ttype=3subno=0kr onid=AABHFKARSARARBIAAC dmtype= v B
v o) B v | 9 sookmarksv | popups okay | W check v - E [ sendtow () settingsw  Links >
e — . . -~
Personal Information Student Faculty Services Employee WebTailor Administration
search | | MENU  SITE MAP  HELP  EXIT
Select Document
Detail Transaction Report
Dacument Type:  Invoice Cammitment Type: All
Dacument Code: 10028758 Description: Moore Wallace an RR Donnelley Co
Transaction Date: 25-Aug-2008
Accounting Information
Chart of Accounts Fund Organization Account Program Activity Location Amount Rule Class Code
W 110001 304305 74510 450 66512 INNI
Save Query as ‘ ‘
[] shared
Related Documents
Transaction Date Document Type Document Code Status Indicator ~

€] Done S @ Internet
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(continued)
Invoice information includes check number, mailing address on check, account where
expense posted in ledger

View Document: icrosoft Internet Explorer

File Edt View Favorkes Toos Help

\ A @) e 3 T
Ou- O HEAG Lo e @3- % 8 G 3
Adress €] httpsiifvansund3. valstate. du/olsIPROD/bwHkvdar.P_YiewDocPactian=disp_IMvéqlobal_doc=I0 b h disp_acha=Vadisn_t _doc=biewtdocument v e
Google [Cl- v B+ | & Bunkmarksv|g Pupupsukay‘ % Check v %, B [ sendtow () settingsw  Links >

~

View Document

Invoice Header

Invoice Sub# Purchase Order Invoice Date Trans Date Payment Due Total
10028758 1 Aug 01, 2008 Aug 25, 2008 Aug 25, 2008 665.12
Complete: A4 Appraved: A4 wendor Iny 156703456
Open Paid: P Suspense: N Hold: N
Credit Memo: N Cancel Date: Recurring: N
1099 Tax Id: 1099 Wendor: il Income Type
Accounting: Document Level

wendor: 00007983 Moore Wallace an RR Donnelley Co
PO Box 93514
Chicago, IL 60673-3514

Collects Tax:  Collects No Taxes

Discount Code:

Currency:

Vendor Address

Invoice Commodities

Ttem Commodity Description
1 Blank student Billing Paper- BL4EZ
P O Item U/M Tax Group TolOverride Final Pmt Last Rcv Suspense
¥
Approved Disc Addl Tax Net
Amount 685.12 .00 .00 .00685.12
Total of all Commodities 685.12
v
€] Done S @ Internet

2 View Document - Microsoft Internet Explorer

File Edit ‘iew Favorkes Tooks Help

Qe - (0 4] B (0 Oseach praonss £ ¢

3-S @i a

address | (&] https:jvsnsunD3.volstats. edujplsPROD/bwfkvdoc P_YiewDoc?action=disp_[Nv&global_doc=10 b g disp_actg=Vedisp_t _doc=View+document > =
Google (G~ v e o5 B - e sookmarksw |Q Popupsokay‘ P check v ~ o send o~ () settings~  Links
L
wendor: 00007983 Moore Wallace an RR Donnelley Co

PO Box 93514

Chicago, IL 60673-3514
Collects Tax:  Collects No Taxes
Discount Code:
Currency:

Invoice Commodities

Item Commodity Description 1 1
1 Blank Student Billing Paper- B14EZ DE‘SC“ ptl on
P O Item U/MTax Group Tolverride Final PmtLast Rcy Suspense
N
Approved Disc Addl Tax Net
Amount 685,12 .00 .00 0068512

Total of all Commodities 665.12

Invoice Accounting
Seq# COA FY Index Fund 0Orgn Acct  Prog Actv Locn Proj

Bank NSFSusp NSFOvr Approved Disc Tax Addl Net
1 W 0% ES0015 110001 30430574510 450
3V N N 685,12 .00 .00 .00 685,12
Taotal of displayed sequences: 685,12

Related Documents
Transaction Date Document Type Document Code Status Indicator
Aug 25, 2008 Check Disbursement 10042663 Final Recandiliation

lew Document | Budget Transfer | Multiple Line Budget Transfer | Delete

powerad by

[E3

S @ Internet
=) T
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