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Banner Gateway Billing

Gateway

The Banner Finance Transaction Gateway System (Gateway) allows departments to submit
files and spreadsheets of accounting transactions to Banner Finance for posting.

Please “Subscribe” to the Gateway User Group at
http://www.fiscal.ttuhsc.edu/banner/usergroups/GatewayContacts.aspx so that you can
receive important messages about the Gateway System and year-end deadlines.

Logging into Gateway

Access the Gateway by logging into http://webraider.ttuhsc.edu. From the F & A Work Tools
tab, select Gateway from the Finance channel under Finance Systems Management. For
instructions on adding the F & A Work Tools tab or additional WebRaider instructions, please
refer to the WebRaider chapter of this document.

Locating the Templates

Submissions to the Gateway must conform to standard formats and templates. To locate the
templates, select Finance from the left side of the Main Menu.

N
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Banner Fiscal Gateway

Welcome

Welcome to the Banner Fiscal Gateway System!

Home ™ The Banner Fiscal Gateway System (Gateway) allows departments to submit files and spreadsheets of
Finance information into Banner for bulk posting.
Accounts wp; ”
Receivable Sfeledtthlan?e t transactions into Banner:
Human To sy rom e an s into Banner, please click on the Finance link on the left.
Resources Menu
Feturn to

Fiscal Submitting Accounts Recelvable transactions into Banner:

Applications To submit Accounts Receivable transactions into Banner, please click on the AR link on the left.
Menu

Submitting Human Resources transactions into Banner:
To submit Time Entry or other HR transactions into Banner, please click an the HR link an the left.
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Select Submission Templates from the left side of the Finance Menu.

Texas Tech University System Test PXE349 Carrie Sober

Banner Fiscal Gateway

Welcome

Welcome to the Banner Finance Transaction Gateway System!

way Systemn (Gateway) allows departments to submit files and
ns to Banner Finance for bulk posting. Submissions made
standard formats and are subjected to edits before being posted.
sibility of the submitting department to resalve.

Finance Th
Home

Submit a file

Select “Submission
Templates”

View Johs
Submission . .
Templates Begin sending files and spreadsheets to Gateway:
Contacts To find out what you need to do to begin submitting files or spreadsheets for posting through the

Control Table Gateway, please click on the Contacts link on the left.
Return to Main
Menu Download a sample file or spreadsheet:

To download a sample template file or spreadsheet, please click an the Submission Templates link on
the left.

Submit a file or spreadsheet:

To submit a file or spreadsheet for posting through the Gateway, please click on the Submit a file link on
the left.

View the status of a file or spreadsheet:

To view the status of a file or spreadsheet that you have previously submitted through the Gateway,
please click on the View file status link on the left.

Texas Tech University System

There are two sections of Gateway templates. The first section contains Excel Spreadsheet
templates. The majority of users use the Excel spreadsheets. The second section contains
XML templates. A few departments with technical resources may elect to use an XML format
with prior approval. Please contact FSM@ttuhsc.edu if you would need additional information
on XML. The remainder of this chapter will focus on spreadsheet transmissions.
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ﬁ @ File Submission Templates
> There are two ways to submit transactions into Banner through the Gateway. One way involves sending transactions in a
= predefined XML document. The other way is to submit spreadsheets of accounting transactions. For those departments
:_rlmnce ~, | that have the technical resources or the sophisticated transactional requirements, the XML file submission is the
D_me approach to use. Departments that have limited technical resources or that only need to submit routine JV's, efc..., then
Submitafile | the spreadshest submission will work the best. Beyond the choice of XML or spreadsheet, the processing is the same.
View Jobs
Submissian To help provide a consistent file layout, you will find links below to download templates for the different types of
Templates transactions. These templates will show you which fields are required and ones that are not used. Do not alter the
c ‘: o templates, justfill in the values that are needed. If none of the templates seem to address your needs, then please click
ontacts

Control Tahle

Return to Main
Menu

on the Contacts link on the left and contact the appropriate finance office for directions.

MOTE: right click on the link and then select "Save Target As™ From there save the file where you can getto it.

Spreadsheet Templates:

Spreadsheet for J\'s

Spreadsheet for Vs

Spreadsheet for Cash Receipts
Spreadsheet for Budaet Transactions

Spreadsheet for Modifying or Releasing General Encumbrances
Spreadsheet for Establishing General Encumbrances

XML Templates:

XML template for J\'s

XML ternplate for Vs

XML template for Cash Receipts

XML template for Budget Transactions

XML template for Modifying or Releasing General Encumbrances
XML ternplate for Establishing General Encumbrances

XML template for Check Requests (Invoices)

Select the appropriate spreadsheet for the type of transaction you need to enter.

e JV - Select this template to enter a Journal Voucher transaction through the gateway.
This type of transaction will most commonly be used by the functional team and is used

to correct transactions or record revenue, expense or balance sheet transactions.

e |V - This is the most commonly used template by departments. This is the template for

service departments and others to use for charging services/fees.

e Cash Receipts - This is currently for functional users only and used to record the
original entry of a cash transaction.

e Budget Transactions - This is currently for functional users only and used to record

budget transactions.

e Modifying or Releasing Encumbrances - This is currently for functional users only

and is used to adjust or liquidate an encumbrance and is currently

e Establishing General Encumbrance — This is currently for functional users only to

create a General Encumbrance transaction in Banner.
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Completing the Templates

JV and IV Template

L""" = WTemplatexls [Read-Only] [Compatibility Mode] - Microsoft Excel - = X
- Home Insert Page Layout Formulas Data Review  View Acrobat @ - 7 X
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1 Banner Finance Transaction Upload

2 Journal Voucher Format

3

4 Department Name: Total Debits:”

5 Userid: Total Credits:” -

g Authorized System 1D: Out of Balance: 0.00

7 Date:

8

Rule Class  Bank DR/CR

9 DocRefNum TransDate Chart  Code Code Fund Orgn Acct Prog Amount Ind Description
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11

12

13|

14 |

15
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A-Department Name: This is an informational field and does feed to the Banner Finance
System. Please enter your department name in upper or upper/lower case.

B-Userid: Please enter your Banner User ID in this field. It must be entered using all
uppercase letters. This is commonly referred to as your license plate or Oracle ID. Itis
important that the eRaider log in information used to sign into the Gateway application
matches the Banner Userid field. If this does not correspond to the same person, the
document will reject.

C-Authorized System ID: The Authorized System ID has two main functions. The first
function is that it provides security. Each User must be authorized to use a System ID before
they can process a document through the Gateway. We also tell the system based on System
ID what Rule Class Codes are authorized. The second function is that it tells Banner what
Banner Document ID prefix to use. Each System ID produces unique Document Prefixes.

For example, the System ID TRAVELEX always has Banner Document numbers that begin
with JV followed by six sequential numbers (JVO00001). Your Authorized System ID will be
assigned to you. It must be entered using all uppercase letters.
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D-Date: This is an informational field and does not feed into the Banner Finance System. This
date field allows you to keep track of the current date you enter the information. It must be
entered in MM/DD/YYYY format.

E-Doc Ref Num: The information entered into this field feeds into a reference field in the
Banner Finance System. It CANNOT be longer than eight (8) characters. It is also very
important because it drives the amount of documents created in the Banner Finance System.
Every time the Doc Ref Num changes, a new Banner Document ID sequence is created. Each
Banner Document ID must have balanced Funds (debits = credits).

Example 1: Doc Ref Num

AAAAAAAA
AAAAAAAA
AAAAAAAA
AAAAAAAA

*Because the Doc Ref Num is the same, one Banner Document is created.
Example 2: Doc Ref Num

AAAAAAAA
AAAAAAAA
BBBBBBBB
BBBBBBBB

*Because the Doc Ref Num changes, two Banner Documents are created. The first document
contains the lines that reference AAAAAAAA as the Doc Ref Num and the second contains the
lines that reference BBBBBBBB as the Doc Ref Num.

Example 3: Doc Ref Num
AAAAAAAA
AAAAAAAA
BBBBBBBB
BBBBBBBB
AAAAAAAA
AAAAAAAA

*Because the Doc Ref Num changes three times, three Banner Documents are created.

(Notice that it did not matter that it used the same Doc Ref Num as above. It only looks for
changes not for actual values.)
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F-Trans Date: The Trans Date is what determines the fiscal (accounting) period that the
transaction will post. It must be entered in the MM/DD/YYYY format and the accounting
period must be open. For example, if it is July 2"* and we have not closed the June fiscal
(accounting) period, you would have to backdate this date to 06/30/20XX in order to post in
June. If you were to enter 07/02/20XX it would post into July. Backdating is allowable up until
the 10™ day (Month End Close) of the following month.

G-Chart: Enter the Chart code for the entity you are charging (H-Health Sciences Center, T-
Texas Tech University, S-Texas Tech System)

H-Rule Class Code: Enter the Rule Class Code for the type of transaction. This must be in
capital letters. When you are initially set up to enter documents through the gateway, you will
be provided with your System ID and the Rule Codes. You must use the appropriate Rule
Code for the System ID you are using.

I-Bank Code: This field is only required with specific rule class codes. You will be given the
bank code you must use when you are given your System ID and Rule Class Codes. All
letters must be capitalized.

J-FOAP: Please enter the appropriate Fund (six characters), Orgn (six characters), Account
(six characters), and Prog (two characters). All letters must be capitalized (if any of these
data elements have alpha characters). There must also be budget available for the Fund
and Org codes you are hitting. If there is no budget, the transaction will not be accepted
by the Gateway. Please see the section below “Errors Within the Eprint Report” for
details on checking the available budget of a FOP.

K-Amount: Enter the amount for the line. It should have two places after the decimal point.

L-Dr/CR Indicator: Please enter an uppercase D for debits or an uppercase C for credits.
Credits must be a Revenue Account Code (5XXXXX) and debits an Expense Account Code
(7XXXXX). If unsure about which account code to utilize, the Cognos report “Budget Account
Query” can be run to find the appropriate account code to use. Once in Cognos, click on IBM
Cognos Content in the My Content Section. Then follow the following path HSC Finance >
Chart of Accounts > Budget Account Query. This report can be filtered by Budget Account
Code (BAC) if known.

M-Description: Please enter the description - maximum of 30 characters. This information
populates onto the ledger transactions in the Banner Finance System.

N-Out of Balance: This area is calculated based on the total Debits and the total Credits
entered on the document. It notifies you if your document as a whole does not balance. This
areais formula driven so please DO NOT MAKE ADJUSTMENTS OR ENTRIES to these
fields.
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*The Gateway System currently has restrictions placed on all Service Department Gateway
Submissions. Only submissions crediting (C) the Service Department (19XXXX) and debiting
(D) the other funds to be charged are allowed to load.

Any reversals required need to be submitted to the Accounting Services department at
hscacc@ttuhsc.edu. When requesting the reversal, the following documentation should be
included in the request:

e A copy of the original ePrint report of the billing to be reversed
e |If a partial reversal is needed, you must indicate what lines need to be reversed
e A detailed explanation for why the billing needs to be reversed

Uploading the Template

To submit a file for processing through the Gateway, select Submit a file from the Finance
menu on the left of the screen.

Texas Tech University System Test PXE349 Carrie Sober
- eRalder
@Bx Banner Fiscal Gateway
L4
ﬁ @ Submit File
> T Select “Submit a file” Fateway. select either "Audit Mode™ or "Update Mode” and then click on the
m\ ant to submit, then click on the Upload button to submit the file:

Home MOTE: The file MUST conform to the template standard given on the Submission Templates page on the left
Submit a file ]
View Jobs O Audit Mode O Update Mode
Submission
Templates

Contacts

Control Table
Return to Main Submission Results

Menu
UserlD:

Mode:

File Condition:

Approval Status:

File Status:

Message ID:

ePrint report location: hitp:/fcelica tosm tiu.edu/cgi-binfeprint.cai

There are two upload options. Audit Mode allows you to run the file through the validation and
edits to retrieve error information without the file actually uploading into Banner. Update Mode
runs the file through the validation and edits but also loads the file to Banner if the file is
accepted. It is suggested that all files be uploaded first through the Audit Mode to determine if
the file contains any errors that will need to be corrected before loading the file in Update
Mode.

Once you have selected Audit or Update mode, select the Browse... icon. You will be
prompted to locate the file saved on your computer.
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NOTE: The file must be saved in Excel 97-2003 .xIs version. It cannot be in the .xIsx
format.

Select the file and click the Upload icon.

Texas Tech University System Test PXE3490 Carrie Sober
* Banner Fiscal Gateway

Submit File

To submit a file for processing through the Gateway, select either "Audit Mode” or "Update Mode™ and then click on the

m\ Browse button below to select the file you want to submit, then click on the Upload button to submit the file:
Home MOTE: The file MUST conform to the template standard given on the Submission Templates page on the left.
S\L,Iilejsbf!e O Audit Mode & Update Mods Click “Up|0ad"
Submission
Templates C\Documents gpe”Settingsicsober\Desktop\Gateway Test\Cash receipl
Contacts
Control Table
Return ta Main Submission Results
Menu
UserlD: PXE349
Mode: Update
File Condition: 0o
Approval Status: Approvals required

File Status: Processing Pending

Message 1D: File Received

ePrint report location: MRP-ICENca t0sm . Hu. edu/cai-bin/eprint cai

Notice that the Submission Results will provide a message that notifies you if the file is
received.

Reviewing the Submission Status

Once the file is received, it is placed in the Active Queue and processed. To view the progress,
select View Jobs from the Finance Menu on the left side of the screen. This provides a list of

the most recently submitted transactions. The items listed in the Active Queue are waiting be
processed.

& Banner Fiscal Gateway
Submission Status
fpe
=

Active Queue

Finance ™ -
Home System ID |Job Nbr Submitted Elapsed Time|
. Timestamp
Submit afile

X HCASHREC 566 Queued 9/19/2008 5:36:19 PM FPXE349 Update Force
View Jobs
Submission
Templates . X
Contacts Job History
e e el il £ I L
Return to Main Nbr | Timestamp Time |Count|T: Req LevAsync Cond
Menu 565 09M19/08 HCASHREC U 09M19/08 17:36:18  09M19/08 17:36:19 Good file,
17:36:15 Loaded
564 09/M19/08 EJC513 XPHOTO A 09M19/08 17:34:42  09M19/08 17:34:42  00:00:00 2 J M N F A Goodfile, Mot
17:34:42 Loaded
563 09M19/08 PXE349 HCASHREC U 09M9/08 17:33:20 09M19/08 17:33:21  00:00:01 53 C N N D A Goodfile,
17:33:18 Loaded
562 09M19/08 EJC513 HINVOICE A 09M19/08 17:28:34  09M19/08 17:28:35 00:00:01 11 M M D A File has errors,
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Select the Refresh button at the lower right-hand corner of the screen to update the Active
Queue and Job History.

Active Queus
" Finance™ - .
T T e
Submit afile Timestamp|
View Jobs
Subrnigsion Joh Histary
Templates
i rsoe | T I Il NGl i 5 e 7 2 R R
Contral Table Timestamp Time [Count|Type sym: Cond
Beturn to Main AT0 0920008 134552 TT_TTUINY TTUINY A 0920008 134552 0920008 134565 N D Good file, Nat Loaded
Menu 569 091 5i08 17:46:19 EICA13 HPHOTO A 091908 1746119 0919708 17:46:20 DD DD D1 2 .J MoF Goodfile, Mot Loaded
568 09/15i08 17:44:36 EJCA13 HPHOTO A 0919/08 17:44:38  0919/08 17:44:30  00:00:01 20 N MoF A Goodfile, Mot Loaded
867 0911 8i08 17:37:30 EJCA13 HPHOTO A 091908 173812 099708 17:38:113  00:00:01 20 MooMOF A Good file, Mot Loaded
G566 091 9i08 17:36:19 PXE349 HCASHREC U 091908 17:37:21  0919/08 17:37:22  00:00:01 73 C MooN D A Goodfile, Loaded
865 091 5i08 17:36:16 PXE349 HCASHREC U 091908 173618 099708 17:36:119  00:00:01 83 C [ A Goodfile, Loaded
564 091 5i08 17:34:42 EICA13 HPHOTO A 091908 17:34:42  0919/08 17:34:42  00:00:00 20 MM OF A Good file, Mot Loaded
863 0911 5i08 17:33:18 PXE349 HCASHREC U 091908 17:33:20 0919708 17:33:21  00:00:01 83 C [ A Goodfile, Loaded
562 0911 9i08 17:28:31 EJCA13 HIMNVOICE A 09°19/08 17:28:34 099708 17:28:36  00:00:01 11 MooN D A File has errars, Mot Loaded
861 0911 8i08 17:25:01 PXE349 HCASHREC U 091908 17:26:03 0919708 17:25:04  00:00:01 83 C [ A Goodfile, Loaded
860 09M8i08 17:01:53 TT_HSCTAP HINVOICE U 091908 17:01:583 0919708 17:01:53  00:00:00 11 MooN D 5 Errat lnading to Banner
559 091 8i08 16:86:21 TT_HSCTAP HINVOICE U 09r19/08 16:66:21 0919708 16:56:22  00:00:01 11 [ 5 Errar loading to Banner
558 091 9i08 16:54 43 EICA13 HPHOTO A 09r19/08 16:66:10 0919708 16:56:12  00:00:02 20 MM OF A Good file, Mot Loaded
557 091 5i08 16:40:50 EJCA13 HECFSMY A 0919/08 16:40061  0919/08 16:40:66  00:00:05 20 [ A Good file, Mot Loaded
555 0911 9i08 16:20:43 PXE349 HCASHREC U 09/19/08 16:39:35 09119708 16:36:41  00:00:06 118 C MooN D A Goodfile, Loaded
554 091 9i08 16:28:39 PXE349 HCASHREC U 09°19/08 16:38:26 0919708 16:38:31  00:00:05 84 C [ A Goodfile, Loaded
553 091 9i08 16:20:35 PXE349 HCASHREC U 09r19/08 16:37:22 0919708 16:37:26  00:00:03 a8 © MooN D A Goodfile, Loaded
552 0911 9i08 16:28:31 PXE349 HCASHREC U 0919008 16:36:15 0919708 16:36:20  00:00:05 82 C [ A Goodfile, Loaded
551 09119008 16:28:27 PXE349 HCASHREC U 09/19/08 16:36:08 0919708 16:35:112  00:00:04 4 C MooN D A Goodfile, Loaded
550 091 5i08 16:28:24 PXE349 HCASHREC U 091908 16:34:00 0919708 16:34:.03  00:00:03 a3 C MWD A Goodfile, Loaded
12345678510
ePrint: http:iicelica tosm . eduicgi-hinfeprint coi Se|eCt “Refresh” é Refresh
Texas Tech University Systerm
Copyright 2008 @ Texas Tech University System

Once the transaction has processed, the Job History section provides you with the file
condition. The file condition tells you if the file is good or has errors and also tells you if the file
loaded or did not load.

Miscellaneous Notes
There are a few miscellaneous notes that are worth mentioning:

¢ If the Gateway times out, close the current browser and open a fresh browser to log
back into the system. Failing to do so causes an error page.

e If an error appears that states "Server Error” or "Object of a Reference not set to an
instance of an object”, close the current browser and log into Gateway with a new
browser window.

e If your submission is held up in the Active Queue for 15 minutes or more, you should
contact Finance Systems Management at FSMEIp@ttuhsc.edu for assistance.
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The ePrint system allows you to retrieve reports associated with the Gateway submissions. If
the Gateway file had errors, the report gives detailed messages to notify you of the errors. If
the Gateway file successfully loaded, the ePrint report provides the Banner Document Number
assigned to the transaction.

Logging into ePrint

You can access ePrint through WebRaider, from the link provided in the Gateway, or directly at
http://eprint.texastech.edu.

An ePrint login screen appears. This login User ID is your Oracle ID (commonly referred to as
the license plate ID) and the password is your oracle password (if you have forgotten your
password, please refer to the next section Resetting your Oracle Password).

e Login
Print

Abeut e~Print | FAQ Change Repository | Help | Logout

User ID: PXE349
Password: sessesss|

Repository | GateWay TTUSPRD v

powared by
SUNGARD' HIGHER EDUCATION

The repository housing the reports for the Gateway Submissions is GateWay TTUSPRD.
Select Enter to access the report.

Accessing the Report

Once in the system, locate the report with the System ID. You can either use the next button or
the drop down list.
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T dhr (& ePrint Reports Repository ":I\ T & o= v |=5p Page ~ iC) Tools - ':E:" '-g—E
HLNURSPL “~
About e~Print | FAQ HLMURSPL_e Change Repository | Help | Logout
HMAILSRV
HMAILSRV_E
GateWay TTUSPRD HMEDPHOT
HMEDPHOT e
Report Descripi TMOBPHAR Latest Date
B IF: FMOBPHAR £ bmissi R t fi Fri Oct 24, 2008
PDF anner FiHoFACSRY ubmission Report for ri Oc .
§ P~ BBCONVER  BBCONVGHOFACSRY e 12:18pm
JHPARKING - : ;
B F b E i fi Fri Oct 24, 2008
P;DF BBCONVGR_E BSEEJT\:VGIHPARK'NG—E ubmission Exceptions for 1;.1§pm
HPRSGNEY :
PDF Banner FiHPRSGNEY_E ubmission Report for Tue Sep 30, 2008
T P~ BBUPLOAD ' ol ip| 0AIHSCACCTG 4:07pm
E Banner Fi HSCACCTGE ubmission Exceptions for Tue Sep 30, 2008
FD HSCCARDD 7
. BEUPLOAD_E )
= -~ BBUPLOAI s C A ARDD, e 4:07pm
PDF Banner FiHSCCARDH ubmission Report for Sat Oct 11, 2008
il aget BDUPLOAD | gppLoaHSCCARDH e 12:03pm
HSCFBED
PDFE Banner FIHSCFBED_E ubmission Exceptions for Sat Oct 11, 2008
I P.' BDUPLOAD_E BDUPLOA IS EL=E TN 12:03pm
JHSCFSMJV_E -
PDF Banner Fi = ubmission Report for Sat Oct 25, 2008
BHUPLOAD HSCGENCE i
. N e BHUPLOA| Lo RENCE E 11:36am
PDF Banner FiHSCGEMCL ubmission Exceptions for Sat Oct 25, 2008
1 P~ BHUPLOAD_E o\ 0| oa|HSCGENGL_E 11:36am
HSCGENCM
HSCGENCM_E ~

There are two reports created for each Gateway submission. The first report (titled with the
system ID) is a list of all lines of the transaction. In the case of a good file, the report provides
the Banner Document ID assigned within Banner. If the file has errors, the report shows every
line from the spreadsheet and displays the error message beneath the line with the error.

The second report is the error report (titled with the system ID_E). If the file has errors, this
report only shows the lines with the error. If the file is good, the report states that there are no
errors.

If you immediately check ePrint for your report and are unable to locate it, please allow a few
minutes to pass and exit out or refresh the page. The system takes a few minutes after
uploading the submission to generate the ePrint report.

If you cannot find your report after selecting your System ID from the drop down box and
waiting for the ePrint to be generated, the drill icon should be selected. Selecting this icon
takes you to the screen that shows all of the ePrint reports for past submissions for a specific
System ID. If there are multiple users using the same System ID, or you happen to be
uploading multiple submissions at one time, the most current ePrint report may not be the one
you are looking for.
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Iﬁ@ & https://eprint.texastech.edu/cgi-bin/eprint.cgi?ACTION=DETAIL&amp:;REPORT=HBLKMAIL &.amp; TIME=1360183585 P-aBdX M é‘} Banner ePrint Repaorts R*
Banner Report Detail: HBLKMAIL GateWay TTUSPRD Repo:
——— AZTO80
ePri nt About Banner ePrint | FAQ | My ePrint cH
GateWay TTUSPRD : HBLKMAIL
Title Date
PDF HBLKMAIL Tue Feb 05, 2013 11:16am
PDF HBLKMAIL Wed Jan 02, 2013 10:04am
PDF HBLKMAIL Fri Mov 30, 2012 4:34pm
PDF HBLKMAIL Mon Nov 05, 2012 10:58am
PDF HBLKMAIL Wed Oct 03, 2012 3:33pm
PDF HBLKMAIL Fri Aug 31, 2012 3:51pm
PDF HBLKMAIL Wed Aug 29, 2012 5:19pm
PDF HBLKMAIL Mon Aug 20, 2012 4:36pm
HBLKMAIL - Tue Feb 05. 2013 11:16am |Z|

Errors Within the ePrint Report

Submission Templates that have been filled out incorrectly can trigger a variety of error
messages with in the ePrint Report. One of the most commonly seen errors is:

*Error* Not enough available funds for H (Fund) (Orgn) (BAC) (PG) in fiscal year XX

The easiest way to resolve this error is to check the available budget of the FOAP that is
triggering the error message on the submission. You have the two following options to check
the available budget of a FOAP.

1) The Cognos report Budget Account Code Summary allows users to check the available
budget balance of a FOP by specific Budget Account Code (BAC). Once in Cognos,
click on IBM Cognos Content in the My Content Section. Then follow the following path
HSC Finance > Finances Relative to Budget > Budget Account Code Summary.

If a FOP you are trying to bill does not have enough available budget for the full
expense, you need to contact the department and request that a Budget Revision be
submitted in order to budget enough funds to cover the expense.

2) Another option to check available budget balance on the FOAPs you are billing is to add

the Available Budget Tab to your WebRaider main page.

The Available Budget Tab allows the user to check Expense Budgets for funds that are
updated throughout the day as transactions are processed. The instructions for using
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the tab can be found at:
http://webapps.tosm.ttu.edul/itis/portal/prod/doc/AvailableBudget/help.pdf .

% TEXAS TECH UNIVERSITY

Verifying Your Gateway Documents in Cognos

The day after you upload your Gateway billing, access Cognos from the WebRaider Portal at
http://webraider.ttuhsc.edu on the F & A Work Tools Tab. Click on Cognos Connection in the
Finance Channel.

Once in Cognos, click on IBM Cognos Content in the My Content Section. Then follow the
following path HSC Finance > Departmental Reports > Transaction Detail > Operating Ledger
Transaction Search Query. Once run, the report will open as an Excel document.

Choose the Begin and End Fiscal Periods (FP) that the billing has fallen under. In the
Document field, enter the Doc ID that was generated when the billing was uploaded. This Doc

ID can be found in the ePrint report that was generated from a “Good File, Loaded” in update
mode. You can see each line of the documents for the date range that you queried.

Resetting your Oracle Password

If you have forgotten your oracle password, you can reset it at http://team.texastech.edu.

Instance: TTUSPRD QU'CK Llnks

#* Home
< View My Banner Access
i+ Reset Password

* Access Request Welcome to the TEAM!

4 Reporis

What would you like to do today?

Reset Password

View My Banner Access

Request Access to Banner Finance or Human Resources
Use Reports

Select Reset Password from the menu options.
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Enter the desired password. The password must meet the following criteria:

You must select Set Password. A screen appears that says Password Changed.

< Access Request

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
EL PASO

4 Home
< View My Banner Access

< Reset Password

<+ Access Request

% Reports

Oracle ID: PXE349

o Password: [sesemses @

Password Guidelines

Must be 8 — 15 alphanumeric characters

Must contain upper & lower case characters

Must contain a number

Must NOT contain a number as the first or last character
Must NOT contain any word found in a dictionary

8-15 alphanumeric characters

Must contain upper and lower case characters

Must contain at least one number

Cannot contain a number as the first or last character

Cannot contain any word found in the dictionary

Reset Banner Password

< View My Banner Access

4 Reset Password

Password Changed

< Reports

Oracle ID: PXE349

@ Password: e
Instance Status

UDEV Password Changed

TTUSPRD Password Changed

SCRB Warning: Userid not found

SCRBODS Password Changed

ODSDEV Password Changed

ODSPROD Warning: Userid not found
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Glossary of Terms

Account

An element of the chart of account that represents the balance sheet, revenue, expense
or transfer code.

Activity Date
This date represents the actual date the transaction posted to the ledgers.

Audit Mode

Audit mode allows you to upload a file or run a report to view the output (errors) without
the information loading into the finance system.

Banner
The name of the software purchased from SunGard Higher Education to replace the
finance, financial aid, student and HR administrative applications.

Bread Crumbs
The report path displayed on a report or within Cognos. Provides a visual path that
allows users the ability to retrace their steps if necessary.

Chart of Accounts
A systematic classification of accounts to organize financial transactions into meaningful
and reportable information. The elements of the Chart of Accounts are Fund,
Organization, Account, Program, Activity, and Location (FOAPAL).

Cognos
A web-based reporting tool. The location to access financial and budget information.

Document Reference Number
1. An optional 8 character field that allows the user to enter additional information
relating to the transaction.

2. Arequired 8 character field on the Gateway templates. This field will determine how
many documents are assigned within Banner.

Drill down

A term used to describe accessing additional or detailed information for an item within
the same report.
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Drill through
A term used when you select a link within a Cognos report to open a new report with
similar information.

ePrint
Provides reports that are derived directly from the Banner Finance System. The ePrint
system is used primarily by departments to locate the Gateway Submission reports.

Fund
The self-balancing set of accounts that show ownership of cash or Fund balance. It tells
who owns the Funds or assets and liabilities and defines the Fund class, division,
campus, department and sub-department.

Gateway
An application that allows departments to submit files and spreadsheets of accounting
transactions to Banner Finance for posting.

General Ledger
The General Ledger maintains the assets, liabilities, and Fund balances for each Fund.

Income Statement
A detailed statement that shows the revenue, expenses, and transfers, which results in
a net profit or loss for a specific period of time.

Invoice
The Banner document entered by the Accounts Payables department to produce a
check. It is not to be confused with the Vendor Invoice number.

Operating Ledger
The Operating Ledger maintains the revenue, expense, and transfer transactions by
Fund, organization and Program code.

Organization Code (Orgn)
The budgetary or departmental unit of the Chart of Accounts. It tells who earns or
spends the Funds and is based on organizational structures.

Purchase Order (PO)
A Banner document issued to a supplier to constitute a legal and binding offer to
purchase goods or services. This document also reserves budget to fulfill the obligation.
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Program
The element of the Chart of Accounts that classifies the function of the revenues and
expenditures.

SciQuest
Also called TechBuy, it is the online eProcurement system.

TechBuy
Also called SciQuest, it is the online eProcurement system.

Transaction Date
A date that reflects the period for which the transaction posted. For example, period 01
will consist of all transactions with a transaction date between 01-Sep and 30-Sep.

Update Mode
Update mode allows you to upload a file or run a report to view the output (errors) and
will also load correct information into the finance system.

Vendor Invoice
The vendor invoice is a number or alpha numeric value the vendor provides when they
invoice the University for tracking purposes. This should not be confused with an
Invoice document created in Accounts Payable to create a check.

If you have questions, please email ESMEIp@ttuhsc.edu.
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