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Banner Finance Self-Service Training

Access and Read e-Print Reports

Presenter
Presentation Notes
Welcome to the Office of Budget and Management Information’s Banner Finance Self-Service Training.This is a procedural tutorial to learn to access and read the e-Print reports from the e-Print Repository.



∗ Describe what e-Print Repository is.
∗ Learn how to access e-Print reports.
∗ Analyze and interpret e-Print reports for use as a 

budget tool.

Lesson Objectives

Presenter
Presentation Notes
Lesson objectives include:Describe what e-Print Repository is.Learn how to access e-Print reports.Analyze and interpret e-Print reports for use as a budget tool.



∗ E-Print Repository is a web-based
system designed to distribute and 
print financial reports to 
authorized recipients.

∗ Some UAH Reports included are 
the monthly Budget Status 
Report, the Budget Statement 
and bi-weekly payroll reports.

What is E-Print Repository?

Presenter
Presentation Notes
What is e-Print Repository?E-Print Repository is a web-based system designed to distribute and print financial reports to authorized recipients.Some UAH Reports included are the monthly Budget Status Report, the Budget Statement and bi-weekly payroll reports.



∗ Users will need to request e-Print access specifically 
on the Banner Self-Service Access Request form 
found on the our website in order to be authorized 
to use the e-Print Repository.  There is an ePrint
Repository checkbox on the form if the user needs 
ePrint access.

∗ Users need a supported browser to login 
and a reader that can open .pdf documents.  The 
UAH OIT department can answer questions the user 
has about desktop software.

E-Print Repository Access

Presenter
Presentation Notes
Users will need to request e-Print access specifically on the Banner Self-Service Access Request form found on the our website in order to be authorized to use the e-Print Repository.  There is an ePrint Repository checkbox on the form if the user needs ePrint access.Users need a supported Internet browser to login and a reader that can open .pdf documents.  The UAH OIT department can answer questions the user has about desktop software.



Accessing ePrint Reports

From the My Finance Main 
Page, click on the Four 
Square menu in the upper 
left corner, select Banner, 
Finance, then e-Print 
Repository.

Presenter
Presentation Notes
From the Banner My Finance Main Page, click on the Four Square menu in the upper left corner, select Banner, Finance, then e-Print Repository.



Accessing ePrint Reports

A second way to access the 
reports is from the Finance 
tab. Click on e-Print 
Repository.

Presenter
Presentation Notes
A second way to access the reports is from the Finance tab. Click on e-Print Repository.



Accessing ePrint Reports

You will see a list of available reports.  Select the drill 
on Budget Statement.

Presenter
Presentation Notes
You will see a list of available reports.  Select the drill on Budget Statement.



Accessing ePrint Reports

You will see a list of 
statements by month, so 
select the magnifying 
glass next to the month 
that you need. 

If you don’t see the 
month you need in the 
list, you can select 
from the dropdown 
menu at the bottom.

Presenter
Presentation Notes
You will see a list of statements by month, so select the magnifying glass next to the month that you need.  If you don’t see the month you need in the list, you can select from the dropdown menu at the bottom.In addition to the magnifying glass, you can download to a text file or .pdf, however, these selections do not give you the option to select a specific org code or range of org codes.  Selecting these will print all budget reports which you have the authority to view.



Accessing ePrint Reports

You can search by one 
Org or Fund Number OR 
you can enter a range of 
Org or Fund Numbers.

Presenter
Presentation Notes
After choosing the magnifying glass, the user comes to the search screen.The user can search by one Org or Fund Number OR can enter a range of Org or Fund Numbers.



Accessing ePrint Reports

Org/Fund Number or list 
of Org/Fund Numbers 
will be here.

Select PDF.

Presenter
Presentation Notes
A list of the org or orgs that you select will populate the screen.  To print the reports, select .pdf.



Rollup #, Org # and Fund # 
Name of Financial Manager

Revenue Account 
Title and #

Red arrows (2 
asterisks) point 
to main section 
totals part of 
equation in final 
totals.

Yellow arrows 
point to sub-
section totals.

Presenter
Presentation Notes
This is an example of what the budget statement report looks like.  The user will see the rollup, org, and funds numbers in the upper left corner and the name of the Financial Manager in the report caption.  The user should check the report date to ensure they are looking at the right report.The two main sections of the budget statement are revenues and expenditures (indicated on slide with a red arrow) which both have subtotals after their section (indicated on slide with a yellow arrow) . If you look on the left side of the report, the individual detailed budget lines are shown.



Adjusted Budget – Fiscal Year Expenses - Open Commitments = Available Balance

Blue outlined section is 
Budget.  Orange outlined 
section is Actual.

Presenter
Presentation Notes
Now let’s take a look at the columns.  They are in sections as follows:Budget Section (outlined in blue) Made up of:Adopted Budget – For State funds (funds that expire at FYE), this is uploaded by the Budget Office each Oct. 1.  The Adopted Budget does not apply to sponsored research orgs whose budgets are uploaded by Contracts and Grants Accounting.Adjusted Budget (Accounted Budget) – Adopted Budget +/- any budget adjustments during the fiscal year. Expenditure Section (outlined in orange):Actual Expenditures are shown for the current month and the cumulative transactions for the fiscal year.  Inception to Date refers to sponsored research orgs only and shows actual transactions from the beginning period of performance until the present.Open Commitments are outstanding Purchase Orders and Requisitions.The last column is the Available Balance (Adjusted/Accounted Budget – Actual Fiscal Year transactions = Balance Available)



Red arrows are main totals.  
Yellow arrows are subtotals.  
For example, operating 
expenses plus transfers equals 
Operating Expenditures Total.

Presenter
Presentation Notes
As previously mentioned, the red arrows are main section (revenue/expenditure) totals while the yellow arrows are subtotals.  For example, operating expenses plus transfers equals Operating Expenditures Total.



Total expenses = Salary & Fringe Total + Operating Expenditures Total + 
Equipment Total

Net = Total Revenue – Total Expenses

Presenter
Presentation Notes
The final page gives the total of the Expenditures section found by the equation = Salary and Fringe section total plus Operating Expenditures total + Equipment Total.Net is the net of the two main sections (indicated by red arrows) = Total Revenue – Total Expenses



Accessing ePrint Reports

You will see a list of available reports.  Select the drill 
on Budget Status Report.

Presenter
Presentation Notes
Besides the Budget Statement, another helpful budget report is the Budget Status report.  On the e-Print main page, select the drill on the Budget Status Report line.



Accessing the Budget Status Report

You will see a list of statements by 
month, so select the magnifying glass 
next to the month that you need.  There 
are two reports for the same month, but 
they are the same report.  

If you don’t see the month you need in the 
list, you can select from the dropdown menu 
at the bottom.

Presenter
Presentation Notes
You will see a list of statements by month as before, so select the magnifying glass next to the month that you need.  There are two reports for the same month.  They are the the same report, except one has revenues included and one does not.Remember, if you don’t see the month you need in the list, you can select from the dropdown menu at the bottom.



Accessing ePrint Reports

You can search by one 
Org or Fund Number OR 
you can enter a range of 
Org or Fund Numbers.

Presenter
Presentation Notes
As before, the user can search by one Org or Fund Number OR can enter a range of Org or Fund Numbers.



Accessing e-Print Reports

Org # There are three 
options.  Select PDF.

Presenter
Presentation Notes
From the 3 options, select .pdf.



Fund #, Org #, Title

The report is divided into sections based on the following Account 
categories:
5xxx – Revenues
6xxx – Salary and Fringe Benefits
7xxx – Operating Expenses and Transfers
8xxx – Equipment/Construction
7801 – Funds Transfers In/Out
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Presentation Notes
The report is divided into sections based on the following Account categories:5xxx – Revenues6xxx – Salary and Fringe Benefits7xxx – Operating Expenses and Transfers8xxx – Equipment/Construction7801 – Funds Transfers



Fund #, Org #, Title

TOTAL SECTION

Org # and Title

Presenter
Presentation Notes
The Organization section gives totals of the main sections.  Transfers are netted with Expenditures.  If you have questions about reading the other Budget reports or the Payroll reports, please contact our office.  



Other Budget/Payroll Reports

Department Name

Department Name

Department NameOrg. #

Presenter
Presentation Notes
This tutorial only covers the 2 main budget reports.  There is one other budget report: the Organization Detail Activity report which shows line item detail of each account code for the month. In the example, you see a sample of the operating section for the org.The remaining are Payroll reports.  They are:Orgn Payroll DistributionEmpl Payroll Summary by OrgnEmployee Distributions Report 8.0 (the report without the 8.0 in the title are historical 2006-2010 payroll reports)The Effort Compliance Officer works in our office and can assist you with any payroll report questions.



Questions?

Contact us!
Website:  uah.edu/budget/self-service-help

Melissa Brown if you are in Research or the Colleges:  mab0063@uah.edu; Ext 5217
Tammy Haymon if you are in any other University Area: tgh0008@uah.edu; Ext 2242
Tammy Thornton, All Campus e-Print Payroll Reports:  trt0004@uah.edu; Ext 2290

Presenter
Presentation Notes
This concludes the tutorial.  Please make sure to practice accessing and reading a few reports now until you are comfortable.  Doing it now while the tutorial is fresh on your mind is recommended.Please feel free to contact the Budget Office if you have any questions.  Our contact information is found on our website www.uah.edu/budget/self-service-help.  Please contact the person responsible for your university area as described on the site.Melissa Brown is your ePrint budget report contact if you are in the Research division or one of the Colleges.Tammy Haymon is your ePrint budget report contact If you are in any other division.Tammy Thornton (the Effort Compliance Officer) is your contact for all campus ePrint Payroll reports.We will be happy to assist!
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