The University of Alabama in Huntsville
Office of Budgets and Management Information
Banner Finance Self-Service Training

Access and Read e-Print Reports



Presenter
Presentation Notes
Welcome to the Office of Budgets 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.



Lesson Objectives

‘\

* 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.



What Is E-Print Repository?

Banner
e —

ePrint

* 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.



E-Print Repository Access
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BUDGET FINANCE SELF-SERVICE HELP

Finance Self-Service Help

Banner Access
BUDGET . . ) . ,
Our office provides access to Banner Finance Self-Service and Banner Admin (formerly known as INB).

WE ARE NO LONGER ACCEPTING PAPER FORMS FOR FINANCE SELF-SERVICE ACCESS EFFECTIVE
IMMEDIATELY. Please see the instructions below for the link to the electronic Kuali form. Banner Admin still

Covid-19 Budget Information requires the paper form.

Budget Information

Finance Self-Service Help Please complete the Finance Self-Service Access Form or Banner Finange Admin form under the Forms tab.

Effort Certification  You will need Finance Self-Service access if you:
- 1. Handle budget statements for your department (Query acces
orms
2. Enter requisitions (Posting access)

Payroll Servi 3. Approve timesheets (Web-time Entry)



Presenter
Presentation Notes
Users will need to request e-Print access specifically on the Banner Finance Self-Service access form found on our website in order to be authorized to use the e-Print Repository. The link to our Help page where our form link is is https://www.uah.edu/budget/self-service-help.   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.


https://www.uah.edu/budget/self-service-help

Accessing ePrint Reports

< Finance

Budget Queries
Encumbrance Query
Requisition

Approve Documents

d approve transactions and view financial information for department / or|
View Document

Multiple Line Budget Transfers
Jel
Budget Development > e
1d share budget availability, encumbrance and
e_Print Repository
SSB8 - Budget Queries
ments

tuments pending approval. Approve, disapprove, or

at

1ding and completed documents with related
1d approval history.



Accessing ePrint Reports

Ban ner Select Report from Repository Finance and Budgets il’?’.['f;“”“ Budgets Reposiory
N
eprlnt About Barner ePrint FAQ My ePrint

Report Description Latest Date

PDF TEXT DATA 1 FGRBOSC Budget Status Report FriSep 02, 2022 11:20am
PDF TEXT DATA 1 FGRODTA Organization Dtall Activity Fri Sep 02, 2022 11:28am
PDF TEXT T NHRDIST Orgn Payrol Distribution Thu Sep 29, 2022 244pm
PDF TEXT ’ NHREDST Employee Distributions Report Mon Jul 12, 2010 11:36am
PDF TEXT 1 NHRSDST Empl Payrall Summary By Orgn Thu Sep 29, 2022 2:38pm
PDF TEXT 1 < I ZBDSTMT Budget Statement FriSep 02, 2022 10:26am
N
PDF TEXT 1 ZHREDST Employee Distributions Report 8.0 Thu Sep 29, 2022 247pm

©2020 Ellucian Company LP. and its affiliates. enUCian



Accessing ePrint Reports

Banner Report Detail: ZBDSTMT
T —

eP”nt Moout Banner ePrint FAQ My ePrint Help Logeut

BUDGET STATEMENT AS OF 31-AUG-2022 Fri Sep 02, 2022 10:262m

BUDGET STATEMENT AS OF 3-JUL-2022 Mon Aug 01, 2022 4:38pm

BUDGET STATEMENT AS OF 30-JUN-2022 | Fri dul 01, 2022 5:45pm

BUDGET STATEMENT AS OF 31.MAY-2022 Thu Jun 02, 2022 5:34pm

BUDGET STATEMENT AS OF 30-APR-2022 | Tue May 03, 2022 10:27am

BUDGET STATEMENT AS OF 31-MAR-2022 Tue Apr 12, 2022 11:22am

BUDGET STATEMENT AS OF 28.FEB-2022 | Wed Mar 02, 2022 7-38pm

BUDGET STATEMENT AS OF 31-JAN-2022 Wed Feb 02, 2022 09.22am

(BUDGET STATENENT AS OF 31-AUG 2022 Fr Sep 02,2022 10 26am 7 < : | m

©2020 Elluclan Company LP. and its afflates. @llUCIAN




Accessing ePrint Reports

Banner Search ZBDSTMT (Fri Sep 02, 2022)
T —

ePrint Aboed Banoer ePrint FAQ My ePrint

Page Key|Org v/
Pick Values Manually Search; |

EN| | e
Rarsge.| “

T

©2020 Ellucian Company L.P. and its affliates, ellucian




Banner Selected Org Values
e

ePrint footBaver Pt FAQ W ePit

Finance and Budgets : ZBDSTMT : Pick Pages : Org : Values

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

Finance and Budgets Repository
TGHOWE

Search Name




REPORT=BUDSTMT THE UNIVERSITY OF ALABAMA IN HUNTSVILLE RUN DATE:
2022 FINAL BUDGET STATEMENT TIME:
AS OF 30-SEB.20
COAS: The University of AL in Huntsville FIN MGR . 7
PRED ORG Name of Financial Manager
ORG: Rollup #, Org # and Fund # STATUS: ACTIVE
N 1ol 1 (S e S IR R ACTUAL —~ooc o INCEPTION OPEN BALANCE
RLE ) ADJUSTED CURRENT MONTH FISCAL YEAR TO DATE COMMITMENTS AVAILABLE
Revenue Account
Title and # -19,272.00 0.00 -19,272.00 0.00 0.00 0.00
Other Sources
-19,272.00 0.00 -19,272.00 0.00 0.00 0.00
-“ Revenues Total
0.00 -19,272.00 0.00 -19,272.00 0.00 0.00 0.00
Executive / Administrator
6110 156.443.00 162 ,460.04 18,051.12 162.460.08 -0.04
Professional / Non-Faculty
6150 674,293.00 767,611.99 85,649.97 745,278.60 22,333.39
Technical / Para-Professional
6154 38.500.00 38,500.00 0.00 4,442 31 34,057 .69
Overtime
6181 500.00 500.00 0.00 1.8F1.87 -811.87
Annual Leave
6183 0.00 0.00 0.00 8,333.51 -8,333.51
Student
6190 0.00 0.00 460.20 5,466.45 -5,466.45
Non-Recurring Salary
6199 0.00 27.,929.00 0.00 27.,929.00 0.00
Wireless Device Supplement
6498 0.00 0.00 926.37 7.878.91 -7.878.91
Salaries & Wages
869,736.00 997.,001.03 105,087.66 963,100.73 0.00 0.00 33,900.30
Employee Benefits
286,848 .00 317,439.00 0.00 0.00 317,439.00
Eon Yellow arrows
6510 0.00 0.00 7.584.03 68,491 .45 . -68,491 .45
TRS point to sub-
6520 0.00 0.00 1221213 111,095.14 -111,095.14
SRA Matching (TIAA-CREF) i
6530 0.00 0.00 3,728.92 36,321.79 SeCtlon tOtalS' -36,321.79
Health Insurance
6540 0.00 0.00 10,293.50 122,064.00 0.00 0.00 -122,064.00
Group Life
6541 0.00 0.00 132.34 1.685.94 0.00 0.00 -1.685.94

LTD-Salary Continuation

10/31/22
15:49




ADOPTED ADJUSTED
State Unemployment Insurance-SU
h561 0.00 0.00
[ Fringe Benefits
286,848.00 317.439.00

** Salaries and Wages Total
1,156.584.00 1.314,440.

xpenditures

000 140,594 .00 219,057,
ontract Service Not Indiv to 25k
114 0.00 0.
nstitutional Dues & Membership

152 0.00 0.
ostage and Freight

156 0.00 0.
ederal Express

158 0.00 0.
ftware Purchase

174 0.00 0.
esign - Printing Services

176 0.00 0.
ravel Air

205 0.00 0.
ravel Expense

220 0.00 0.
rivate Car Mileage

225 0.00 0.
chicle Rental

229 0.00 0.
laint. & Repair Vehicle

315 0.00 0.
‘uel Chargebacks

317 0.00 0.
ac & Oper Other Contract Svcs

321 0.00 0.
erox & Duplicating

401 0.00 0.
ffice Supplies

404 0.00 0.
eating and A/C Supplies

410 0.00 0.

8 888888888 8

8

| INCEPTION OPEN

mRRENT MONTH FISCAL YEAR TO DATE COMMITMENTS
51.87 465.35 0.00 0.00
34,240.30 342,391.11 0.00 0.00

139,327.96 1,305,491 .84

0.00 0.00

0.00 27,961.15

6,160.40 16,531.32
13.89 73.62 0.00 0.00
7.69 17.17 0.00 0,00
60.76 69,364.49 0.00 2,278.19
150.00 240.00 0.00 0.00
0.00 2,920.80 0.00 0,00
1,705.73 7,932 88 0.00 0.00
898 .50 1,012.81 0.00 0.00
0.00 436, 37 0.00 0.00
0.00 579.29 0.00 0.00
165.52 922.49 0.00 0.00
499.55 499 .55 0.00 0.00
0.00 2,369.10 0.00 0.00

BALANCE

AVAILABLE

-465.

-24,952.

35

.62



-

———————————————— BUDGET--------- mmmmmee e ACTUAL - - - oo e INCEPTION OPEN BALANCE
ADOPTED ADJUSTED CURRENT MONTH FISCAL YEAR TO DATE COMMITMENTS AVAILABLE
General Maint Supplies
7415 0.00 0.00 0.00 799.42 0.00 0.00 -799 .42
Other Supplies and Materials
7428 0.00 0.00 53.27 4,507.22 0.00 0.00 -4,507 .22
Computer & Peripheral Supplies
T433 0.00 0.00 0.00 2.,060.76 0.00 0.00 -2.,060.76
Supplies UAH Bookstore
74 0.00 0.00 0.00 252.70 0.00 0.00 -252.70
Computers &
7464 1,490.52 0.00 0.00 -1.490.52
Computers &
7465 Yellow arrows 4,623.62 0.00 5,856.00 -10,479.62
Interdept Tr
7507 1 1,225.00 0.00 0.00 -1,225.00
Conference & Operatlng
7602 2.242 .41 0.00 0.00 -2.242 .41
Business Con e el E=H transfers
7603 3,294 .50 0.00 1,852.19 -5,146.69
Registration
7612 5,430 .50 0.00 0.00 -5,430.50
Operating Exgenses
[:> 140,594 .00 219,057.00 12,647.51 163,940 .01 0.00 0,086.38 45,129.71
Non-Mandatory Transfers In/QOut
7801 0.00 -145,334.00 -21,824.50 -144,764.75 0.00 0.00 -569 .25
Non Mandatory Transfers
0.00 -145,334.00 -21,824.50 -144,764.75 0.00 0.00 -569.25
** Operating Expenditures Total
- 140,594 .00 73,723.00 -9,176.99 19,176. 16 0.00 9,986.38 44 ,560. 46
Equipment
8100 0.00 22,822.15 0.00 0.00 0.00 0.00 22,822.15
Vehicles
8107 0.00 0.00 0.00 22,822.15 0.00 0.00 -22.822.15
Equipment
|:> 0.00 22,822.15 0.00 22,822.15 0.00 0.00 0.00
** Equipment Total
0.00 22.822.15 0.00 22.,822.15 0.00 0.00 0.00

=



INCEPTION OPEN BALANCE
ADJUSTED CURRENT MONTH FISCAL YEAR TO DATE COMMITMENTS AVAILABLE

TOTAL EXPENSES
- 1,297.178.00 1.410,985.18 130, 150.97 1.347.490.15 0.00 9,986.38 53,508.65

NET
- 1,297,178.00 1,391,713.18 130,150.97 1,328,218.15 ‘ 9,.986,38 53,508 .65




Accessing ePrint Reports

Banner Select Report from Repository Finance and Budgets
e

e Pﬂ nt Abou Barer Pt FAQ Ny ePind Hep Lot

FGRBOSC Budget Stalus Report FiiSap 02, 2022 11:20em

FGROOTA Organzeson Detail Acty FniSep 02, 2022 11:28am

PDF TEXT 1 NHRDST (rgn Payrall Distribubien Thu Sap 28, 2022 244om

PDF TEXT 1 NHREDST Emplayae Distibutions Report ko Jul 12, 2010 11:36am

NHRSLET Empl Pyroll Summary By Crgn Thu Sap 28, 2072 2 38m

ZB0STMT Budget Statement Fn Sap (2, 2022 10:26am

ZHREDST Employee Distibutions Report 8.0 This Sep 28, 2022 24Tom

€2020 Ellucian Company L and its afiliates. ellucian




Accessing the Budget Status Report

Banner | Report Defail: FGRBDSC
—-“‘-:..-
ePrlﬂt Nevul Baneer ePrinl FAL) Wy #Fini Help Logout

e and Budgets: FGREDSC

Tile

STT] K U R ve——

por oo § %mmmmwﬂswnm@m

POF TEXT DATA T | Budgat Sigtus (Cunest Pericd) AS OF 31-0CT2022

[
POF TEXT DATA ? | Budgat Status (Cumend Pericd] AS OF 31-0CT-2002
1
|

PDF TEXT DATA ? {Butget Status (Curent Percd] AS OF 30.5EF.2022

porreros § Butge s (Caent oo AS OF J0SEP.22
|

POF TEXT DATA ? | Budgat Sietus (Curent Perod) AS OF 31-AUG-2022 Fri Sep 02, 2022 1120em

1
por rexroain § |BudgetSttus (Cureet Peric) RS OF 31.AUG-2022 FriSep 02, 022 11 t1am
| |

[ Budoet Status {Cusrent Peciod) AS OF 30NOV-222 - Mon Dec 05, 2022 09 43am v| &, | m

©2020 Ellician Company LP. and its affiiates, ellucian.




Accessing ePrint Reports

Banner Search FGRBDSC (Mon Dec 05, 2022)
T

eprln! Mool Brvier Pt FAL My et

Page ey Drganizaion v |
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€2020 Blucian Company L and its affiliates. ellucian.




Accessing e-Print Reports

CSalpcted Oraanizat I: g
Banner Selected Organization Values

i
ePrInt Ao Barmr oPird FAL My ofvind

Finance and Budgets : FGRBDSC : Pick Fages | Organization : Values

Ii POF TEXTDATA

s

©2020 Ellucian Company LP and its amiates. €llUCian.



REPORT FGRBDSC
FISCAL YEAR: 23

CORS:

- d #, Org #, Titl
g Fund #, Org #, Title
ORG:

ACCOUNT ACCOUNT TITLE

5899 Miscellaneous Income

TOTAL Other Sources

6110 Executive / Administrator

6150 Professiconal / Nen-Faculty
6152 Secretarial / Clerical

6154 Technical / Para-Professional
6183 Annual Leave

6498 Wireless Device Supplement
TOTAL Salaries & Wages

6500 Employes Benefits

6510 FICA

6520 TRS

8530 SERA Matching (TIAA-CREF)

6540 Health Insurance

6541 Group Life

6560 LTD-Salary Continuation

6561 State Unemployment Insurance-SU
TOTAL Fringe Benefits

7000 Expenditures

T156 Postage and Freight

7174 Software Purchase

7317 Fuel Chargebacks

7401 Xerox & Duplicating

7404 Office Supplies

7428 Other Supplies and Materials
7612 Fegistration Fees - Conf
TOTAL Operating Expenses

7801 Mon-Mandatory Transfers In/Out
TOTAL Non Mandatory Transfers

Budget Status

Univ of Alabama in Huntsaville

(Current Period)

AS OF 30-NOV-2022

sville

ADJUSTED
BUDGET

.00
.00

100, 988.00
305,175.00
199, 864.00
166, 605.00
.00
.00

772, 632.00

254,969.00
.00
.00
.00
.00
.00
.00
.00

254,9692.00

T0,933.34
-00
.00
.00
.00
.00
.00
.00

70,933.34
-48,190.34
-48,190.34

CURRENT PERIOD
ACTIVITY

4,576.72
4,576.72

7,768.30
18,223.42
11,257.13
17, 646.52
1,178.05

55.00

56,128.42

+ 00
3,949.45
6,530.17

307.42
11,946.25
115.78
124.84
16.B0

22,990.71
.00
1.74

1,428.50
166.06

4,275.10
—a8,150.34
-48,190.34

YEAR TO DATE
ACTIVITY

4,576.72
4,576.72

15,359.31
38,379.64
23,360.53
34, 978.90
1,178.05

110.00

113,366.43

.00
7.,971.70
13,341.986
807.97
24,472.75
237.44
260.14
33.%0

46, 925.86
.00
1.74

4,315.50
166.06

7,232.56
—49,205.38
-49,205.38

RUN

BUDGET
RESERVATIONS

P ]
.00
.00

.00
.00
.00
.00

.00

.00
.00
.00
.00
.00
.00
.00
.00

.00
.00
.00
43,371.00
.00

.00

.00
2,179.22
(o]1]

45,550.22
.00
.00

DATE :
TIME:
PAGE:

12/05/2022
09:49 AM
285

AVAILABLE CMT
BALANCE e

-4,576.72 U
-4,576.72

85, 628.69
266,795.36
176,503.47
131, 626.10

-1,178.05

-110.00

coccocca

659,265.57

254,969.00
-7,971.70
-13,341.96
-607.97
-24,472.75
=237.44
-260.14
-33.90

goccccag

208,043.14

70,933.34
-1.74
-47,686.50
-166.06
-471.68
-27.34

cgccocag

18,150.56
1,015.04 U©

1,015.04




REPORT FGRBDSC Univ of Alabama in Huntsville
FISCAL YEAR: 23 Budget Status (Current Period)
AS OF 30-Nov-2022

COAS: H The University of AL in Huntsville
FUND:
PRED : i
ZHKD G Fund #, Org #, Title
ADJUSTED CURRENT PERIOD

ACCOUNT ACCOUNT TITLE BUDGET ACTIVITY

o) 1 =

# and Title
TOTAL Revenues .00 4,576.72
TOTAL Salaries and Wages 1,027,601.00 79,119.13
TOTAL Expenditures 22,743.00 =-43,915.24

YEAR TO DATE
ACTIVITY

4,576.72
160,292.29
-41,972.82

RUN

BUDGET
RESERVATIONS

.00
.00
45,550.22

DATE: 12/05/2022
TIME: 09:49 MM
PAGE: 286

AVAILABLE CMT
BALANCE TYP

-4,576.72
867,308.71
19,165.60




SU5-JUN-2023 01:34:53 BM

FISCAL YEAR 23

CoAS,
ORG

TRANS
DATE

BEGINNING BALANCE:

TRAN DOC

ENDING BALANCE:

BEGINNING BALANCE:

ENDING BALANCE:

BEGINNING BALANCE:

05/05/2023
05/05/2023
05/09/2023
05/30/2023
05/30/2023
05/30/2023
05/30/2023
05/30/2023
05/30/2023

INEI
INEI
DNEI
IDF1
IDF1
IDF1
IDF1
IDF1
IDF1

ENDING BALANCE:

BEGINNING BALANCE:

ENDING BALANCE:

BEGINNING BALANCE:

Univ of Alabama in Huntsville
Organization Detail Activity
From 01-MAY-2023 To 31-MAY-2023

ACCOUNT/
TYPE NUMBER REFERENCE DESCRIPTION FUND
0O & M General 15000
Xerox & Duplicating 7401
Xerox & Duplicating 7401
Furniture <$5,000 7403
Furniture <$5,000 7403
Office Supplies 7404
42105053 Staples Business Advantage 7404
4210350353 Staples Business Advantage 7404
'0113490 42105053 Staples Business Advantage 7404
PC000201 7404
PC000201 7404
FC000201 7404
PC000201 7404
PC000201 7404
PC000201 7404
Office Supplie 7404
Locksmith Supplies 7417
Locksmith Supplies 7417
Other Supplies and Materials 7428
Other Supplies and Materials 7428

ENDING BALANCE:

BEGINNING BALANCE:

05/30/2023
05/30/2023
05/30/2023
05/30/2023
05/30/2023
05/30/2023
05/30/2023

IDF1
IDF1
IDF1
IDF1
IDF1
IDF1l
IDFl

ENDING BALANCE:

Computer & Perg 7433

PCO00201 7433
PCO00201 7433
PC0O00201 7433
BCO00201 7433
PC000201 7433
BCO0Q0201 7433
PCO00201 7433

Computer & Per 7433

BUDGET
ACTIVITY

0.00

0.00

PAGE 4773
FGRODTA
TRANSACTION ENCUMBRANCE
ACTIVITY ACTIVITY
960.00 0.00
960.00 0.00
480.00 0.00
480.00 0.00
919.23 2,253.99
-2,253.99
2,253.99
0.00
21.09
5.05
4.18
286.66
57.35
20.00
3,567.55 0.00
13.00 0.00
13.00 0.00
392.88 0.00
392.88 0.00
4,480.99 0.00
24.49
103.17
290.95
97.56
656,38
33.98
44,99
5,732.51 0.00

CMT
TYP

coccoccocacoc

ccococoac



Questions?

* Contact us!

* Website:
https://www.uah.edu/bud

« Ext. 5217 for Payroll Reports
* Ext. 2242 for All Other Reports



https://www.uah.edu/bud
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