


Login:

1. Go to the UNA Website (www.una.edu)
2. Log into Portal and select 3Banner Admin Pages”



http://www.una.edu/

VIEWING YOUR AUXILIARY FUND BALANCE

7R FKHFN \RXU $X[LOLDU\ ) XQG %DIDQFH N\SH 3)*,7%65" in the search box:

3UHVV 3 (QIHU"

<RX VKRX(IG QRZ VHH IKH IRWORZLQJ VFUHHQ )RU &2% SOHDVH EH VXUH IR HQWHU 38~
AH[W HQIHU \RXU $X[LILDU\ )XQG 1XPEHU LQ WKH 3)81 =" ILHIG )LQDW\ HQWHU WKH
DSSILFDEMH 3),6&%/ <($5” DQG SUHVV 3*2~




The result should be a screen that looks like this:

On this screen, there are several things to take note of. On the very bottom of the
SDJH \RX ZL0 VHH 3&855(17 )81~ %$/$1& (" 7KLV DPRXQW VKRXIG EHD &5(*",7
balance. If the amount shown is a DEBIT balance, your fund is overdrawn. Also, the
OLQH LIHP 3 ~ RU 3)XQG %DIDQFH-$X[LILDU\" LV IKH DPRXQW WKDW \RXU $X[LILDU\ ) XQG
3URIOHG RYHU™ IURP WKH SULRU ILVFD0 \HDU 6R IRU WKLV H[DPS0H WKH $X[LLDU\ )XQG
SEURXJKI IRUZDUG™ IURP WIKH SULRU \HDU



VIEWING CURRENT BUDGET STATUS FOR YOUR FUND

Next we will view the current Budget Status for the Fund. You will return to the
following screen:

2QFH KHUH \RX ZL00 HQIHU 3)*,% =67~ DQG SUHVV 3(QWHU"
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<RX VKRXIG QRZ EH DW WKLV VFUHHQ (QWHU 38" IRU &+$57 (QWHU IKH DSSURSULDIH
FISCAL YEAR, and finally enter your Auxiliary Fund Number in the INDEX field. Next,
press GO:

You should now see the following information:

anjation:. 80977 _Shidaot Enevpapmant. ... Eynd: 180544 SOAR 7L 0 A achaai s [+ o Bt Dumnsn by AL VINA iniinecits Pt Fi

Program: AUX  Auxiiiary Services ~ Account: Account Type: Activity: Location:

This is the information that you would normally view if you were to run this query in
Self-6HUYLFH %DQQHU /LQH3  ~ LV WKH H[SHQVH SRR0 IRU \RXU RUJDQL]DWRQ DQG WKH
DFFRXQW EHIRZ 0LQH 3 ~ are pulling from this balance. As with a Self-Service
BUDGET QUERY, in order to determine the current amount of funds left to spend,
you would simply calculate the net of your Expense pool and any expenditures made
to date.






)RU WKLV SDUILFX0DU IXQG WKH RSILRQV DUH 3JUH\HG RXIW~ EHFDXVH WKLV XVHU LV FXUUHQI0N\
viewing all fund activity, however, if you are viewing your fund and see that this field
ZHUHWR VD\ 3 RI ~ WKLV LV DQ LQGLFDILRQ WKDW WKHUH DUH DGGLWILRQDO H[ SHQGLIXUHV WKDW
are not showing on the screen. This would affect any calculations you may be doing
to determine available funds for expenditures. In order to view the remaining

H[ SHQGLWXUHV WKDW DUHQW VKRZQ SOHDVH FILFN RQ WKH 3 3HU 3DJH” GURS GRZQ ER[
DQG FKDQJH WWR 3 3HU 3DJH” VR IIKDW UHPDLQLQJ LWIHPV PD\ EH YLHZHG DQG LQFIXGHG
in your calculation.

This information can also be exported to Excel. The top right corner of the screen
KDV D 37RR0V” RSILRQ &0LFN KHUH
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Excel should now provide a spreadsheet with the information as follows:

: FO0E  ExpenseF 115000 0 0 118000
| e F .. Sunnlise n . RAAIA . 10080 ORI . S e . e S o w0 g .
Kedls - o 0874 o -30374 | e
Ta b - | Zees 1 . R ] . R ) T 1 N
B3 E Publicatio 0 -3 0o !
TE Credit Car 0 53336 0 -533.36 I
- [T Tt 2 iy i D g e e B
1|l | 70e7 e Printing-C 0 772 0 7472
Sl

In order to view this more easily, delete any unnecessary columns per your
preference and expand column widths where needed:

You are now able to calculate funds available for expenditures in two ways. The first
way is to simply select the $YDLIDEWH %DIDQFH IRU 3([SHQVH 3RR0” DQG 3GUDJ” \RXU
PRXVH GRZQ IR WKH 0DVIl H[SHQGLWXUH DFFRXQW VR WKDW WKH\{UH D00 KLIKOLIKIHG DW RQFH

i I | | £ |
'Chact' _ _'Fiscal Vaar' lndev!. 775_“"”5“‘ snacific Accnnint! llacluda Ravanua Accounts! ‘CameitTwna'  'Nroanization’ o L C e ez

19 162514 R ¥ 80,222.00

. 'Account' 'Type'  'Title' 'Adjusted Budget' WTD Activity' ‘Commitments' ‘Available Balance'
62,175.00 4 5699 R Misc Aux Income 150,000.00
1,000.00 i 6139 L University Workstudy 32,000.00
- - 6 | 700 £ Expense Pool 118,000.00
804.26 19,999.00 7 | 7005 E Supplies -

7057 E 61.39 - (61.39)
2
173 E Cred

L urchases -
. KD R £ Dihlicatinne i ) - ~_aannon S - o . o
redit Card Proc Fee - 639.36 - Il 7t
180 E Contracted Services - 1,397.00 2,760.00 EE 7t
197 E Printing-Copying - 747.20 - (747,20) 15 7t







You should now see the net of the Expense Pool and any related expenditures below
your selection:

VIEWING SPECIFIC EXPENDITURES AND/OR ACTIVITY WITHIN YOUR BUDGET

There is the capability to view specific information about expense line items within
your budget while in FGIBDST. Click on the expenditure category that you would like
to query:
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¥__ @allinian___Nwaanizating Rudnat Qatue ECIBNET AAALMADY . 0 gy e — e e e Rin  Bormre Bprarrn . Knaig
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- . b
Tvoe Title Adinster Budnet R .-~ | YID Activity . Commifments
il o i e il AT

g 000007 700 £ ExpensePool 118000:00 040 040
ool lF B _ amn 204 %R 1959000 _
pal 3874 0.00 -30874 7020 E Meals
0.00 61.39 0.00 $139 E Food Purchases
0.00 -3,100.00 0.00 3,100.00 E Publications
0.00 639.36 0.00 $3936 1073 E Credit Card Proc Fee
0.00 1397.00 2760.00 -415700 7080 E Contracted Services
0.00 74720 000 14120 7097 E Printing-Copying
(00 . ROXMTOR L. 2278900 Net Total

Record 4.0f 10
___________________________________________________________________________________________________________________________________|]

AH[W DV WKHWRS RI WKH VFUHHQ VHOHFI 35HIDIHG™

¥__ @allirian__Neoanizatinn Budnat Statue FGIBNST A VANMAR). . 0 s g e — e e e Rn B pFmFvE 8 pRATED

I 2 i L O e e e R R T L AN R AL L st
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Avsilahle Ralance Account Tvoe Title Adinsfed Rudnet . .- _ YD Activity . Commifments

at ik i G it

ok

118000007 700 £ Expense-Pool 116000:00 190 190

_memnlime  _— f S _ m a04%% 1906000 :
0.00 308.74 0.00 -30874 7020 E Meals
0.00 6139 0.00 $139 7097 E Food Purchases
0.00 -3.100.00 0.00 310000 7063 E Publications
0.00 639.36 0.00 $3936 1073 E Credit Card Proc Fee
0.00 139700 2,760.00 415700 © 7080 E Confracted Services
0.00 42 0.00 TN 97 E Printing-Copying
Q.00 e . ROUTD0R L] Net Total

Record 4.0f 10

A drop down box will appear at the right of the screen with several options. You will
QHHG IR VHHFI 37UDQVDFILRQ = HWDL0 ,QIRUPDILRQ”
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You should now see this screen:

40, . Index:: 189814 Fund: 1R9R14 . Ofaanizafian: 20909 . Accaunt: 7008 Draarami A1KY Actibif._ .| ACASNNim anm- LCommit Tines Podb oo o e e S - e ( Sersowar

Y. Filter | |7 DETAIL TRANSACTION ACTIVITY

As mentioned before, this can be exported to Excel as well if required.

Please contact Salena Denton-Jarmon at extension 4699 or for
any questions or help with navigating when needed.
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