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1st Chart of Accounts Visit
December 12, 2008
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	Objectives


· Be able to process various types of Journal Vouchers and Cash Receipts

· Be able to process General Encumbrances

· Run financial reports

· Perform on line queries for budget and transactions
	Progress Report

	Accomplishments


We got off to a slow start because the training took place in the Chinese Heritage Room in the library and it was not set up and ready for class to start.  Laptops were available but not upon our arrival.  Someone finally came with a key to unlock the cabinet where the laptops were kept but no instructions were available as to how to login to them and the wireless network.   The Banner URL was not readily available.  It took until after lunch for class participants to be able to do hands on with the laptops.  I was able to plug my laptop into the network and access the Banner URL once someone got that information to me.  I used my laptop for projection.  The Chinese Heritage Room has 3 flat screen projection monitors on 3 walls but it was not easy for all class participants to see these monitors.  There was no whiteboard or flip chart available.
We did spend some time during the Tuesday morning reviewing the spreadsheet of the chart that has been built since the first chart visit.  It brought up some valid points:

1. A code for any chart element – fund, org, account and/or program – can only be used once.  The same code cannot be used at different levels.

2. The columns for the codes on the spreadsheet are for visual purposes only.  When loaded into the table, all code columns will be collapsed into one column.  The hierarchy will be determined by the predecessor code.  There is only one field in the table for each code, such as FTVFUND_FUND_CODE, FTVORGN_ORGN_CODE, FTVACCT_ACCT_CODE,  FTVPROG_PROG_CODE.

3. Each element of the chart can be from one to six alpha or numeric characters.  It is up to you to determine how many characters will be in each chart element, such as:  4 digits for fund, 4, 5 or 6 digits for org, 4 or 5 for account, etc.  It is up to you to determine if you are going to be consistent in how many digits you use for each element.

4. The actual numbers don’t matter as much as the hierarchy structure.

5. It is recommended that for reporting purposes you begin your data entry level codes all at the same level of hierarchy.

6. A fund, org, account and program are REQUIRED for any operating ledger (revenue or expense) transaction.  Only a fund and account are required for general ledger (asset or liability) transactions.
7. On the fund code spreadsheet, the first two columns are fund type codes and not fund codes.  The fund type is part of the fund but the fund type codes are maintained in a table separate from the funds.  It is possible, therefore, to have a fund code and a fund type code that are the same, if you have a 2 digit fund code.  This is also true for account types and account codes.
8. For sight recognition purposes, you may want all data entry level codes to be the same number of digits.  This will aid users in knowing which code is the right code to use (but Banner does not require it).

9. You do not have to repeat the predecessor codes within the actual code itself as this will require the code to be too long.

10. I very strongly recommend you enter a few of each chart element into Banner on the forms.  This will help you tremendously in understanding the structure of the chart elements and how the forms work.

Forms
We reviewed the following transaction forms:

· Encumbrance/Reservation Maintenance Form – FGAENCB 
· Journal Voucher Form – FGAJVCD 
· Journal Voucher Quick Form – FGAJVCQ 
· Journal Voucher Mass Entry Form – FGAJVCM 
· Automatic Journal Voucher Form – FGAAUTO 
We reviewed the following query forms:

· Budget Availability Status Form – FGIBAVL – This form displays the actual budget availability table.  We had a problem with this form in that it did not agree with the FGIBDST form.  FGIBAVL will show a balance that includes incomplete documents (which can be different than FGIBDST).  We deleted incomplete documents but that did not resolve the problem.  I emailed the remote DBA for assistance with this.  This is an operating ledger form.
· Organizational Budget Status Form – FGIBDST – This form displays only posted documents and can differ from FGIBAVL.  This form displays summary totals.  Only individual data entry level codes can be used on it.  This is an operating ledger form.  By using the options menu, you can “drill down” into other forms for more detail.
· Organizational Budget Summary – FGIBSUM 
· Executive Summary Form – FGIBDSR – This form will do high level roll up and non-data enterable chart elements can be entered on it.  This is an operating ledger form.
· Operating Accounts Transaction Detail – FGITRND – This is a detail operating ledger query form.  You can go to this form directly or via the options menu on FGIBDST.
· General Ledger Trial Balance Form – FGITBAL – This is a general ledger summary query form.  It did not work properly and I notified the remote DBA.  The DBA applied the appropriate patch and this form is now functioning.
· General Ledger Transaction Detail Activity – FGIGLAC - This form displays detail for the general ledger.
· Trial Balance Summary – FGITBSR – This is a trial balance (summary) form and high level funds or fund types can be used on it.  It also shows the current fund balance.
· List of Suspended Journal Vouchers Form – FGIJVCD – This form will display any incomplete journal vouchers.  Completed journal vouchers will show on this form until the posting process – FGRACTG – is run.  Once posted, complete journal vouchers disappear from this list.  Completed journal vouchers can be viewed on FGIDOCR – the Document Retrieval Form.
· Journal Voucher Summary Form – FGIJSUM – You can access this form from the journal entry form through the “Options” menu.  You can see the total of all your entered lines on this form to be sure it matches the document total.
· Document Retrieval Form FGIDOCR – This form displays all posted documents.  From the “Options” menu, you can access the document postings, which shows the “behind the scenes” postings that occurred for the transaction, such as the posting to the control account and/or claim on cash account.
Encumbrances
Everyone in the class entered on original encumbrance on FGAENCB using E100.  Everyone made an adjustment to the encumbrance using E020 on FGAJVCD – the journal entry form.  Everyone liquidated the encumbrance using E032 on FGAJVCD.  You must use a plus + sign with E032 and the entire encumbrance will be liquidated regardless of the amount on the journal entry.

Several participants entered the encumbrance number as the journal entry document code.  You must be careful to make sure the document code field is empty when you create a new journal entry and want Banner to assign a one-up number for the document code.

Banner will assign one-up numbers for all document codes.  These numbers are kept in table FOBSEQN and can be maintained on the form FOASEQN.  Users can also assign their own document codes but you must be careful not to assign a number Banner would assign.  You also have to keep track of your own document codes manually.

Financial Manager

We briefly discussed the Financial Manager on FTMORGN and FTMFUND.  Staff should be thinking about whether or not they want to use the Financial Manager on these two forms.  It is optional.  Financial Managers have a PIDM and this becomes a data conversion coordination issue.  As the Finance Implementation moves along, these data conversion issues will need to be discussed and resolved with staff from the other modules.

Class participants set up personal menus using “My Banner” or GUAPMNU – the Personal Menu Form.  

Cash Receipts

All class participants took in cash using the Direct Cash Receipt Form – FGADCSR and also using the CR05 rule code on FGAJVCQ.  We then reviewed the Bank Fund on FGITBSR and discussed the claim on cash functionality in Banner.  Everyone ran FGRCASH – the Cash Report to review what it looks like and how the Bank Fund functions.  We discussed the Bank Fund, bank accounts, bank codes and the claim on cash account and its functionality several times.  With practice and review of the Trial Balance Form – FGITBAL and the detail transaction activity in the General Ledger – FGIGLAC – this functionality should become more understandable.  Transactions actually occur in the bank fund and bank account.  The bank code that is set up on GXRBANK is linked to the bank fund, bank account and claim on cash account.  But it is just a code, even when used in a cash receipt transaction, the posting occurs to the bank fund and bank account.  Each bank code should represent a unique bank account.  Once again the seed data is NOT a good example of how this should be set up.
Automatic Journal Voucher

All class participants entered an automatic journal entry using form FGAAUTO – the Automatic Journal Entry Form.  A schedule can be set up on this form for a recurring journal entry to occur.  Once the schedule is set up, then you set up the journal voucher and complete it.  Automatic journal entries will not process until FGRTRNI – the Transaction Interface Process is run.  You then run FGRTRNR – the Transaction Error Report and FGRACTG – the posting process.  Once an automatic journal entry is processed and posted, the journal entry can be changed for the next submission.  Only automatic journal vouchers can be changed.  Regular journal vouchers cannot be changed once completed and posted.  A regular journal voucher can be copied to a new journal voucher and then changed and submitted.  
Copy Function on Journal Vouchers

Class participants used the copy function to reverse a previously entered journal voucher.

Jobs and Reports

Class participants submitted jobs from GJAPCTL – the Process Submission Form.  All reports and processes are submitted from this job submission form.  You enter the job, next block and enter the printer – in this case we used DATABASE, next block and enter the required parameters, if any, then next block and save to submit the job.  A .log and .lis file is generated with each job.  The .lis file contains the report or output.  The .log file shows if the job was successfully submitted.  If the job was not successful, the .log file will contain the error message.  This error message usually must be submitted to the DBA to be resolved, should this occur.

The following reports were run and discussed:

· General Ledger Subsidiary Ledger Control Report – FGRCTRL 
· Bank Cash Interfund Account Balance Exception Report – FGRBIEX 
· Bank Interfund Account Control – FGRCASH 
· Trial Balance Exception Report – FGRTBEX 

The above reports are considered mandatory control reports and should be run every day after go-live.  While training and testing, these reports should be run after each transaction or set of transactions to verify that the chart is set up and functioning properly.  The terms Bank Interfund and Claim on Cash are used interchangeably here.
These reports were also run and discussed:

· Daily Transaction Control Report – FGRTRNH – This reports on completed documents.
· Incomplete Document Report – FGRIDOC – The importance of keeping incomplete documents cleaned up cannot be overstated.
· Journal Voucher Listing Report – FGRJVLR – This report only runs on journal vouchers that have not been completed yet (incomplete).  Once a journal voucher is completed, it will not appear on this report.
· Cash Receipts Report – FGRCSRP – This reports on completed documents.

In Banner, once documents are completed, they cannot be changed or deleted.  There are options depending on the type of document – which will be discussed and taught in future training sessions.  Incomplete documents, on the other hand, need to be deleted or completed.

· Budget Status (Current Period) Report – FGRBDSC
· Organization Detail Transaction Activity Report – FGRODTA
· General Ledger Transaction Activity Report – FGRGLTA
· Account Hierarchy Report – FGRACTH
· Organization Hierarchy Report – FGRORGH
· Fund Hierarchy Report – FGRFNDH
· Program Hierarchy Report – FGRPRGH
· Account Index Report – FGRACCI
Index Code

We did discuss the Account Index Code and how it can be used to link the Fund, Org, Program and even, if necessary, an Activity Code.  If the FOP is linked to an Index Code, then only the Index Code needs to be entered when entering a transaction.  It is considered a data entry shortcut (more than an element of the chart) and can help cut down on end users entering the wrong codes.
Attributes

We reviewed the following forms:

· Attribute Type Maintenance Form – FTMATTT
· Attribute Value Maintenance Form – FTMATTV
Attributes are delivered for GASB 34 and GASB 35 reporting purposes.  But attributes can also be used for other reporting needs, such as state reporting.  Training on GASB attributes usually occurs with fiscal year end training.  But the GASB attributes can be set up and tested prior to go-live, if desired.
Other Items Discussed
Banner Bookshelf and Finance User Guide – Chapter 2 on Processing and Chapter 25 on Reports and Processes are invaluable and should be read.  The Banner Bookshelf acts differently on the Apple Computers and the only way we got it to come up was by using the URL.  This should be resolved.

Also on the Bookshelf is a guide on Object:Access – these are views created to make ad hoc reporting easier.  You can run reports on the Object:Access views using Microsoft Access or Excel (as well as third party report writers).

Evisions’ product, Argos, is used by many Banner schools that used to be Plus schools and has a repository of Plus type reports for Banner.

You can extract data from Banner forms into Excel by using the Help Menu and selecting “extract data.”  The forms need to be set up for data extraction on the form GUAOBJS.

Construction projects and the program code and the grants module were briefly discussed.  Some schools use the grants module to track construction projects.  The grants ledger does not close and gives the ability to run “inception-to-date” reports.  There will be future training on this module.  Grant codes are linked to fund codes.  One grant can be linked to multiple fund codes.  Multiple grants CANNOT be linked to one fund code.

The CalB chart was looked at and there are some questions about it.  Why is CalB using single digit fund types?  What is the internal fund type the CalB fund types are linking to?  That was not obvious on the spreadsheet.

Supplemental data engine was mentioned as a way to add text fields to forms.  This should be pursued by FHDA staff to see if there is training on this and if this will help with some of the things they want to do.
	Progress Report

	Decisions Made and/or Actions Taken


Although the DBA did run the FGRBAVL rebuild process, the problems with FGIBAVL did not improve.  After deleting incomplete documents the budget for Organization code 11003 in the B chart was -10,500.00 whereas the budget on FGIBDST is 2,500.00.  Since this is the B chart in the seed data, it is probably not worth the time and effort to pursue finding out what the problem is.  What needs to happen instead is to enter a new chart, enter transactions against the new chart and then determine if it is working properly.
	Attendance

	Name
	
E-Mail Address
	Attendance

	
	
	Day 1
	Day 2
	Day 3

	Teri Gerard
	gerardteri@fhda.edu
	X/X
	X/X
	X/X

	Joni Hayes
	hayeslampreyjoni@fhda.edu
	X/X
	X/X
	X/X

	Bernata Slater
	slaterbernata@fhda.edu
	X/X
	
	

	Bret Watson
	watsonbret@fhda.edu
	X/X
	X/X
	X/X

	Ellen Lyon
	lyonellen@fhda.edu
	X/X
	X/X
	X/_

	Joe Lampo
	
	X/X
	X/X
	X/_

	Hector Quinonez
	quinonezhector@fhda.edu
	X/X
	X/X
	X/X

	Gloria Wu
	wugloria@fhda.edu
	X/X
	X/X
	X/X

	Margaret Michaelis
	michaelismargaret@fhda.edu
	X/_
	X/_
	X/X

	Martin Varela
	varelamartin@fhda.edu
	X/X
	X/X
	X/X

	Kathy Nguyen
	nguyenkathy@fhda.edu
	X/X
	X/X
	X/X

	Tonette Torres
	torrestonette@fhda.edu
	X/X
	X/X
	X/X

	Laureen Wong
	wonlaureen@fhda.edu
	X/X
	X/X
	X/X

	Asha Harris
	harrisasha@fhda.edu
	X/X
	X/X
	

	Ron Rayas
	rayasron@fhda.edu
	X/X
	X/X
	X/X


	Action Items and/or Assignments for SunGard Higher Education

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	12/11/2008
	Do any other California schools use attributes to do state reporting, such as the 311?
	Jon Langlois
	
	New

	12/11/2008
	How do other schools set up construction projects?
	Jon Langlois
	
	New

	12/11/2008
	What is the internal fund type that the CalB fund types are linked to?  The spreadsheet has two columns for fund type but this doesn’t really show what internal Banner fund type is being used.
	Jon Langlois
	
	New

	12/11/2008
	Why is CalB using single digit fund types for their high level fund type?
	Jon Langlois
	
	New

	10/28/2008
	Provide sample COA
	Jon Langlois
	
	Open

	10/28/2008
	Provide COA Load sheets
	Jon Langlois
	
	Open

	10/28/2008
	Provide schedule of due dates
	Jon Langlois
	
	Open

	10/28/2008
	Provide sample Foundation COA
	Jon Langlois
	
	Open

	
	
	
	
	

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Action Items and/or Assignments for FHDA

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	12/11/2008
	Continue development of chart of accounts on spreadsheets but practice setting up a small chart using the forms in Banner – following the workbook but using your own information instead of the seed data
	Finance Team
	ASAP
	New

	12/11/2008
	Practice navigation and data entry using Banner forms.  
	Finance Team
	ASAP
	New

	10/28/2008
	Start development of each of the COA elements
	FHDA
	Open
	

	
	
	
	
	

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan
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