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                                     Foothill / DeAnaza College District

Training Agenda


Process Description: Chart of Accounts, On-Line Inquiry and Reports, Transaction Entry
Banner Modules: Banner Finance
1. Meeting Logistics

	Item
	Description

	Date
	December 9, 2008 – December 11, 2008

	Time
	8:30 am – 4:30 pm

	Location
	Foothill / DeAnaza College District


2. Attendees

	Role
	Name

	Facilitator
	Judi Valori

	Other Participants
	The intended audience for the Chart of Accounts training includes Banner Finance Team and Finance Office Administrators and Staff.


3. Pre-Work

· Read the training materials before training

4. Purpose

· This meeting is intended to provide training on the Chart of Accounts and transaction processing. Each participant will learn how to process General Accounting transactions and encumbrances, run financial reports and perform on line queries.
5. Desired Outcomes

· 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

6. Agenda Topics 

Day 1:  Tuesday, December 9th, 2008
	Topic

	Introductions

	Review the agenda, gain consensus, and adjust

	· Transaction Processing

Review the Transaction Processing 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

Process the following types of transactions:

· Original Encumbrances E100

· Encumbrance Liquidations E032 and Adjustments E020.
· Cash Receipts Entry CR05

· Budget Entries BD01, BD02, BD03, BD04

· Transfers JE15, JE16 and JE25

· Beginning Balances JE05

Review ledger postings:

Budget Query Forms:

· Budget Availability Status Form FGIBAVL

· Organizational Budget Status Form FGIBDST

· Organizational Budget Summary FGIBSUM

· Executive Summary Form FGIBDSR

       Transaction Inquiry forms:

· General Ledger Trial Balance Form FGITBAL

· General Ledger Transaction Detail Activity FGIGLAC

· Operating Accounts Transaction Detail FGITRND

· Trial Balance Summary FGITBSR

· List of Suspended Journal Vouchers Form FGIJVCD
· Journal Voucher Summary Form FGIJSUM

· List of Automatic Journal Voucher FGIAUTO

Encumbrance Inquiry Forms:

· Detail Encumbrance Activity Form FGIENCD

· Organization Encumbrance List FGIOENC

· Encumbrance List FGIENCB

Document Inquiry Forms:

· Document Retrieval Form FGIDOCR



	Lunch

	· Transaction Processing continued

· Continue to review and process the transaction types listed above.


Day 2:  Wednesday, December 10th, 2008
	Topic

	· Transaction Processing continued

· Continue to review and process the transaction types listed on day one.

	Lunch

	· Transaction Processing

Review the Transaction Processing Forms:

· Direct Cash Receipt FGADCSR

· Banner Reports

Review the following Control Reports:

· 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

Review the following Reports

· Daily Transaction Control Report FGRTRNH

· Incomplete Document Report FGRIDOC

· Journal Voucher Listing Report FGRJVLR

· Cash Receipts Report FGRCSRP


Day 3:  Thursday, December 11th, 2008
	Topic

	Attributes:
Review the following forms:

· Attribute Type Maintenance Form FTMATTT

· Attribute Value Maintenance Form FTMATTV

· Chart of Accounts Maintenance Form FTMCOAS

· Attribute Type Set Maintenance Form FTMATTS

· FOAPAL Attribute Association Form FTMFATA

· FOAPAL Attribute Association Query FTIFATA

	Lunch

	· Questions and Answers regarding the Chart of Accounts Creation, Online Queries and Reports

· Trip Summary

· Wrap up

· Response to specific requests or identification of needs

· Questions – open forum on all topics

· Planning for next visit

· Pre-Requisites

· Tasks
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