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The Budget Entry Process

Opening The FBABDRA Form
1. Start Internet Explorer (or your favorite browser).
2. Navigateto Internet Native Banner:
a. Inthe Addressfield of your browser, type go/inb.

b. Pressﬂ Enter HOI’U - H

3. The gateway pageto INB opens. Create a Favorite for this page by doing the
following:

a. From the Favorites menu, select Add to Favorites. The Add Favorite
dialog box opens.

b. Navigate to where you want to store thislink.

c. Click .

Note: On subsequent INB sessions, use this Favorite to speed your
access.

4. Click on thelink for the Production database.
Note: If you have apop-up blocker installed on your computer, you should
disable it before clicking the link to the desired database. You cando soin
either of the two following ways:

e Temporary shutoff:

a. InlE, onthe Tools menu, point to Pop-up Blocker, and then
click Turn Off Pop-up Blocker on the submenu.

b. After you finish you can turn this feature back on. Onthe Tools
menu, point to Pop-up Blocker, and then click Turn On Pop-
up Blocker on the submenu.

e Permanent (set allowed site):

a. InlE, on the Tools menu, point to Pop-up Blocker, and then
click Pop-up Blocker Settings on the submenu. The Pop-up
Blocker Settings dialog box opens.

b. Inthe Address of Web siteto allow field, type
jade.middlebury.edu.

c. Click .
d. Click LSz,
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5. When the main menu (GUAGMNU) appears, open the FBABDRA form.
e Direct Access method:
a. Type FBABDRA intheDirect Accessfield.

Enter

b. Pressl——_\; the FBABDRA form appears.

e Menu Navigation method — click the following items to open them:
Note: Asyou click folders on the left side, the subfolders change.
SCT Banner Menu

Financial Menu

Budget and Position Control System Menu

Click Budget Request By Account Form [FBABDRA] to openiit, the
key block of the FBABDRA form appears.

o0 T W

& INB - Practice

Block Item Record Query Tools Window Help
. [l | |
DI r &t ACC% I z;EGEr'uera\-r‘-ﬂem.l *1 \F'FETI— I:-'IDI'ld-.S‘a-' I':il:\'me‘Fl'll-_ ;Z._é.
methOd er]ter Go To... [FBABDRA E Welcome, KNUTSOMN Products: B Menu | Site Map | Help Center
! Mr'mer = My Links

FBABDRA here—[[sersame

[ Student [*STUDENT] Change Banner Password
and press 1 Advancement [¥ALUMNI] bt Siarsad Fassaiia
‘AFinancial [*FINANCE]
- Course Catalogs
Enter Oiceneral Ledger [*FINGENLL]
[JFinance Operations [*FINOPER] Personal Link 2

_Istores Inventory [*FINSTORES]

Personal Link 3
[JPurchasing and Procurement [*FINPURCH]

[ Accounts Payable [*FINAP] 1M Personal Link 4
ZiBudget and Position Control [*FINBUDG] Personal Link &
Eloperating Budget Maintenance [FTMOBUD]
er] u Personal Link &

Navigation ------
Budget Request [FBABDRQ] My Institution

method Oper] B Budget Maintenance [FBABDMN]
]

B Budget Distribution Parameter [FBABDDS]

fol ders and CI | Ck Sﬂudget Ddistrihl.:inn h\,-[ Amount [I;BABDDA]
Mass Budget Change [FBAMCHG

BUdget Requa Banner Broadcast Messages

By Account

4 3
For m Press ENTER 1o start selection or expand/collapse menu. | J
.

Record: 11 | il | =os5C=
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The FBABDRA Key Block for Budgeting Expense Accounts

=lnix]
File Edit Options Block Item Record Query Tools Window Help TRAIMMG

COA: EEMiddlebury College ﬁrogram: ,T[Elnstitutional Support
7~ Budget ID: WBWD? Budget Entry ccount: ’—B
Phase: WEUnrestric‘ced Ezpense Activity: I—EI
=< Index: EDOFFC] ElofficeofBudgetDirectorExpense Location: I—EI
Fund: WE]Current Period: |A—Annual
\__Organization: Waofﬁce of Budget Director Measurement Type: E Dollars
v Display Comparative Data [ Accumulated Budgets on Entered Keys
Account Entry Information
Current Year: ,7
Ac%unt Description Current Amount Change Amount Percent Text Duration Budget
-
[ | | 0 0 0 ] e
[ | | U 0 0 ]
[ | | U 0 0 [ 7
r | | U o g [ ]
r | | 0 0 0 ]
[ [ [ I A O A
[ | | U 0 0 ]
[ [ [ U 0 0 ]
| | 0 0O O
| | U 0 O
| | 0 0 0O B
Enter the Account Indes. | J
Record: 11 [ .. | Listoivalu.. | | <o5c=

o] | SO HEE OO0 G HE | OwOl| @ = e @] @nEr Gy @] =] [T2E800 NS zsm

Identifying information for the accounts (I ndex or Fund/Or ganization/Program)
areindicated in the Key Block. Y ou will view and budget only the expense
accounts using the I ndex, or your Fund, Organization, Program code. Seethe
section Revenue Accounts Using the FBABDRA Formin this document for
Instructions on budgeting revenue accounts.

1. Thefirst field, COA (Chart of Accounts), defaultsto 1. Thisis okay.
2. Inthe Budget ID field, enter FY 2007.

Tab

3 to the Phase field, and enter EXPO7.

Note that the Period and M easurement Type fields popul ate automatically.

BANNER Finance, The Budget Entry Process, Fiscal Year 2006/2007



4. |dentify the budget for which you have responsibility to see the expense
accounts:

Tab

a to the Index field, and enter your budget I ndex.

OR.....

Tab

a

to Fund, and enter your Fund.

b. Pressl_ and in the Organization field, enter your Organization

c. Pressl > and in the Program field, enter your Program.

Poge

Ctrl Dovrmn

5. Click @ (Next Block) or press +‘
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The FBABDRA Form — Account Entry Information Block

& INB - Practice

File Edit Options Block Item Record Query Tools Window Help

=lolx]|

TRAINING

(BYE AAER %% BEME OIS M G 41@ X

"= Budget Request By Account FBABDRA 7.0 (PRCT) it e s R e e e

COA: |1—[7M|ddlebury College Program: ’MD—FInstltutlonal Support
Budget 1D: ’WF FyYD7 Budget Entry Account: ’—[7

Phase: WF Unrestricted Expense Activity: ’—F

Index: WF Office of Budget Director Expense Location: ’—F

Fund; WF Current Period: FAnnua\

Organization: ’WF Office of Budget Director Measurement Type: EDDIIars

il o o

Account Entry Information
Current Year: | 06
Account Description Current Amount Change Amount Percent Text Duration Budget
[

701020 Telephone Expense | 50.00 | r W F 50.00 [

704150 Other Supplies Expense [ 1,260,00 [ (roood ) [ [ [ 1,260.00

706120 Lodging-College Travel Expenze [ 1,000.00 [ [T w [ 1,000.00

706130 Miscellaneous-College Travel Expe | 5,500.00 | |— |N— F 5,500.00

FO6310 Course Fees-Caollege Travel Exper | 1,000.00 | |— |N— F 1,000.00

706330 Conference Registration Fees-Col | 2,750.00 | r W F 2,750.00

10220 Photocopies Expense [ 300,00 [ [T W [ 300,00

710285 Subscriptions Expense [ 100.00 [ [ M 3 100.00

[ | [ g 0 g 1

[ [ [ O 0O 0o [ ]

L | | 0o o O C— ] -
[ Enter the incremental budget change amount or percentage change amount. |

Record: 218 | | | | =05C=

Bse| | S O HEG@O R0 HE | OwO|Ew] dn&n] @] @B Gu@e Do TEEC0LNG zom

The Account Entry Information block allows you to make changes by account
code. The account codes are listed in the Account column with the associated
description next to it. The Current Amount column is the amount that is currently

budgeted on that particular account code. Budget dollars may be moved

from one

account code to another, but no increases may be made to the Org in total. If you

would like to move budget money from one Org to another, please contact the

Budget Office.
1. Enter any changesin the Change Amount column.

e Toincrease an account by $200, enter +200 in the Change Amount

column.

e To decrease an account by $200, enter —200 in the Change Amount

column.

e Do not create any budget lines less than $10.00. All amounts must be

rounded to the nearest dollar (.00).

2. Click on the Options pull-down menu at the top and select Line Item Text.
The General Text Entry Form (FOATEXT) opens. Thisiswhere you enter

your name, the date, and explain the increase or decrease.
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General Text Entry Form (FOATEXT)

& 1B - Practice =[Ol x|
File Edit Options Block Itemn Record Query Tools Window Help TRAINNG
(@nE AAER 9 @
’%_E General Text Entry FOATEXT 7.1.0.1 (PRCT)
Type: ’RF Code: L70415000011830 [7 Default Increment: 10
7~ N\
’.‘ Text Print Line
|s.s mmmmmm 1/18/06: MOVING $200 from Other Supplies 10 -
|Expanse 704150 to Toner/Cartridge Expense 704210, 20
ta cower new office printer's cartridge expense | 30
= —
O ]
= —_—
= —
= —
[ O
| o [ ]
| 0 [
| O [
[ O
[ =
[ O
| o =
Enter Texd for the docurment. | J
Recard: 313 [ .| | | =08¢>

3.

Note:

Press

Wistart| | @ (O] W] (=] B O % 5 HE J@w.lgll‘. En| G| @ B & [E . G lﬁ_l]F.‘Ilﬂl]D.‘ [ BG DG NG 2zm

Enter or edit text documentation. Note that the line length varies, BANNER
does not accept text to the end of the lines, and will ‘beep’ when no more can

l

be entered. Press|.—_ to move to the next line and continue text.

« Because an increase should be offset by a decrease in another account,
indicate the names of the accounts given offsetting decreases.

e Besureto click onthe Print check box(es) to add a checkmark in the
box, so that the line(s) will be printed on reports. See screenshot
above.

Click @ (Save) when finished with the text documentation.
Click on the [E (Exit to be returned to the budget change screen.

It ishelpful to print and retain a copy of thisscreen for your records.
Print
Ctrl

Cirl

+ [=ere=nl to capture the image, then open a Word document, and press
v
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Adding Accounts To Your Budget

& INB - Practice

File Edit Options Block Item Record Query Tools Window Help

=1ol x|

TRAIMNG

(BYEBEARE %% @K @& &E ¢4

COA: |1—[T Middlebury College
Budget ID: [Frz007 [= Fr07 Budget Entry
Phase: WF Unrestricted Expense
Index: W[T Office of Budget Director Expense
Fund: WF Current
Organization: WF (Office of Budget Director
¥ Display Comparative Data

Program:
Account:
Activity:
Location:
Period:

Measurement Type:

@1 X

140 Flnstitutional Support
I~

[ &

[ ¢

|A—Annual

EDoHars

[# Accumulated Budgets on Entered Keys

Account Entry Information

Change Amount

Subscriptions Expense 100.00

Toner and Cartridges Expense

T

—
—

Ac[c_j.lnt Description Current Amount
-

701020 Telephone Expense ‘ 50,00
704150 Other Supplies Expense ‘ 1,260.00
706120 Lodging-College Travel Expense \ 1,000.00
706130 Miscellaneous-College Travel Expe ‘ 5,500.00
706310 Course Fees-College Travel Exper ‘ 1,000.00
70630 Conference Registration Fees-Cal \ 2,750.00
7i0zz0 Photocopies Expense ‘ 300,00
710285 \

[oazio

’—

,—

[ 0 [ [0 /0 (B | O (O (B | O

OOEEEEEEEEE]

Percent Text Duration

I EEIEIEEIEEIEE]

Current Year: 06

Budget

50.00

1,260.00

[ oo
5,500.00
1,000.00
2,750.00

300.00

100.00
e
o
,7

-

Enterthe requested hudget amount.
Record: 919 | N | | =0sC=

)

Bot] [ S O W EEORGHE | Ow o En] ] ew] @] emEr. on @@ [ IS BCDLND zesem

1. Openthe FBABDRA form using the instructions in the section Opening the

FBABDRA Form.

2. Enter the Budget I D, Phase, and Index or Orgn/Fund/Program codesin the
same manner asin the section The FBABDRA Key Block for Budgeting

Expense Accounts.

3. Click E (Next Block) or press

Ctrl

+

Page

Down

4. Inthe Acct field, click in the blank line below existing accounts and enter the

first new account number you want to add.

Note: A list of commonly used account codesis available on the Budget Office

website (http://www.middlebury.edu/~budget/).

Tab

5. Press
Current Amount field.
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and enter the dollar amount to allocate to the account in the


http://www.middlebury.edu/%7Ebudget/

8.

0.

Click on Optionsand select Line Item Text.
a. Enter your explanation.
b. Check the Print box at the end of each line.

c. Clickon @ (Save).

Click @ (Exit) to return to your budgets.

Press L and repeat the last three step as many times as necessary to add

other account numbers, always entering/saving Text Notes for each change.

l

When you are finished, press|.= to move to a blank line.

o

Click @ (Save) to save your changes.

10. When finished, click | X (Exit).
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Revenue Accounts Using The FBABDRA Form

1=
File Edit Options Block Item Record Query Tools Window Help TRAINMNG
FEEEEEEIE D FIEYEIEEIEIE R
"E_E Budget Request By Account FBABDRA 7.
~ COA: FEM\ddlehury College ﬁrngram: ’ralnsntut\nma\ Support
Budget ID: WEIFYD? Budget Entry ccount: ’7@
Phase: W[ﬂunrestr\cted Revenue Activity: ’7@
< Index: BDOFFC] Bof‘ﬁce of Budget Director Expense Location: ’—EI
Fund: Wmcurrent Period: ’?Annual
L Organization: WBOWCE of Budget Director Measurement Type: ’EDUHars
| Display Comparative Data ¥ Accumulated Budgets on Entered Keys

Account Entry Information

Current Year:

Account Description Current Amount Change Amount Percent Text Duration Budget

T
W

Enter the Account Indesc |
Recard: 111 [ | Listofvalu.. | | =osC=

Ast] | 8 0] [ [2 @ © % 5 = @) | ©w] el =] e 8w @ en[Er D Be 8 [ D5 500 L NG zmm

After you have finished working with the expense accounts, you can view and
budget revenue accounts.

1.

4,
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Click @ (Rollback) to exit the Account Entry Information block and gain
access to the Key block.

Click in the Phase field and type REVO07.

| dentify the budget for which you have responsibility to see the Revenue
accounts:

a | to the Index field, and enter your budget | ndex.

OR.....

a 2" lto Fund, and enter your Fund.

b. Pressl_ and in the Orgn field, enter your Organization

c. Press—- and in the Program field, enter your Program.

= - Poge )
ClickE (Next Block) or press ~" |+ Loewnl] v our Revenue accounts will

display in the Account Entry Infor mation block, the same as Expenses.




Notes On The Budget Entry Process

1.

Additional funds may not be added to an Org. To request additional funding,

please refer to the FY 07 Budget Information e-mail from the Budget Office.

Y ou may add accounts that are not in your current budget, aslong as you
move budget dollars from another account to cover the new. See the section
Adding Accounts To Your Budget of this document for instructions.

Program Code 210 is no longer being used to indicate revenue. Revenues are
aready in unique account codes that begin with *5.” The program code to use
for your revenue budget and YTD activity is now the same as for your
expenses, asin your Index: 120, 130, 140, etc.

Any equipment over $5,000 must go through a separate budgeting process.

Please refer to the FY 07 Budget Information e-mail from the Budget Office.

For the specific categories listed below, you may budget under one account
(shown in parentheses) for ssimplicity, or at the detail level if you choose.
Remember, actual spending activity must be applied at the detail level.

Catering and Meals (710510)
Contracted Services (703580)

College Travel (706130)

Library Books and Periodicals (704820)
Supplies (704150)

Visitor Travel (706630)

6. Endowment fund and restricted gift budgets will be budgeted by the Budget
Office.

7. If you have any questions, please contact the Budget Office at x.2049.
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