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What is a financial manager?

A financial manager is a full-time employee of the 
University who has been assigned responsibility for one or 
more fund-org combinations by the Vice President of 
Finance and Administration.



What is a fund-org combination?
• Fund and Org are two parts of the accounting string in 

Banner Finance
• Every financial transaction is posted to a FOAP

• Fund
• Org
• Account
• Program

• Optional additional fields
• Activity
• Location

• The fund-org combination identifies the department or 
initiative generating revenue or benefitting from expenses



FOAPAL
• The account classifies the transaction as revenue, 

expense, asset, or liability
• Program codes are assigned to every fund-org 

combination to describe the function of the department or 
initiative

• Activity codes can be used to track certain income and/or 
expenses

• Location codes are used to record the location of capital 
equipment in the Banner fixed assets module

• The fund-org-prog combination is sometimes referred to 
as the Index

• FOAPAL elements are organized in hierarchies



Chart of Accounts
• Three charts of accounts

• U – University
• F – USI Foundation
• L – SIHE Holdings, LLC

• The information included herein applies specifically to 
Chart U



Financial manager responsibilities
• Approving charges to assigned fund-orgs

• Reviewing financial activity for accuracy and conformance 
with budget constraints

• Ensuring that financial transactions comply with University 
guidelines and any external restrictions including grant 
limitations and federal, state, or local regulations

• Granting permission to others to view activity in assigned 
fund-orgs



What is an alternate financial manager?

Alternate financial managers have the same responsibility 
and authority as primary financial managers



What is the role of my Budget contact?
• Serve as the primary liaison between your department 

and the Business Office.
• Assist your department with questions about transactions 

shown on reports or displayed in the University 
accounting system.

• Process requests to correct errors or to reclassify 
misplaced transactions.

• Assist your department with questions about institutional 
accounting procedures and business practices.

• Help your department use Banner Finance effectively to 
meet business needs.



How does budgeting differ from 
accounting?
• The budget is your financial plan.  Accounting refers to the 

actual revenues and expenses that are incurred.  
• The Budget Office performs a variety of functions for your 

department related to the development and maintenance 
of annual operating budgets.

• Other functions performed by the Budget Office:
• Process requests to carry budget dollars forward from one fiscal 

year to the next.
• Process requests to transfer dollars between funds.
• Process requests to reallocate budget dollars between budget line 

items or across budget categories.
• Assist your department with questions about the availability or 

flexibility of budget dollars.



What fund-org should be selected?
• Record expenses in the fund-org which will most directly 

benefit from the purchase of the good or service

• Use the most specific fund-org in all cases

• Budget dollars may be transferred from one fund-org 
combination to another to cover the cost of a purchase



Example 1
The Romain College of Business wishes to cover the cost 
of a guest speaker at a meeting of the accounting club.  

The guest speaker should be charged to the fund-org for 
the accounting club.  Then the financial manager for the 
college should submit a request to transfer money from the 
college to the club.



Can expenses be divided between two or 
more fund-orgs?

• Yes, expenses may be split between two or more fund-
orgs in limited circumstances

• Only split expenses when the good or service directly 
benefits multiple fund-orgs

• Amounts should be charged based on relative benefits 
received



Example 2
Biology and Chemistry elect to purchase a microscope for 
$15,000.  The equipment will be used equally for instruction 
of students in both programs.

50% of the expense should be charged to Biology and 50% 
of the expense should be charged to Chemistry.



What account should be selected?
• Record expenses in the account which the goods or 

services being purchased
• Use the most specific account in all cases, regardless of 

whether there is budget for that expense account or not
• A list of expense accounts including descriptions and 

examples is on the Business Office Accounting website



Why is selection of the appropriate FOAP 
important?

• To properly report financial activity to state government, 
federal agencies, grantors, donors, and other 
stakeholders

• To facilitate comparison of University financial 
performance to other colleges and universities

• To demonstrate how the University’s activities contribute 
to its mission



Example
Expenses charged to the fund-org of academic 
departments are classified as instruction.  Colleges are 
classified as academic support (i.e. academic overhead), 
and offices which serve the entire campus are typically 
categorized as institutional support.

If the purchase of medical supplies for use in the instruction 
of Dental Assisting students was charged to the College of 
Nursing and Health Professions, the instructional expense 
would inaccurately be classified as academic support 
rather than instructional expense.



Self Service Financial Reports 
• A variety of financial reports are available from Banner Finance 

Self Service providing users information regarding budgets, 
revenues, expenditures, commitments, and available balances

• These Banner Financial Reports are available to financial 
managers, department contacts, and other individuals 
authorized by financial managers to view University financial 
information

• Self Service offers point and click access to your accounting 
information

• All reports are available in Microsoft Excel



Reports that are currently available
Information needed Self Service Menu Item When to use

Historical data for fiscal 
year funds

Finance Report Selection To gauge how financial 
activity compares to 

other fiscal periods or 
years, identify trends 
or exceptions, and 
help project future 
financial position

Real-time or historical 
data

My Finance Query For budget queries 
with most up-to-date 

financial information to 
aid in planning and 

decision making



Fund-Org Budget Status
• This report will not be available in the new Self Service 

Finance version 9
• Entirely customized on the old infrastructure
• The new Ellucian provided infrastructure won’t allow for 

this kind of customized report
• The same information can be obtained through use of 

Budget Queries



To access Banner Financial Reports
• Start by accessing myUSI

• Go to www.usi.edu 
• Click myUSI 

• After signing in, select Self Service from Tools:



Click on Finance (New!) tab 



Click View Document to see images



Choose the document type from the dropdown menu, type in the 
document number in the search, and click Approvals & Related 
Documents.



Click the Attachment Link

Note – if you receive an error message in the newly opened 
invoice window, close it and click attachment link again. 



The image of the document will then 
appear in a new window



Finance Reports Selection
• Repository of financial reports produced monthly. 

• Reports currently available under this menu
• Month End Budget Status (M001)
• Month End Transaction Detail (M002)
• Month End Budget Transactions (M003)
• Month End 3 Year Avg Comparison (M004)
• Month End Fiscal Period Comparison (M005)



Month End Budget Status Report
• This report shows budget availability as of the end of a 

fiscal period

• Purpose of this report
• Compare budget versus actual accounting activity to aid 

in planning and decision making
• Percent of budget used (or available) can be compared 

to the percent of the fiscal year completed (or 
remaining) to help plan for the remaining months of the 
fiscal year



Month End Transaction Detail

• This report is a detailed list of actual revenue and 
expense transactions since the beginning of the fiscal 
year (July 1)

• Transactions should be reviewed for accuracy
• Confirm transactions posted to correct fund and org
• Verify correct amounts listed
• Ensure transactions are classified correctly



Month End Budget Transactions
• This report is a detailed list of budget transactions since 

the beginning of the fiscal year (July 1)

• Includes adopted budget, budget dollars carried forward 
from the previous fiscal year, and any current-year budget 
adjustments

• Transactions should be reviewed for information and 
accuracy

• Questions about transactions appearing on this report 
should be directed to the University Budget Office



Month End 3 Year Average Comparison
• This report shows revenue and expenses at the end of 

the fiscal period as well as the same point in time for the 
previous three fiscal years

• Purpose of this report
• To gauge how current year activity compares to the 

previous three fiscal years
• May also be used to help estimate fiscal year end 

balances by understanding how current financial 
position compares to financial position at same point in 
previous fiscal years



Month End Fiscal Period Comparison
• This report shows financial activity by each month of the 

fiscal year as well as a total for all fiscal periods 
completed

• Purpose of this report
• To compare accounting activity for each month of the 

current fiscal year
• To identify exceptions which might indicate an error
• To illustrate trends that may prompt reconsideration of 

plans for the remainder of the fiscal year.



Click on Finance Report Selection



Finance Report Selection
• A list of your reports for the most recent reporting period 

will be displayed
• Click View to the left of any report to open it in Excel



Open or save the Excel file 



Click Yes if prompted “Do you want to 
open the file now?”



Sample Month End Budget Status Report



Sample Month End Transaction Detail 
Report



Sample Month End Budget Transactions 
Report



Sample Month End 3 Year Average 
Comparison Report



Sample Month End Fiscal Period 
Comparison Report



To view reports from previous months
Select month from the drop down list to the right of 
Calendar Period.



To narrow the list of reports shown

Choose a specific report, fund, and/or org from the 
corresponding drop down list and click Submit. 



My Finance Query
• The reports in this functionality is most useful for viewing 

up-to-date information on your funds
• Output is at fund-org level, but offers ability to drill down to 

view transactions
• Can create New Query, save it as a favorite, and also has 

the option to share the query



Budget Status by Account Query
Click on New Query, and then choose the type of query 
from the dropdown menu



Enter Chart of Accounts = U, then the 
specific Fund and Org



Select the Fiscal Year, Period, and 
columns to display on the report

• Check these boxes
• Adjusted Budget
• Year to Date
• Commitments
• Available Balance 

• Click Submit



For the desired Fiscal Year and Period

• Choose the desired fiscal period from the drop 
down list.

01=July
02=August
03=September
04=October
05=November
06=December
07=January
08=February
09=March
10=April
11=May
12=June

• As an example, fiscal year 2025 is the fiscal year 
ending June 30, 2025.



View financial information for that specific 
fund-org

Note: The current balance on this report reflects only financial transactions 
recorded in Banner.  The actual balance remaining in your grant may be less if 
expenses have been incurred, but not yet paid, such as credit card purchases.



Click on any number in blue to see more 
detail



View document images directly from this 
query
• Click on the      link next to the Document Code 

you wish to view

• Then, you can click on the Attachment link, just like 
you can from the View Document page at the main 
menu



Option to export report to Excel

• If desired, data may be downloaded into Excel for further 
analysis by clicking the download button shown below.



Sample Output
• Data may be formatted as desired.

Query 
parameters

Report data



Budget Status by Organization Heirarchy
• This query shows the exact same information as Budget 

Status by Account.  However, it consolidates it to show 
totals for the specific Org you chose in the menu

• It allows you to click on the Org number to drill down by 
account types until it once again shows the status by 
Account



Budget Quick Query
• This shows the same information as the Budget Status by 

Account, but does not allow for drilling down into detail 
transactions



Multi Year Query
• Most useful for grants and project funds as it allows you to 

choose specific From and To date ranges
• This is useful for grants and project funds that often follow 

different timeframes than our standard fiscal year
• In addition to inputting the Fund and Org, you will also populate 

the Grant number.  This will be GR00XXXXX for grants, or 
GN00XXXXX for project funds

• Otherwise, this operates exactly the same as the Budget 
Status by Account Query



Encumbrance Query
• This query can be run to show open encumbrances by 

fund-org
• Within the create new query menu, you will once again fill 

in fund and org, as well as inputting the current fiscal year 
and period which you wish to view

• The query will then show open encumbrances as of that 
year/period

• Can also be run to show all or closed encumbrances as 
well



What is my fund balance and how do I 
find it?
• Fund balance is essentially comprised of excess 

revenues over expenses from prior years.
• Fund balance increases when revenues exceed expenses.
• Fund balance decreases when expenses exceed revenue.

• Most funds except 10001 carry a fund balance.

• Fund balance amounts can only be found in Banner. 
• These amounts are not available in Self Service.
• Use Banner form FGITBSR.  The current fund balance appears in 

the bottom right of the form.



• Enter fund number and fiscal year in header and advance to 
next block

FGITBSR View



Questions?

Questions about transactions appearing on reports or 
displayed in Banner Finance or Self Service should be 
referred to the Budget contact for your college or 
department.  
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