
Banner Web for Finance 
March 8, 2004 

1

 
Banner Web for Finance   

Before using Banner Web for Finance you must contact the Business Office to get your security 
set up.   

Gaining Access to Banner Web   

In a web browser enter bannerweb.wofford.edu as the URL.        

In Banner Web, select Enter Secure Area.                

Enter your User ID and PIN.  

 

The W in the User ID is uppercase .  

 

If you are logging in for the first time, your PIN is your birth date 
MMDDYY (if your birth date is January 25, 1983, your PIN would 
be 012583). 

 

Click on Login     
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If this is your first login, then you will need to do the below  

If this is your first login, your old PIN automatically 
expires.  

 
Type in your old PIN (MMDDYY) and enter a new 
PIN  twice.  

 

The new PIN must have 6 characters  numbers or 
letters. 

 

REMEMBER YOUR NEW PIN. You will need it to access Banner Web again. 

 

Click on Login  

Next, enter a question and answer 
so that you can get your PIN if you 
forget it. The question can be 
anything. Keep the answer short.  

Click on the Submit button.  

At this point you will be in your Secure Area.    

Viewing Financial Information   

If this is not your first login, you will be in your Secure Area 
after entering your UserID and PIN. In your Secure Area, click 
on Finance or on Financial Information.           

Choose Budget Queries.       
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Types of Budget Queries  

Three budget queries are possible:  

 

Budget Status by Account 

 

Budget Status by Organizational Hierarchy 

 

Budget Quick Query    

The Budget Status by Account, which displays itemized expenses for different accounts,  
probably will be the most convenient.      

The Budget Status by Organizational Hierarchy, which separates expenses according to 
classifications within the organization.    

Once you have drilled down to a type of expense (e.g., Organization  Expense  General 
Expense  Supplies and Materials), the information you see will resemble that from a Query by 
Account. It is just organized differently.     

A Budget Quick Query does not allow you to drill down to see the details of a total, so 
generally will not be as informative as a Query by Account.  
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Querying for Budget Status by Account   

Choose Budget Status by Account under Create a New 
Query.  

Click on Create Query.          

Not everything is working at the present. For the time being, enter 
Adjusted Budget, Year to Date, and Available Balance (the last is 
optional, actually).  

Click on Continue.       

Enter the fiscal year (e.g., 2004 for FY 2003-04) and 12 
as the fiscal period if you want to see everything to date.  

If you want information on a more limited fiscal period 
(e.g., transaction dates from July through September), 
you can choose another fiscal period (e.g., 03).  

You can enter a comparison year if you like.  

Enter S in the Chart of Accounts box.  

Enter the Fund and Organization codes for the accounts 
you wish to see. If you only want to see one account, you 
can enter the Account number. Leave Account blank if  
you want to see all accounts for this organization.  
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If you want to see the accounts for more than one organization, you can use % as a wild card.  
For instance 31% will show all 3110, 3120, 3130, 3140, etc.  

Click on Submit Query. You will see a report that looks like the below.                      

FY04/PD12 refers to Fiscal Year 2004, Fiscal Period 12.  

You can print out this sheet by clicking on the web browser Print button.      

Unless you want to do extensive editing of the spreadsheet, we do not 
recommend downloading this page to Excel. The downloaded spreadsheet is 
cluttered with many extraneous columns.    

Drilling Down to See Individual Items  

If you would like to see an itemized list of transactions for one of the accounts, click on the 
underlined total in the Year to Date column. For instance if you are interested in the details of 
the Telephone transactions, click on 5,256.32.       
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This will send you to a screen 
showing the fifteen most recent 
items in the list of telephone 
transactions.  

The items are sorted according to 
Activity Date with the most recent 
at the top. The Rule Class Codes 
identify the type of transaction 
(see page 11).  

You can continue to drill down to 
see more detailed information. 
Any underlined item is linked to a 
document that furnishes more 
information about that item.      

Banner Web only shows fifteen transactions at a time. If the account contains a long list of 
transactions, it probably is best to download the list to an Excel spreadsheet.  

To download the list, click on the Download button.  

If you would like lessons on how to use Excel, please contact Chris Myers (ext. 4279, 
mysrsch@wofford.edu).    

Using a List Downloaded to Excel  

You will be asked if you want to Open or Save the file. 
You may want to Open it so that you can read it on the 
screen or print it out.  

Once the file has been opened you always can save it to 
your local computer if you want.       

Excel should load and display the list as illustrated on the next page.   



Banner Web for Finance 
March 8, 2004 

7

 
Although not fully illustrated 
here, all transactions will be 
included on this list, not just 
the first fifteen.      

The columns in the 
downloaded spreadsheet 
probably will be too narrow. 
You can widen the columns 
and center data in columns as 
described below.                

Widening a Column in an Excel Spreadsheet   

Click on the heading of the column 
( A in the illustration) to select the 
column, which will be highlighted 
when selected.        
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Move the cursor to the border between the A and B labels, 
at which point the cursor will appear as a double arrow. Hold 
down the left mouse button and pull the column border until it 
is wide enough.        

Centering Data in an Excel Column   

You also may want to center data in 
some of the cells.          

Select the cells by clicking on them 
with the shift key depressed on the 
keyboard.   

When the cells have been selected 
click on the Center icon.        
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You can adjust 
several of the 
columns if you 
so desire.     

When you are 
satisfied with its 
appearance you 
can print the 
spreadsheet or 
save it to your 
local computer.    

Drilling Down to See Information In Banner Web About a Document  

You can continue to drill down deeper into Banner Web to see more details about individual 
records. Suppose, for example, that you have a question about the Feb 24, 2004 Arch Wireless 
transaction.   

To see more information 
about this transaction, click  
on the underlined 
document number in 
Banner Web.   

More information about this particular 
transaction will be displayed.  

You can click on the underlined 
Document Code to obtain even more 
detailed information.  
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This will display detailed 
information about the document.                              
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Rule Class Codes  

You may have noticed the 
Rule Class Codes in the 
document lists.                

The rule class codes are described below.  

Rule Class Code Description  

ASAN   Banner Alumni Gift Annuity 
ASBD   Banner Alumni Bank Draft 
ASCS   Banner Alumni Cash Receipt 
ASDE   Banner Alumni Gift (Payroll Deduct) 
ASGK   Banner Alumni Gift In Kind 
ASLN   Banner Alumni Gift of Land/Property 
ASSK   Banner Alumni Stock Gift 
ASTR   Banner Alumni Transfers 
CNNI   Cancel Check  
DEP   Misc. Accts. Receivable 
DNNI   Check Payment 
HGNL   Gross Payroll 
ICNI   Cancel Invoice  
INNC   Credit Memo  
INNI   Invoice 
JE05   General Ledger Beginning Balance 
JE15   General Journal Entry (Intra-Fund) 
JE16   General Journal Entry (Inter-Fund) 
WIRE   Wire Transfers   
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Saving a Query  

You may wish to save a query for an 
individual account so that you won t need to 
enter the numbers in all the time.  

Fill in all the information for the query and 
enter a descriptive phrase in the Save 
Query as: text box.  

The query will be saved when you click on 
the Submit Query  button.          

If you want to use a saved query later, click 
on the small triangle by the Retrieve Existing 
Query text box.         

Select the Saved Query from the list and click 
on the Retrieve Query button.  

From then on everything works as explained 
above. 


