
Budget Management Training



Budget Information

• Your budget is an annual fiscal year 
budget, for the period July 1 through June 
30

• Annual budgets do not roll forward, but 
start over each fiscal year



Your Budget Code

How most budget codes are set up:
• A string of 4 sets of numbers separated by 

dashes 
• Fund-Org-Acct-Program  (example:1100-

305-7331-1600)
• First set = Fund
• Second set = Organization (Department)
• Third set = Account (what you are buying)
• Fourth set = Program



Budget Set-up

• The budget is built in broad accounts, or 
categories

• These categories are for budget only - You do 
not code to specific purchases to these accounts 
(you code to the actual expense account that 
describes what you are buying)

• You may process budget transfers between 
categories (except salaries) as needed



Budget Set-up cont.

• Each budget category has many expense 
accounts that roll up to it

• The available balance of a budget 
category is the budget in the category less 
all the activity in the expense accounts 
that roll up to that category

• You should ensure that each budget 
category maintains a positive balance



Budget Categories

• 6300 Student Hourly
– includes all accounts that start with a “63”

• 7300 Operating
– Includes all accounts that start with a “73”

(except travel – “733”) 7330 Travel
• 7330 Travel

– Includes all accounts that start with a “733”



Budget Categories cont.

• 7400 Purchased Services
– Includes all accounts that start with a “74”

• 7600 Other
– Includes all accounts that start with a “76”

• 7700 Furniture and Equipment
– Includes all accounts that start with a “77”



Computer Equipment7702
Furniture & Equipment7701

Furniture & Equipment7700

Registration Fees7629
Dues and Memberships7606
Cultural Enrichment Activities7605
Official Functions7604

Other Expenses7600

Professional & Contracted Fees7401

Purchased Services-Personal7400

Travel - State Aircraft7399
Out-of-State Personal Vehicle Reim7339
Travel-Participant7338
In State Personal Vehicle Reim7337
Team Travel Expense7336
Travel-Recruiting7335
Travel-Staff7334
Travel-International7333
Travel-Out of State7332
Travel-In State7331

Travel7330

Education Supplies & Expenses7376
Office Supplies & Expenses7375
Supplies-Athletic7368
Printing-Reproduction7367
Postage7366
Telephone Expense7346
Advertising7341

Operating Expenses7300B
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Now, Using Banner



FGIBAVL shows your total expense budget available by budget category.  

Always enter 6100 (lowest acct #)

Always take out program code so it is blank to be sure you get all transactions

All 73% accts (except travel 733%)
All 733% accts

All 74% accts
All 76% accts

All 77% accts

This form lets you know if you need to make any budget transfers between categories and see your remaining 
budget by category.  (to see line item detail in a category, got to FGIBDST)  Your budget/purchase records 
should be reconciled to these totals in Banner at least monthly.



FGIBDST  Shows Revenues and budget by line item detail

Always take out program code in order to show all

Leave account blank to show all

Click in a cell you 
want to look into, then 
select “transaction 
detail information”
from the options 
menu at the top of the 
screen.

(Note: If you prefer to print a hard copy report, follow the instructions for printing budget reports.  
These may be obtained from Katie Silva in the budget office.)



Transaction Detail Information

To look at more detail 
behind the invoice, 
click in the 1st cell of 
the line you want to 
look at and select 
“query document”
from the options 
menu.

This gives you the individual invoices in an account.



Invoice Query

After selecting 
“Query 
Document”, Ctrl 
+ Page Down or 
the Next block 
icon pulls up the 
invoice.

The options menu then give you several options of viewing additional information on the invoice.



FOIDOCH

Use this form to get the 
check number attached to 
the an invoice if you have 
further questions.

You can then access the 
check and see the supporting 
documentation behind it in 
the business office.



Some Forms…



This form is used to make any corrections to invoices that were coded improperly.  
Obtain copies of this form on the web or from the Business Office.



This form is used to transfer budget dollars between categories or budgets (must be in the same fund).  
Obtain copies of this form on the web or from the Budget Office.



Questions?


