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Accounting Inquiry Screens

FGITRND: Transaction Expenditure Detail – by Index
FGIBDST: Budget Status Information – by Index
FTMACCI: Index Number Information
FAICARD: Transaction Expenditure Detail – by P-Card
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BANNER FINANCE
When you log on to Banner this is the first screen you will see and is where you select the portion of the Banner 
System  you need. The screen serves as the Banner Message Center and is where you change your user 
password, and set your user options.  Enter the desired screen (i.e. FGITRND) in the ”Go To” box and hit enter.  
DO NOT use the drop down arrow key for this function



Navigation:
You can navigate in Banner by clicking on the Icon Buttons located on the Tool Bar.  Place your curser on 
the button and a box will appear listing the function of the Icon.  Basic keystrokes can also be used for 
navigation.  Some useful ones are: F7 = Enter Query; F8 = Execute Query;  Ctrl + Page Down = Next Block;  
Ctrl + Page Up = Previous Block
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Index Code

• When the Index is established, it links the Fund, 
Organization, and Program areas together and 
forms the complete 36-digit FOAPAL.

• The Index number is a six digit number that will 
start with the letter “A” followed by five digits. 

• When the Index number is entered, the fields for 
Fund, Org and Program will be populated.
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FGITRND

• This report gives you a detailed listing of 
revenue and expense transactions by fund/org 
and account.  Enter the Index # in the first block, 
then hit the tab key and the remaining fields will 
be populated.  Click on “next block” on the tool 
bar or enter “Control” + “Page Down” on the key 
board to move down to the searchable columns 
on the page.  You can search in any of the areas 
listed by setting the desired search criteria and 
executing your query.





FGIBDST
This screen gives you detailed budget information 
by fund/org and account. Un-check the “Include 
Revenue Accounts” box. Enter the Index # in the 
first block, then hit the tab key and the remaining 
fields will be populated.  Click on “next block” on 
the tool bar or enter “Control” + “Page Down” on 
the key board to move down.  This block gives 
you a summary listing of all activity, commitments, 
and the balance available for the Index. 





FTMACCI:  The screen gives you up-to-date information by Index number.  Either click on the Enter Query Icon 
or hit the F7 key to clear the  “Effective Date”  box, then enter your Account Index number and  click on the 
Execute Query Icon or hit the F8 key and  the remainder of the blocks will be populated.



FAICARD: Purchasing Card Transaction Tracking
Step One:  Enter the cardholder ID.  Press the F8 key or select Execute Query on the Banner Tool Bar 
and the cardholder information will be filled in.



Step Two:  Press the Control + Page Down keys or select Next Block on the Banner Tool Bar.  This will take 
you to the complete listing of all transactions processed on the selected card.

You can also search for particular transactions by entering the desired transaction information (invoice date, 
vendor name, or transaction amount) into the applicable column then press the F8 key or select Execute Query 
on the Banner Tool Bar and the information will be filled in.
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