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PRINTING FINANCIAL REPORTS VIA EPRINT

What is Banner ePrint?

The Office of Finance has not provided monthly budget reports to the vast majority of departments since the
implementation of Banner in 1998. Banner ePrint allows users to print monthly budget reports as soon as they
are available — usually the first business day of the month. It also replaces the distribution of hard-copy reports
for departments with a large number of budgets. Please ensure that you see the message indicating that budget
reports have been validated before using any budget reports via ePrint.

Employees who monitor and report on budget and payroll activity can obtain access to ePrint. However, before
the access is granted, all users must attend Office of Finance ePrint training.

ePrint allows a user to view reports as a PDF (Adobe Portable Document Format) file which can be viewed via
Adobe Reader or to download a CSV file into Excel. Keep in mind that when you download a CSV file, you must
format the size of the columns to display all information.

ePrint users will be notified via Repository Messages/Notifications when reports are available and validated. If
reports are delayed, a message concerning the delay will be posted in the Repository Messages/Notifications.

What is a Repository? A simple way to define a repository is to think of it as a silo of information. Initially,
there is only one repository in ePrint — FINANCE eprint AIR. This repository houses the financial reports
currently loaded in ePrint. Eventually, there will be other repositories —i.e. Human Resources, Student. Several
Finance reports and the month-end payroll detail reports, NHRSDST and NWRSDST, are currently loaded to this
repository.
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What Do You Need to Get Started?

» Banner System Account (with appropriate access)

> Current Web Browser

Microsoft® Internet Explorer * (Preferred)
Mozilla ® Firefox

Opera Software ® Opera

Apple ® Safari

Chrome

» Adobe®Reader

Download the latest version from www.adobe.com
Run within your browser or in stand-alone mode (recommended)

Banner System Account: Since ODU uses security to control access to at least some of the ePrint reports,
you’ll need a Banner system account (user ID and password). Contact the Banner Hotline
(bannerhotline@odu.edu) for more information.

REMINDER REGARDING PAYROLL REPORTS - Access to departmental Payroll ePrint Reports must be
requested separately. To obtain access to Payroll ePrint reports, the Office of Finance ePrint Payroll
Report Request Form must be completed and submitted to Data Control, Office of Finance (requires
approval of the Budget Unit Director).

http://www.odu.edu/content/dam/odu/offices/finance-office/data/payroll-eprint-request.pdf

Web Browser: Banner ePrint was designed to run on the newer web browsers. It is recommended that
you use the latest released version of your current browser.

Adobe® Reader: This helper application enables you to view, navigate and print documents in the
Adobe® Portable Document Format (PDF). You probably already have it installed on your computer. If
not, you can get the latest version for free at www.adobe.com.

When you view and print ePrint documents, you can run Adobe® Reader within your browser, or as a
stand-alone application. The mode of operation that you select may depend on the browser you use.

Because of some display problems, if you use Microsoft® Internet Explorer, you may wish to run Adobe®
Reader independently of the browser.
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PRINTING FINANCIAL REPORTS VIA EPRINT

Office of Finance
Eprint Fayroll Repaort Request Sheat

Date of Requeast

Mame Cepartment

Part Time Reparts Full Time Reports
_ Yes — es

— MNo Mo

Date Eprint Training Video Reviewed

https://swww . odu.edu/facultystaff/university-business/information-management/data-control/eprint

Report Access for ALL Budget Codes currently approved for Banner Finance

Yesz

No

If “Ma,” pleasa contact the Data Control staff at 757-682-3257.

Budget Unit Director Appraval {required] Date

Printed Mame Signature

send completed form to the office shown Below for processing:

Data Control
Office of Finance

Riev. Feoruary, 2020
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PRINTING FINANCIAL REPORTS VIA EPRINT
How Do You Access ePrint?

ePrint is accessed through the web from the link shown below. You will use your MIDAS User ID and MIDAS
password to log into ePrint. You will also need to select the appropriate repository. A repository is equivalent
to access type and what a user has access to print is tied specifically to the user’s Banner access. For Budget and
Payroll reports, specify “FINANCE eprint AIR” under Repository. Once you enter your User ID, password and
repository, press ENTER.

Type carefully — your account will be locked if you repeatedly attempt to log in with the wrong password. If this
happens, a system message will be displayed — contact ITS at 757-683-3192 to have your ePrint account
unlocked. Also be sure to verify that you are using the correct repository. If you are trying to log into the

http://eprint.odu.edu/cgi-bin/eprint.cgi

v}gi@ﬂxl \P

X & Snaglt (S [ x @;Convert ~ [ Select

4 Favorites | 53 ﬂ g =5 v @& | Free Hotmall & | .
o — - o »
| @ Banner ePrint Reports Login @ * B | = -~ Page~v Safety~ Toolsv (@~
Banner Logw
e
ePrl nt About Banner ePrint | FAQ Change Repository | Help | Logout
UserID: |1

Password: i_2_

Repository W{ 3

4

powered by
SUNGARD’ HIGHER EDUCATION

1. User ID = Banner ID

2. Password = Banner Password

3. Repository = FINANCE eprint AIR
(for Finance Reports)

4. Press ENTER

TYPE CAREFULLY - your account will be
"locked" if you repeatedly attempt to log
in with the wrong password.

done & Internet ‘3~ ®100% ~
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Repository Messages/Notifications

You will see the message “Repository Message is Available” when you log in. Simply click on the Repository
Message is Available link to view the information (allow the message a moment to load). You will also see the
date of the last message. Please review this information whenever you log in since it is the way we will notify
you when new reports are available and verified, and when reports may be delayed. If the message displays on
a tab in your browser, be very careful not to close your browser. Most times the message will display as shown
in the second screenshot.

7~ Banner ePrint Reports Hepositary - Windows Internet Explarer

G‘ v g htos odu.ey v B8 % X = £
Me Bdt VWew Fawores Tools Heb

w reorees 55 K * B Preeriotnal - L. Jab
€8 Barner ePrvnt Regorts Reposaory N3 | sw v Page~ Safety. Took~ W

Banner Select Report from Repository FINANCE eprint FINANCE eprint ATR Re;
i AIR bparker
epr'nt About Banner afrint | FAQ | My ePrint Change Repceitcry | alp | Logoct
. ository Message is Available
Massags updated: 02/1/12 11:14 AM
FINANCE eprint AIR
Report Description Latest Date

PDF TEXT DATA : FGRBDSC Budget Status Report wed Feb 01, 2012 11:04am
PDF TEXT DAIA : FGRODTA Organizatonal Detail Actvity Vied Feb 01, 2012 11:043m

Ve

lif your message

Jarmuary month-end reports are loaded and venfied. Reports opens this way, you

o Favertes | o K for July - December have been loaded and venified Please can f—l?se itwathe
> note that the FGRBDSC reports for July - December ” . fed X faty > Took~ @)~
9 Barrer vt Raports Rapastary contam budget adpstment entnes, BDO2 type, that - i
processed later than the report data dates because that is
Banner ; how the report was designed to work This type of budget ::’:A::‘ e
o — aformation does not have cutoff dates for reporting
ePrint e parposes. Please refer to Banner detail on FGRITRND to oot araecr e o
view any of the transaction detals for the BDO02 entries
Consequently, the Available Balance column will also reflect =
this fater adjusted balance ible
M
FINANCE eprint AIR
Latest Date
POF TEX nm\'I Wed Feb 01, 2012 11:04am
PO F TEXT DATA I @ miernet fa - Hioow - Wed Fed 01, 2012 11:043m
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PRINTING FINANCIAL REPORTS VIA EPRINT
When You First Log In

When you first log into ePrint, you will see all the reports available in the selected repository for you to print via
ePrint — the budget reports currently available in the FINANCE eprint AIR repository are FGRBDSC and

FGRODTA; and the Payroll detail reports, NHRSDST and NWRSDST, are also loaded. For each report shown, you
will see the report type, the report name, description and the latest date and time the report was run (you are
able to access older reports by drilling down — discussed later). Keep in mind that you will only see the reports
to which you have access. If you have created groups using the My ePrint function (more information later),
then the group tabs will also be displayed. You can do one of the following by clicking the appropriateicon:

e Retrieve the latest report in its entirety in PDF format — has navigation choices for orgs onleft
e Download the latest report as a text file in its entirety — no navigation choices — must scroll

e Download the latest report as a comma-separated values (CSV) file — intoExcel

e List all the reports of a given type (by report type or latest date)

FGRBDSC, Budget Status Report, similar to FGIBDST (Organization Budget Status Form) — this report shows the
summary information for a budget by sub-account and by the following totals:

Labor (all salary sub-accounts — no pay details display — details in payroll reports)
Employee Benefits (4999 pool)

Non-Personal Services (6999 pool)

Travel (7999 pool)

Equipment (9899 pool)

Transfers

TOTAL ORGANIZATION (roll-up similar to FGIBSUM)

FGRODTA, Organizational Detail Activity — similar to FGITRND (Detail Transaction Activity Form) — shows
activity by sub-account (payroll details display totals by pay period — no details by employee name).

NOTE FOR ALL REPORTS: At this level you see the most recent report posted — older reports are available in
descending date order by drilling down.

r‘: et T S B T lagd
o« P — # x|

Paeoetins s 8J - P A sl @

Y Barner sdvint Rnpocts Hegcenory

q Select Report from Repository FINANCE eprint
AIR

Banner
e —

ePrint

/ Repository Message is Availlable

Message updated: 0274/12 1114 AM

FINANCE esguint AR

Rupeort Description Latust Date
PDF TEXY DATA ’ FGREDSC Bludget Status Report Wad Feb 01, 3012 11:04am
PODF Xy DATA ‘ FGROOT A Ovpanizational Datall Actiwty Wed Feb 01, 2012 11:04am
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PRINTING FINANCIAL REPORTS VIA EPRINT

NHRSDST, Employee Payroll Summary by Org. — shows payroll activity for each part-time payee by budget code.

NWRSDST, Employee Payroll Summary by Org. — shows payroll activity for each full-time payee by budget code.

REMINDER REGARDING PAYROLL REPORTS - Access to departmental Payroll Reports must be requested
separately. To obtain access to Payroll ePrint reports, the Office of Finance EPrint Payroll Report Request Form
must be completed - requires approval of the Budget Unit Director(BUD).

http://www.odu.edu/content/dam/odu/offices/finance-office/data/payroll-eprint-request.pdf

(NOTE: when reviewing payroll reports, drill down by clicking on the drill icon rather than the PDF icon —
this will allow you to choose a sub-account to review — use NEXT to see more reports.)

Banner Select Report from Repository FINANCE eprint AIR ‘F:('l::i’i eprit AR Reposary
ePrint ——
© Reository Message is available
Message updated: 087315 1256 PM
FINANCE eprint AIR
Report Description Latest Date

PDF TEXTDATA I FGRODTA Organizational Detail Activity Sat Aug 01, 2015 06:53am
POF TEXT x ForoPNE iom Encumbrance Report |Fat ot 17,2015 07:08am
PDF TEXT >I .FGRREOB ?Smtmom of Revenue, Expond, Other Changes .Sat Aug 01, 201507 51am
POF TEXTDATA ‘x — i'mu Balance Report s Aug 01, 2015 06:53am
PDF TEXT I : [HesosT jEmp‘oy:o Payroll Summary - PT “Mou Aug 03,2015 519pm
PDF m©. F |NWRSDST ]TEmpbyu Payroll Summary - FT |Man Aug 03, 2015 523m
m FGRODTA v

Banner Report Detail: NWRSDST PIRANCE wprwet Al Hapasiinty

ePrint Mt D WPt TAC My WP

ror rexr § 4954 | ACCOUNT IN NWRSDST Mon Avg 83, 2015 5:23pm
por mxr § 4901 ACCOUNT IN NWRSDST Mon Aug 83, 2015 5:14pm
POF TEXY ? '40)‘ ACCOUNT IN NWRSDSY .\lon Aug 93, 2015 510pm
rorvexr § L aoat . ACCoUNT W MWRSDST | Mon Aug 83, 2045 4 57pm
POF TEXY ? .401| ACCOUNT IN NWRSDST 'Uun Aug 03, 2015 3 45pm
ror rexr § | 4036 - ACCOUNT Iv NWRSDST Mon Aug 83, 20154 45pm
ror mxr § 4032, ACCOUNT IN NWRSDST Man Aug 83, 2015 4 41pm
PDF TEXT ? ‘4091 ACCOUNT IN NWRSDST -Ilov| Aug 93, 2015 2:15pm

© 2014 Etlucian Company L7, and Its afttiiiates ellucian

43034 ACCOUNT IN NWRSOST - Mon Aug |
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PRINTING FINANCIAL REPORTS VIA EPRINT

“Drilling Down” to Select a Report

All report . .
types to which |— Repository List
user has access

'4 N
View or download “Drill down” to a 2
latest instance | °" list of all — Report List
instances
//\\
View or download Use a page key
specific instance o to pick pages
] Banner i

ePrint

Repository List: When you log into the system, you are provided with a list of
all the report types on file that you are authorized to see. This highest level of
report selection pages is called the repository list. It includes the report types for
the repository you selected at login.

At this level, you can either retrieve the latest version of a report in its entirety or
you can “drill down” to the report list for a selected report type.

Report List: The report lists displays all the instances on file for a particular
report type. At this level, you can either retrieve a specific instance (date) of a
report in its entirety, or (if the report is sorted with at least one page key) you can
use a page key to target the pages to be included on a particular report instance.
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PRINTING FINANCIAL REPORTS VIA EPRINT
Use the Icons as a Guide

Banner ePrint’s icons make it easy for you. At any level, click the corresponding icon to perform a function.
If a function is not available, the icon will not be displayed. If you forget an icon’s function, you can display a
brief description by moving your cursor over the icon so that you can see bubble help pop up.

Use the back browser arrow for navigation purposes.

Simply point-and-click to . . . retrieve a PDF file, download to TXT, download to CSV into an Excel file,
drill down, or use a page key to pick pages/search report.

PDF
Retrieve a PDF file to view in Adobe®Reader

- Report Description Latest Date
(PDI»\}ID(‘I DATA I (_FC.RSOSC Budget Status Report Mon Sep 12, 2011 09:36am
PDF TEXT DATA 7’ FGRODTA Organizational Detail Activity Wed Aug 17, 2011 01:48am

To retrieve the report in PDF, click the PDF icon. Depending on the way you have Adobe® Reader
configured, the report will open within your browser or in stand-alone mode. For best performance,
open Adobe®Reader outside of the browser. Technical assistance is provided by your TSP (technical
support person) via Footprints. (NOTE: when reviewing payroll reports, you will want to drill down
by clicking on the drill icon rather than the PDF icon - this will allow you to choose a sub-account to
review — use NEXT to see more reports.)

When you retrieve the PDF file, you will see all the budgets to which you have access displayed in the
left hand pane. Clicking the expand/collapse symbol (plus or minus sign) next to the budget code will
display the fund code associated with that budget. Clicking the budget code will take you to that
specific budget report.

Use your back browser arrow to return to the Report list shown above.
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PRINTING FINANCIAL REPORTS VIA EPRINT

TEXT
Download the TXT version of a report

Description Latest Date

Report
e x
PD@“ I (IFereoSC )Budget Status Report Mon Sep 12, 2011 09;36am
”

PDF TEXT DATA x FGRODTA Organizational Detail Activity Wed Aug 17, 2011 01:48am

Click the Text icon to download the text version of a report. When you see the message below, click ok
to display the report in the browser — you will be able see all budgets to which you have access
beginning with the first budget. You will need to use the scroll bar. If you have multiple budgets and
wish to display one at a time (or in specified groups), this is not the way to do so (refer to the section
entitled Search Report Icon and Picking Pages) Use the back browser arrow to return to the menu
shown above.

Report Description Latest Date
P-DF TEXT DATA I -
Message from webpage

cause your browser to become unstable. If you would like to download this report directly to your hard drive, cancel

P D F TEXT DATA I <P ) Warning: Continuing this download will display this report in your browser. Depending on the size of the reportitmay l3m
-
this action, right dick on the texticon, and choose Save Target As...

[ OK ] [ Cancel

2 https://gutenberg. lmgr.odu.edu/cgl-bin/getrepart. cgi?DETAIL-F GRBOSC. 2012 07 014TYPE-TEXTRTIME -1 - Windows Internet Explocar

Use the scroll bar to move
through the budget report - use
e back browses amrow to
fefurn Lo the report menu

Fle S0t Vew Favontes Tools

o Favortes | s ] v B Freevotmal @

Bt [ puterber g vy ol mdolop Seigety wpont. o ., Page v Safety » Toslks~> B+

CREPORT FuRALES Sl4 Demimien Univeseiny BOM BATE| 43/03/3043
TISCAL YLk 12 Budges Zratus O Fesiad TINE. 104 e
AD OF ¥i-Zam-aol BagE: =
Tuny v Tid Dewanism Tmaversivy
rues, g31b31 /W Exs coa
FRrs s
=
TIAR TO DATE IOSTT
ACOoET ACTTONT TITLE NETITITY FEFEAVAT IONY
el ACSCIMIZTRATIVE JALARIZZ iel. ez .20
oz CLAZAIFIED EAlaIny 42,551 20 a0
oo ZAL-AFSOISIED OfTICIALS L2770 20
woY FALMIITI-ANNTAL LEAVE BAL L.y .w g0
w0 WASEY - SENTRAL 20 T
s STUDRNT MASES - R/O FICA .00 04 a0
“os SENT WASES - WOARITODY 3420 -a0
o0& FAY FOR ACAD FVCR 20 .80
Ll CEVICE ALLONANCE sev.ie 20
ToTAL EAPTNTITURZF-LANCE GTATT.00 10
awes EMPLOVES JETINE CouT-VRE LEY oty Qe 3c 2
40l P 1 LD OIAIT D a0 a0 v
o4 e o0 20 v
30 IZATION INIURANCT Q0 g0 v
w0 P INE.  AGETITY %0 10 v
wos MEAZTH CANE 0 ta ]
asie i ALOES ~ EE PALD BV I ae -2 e
il L/T DISABILITY INOTRANCE a0 a0 2
L -00 a0 -
“we POOL-DMFLOTEZS SENIFITE 1€3.1€5.90 20 v
TUTAL  BORLAVER ASHETITI O a.nan.3 CUN= DR 4 323,335 30
oo 20 2
00 10 v
1.7 a0 v
ec 80 v
a3 ) ¢ v
e ae (T e
.01 20 v
ae 2 -20 L ] ~
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PRINTING FINANCIAL REPORTS VIA EPRINT

DATA
Download the CSV version of a report (into Excel)

This feature is not currently available for Payroll NHRSDST/NWRSDST reports.

Eeport Description Latest Date
PDF I FGRBDSC Sudget Status Report Mon Sep 12, 2011 (S:36am
POF TEXT DATA : FGROODTA Organizabonal Detail Actwity Wed Aug 17, 2011 D1:43am

Click the Data icon to download the comma-separated values version of a report.

When you see the message below, click ok to display the report in the browser — click ok and you
will see the file download dialog box. You can choose to Open, Save, or Cancel. If using Internet
Explorer, you may use the alternate (right) mouse button to see a menu and select “Save Target As”
for a quicker way to save the file. Opening the file may take a while.

Report Description Aatest Date
PDF FGRBDSC Budgat Status Report Mon Sep 12, 2011 09:36am
PDF TEXT DATA —I FGRODTA Organizational Detall Activity Wed Aug 17, 2011 01:48am

Warning: Confmuing s download wil desplay this report in your browser. Depending on the size of the report it may
browser % become unstable. 1f you would ke to dowrload this raport directly 2 your hard drive, cancel
O the text icon, ard choose Seve Target As. .

o || caxe |

PDF TEXT DATA 'I FGREDSC | Do you wart to open or save this file? Sep 12, 2011 09:36am
PO F TEXT DATA : FGROOTA L‘JJ Nome: - FOREOSC v Aug 17, 2011 01;48am
i Type  Mcrosoht Excel 972003 Wirksheet

from  gutenbergimgr.oduedy

[_open J[ seve J[ conced J

(] Bwaye sk befors cpaney thes type of fis

Wi files fom the Intemet can be waefid, some Sles con potertisly
'a i your computer. ¥ you do not trust the source, do not cpen or
save tha He. Yiat's the 1ok
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PRINTING FINANCIAL REPORTS VIA EPRINT

If you Open the file (remember it opens as a standard CVS file), the report name and run date display. Note
that you will need to format the columns. When you see #### display in columns, that means the columns are
not wide enough for the data contained.

i v wen » g - s » mpres e ']

AL - (o | BHEPORY FGRBDAC ) Dld Dominion University[PPRD) C__RUN DATE; 09/12/2011 _ -
" a 8 c o E 3 G W | ) © L () 5 0 E
1 [mzrorTkGREDSC 0Old Dominion University| PPRD) AUN DATE: 09/12/2011 ]
2 FISCAL YEAR: 12 Budget Status (Current Period) TIME: 05:36 AM
3 AS OF 15-SE9.2011 PAGE: 3
4
5
6 COAS: U Old Dominion University
7 FUND: 011001 CAWE&G CUR
§ PRED OAG: 10000 EuEEEG_——
HO0RG
10
1 ADJUSTED CURRENT YEAR TO CBUDGET AVAILABL CMT
12 ACCOUNT ACCOUNT BUDGET  ACTIVITY ACTIVITY RESEAVATBALANCE TYP
13 3001 ADMINIST masmasmy 00 . 29,477.67 O s U
7 4002 CLASSIFIE 83,585.00 00 . 13,792.35 0 63,792.65 U
15 4003 SAL-APPQO ssmauss 00 . 37,298.70 0 =zumsugss |
16 4007 SALARIES- £3,500,00 00 ) 13,499.45 0 0.52 U
17 4021 WAGES - 56 00 . 0 0 56 U
18 4025 STUDENT ' 1,400.00 00 1,708.63 0 -308.63U
19 4028 STUDENT® 1,085.00 00 ; o 0 1,055.00 U
20 4031 SPEC PAY 421 00 : [ o a2y
21 TOTAL  EXPENDIT stsmssss 00 . 85,776.83 0 =umumss
2 4501 EMPLOYES 00 3,841.60 0 -3,841.60 U
23 4502 FOAI SALL, 00 5,815.98 0 -3,81598 u
i 4502 GROUP LI} 00 J 71978 0 -79.78U
FEY 3505 HOSPITAL , 00 ) 2,684.04 0 -4,084.04 U
" AGNR TFACHFRS m 134T 3R n .1 RTIRA |

If you select Save the file, you will see the Save As dialog box — choose where you want to save your file and
use the default file name or choose one of your own — you will then be able to retrieve the file and format the
columns as noted above:

Save As

Savein: | i kparker on AFFINC039

- 33‘/2 Floppy (A:)
1 5"' ‘, “eocal Disk (C:)
My Recent hDVD/CD-RW Drive (D:)
Documents Z# kparker on 'home 1\user' (H:)
— ¥ data on 'monarch1.ts.odu.edu’ (I:)
Lg 5% data on 'admin1.ts.odu.edu’ (3:)
Desktop =% data on 'acad1.ts.odu.edu’ (K:)

My Documents
t kparker on "
AFFINCO33 - \L
‘g File name: FGRBDSC J > [ save |
My Network Save as type: I Microsoft Excel Comma Separated Values File W l [ Cancel ]
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PRINTING FINANCIAL REPORTS VIA EPRINT

“Drill down” for detail (See Report List)

Description

Report '
PDF TEXT DM( 5 i ) (" rerensc Budget Status Report

POF TEXT DATA ’

FGRODTA Organizational Detail Activity

Mon Sep 12, 2011 09:36am

Wad Aug 17, 2011 01:48am

The See Report List icon enables you to “drill down” from the repository list to a specific report list. A
report list shows all the available reports in date order for the selected report type. This is the
recommended method for viewing payroll reports, as noted earlier. Using the “drill down” feature takes
you to all reports in descending date order.

PDF TEXT DATA

P OF TEXY DATA

PDF TEXT DATA

P DF TEXT DATA

P DF TEXT DAYA

P DF TEXT DATA

P DF TEXT DATA

O 0 0 0 -0 -0 -0

Title

Budget Status (Curvent Penod) AS OF 15-SEP-2011
Budget Status (Current Penod) AS OF 10-AUG-2011
Budget Status (Current Penod) AS OF 10-AUG-2011%
Budget Status (Current Period) AS OF 10-AUG-2011
Budget Status (Current Penod) AS OF 10-AUG-2011
Budget Status (Current Penod) AS OF 10-AUG-2011

Budget Status (Current Penod) AS OF 10-AUG-2011

Date
Mon Sep 12, 2011 09:36am

Wed Aug 17, 2011 09:36am

Tue Aug 16, 2011 3:30pm

Tue Aug 16, 2011 3:17pm

Tus Aug 16, 2018 3:02pm

Thu Aug 11, 2011 11:33am

Thu Aug 11, 2011 11:28am

Banner
e

ePrint

por Ty §
POF TEXT ?
vor texr §
vor ey §
pormr §
eor mexr §
POF TEXY ?

eor rar §

Report

.t

Detail: NWRSDST

. TAD My e

ACCOLNT I NWRSDST

ACCOUNT IN NWRSODST

ACCOUNT BN NWRISDST

ACCOUNT I NWRSDST

ACCOUNT I NWRSDST

ACCOUNT IN NWHSOST

ACCOUNT N NWRSOST

ACCOUNT I NWRSDST

Dwge Ny Iven L agad

Man Aug 83, 2016 & 23pmw

tn-mA..go), 20155 1pm
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PRINTING FINANCIAL REPORTS VIA EPRINT

r Use a page key to pick pages
(Search Report)

Search Report Icon and Picking Pages (customizing budget searches)

When you see the Search Report icon (magnifying glass in the screenshot below), it means you have reports for
more than one budget and/or fund. A Page Key is either a Fund or Organization. You will need to “pick” which
you want to display. Click the Search Report icon to “pick pages.” This will allow you to select the funds or
budgets to appear on the report. If you have access to multiple budgets, you may wish to select which budget
codes you want to display. Otherwise, ALL budgets included in your access will display.

If you have multiple budgets/funds, you will want to save your searches so that you do not have to perform a
search each time you wish to view individual budget reports. Saving your searches will allow you to display
budget reports in ways that are most useful to your department. (If you use your back browser arrow when
starting a new search, be sure to uncheck your choices or those choices will be included in the new search.)

Abiintmiistenieem: Stored Reports: FGRBDSC )

Title Date

PDF TEXT DATQ ? ) Budget Status (Current Period) AS OF 15-SEP-2011 Mon Sep 12, 2011 09:36am

AR e nava (@ -y _ = z P TS e e T

After you Click the Search Report icon, you will be taken to Pick Pages for the report selected

A stored Reports : FGRBDSC : Pick Pages

Cﬁoose Fund or

You can choose to pick your Organization

values manually or you can Rar€ ‘ to| 7%0

choose a range to display.
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PRINTING FINANCIAL REPORTS VIA EPRINT

= Choose either Fund or Organization under Page Key — be sure you are selecting the correct description.
= |f you want to choose from a list of funds or organizations, under“Pick Values Manually” click Go.

etest : FGRBDSC : Pick Pages

page kv Organizaion ] )

Pick Values Manually ™ Search: I:I

Range:| |t0| |

Saved Searches:

You will now be able to Choose Organizations from the budgets to which you have access. If you have access
to more budgets than can display on this screen, you will see the Next button in the lower right corner of your
screen. If you wish to go to a specific budget or fund, enter the budget or fund in the field next to the word “go”
and click Go. Select the budgets you want to display. Then you can click on Get the Report (see next page.)

You may choose multiple budgets or a range of budgets when creating your search. Saving your search will
allow you to access those budget(s) whenever you wish to view budget information without having to choose
budgets each time (see next page for info on saving a search).

Choose Organizatior [ pe—
Banner se Organization ——
ePrint

About Sanmar afrint | FAQ | My edrint Change Nepocaitory | Melp | Logouk

‘\'_\F‘}m‘xm []1AA20 []1AAYS [ 1ALOD
[11AA04 []1AA45 [7]1AC00 []1ALO3
~1AA0S 14450 []1AD0O [ 1ALD4
[ 14A06 []1AA51 114001 [711ALOS
114807 [ 1AA70 []1aD02 []1ALO7
148410 [] 14480 []1ADY1 []1AL10
[]1AA15 14490 [ 1AF00 [11AL1B

= ==

C 77 ) 3
i
N Get the Report ___/
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PRINTING FINANCIAL REPORTS VIA EPRINT

The budgets you selected will now be displayed and you can choose a report format (PDF, Text, Data). You also
have the option of saving your search criteria using a name of your choosing. Then, every time you wish to
access reports for those funds or organizations, you can run this search. Using a saved search is especially useful
if you have access to budget information for multiple funds or budgets.

If you do not save your search criteria, you will always have to scroll through the full report to find an individual
budget. These saved searches apply to currently available reports as well as future reports.

Choose a name for your search and Save it. You may not use the same name again. Define a distinct name
for each search. (Remember that you will need to define your searches for each type of report available — ie
FGRBDSC/FGRODTA/NHRSDST.)

atest : FGRBDSC : Pick Pages : Organization : Values

*10M00"
P DF TEXTDATA

g e 7~ N

[ 2 [ \
Seargh Name | 1000 | L | Save I J
\ ! /

X / N
Y,

If you have successfully saved your search, you will see the following message. This means you will be able to
use this search when reviewing your reports.

At this point, you can access your reports (discussed earlier) in the format of your choice.

Use the back browser arrow to navigate backwards.

-

[" « Successtully saved search setting \
\ “1cM00", '
N

etest : FGRBDSC : Pick Pages : Organization : Values
*1CMo0* V=

‘\ P D F TEXT DATA J

Search Name  1CMOD | Save l
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USING A SAVED SEARCH

All saved searches (Organization or Fund, depending on which Page Key you have selected) will display via the

drop-down under Saved Searches. Select the search you want to access and click Go. You may also delete
searches.

Scarch FGRBDSC (Mon Sep 12, 2011 otust Hepouto
Banner ¢ (Mon Se; ) e

ePrint

About Ranner eFrimt | FAQ | My sPont

Change Repastnry | Malp | Legout

etest : FGRBDSC : Pick Pages

P ~
pagél(ey: Organzation ¥

Pick Values Manually ' | Search:

Go Go

| o= |
Range: to \Go{

N
Saved Searches: LIl O E Rl v 1|Go [ Delete I

In the example below, a range of budgets was selected and you can now access the report in the format of
your choice.

Selected Organization Values atuat Repasitory
Banner )‘ kparkers
N

e Pr, nt About Banner afrint  FAD | My efrint Change Repositary | Melp | Logout
elest : FGRBDSC : Pick Pages : Organization : Values
*1a800° “1A804" “1AA05" "1A806°

"1AADT* 1Aaa0° "1AA15"
(" POFTEXTDATA )
) - -

Search Name Academsc Affairs Range | Save J
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PRINTING FINANCIAL REPORTS VIA EPRINT

Pick Page by Range

If you want to display a range of budgets — or only one — fill in the range and click Go. Be sure that your range is
sequential. Make sure you use UPPER CASE when entering a a budget code range, otherwise, you will see all
your budgets and not just the ones contained in the range entered.

Search FGRBDSC (M Sep 12, 2011 ntest peito
Banner earc (Mon Sep ) e p—
ePrint

Abaut Banner ePrint | FAZ | My aPrint Change Repository | Help  Logout

etest : FGRBDSC : Pick Pages

Page Key: Organization ¥

Pick Values Manually  Search
| ———
Go Go/l

~T" 2 ~
Randr AAID _ M1AATS |6

Saved Searches:  Academic Affars Rangs v Go IDtll!cl

Your range of budgets or funds will display and you will be able to select a report format. Remember, you will
only see budgets/funds to which you have access. You also have the option of saving your search criteria using a
name of your choosing. Then, every time you wish to access reports for those funds or organizations, you can
run this search.

If you do not save your search criteria, you will always have to scroll through the full report to find an individual
budget. These saved searches apply to currently available reports as well as future reports.

Choose a name for your search and Save it. You may not use the same name again. Define a distinct name
for each search. (Remember that you will need to define your searches for each type of report available — ie
FGRBDSC/FGRODTA/NHRSDST.)

etest : FGRBDSC : Pick Pages : Organization : Values

"1AAD0" "1AAD4" "LAADS" "1AADB"
"1AA07" "1AA10" "1aA15°

PO F TEXT DATA

{ B £
Search Name Acsdemic Affairs Range I ] Save l
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PRINTING FINANCIAL REPORTS VIA EPRINT

If you have successfully saved your search, you will see the following message.

'
.' Successfully saved search setting
“Academic Affairs Range™.

—

etest : FGRBOSC : Pick Pages : Organization : Values

"1AADD" *1AA04" “1AADS" “1AADG"
"1AADT" "1AA10 "1AA15"
P D F TEXT DATA

Search Name Academic Afairs Range E

You will then select how you want your report to display (icon usage discussed previously).

PDF — displays in your browser - in the left tab, you will see a list of all funds or organizations for the
range you selected.

Text — displays in your browser — no tabs will display and you will need to scroll to view.

Data — allows download to Excel — you will always see the file download message and will be prompted
to open or save your file — not available for Payroll reports, NHRSDST/NWRSDST.
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PRINTING FINANCIAL REPORTS VIA EPRINT
Customizing Your Reports

You can customize your reports to make them more useful by using My ePrint. Click on My ePrint to begin
customization. If you have access to multiple repositories, you must customize the reports in each repository.

Banner Select Report from Repository etest etest Repository
kparksr
D
ePI'I nt About Nanner aPrint | FAG | My edrint 1 Change Repository  Melp  Logout
)
etest
Report Description Latest Date
PDF TEXT DATA I FGRBDSC Budget Status Report Mon Sep 12, 2011 09:36am
PDF TEXT DATA —I FGROOTA Organizational Detad Activity Wed Aug 17, 2011 D1:48am
Report Description Latest Date
PDF TEXT I MHRSDST Employeea Payroll Summary Thu Dec 13, 2012 3:03pm

Once you click My ePrint, you will see the information below. You will see Available reports on the left and
Selected reports on the right. (Your available reports will differ from the screenshot below.) Initially, the
information in Selected reports will be blank. The Available reports will display the reports available in the
selected repository. Click on the Create Group tab to begin customizing.

#% My oPrint - Windows Internet Explorer | I G ™|
& L )= ] hitpr//gutenburg.imar.odu.adu/egi-in/eprint.ogitAC HON= MYEPIIN -~ 0 ]: | [0 | % | |28 Googie o -
Lo Favaorites

b k| Od Dominion University <. K J Suggested Sites « g Upgeade Your Browser g2 | Free Hotmall g | http--www, doa virginia.g..

e = | @8 O1d Dominion University - . | &8 My ePrint “ B« B = 10 gh o+ Pege~ Safety > Tools> W~

Banner My ePrint for Repository finpprd
e ————

ePrint

About Banner ePrint | FAQ | My ePrint

Change Repasitory | Help | Logout

finpprd : Payroll Group : My ePrint

configura Report Groups Raeordar Saarch Sattings Sat List Langth

Modify Groups | HBeoder Gionp
Salect a group: [Payroll Group =] 'l pefault 1ogin group
Available reports: Salectad raports:
IFARVHS T-Vandor History Raporn -

[FGRBLSH-Balance Sheot E
FORCHFB-Change in Nat Assats

IFGRGLTA-General Ledger Detall Transaction
|FGROPNE-Opan Encumbrance Raport
]l'(jHHL(_)U-.‘_Gm(omom of Revenue, Lxpend, Oth| . E
FOARTBAL Trial Balance Rupont

FWEVALOG-Eva Daily Import Log

FORBDSC -Budge! Status Report

FGRODTA-Organizational Detall Activity
INHRSDET Employes Payroll Summary ool | |

[ M

Group namae:
Payroll Group

l "VL,“ ClncﬁtﬁlJ[ nouiJ

) Internet | Protected Mode Off a v M00% ~
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PRINTING FINANCIAL REPORTS VIA EPRINT

Using My ePrint allows you to separate the actual reports into separate groups —i.e., Budget Status Report,
Organizational Detail Activity, or Payroll Detail Report.

e Enter the Group name (this is where you determine how you want your info to display) — in the
screenshot below, we are naming the group Budget Status

e Highlight the report you wish to put in the group

e Click the Add reports to this group button (right pointing arrow). This will put the report you selected
under Selected reports.

Banner My ePrint for Repository etest ctent Kuepository

kparker

ePrint

About Senmer wSrint | FAGQ | My wfrint Chenge Reposttary | Halp | Logout

etest : My ePrint

Configure Report Groups
Madify Grauy l putier Graups | Create Group

Group namip: Budgst Status :‘;opy from this group:
"~

~ Avallable reports: \ Selacted reports:

S F GREOSC
— (PR

[a]
) [

[Csave |[concar ]

Once the report is moved into Selected reports, you can Save your group.
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PRINTING FINANCIAL REPORTS VIA EPRINT

My ePrint for Repository etest etast Repositor
Banner Y p vy hpu"rl:{ i
ePrint

Change Repcmtory  Melp | Logoat

About Banners afrint | FAQ | My ePnnre

« Group requires at least 1 report.

elest : My ePrint

Configure Report Groups | BT g e IO g e g

Jos | Create Geoup . ~

Group nk\ame: Budget Status | Copy from this group:
A ——

Available reports: /" selected reports: \
FGRODTA-Organaationa! Detad Actvity @\ FGRBDSC-Budget Status Repon ) B]
| _.

[« >

| save || cancel |

If successful, you will see the message indicating you have successfully added the group. You will also note that
the available reports now displays the original default list and you will be able to create other groups using that
report. If you attempt to use the same name again, you will see a message “Duplicate Name: Group ‘XXXX’

already exists, please use a unique name.”

My ePrint for Repository etest

Banner
gt

ePrint e e g g Ehonae Repweitury | Hetl © Logmit

[ v Swocessfully added group "Budget Status"™ W

\

alant - My aPrint

[ Configure Report Groups Roordar Search Setlings ek Lint Loangih
frt | te ¥ Create Group |

Group name: Copy from this group:

Avallable roposts: sSelectod reprorts:
|

IFarRBOoSC B udgel Stense Repon
FGROD TA-Orgamzanons Dwetail Actvity

[ [

>
<«

[”l;vn ][ ,c,,...,‘,.. ]
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PRINTING FINANCIAL REPORTS VIA EPRINT

If you have set up multiple groups in a repository, you can make a group the default when you log in to ePrint by
checking the Default login group check box and clicking Save.

My ePrint for Reposit test
Banner y ePrnint for Repository etes ‘:‘;:«" tary
ePrint

About BEannas abrint - FAQ | My efvint Change Repository | Halp | Logout

etest : My ePrint

N LTI T T TR Reorder Search Settings | Set List Length
Hodifvcmps"iw der Grouc Create Sroug

T
Select a group: Budget Sans {[? De}ault login group

Available reports: Selected reports:
FGRODTA-Organzatonal Detail Achvity @

FGRBDSC-Budge! Status Report

Group name:

e — T

If you have successfully set your default login group, you will see the following message.

Banner My ePrint for Repository etest etest Repository
e —

bpacker

ePrint

About Ranner ePnnt | FAQ | My ePrint Change Rapository | Melp | Logowt
/ ’ N

] « Successfully saved changes.

etest @ My ePrint

| Configure Report Groups | L g e e e g e
o uY |

Modify Grgup,, ! Reorde rouDs

Select a iroup: Budget Status } [v] Default login group

Available reports: (Selected reports:

FGROOTA-Orgaratonal Detail Activity ’ k FGRBDSC-Budgel Status f’iepon / @
- —

% Budget Status

[save ][ concer|[ostene]
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PRINTING FINANCIAL REPORTS VIA EPRINT

User Change Repository Function

When you log into the repository, you will see your group tabs with the default login group highlighted.
You can change your repository by selecting Change Repository.

Banner Select Report from Repository etest etest Repository

kparker

ePrint

ADout Sannar efrint | FAQ | Ny aPrint Change Repository | Melp | Logout

Repaository Message is Available
etest : Bud%smlus

Message updated: 12/7/11 9119 AM
&Budoel U] Detall Activity
Report Description Latest Date

PDF TEXT DATA - I FGRBDSC Budget Status Report Mon Sep 12, 2011 09:36am

If you attempt to move to a repository where there are no reports for you to view, you will receive
the message “There are no reports for you to view in this repository.”

User Change Repository Function

Banner Change Repository
—_—

ePrint

Sannar Financa : Dally

Highlight the Repository that you want to move to
and click GO.

SUNGARD HIGHER EDUCATION
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PRINTING FINANCIAL REPORTS VIA EPRINT

NAVIGATION BAR

The navigation bar appears near the top of each ePrint page and displays your current location within the
system. Its sections are separated by colons. Click within a section to return to that system page.

Using the navigation bar is more specific than using the back browser arrow since you can select a particular
page instead of having to link backwards one by one through all the pages you have accessed.

ePrint’s Navigation Bar

= Provides a shortcut to previous pages. Click a
section to return to that page.

Repository List
Report List

Search Report (Pick Pages)

Page Key Values

Finance : FGRBDSC : Pick Pages : Org

Banner
e

SUNGARD HIGHER EDUCATION -
ePrint

O~ [E = aa,

Pie  fdt  Oew  Pevontes  Tocks  Help

¢ Fovontes T ‘l - B Frweromed B .

8 Borver ePrr Repocts Beect ey R o v Page - Safety - Took~ #-

Banner Search FGRBDSC (Wed Feb 01, 2012)
—

ePrint

FINANCE sprint ALR : FGRBODSGC « Pick Pages
Page Key: und »
Pk Vehaos Momually | Seersh

Range o Go

@ol [etere |
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PRINTING FINANCIAL REPORTS VIA EPRINT

Remember to Use ePrint Help!

» Every page (even login page) has link to context-
sensitive Help.
» Every Help page has link to:
Contents Page
Alphabetized Index
Related Topics

Banner Select Report from Repository Banner Finance

Banner

Help is never more than a click or two away in Banner ePrint, so use the Help pages when you
have questions! There is a link just below the title bar on each ePrint page. This link will open a
context-sensitive topic with information on that particular part of the system.

In addition, each ePrint Help page provides links to other pages. Near the top of each page,
you’ll find a link to the Help’s table of contents and index. Near the bottom of applicable pages,
you’ll find links to related topics. There are additional references to related material within most
of the Help pages; follow the links.

If your questions are not answered, please send an e-mail to bannerhotline@odu.edu.
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PRINTING FINANCIAL REPORTS VIA EPRINT

FREQUENTLY ASKED QUESTIONS

Do you have questions about something about ePrint? Select FAQ

(Frequently Asked Questions).

Banner
e
ePrint

P ] ety

Uner 10: |

Password: |

Ropository | Barner Sauderd

P —

BURGARD *90HTF COUCATION

Banner
SUNGARD i AR PN e 2 10N B
ePrint
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PRINTING FINANCIAL REPORTS VIA EPRINT

M Banner ePrint User FAQ Page

ePrint

Help Contents | Help Index | Using Help

Table of Contents

Browser Help

CSV Help

Error Message Help
Login Help

Print Help

Report format Help
Repository Help
View Help

Banner
.

SUNGARD Filc I87 BMuic » HiaR -
ePrint

Select Topic and click link

When you click the FAQ link, you will be directed to the User FAQ page. The Table of Contents
has the major topics of information. Click the topic link to see more information.
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LOGGING OUT IS IMPORTANT

For security reasons, you should log out of Banner ePrint if your browser will remain open and you will be
leaving your computer unattended.

Logging Out of ePrint

Banner
.

aPrint

» Click the Logout link in the top, right-hand
corner of any page.

» Log out if your browser will remain open.

» Automatic logout when you close browser.

Banner : = "
SUNGARD HIGHER EDUCATION P m PERER

ePrint

Note that the Logout link does not appear in your browser when you are viewing a PDF document (if
Adobe®Reader is configured to run within the browser).

In order to log out after viewing a PDF document, you must first click the back arrow in your browser to return
to an ePrint report selection page. Then you can click the Logout link.

CONTACT INFORMATION

Please direct questions about using ePrint to bannerhotline@odu.edu.
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