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Chapter 1
General Overview

Finance SeltService is a Banner product that allows authorized users to easily view
budgetary information, initiate and/or approve docu ments and make budget transfers
using a web-based interface at any time and from any location.

Accessing Finance Self -Service

| Step | Procedure for accessing Finance S elf - Service

1 Navigate to https://My.Commnet.Edu and enter your NetID and Password .

- myCommNet

) !
myCommNet Login = Welcome!
NetiD: 0 myCommnNet is a source of information for all students, faculty and staff of the
E1e manunm_v_m&nummmm.gdu_' Connecticut Community Colleges, and provides access to a broad array of personal,
academic, and work-related services.

Password: | Enter your password |

Having trouble connecting?
Click here for helpful information about required pop-ups,
toolbars, and anti-virus software settings.

Example Student NetlD: 12345678@studert.commnet.edu
Example Faculty/Staff NetlD clide here

This resource is solely for use by authorized users. Authorized

i 6 Current Students Other Public Resources
users must comply with CCC IT policies.

register for courses Apply for Financial Aid

pay tuition, fees and check account balances  Searchfor Courses
Search for ProgramsMajors

L]
L]

view grades e S
8 ehecknancialal Visit Our System Website
L]
L

Trouble Logging In?

There are no announcements at this time. access classes via WebCT Vista Visit Our Library Websites

and more!
Need Help?

Faculty and Staff Video Introductions
e Online Learning Support brmit arad
o Whatwill be included in myCommbnet? ° ?;wmcllaifl'zfs o for Students 2 or Q
° i i
o ‘Whatweh browsers are supported?
e Lod nInmralion i e provide course materials . forFacuIthtaff&" o @
. e e andmore!


https://my.commnet.edu/
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\ Step |Procedure for accessing Finance S elf -Service

2 Click on the Employee Tab and then on the Finance SeltService channel

| myCommNe g

Welcome Banner Finance User
You are currently logged in.

Home A=0VETR Library How to

Faculty, Advisor, and Finance Self-Service QEX
Click here to access the Self-Service system
o Course assignments Click here to get all the latest news stories, stockguotes,
o Advisee list sports scores, and take advantage of many other
o' Class Postef information services.
o Set office hours

o Submit midterm/final grades
o Finance Self-Service

Content/Layout

WebCT Vista | logout

January 20, 2008

Personal Announcements OE=

My Headlines oEH
You currently have no personal announcements

Home

OO

Top Stories
Lawyer's Testimony Reverses Death Sentence
Teen Killed During Basketball Game
Russia Keeps Kosovo From United Nations
Entertainment
Your Daily Horoscope
The almanac
Baby Polar Bear Is Named Flocke
Sports
Nba: Golden State 119, Chicago 111
Nhl: Calgary 6, Los Angeles 1
Nba: Phoenix 115, Minnesota 95

3 Choose the College where you have been granted Finance access.
(The college choicesthat appear on this screen are customized to each user.
Dond6ét worry if your screen appears

N CASEENE VR W NN T ——

) back to
~ Employee Tab

WebCT vista | logout

HELP

Welcome, Finance User, to the Connecticut Community Colleges' Self Service Information System! Select the appropriate college link to
access your academic data.

Asnuntuck Community College
Capital Community College
Gateway Community College
Housatonic Community College
@ Manchester Community College
Middlesex Community College
Naugatuck Valley Community College
Northwestern CT Community College
Norwalk Community Colege
Quinebaug Valley Community College
Three Rivers Community College
Tunxis Community College
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| Step |Procedure for accessing Finance S elf -Service

4

@

5

0

Select the Finance option.

[ Bl ComnNeRER

back to
“! Employee Tab

‘ WebCT Vista
Main Menu §f Personal Information

search [ (e

logout
College Selection W ELT

SITE MAP HELP

Personal Information

Students can view their address(es), phone numbar(s),

contact i ion; update email view name change & social security number change information in the Banner Systern. Employee
(faculty and staff) data is maintained in the Core-CT system. As 3 result, the Banner i i

access through rmay not reflect the most up-to date information which is in Core-CT.
Finance
Create or review financial documents, budget information, approvals.
RELEASE: 7.3 Connecticut
Community

Colleges

e

The Finance main menu appears.

@ back to

Employee Tab ‘ WebCT Vista | logout
Main Menu  Personal Information College Selection
Search i

RETURN TO MENU SITE MAP HELP
Finance

Budget Queries

Click here to access real time budget data.

Encumbrance Query

Click here to access information about pending purchasing requisitions.
Approve Documents

Users authorized to approve online purchase requisitions click here.
View Document

Click here to display the details of a specific document.

Delete Finance Template

Click here to parmanently delete templates you have created.

[ Budget Queries | Encumbrance Query | Approve Documents | Yiew Document | Delete Finance Template ]
RELEASE: 7.3

Connecticut
Community

Caution:
Self-Service at a time.

Users should not open more than one session of Banner Finance



Navigati ng within __Self -Service

Data field types

Finance Self -Service

General

Banner Finance SelfService is an interactive tool. By narrowing down data elements on

a data parameter s chtgigqye utsiearso dted Datee an fiwer e

parameter screens can have several types of data fields.

Drop -down data fields allows you to choose from a limited number of preprogrammed

options from a drop-down menu.

Look -up data fields gives you the ability to i | euopkatable value from a
predetermined list of values by pushing the field name fbuttono. By pushing the field
name button, you can accessFOAPAL (Fund/@g/Account/Program/Activity/Location)

data tables throughout Finance Self-Service

Fiscal year: zons » | Fiscal period: 14 W \L Drop Down
Comparison Fiscal year: | pjgne + | Comparison Fiscal period: | ygne - Data Fields
Commitment Type: all w
é [ Chart of Accounts ] q
Lookup
o i
2 |
L
Wildcards

Field criteria can sometimes be narrowed down or expanded through the use of one or
more wildcards. Wildcards are represented by inputting the character % to represent
all character values. This powerful feature can help you to limit the output data or to

expand lookup search criteria when looking up values.

>
QFor example, entering 7% as the data input for the Account field in a data
parameter screen will limit the output to expenses only; entering % SUPPLIES% in

the Title Criteria  on the Account Code Lookup screen will return all Accounts that

have thewordii SUPPLI ESO in it.
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Look -up code procedures
This example assumes that the user is unsure of which account code to use while in a
Budget Query by Account parameter screen. To lookup an Account value:

Step \Pr ocedure f or Actoond kodawaluesi p o

1 Click the Account button.

Fiscal year: onns +| Fiscal period: 14w

GComparison Fiscal year: |gne v | Gomparison Fiscal period: | pjgne

Commitment Type: All -

5

|
@

[ Include Revenue Accounts

Save Query as:

[ shared

Submit Query

2 The following screen will be displayed.

Code Lookup

&R Enter criteria then select Execute Query to obtain a Code Lookup results list. Select Exit without Value to return to the parameter page.

= Hint: Chart of Accounts should always besetto 9.






