
Budget Training



Budgeting Agenda

• What is a FOAP(AL)?
• How to Access Budgets (Production and Wired)
• How to Complete a Budget Transfer via Docusign



Fund Accounting

What is a FOAPAL
F – Fund (110001 E&G, 2***** Grant)

O – Organization
A – Account
P – Program
A – Activity (Sometimes used)

L – Location (Rarely Used)

Budgeting Basics
• E&G Budgets may be uploaded 

fully for the fiscal year, 
quarterly, or at another 
interval, depending on the 
fiscal year

• Budgets are assigned to a 
FOAP



How to Access Budgets



How to Access Budgets

• If you need to have access to a budget, you must first complete a 
Banner Access Form – See form here.

• Send completed form to Purchasing (purchasing@kysu.edu). 

• Banner (Production) – Click here to access.

• Banner Wired (Self-Service) – Click here to access.

https://www.kysu.edu/finance-and-administration/purchasing/banner-support.php
mailto:purchasing@kysu.edu
https://appnav-prod.ec.kysu.edu/applicationNavigator/seamless
https://www.kysu.edu/finance-and-administration/information-technology/staff-wired-login-options.php


Click the magnifying glass or type into the search bar.

Banner (Production)



Type FGIBAVL in the search box to the left or below.

Banner (Production)



Banner (Production)

The Fund-Org-Account-Program are all
required

Example: 110001 – 100001 – 610 – 6100
Fund           Org        Acct     Prog

If you put in 610 for the account, it will show every account that 
has a budget. 

Must be current 
fiscal year (e.g. 26 for 

fiscal year 2026)
Must be 1



Account 
Codes

Account 
Names

Budget 
Amounts

Expenditures 
to-date

Pending     
(encumbered 

funds)

Available 
Balance

Budgeting Hierarchy (Pool) Accounting
610

6100
61000

610001

Banner (Production)



Click “KSU Connect”

Banner Wired (Self-Service)



Click Finance Self-Service

Banner Wired (Self-Service)



Click “My Finance 
Query”

Banner Wired (Self-Service)



Click “New Query”

Banner Wired (Self-Service)



Org required… Fund is typically used.

If you leave Account blank, it will 
show every account budgeted. 

Chart must be 1

Banner Wired (Self-Service)



Budgeted 
Accounts

Budget 
Amount

Expenses 
Year to 

Date

Available

Banner Wired (Self-Service)
Budgeting Hierarchy (Pool) Accounting

610
6100

61000
610001



How to Complete a Budget Transfer



• KSU Budget Office Page: Click here.
• Bookmark this page for easy access. 

How to Access Budget Transfer Form

Click link.

https://www.kysu.edu/finance-and-administration/budget-policy-planning.php


How to Access Budget Transfer Form

• Complete required sections. 
• Preparer is the person 

completing the form.
• Authorizer is the person who 

has authority over that FOAP.
• Preparer & Authorizer cannot 

be the same person.  



How to Access the Budget Transfer Form
Complete the red outlined 

fields, sign and submit.
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