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Introduction 

The Banner Finance System has the following modules: General Ledger, Finance 
Operations, Purchasing and Procurement, Accounts Payable, Human Resources/Payroll, 
Endowment Management, and Accounts Receivable. 
 
General Ledger 
The General Ledger is the core module of the Banner Finance System. It is fully integrated 
with each of the other subsystems that comprise the Banner Finance System and 
maintains both general and subsidiary ledgers to support comprehensive query and 
reporting capabilities. General Ledger encompasses fund accounting, chart of accounts, 
system table maintenance and update, and grants and contract accounting. 
 
Finance Operations 
The Finance Operations module contains a series of forms that allows users to manage 
the Banner Finance System. The functions in this module enable users to specify select 
global parameters, as well as Access, Approval, and Security definitions. 
 
Purchasing and Procurement 
The Purchasing and Procurement module recognizes that purchasing agents face both on-
demand and long-term buying decisions. The subsystem provides timely and meaningful 
information to facilitate both decisions. This module also assists in the control of requests 
and the receipt of goods. The module consists of the following processes: 
• Requests for goods and services 
• Ordering/buying 
• Receiving 
• Bids/contracts 
 
Accounts Payable 
The timely payment of vendor invoices enables the District to accurately monitor cash-
flow, increase investment earnings, and establish good relationships with vendors. The 
Accounts Payable subsystem is designed to help the District achieve each of these goals. 
 
Human Resources/Payroll 
The Human Resources and Payroll modules streamline the processing of employee 
records, benefit administration, time and attendance, salary, deductions and tax payment 
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processing.  Banner system also interfaces with Web-Time Entry (WTE), an online time 
sheet reporting system where hourly employees can enter hours worked daily and their 
supervisors can do the online approval which will then feed to payroll system. 
 
Endowment Management 
The Endowment Management module (EMS) in Banner Finance enables you to create 
and maintain unitized pools of endowment or similar funds. These funds consist of 
monetary gifts received by an institution and/or internal transfers of resources within an 
institution. On a periodic basis, you can convert gifts and internal transfers into units, or 
shares, in a pool. 
 
You can also link endowment funds to spendable income funds and record donor-
imposed restrictions on spendable income. Then, on a periodic basis, you can distribute 
the following: 
• Spendable income 
• Realized gains and losses (trading activity) 
• Unrealized gains and losses (market fluctuations) 
• Spending formula variance (the difference between total income earned by a unitized 
pool and distributed spendable income) 
 
Accounts Receivable  
The Banner Accounts Receivable System is used to maintain charges and payment 
information for individual accounts. This includes student registrations, refunds, write-
offs and miscellaneous receipts from the colleges.   The system allows users to establish 
customer accounts with categories for billing and reporting.  It also supports billing on an 
individual invoice basis.  The cashiering component supports online processing of all 
types of payments, including credit cards through third-party payment processor.  
 
Banner Functions: 

1. Budget check is currently set-up in Banner for Budget Transfers, Expense Transfers, 
and Requisitions 

2. Online approval process is activated for Budget Transfers, Expense Transfers, and 
Requisitions 

3. Finance Self Service Banner (Banner 9) 
• Staff at department level can enter Budget and Expense Transfers  
• Staff can view the approval queue and who is the next approver 
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• Staff will be able to view available budget in SSB 
4. Staff will be able to load and view documents in Banner Document Management 

(BDM) 
5. Argos Reporting (Third party tool for report writing) 
6. Payments to vendors can be made through automated clearing house (ACH), also 

known as direct deposit 
7. Budget pools are available 

• Supplies and Materials - 410000 
• Utilities and Housekeeping Services - 500000 
• General Operating Expenses and Services - 500100 
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Chart of Accounts (COA) Structure 

The Chart of Accounts is the “key” to Banner Finance.  It defines the accounting 
distribution used on all transactions processed in the Banner Finance module.   
 

Fund Organization Account Program Activity  
XXXXXX XXXXXX XXXXXX XXXXXX XXXXXX  

 
Fund – The fund field consists of six numeric characters that define a fiscal and 
accounting entity with a self-balancing set of accounts recording cash and other financial 
resources.  These resources are segregated for the purpose of carrying on specific 
activities or attaining certain objectives in accordance with special regulations, 
restrictions or limitations. 
  
 Fund Level 1 – Three numeric characters (Reporting level) 
 Fund Level 3 – Six numeric characters (Data enterable) 
 
 Fund Level 1:  
 000 – Bank Fund  

110 – Unrestricted General Fund 
 12X-13X – Restricted General Fund 
 212 – General Obligation Bonds Debt Service Fund 
 292 – Lease Revenue Bonds Debt Service Fund 
 330 – Child Development Fund 
 410 – Capital Projects Fund 
 430 – GO Bonds Capital Projects Fund 
 591 – Community Ed Workforce and Econ Dev Fund 
 597 – Entrepreneurial Funds 
 690 – Retiree Health Benefits Fund 
 711 – Associated Students Trust Fund 
 722 – Student Rep Fee Trust Fund 
 731 – Student Body Center Fee Trust Fund 
 741 – Student Financial Aid Trust Fund 
 751 – Land Corp Endowment Fund 
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 752 – Scholarship Fund 
 791 – OPEB Trust Fund 
 792 – Pension Stabilization Trust Fund 
 820 – Scholarship and Loan Agency Fund 
 830 – Foundation Agency Fund 
 999 – Entity Wide Fund 
  
 
Organization – This six-character code identifies a unit of budgetary responsibility and/or 
departments within an institution.  The first digit in the sequence identifies the location. 
 
 1XXXXX – West Valley College 
 2XXXXX – Mission College 
 3XXXXX – District Services 
 4XXXXX – Capital Projects  
 
Account – This six-character code identifies accounts, such as the general ledger and the 
operating ledger accounts. 
 
 9 – Balance sheet account (Assets, Liabilities, Equity) 
 8 – Revenues 
 1 – Expense (Certificated Salary) 
 2 – Expense (Classified Salary) 
 3 – Expense (Benefits) 
 4 – Expense (Supplies and Materials) 
 5 – Expense (Operating) 
 6 – Expense (Capital Outlay) 
 7 – Expense (Transfers/Other Outgo) 
 
Program – This six numeric character code identifies a function and enables the 
institution to establish a method of classifying transactions across organizations and 
accounts. The numbers represent classification of expenditures by activity, which reflects 
the purpose of the expenditures; it shows the aspect of college-district operations 
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benefited by the expenditure.  Generally, all activities can be classified as either 
instructional or administrative and support (non-instructional).  Programs are used to 
classify the expenditures for reporting purposes. 
 
 010000-5900XX  Instructional Programs 
 600000-7900XX    Non-instructional Programs 
 800000-8XXXXX    Capital Projects 
 
Activity – Used by the college to track special activities.  They are assigned and 
administered by college staff.  Activity code is not a required field for requisitions, 
expense transfers, budget transfers, and budget check. 
 
Location – This three-numeric character is used to identify the location for fixed asset.  
They are not used in the account string and are not a required field for requisitions, 
expense transfers, budget transfers, and budget check. 

 Commonly Used Account Codes with Pool Budget 
4100 Supplies and Materials 
  410000 Supplies Budget Pool 
  410001 Books and Magazines  
  410003 Duplicating  
  410004 Supplies and Materials 
  410005 Food 
    
5000 Utilities and Housekeeping Services 
  500000 Utilities Budget Pool 
  500001 Gasoline 
  500002 Natural Gas 
  500003 Trash 
  500004 Water 
  500005 Sewer 
  500006 Housekeeping 
  500007 Telephone 
  500008 Radio and Cell Phone 
  500009 Computer Line Charges 
  500010 Electricity 
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5001 General Operating Expense and Svc 
  500100 Gen Oper Exp Pool 
  500101 Audit 
  500102 Awards 
  500103 CC E Commerce Charges 
  500104 Contract Services 
  500105 Consultant Services 
  500106 Depreciation 
  500107 Dues and Membership 
  500108 Election 
  500109 Fingerprinting and Livescans 
  500110 Insurance 
  500111 Interest Expense 
  500112 Legal Services 
  500113 Postage 
  500114 Rents and Leases 
  500115 Repairs and Maint to Equipt 
  500116 Repairs and Maint to Building 
  500117 Software License and Purchase 
  500118 Travel and Conference 
  500119 Bad Debt Allowance 
  500120 Collection Agency 
  500121 Collections Write Off Fee 
  500122 Indirect Cost 
  500123 STRS and PERS Penalties 
  500124 Mileage 
  500125 Team and Student Travel 
  500126 Professional Services 
  500127 Printing Services 
  500128 Bank Charges 
  500129 Shipping Charges 
  500130 Investment Loss 
  500131 Medical Services 
  500132 ASB Student Stipends 
  500133 Over Cashier Sessions 
  500134 Short Cashier Sessions 
  500135 Over and Short Reconciliation 
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  500136 Staff Credit Card Clearing 
  500137 Advertising 
  500138 Candidate Travel Reimbursement 
  500139 Training and Staff Development 
  500140 Tuition Reimbursement 
  500141 Student Transportation 
  500195 Assoc Stud Activities 
  500196 Assoc Stud Administrative Fees 
  500197 Student Club Activities 
  500198 Contra Account 
  500199 Misc Prior Year Adjustments 
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Salary and Benefits Account Codes Separated by Instruction/Non-Instruction 
Program Code:   010000 – 5900XX Program Code: 600000 – 7900XX 

INSTRUCTION NON-INSTRUCTION 

CERT 110010 FT Instructors CERT 120010 Administrators/Deans 

CERT 110011 FT Couns & Libr in Load Teach. CERT 120021 Reassigned Time for Shared Gov 

CERT 110015 FT Lab Faculty Specialist CERT 120022 Reassigned Time for Faculty 

CERT 110080 FT Sabbatical Leave CERT 120024 Reassigned Time for Dept Chair 

CERT 110081 FT Banked Leave CERT 120025 Reassigned Time for WVMAFT 

CERT 110082 FT Rejuvenation & Retraining (R&R) Leave CERT 120026 Reassigned Time College Funds 
 

  CERT 120027 Reassigned Time Other 

   CERT 120029 FT Faculty Coordinators  

   CERT 120030 FT Counselors 

   CERT 120032 FT Academic  

   CERT 120035 FT Librarian 

   CERT 120080 FT Sabbatical Leave  

   CERT 120081 FT Banked Leave 

   CERT 120082 FT Rejuvenation & Retraining (R&R) Leave  

       

CERT 130010 PT Faculty Instruction CERT 140010 PT Faculty Noninstructional 

CERT 130012 PT Stipends Instruction CERT 140015 PT Stipends Noninstructional 

CERT 130015 PT Instructional Lab Faculty CERT 140016 PT Overload Assignment Noninstructional 

CERT 130016 PT Substitute Instruction CERT 140030 PT Counselors Noninstructional 

CERT 130017 Overload Instruction CERT 140035 PT Librarians Noninstructional 

CERT 130080 PT Sabbatical Leave Replacement    
      

CLSF 220000 FT Instructional Aides CLSF 210010 FT Classified  

   CLSF 210020 FT Management 

   CLSF 210030 FT Police 
   CLSF 210031 FT Police Holiday Regular 
   CLSF 210050 FT Supervisors 
   CLSF 210060 FT Confidential 

CLSF 240010 PT Instructional Aides CLSF 230010 PT Hourly Classified 

CLSF 240050 PT Instructional Aides Special CLSF 230011 Board Member 

   CLSF 230016 Fee Supported Instr 

   CLSF 230020 Classified Overtime 

   CLSF 230025 PT Classified Replacements 

   CLSF 230050 PT Classified Special Services 

     310020 STRS 

     311020 PERS 

    312020 Apple 
     320020 OASDI 

    321020 Medicare 
     322020 UI 
    323020 Worker's Comp 
     330020 Health & Welfare (H & W) 
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Getting into Banner  

Accessing Self Service Banner (SSB9/Banner 9) 

Step 1a: Log onto the District website and click the “Log In” icon.  Log in using your SSO 
credentials (email and password). 

 

Step 1b: Click on Banner link.  
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Step 1c: Click on the appropriate link to access the various modules in Banner 9. This page 
also provides training materials for Banner Navigation. 
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Accessing Banner INB (Internet Native Banner)/Administrative 

Note:  Banner INB is only available using the district network and is not accessible 
through the web unless you are using the District’s Remote Desktop Connection. 

Follow steps 1A and 1B above.  

Step 1C: Click on “Banner Admin PROD (AppNav).” 

 

The next screen shows the access page for Banner INB: 
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Initiate Transfers (Budget and Expense) in Banner 9 
 

Step 1:  Access Banner 9 and select “Finance Self-Service”.  Select “My Journals” from 
the menu.  

 

 

Step 2a:  Click on “Create Journal” to initiate a new journal.    Options to copy journal, 
reverse journal, and recall journal are available by clicking on the three dots to the right 
of each journal.  Recall options are only available for draft and pending journals. Options 
to view draft journals, pending journals, and completed journals are available under 
“View Document”. 
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Step 2b: Complete fields highlighted in yellow.  They will copy over to the fields on the 
journal in the next screen. 

• Transaction Date is the posting date. 
• Journal Type: It is important to select the proper journal type as it can lead to 

different approval routing.  Select one of the following codes: 

College  District          
JC5  JD5 + or - Expense Transfer (same fund)    
JC6  JD6 + or - Expense Transfer (between different funds)   
BC4  BD4 + or - Budget Transfer      

 

Budget Transfers are intended to realign budget within the same fund.  It is 
important to note that transfers are not allowed if budget is not available.  
Budget transfers are in whole numbers and should not include cents.    
Expense Transfers are intended to move actual expenditures from one 
account to another to correct the original posting.  Expenses can be moved 
between funds.   
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• Description: Provide a brief description of expense/budget transfer (maximum of 
35 alphanumeric characters). 
Examples of descriptions: 

 Budget Transfer: 
-Realign budget (backup is optional) 
-Budget : Purchase of Passenger Van 
 Expense Transfer: 
-J Smith CC 3/23/2026 (clearing credit card) 
-Corr PR 5/30 JSmith fr/to (correct salary account only) 
-Corr I0012345 fr 110000 to 136000 (change Fund for an invoice) 
-Trans fr Fund 110000 to 120000 (Interfund transfer) 
-Check #/Name of Payor or Remitter (Revenues) 

 
• Bank Code: It is used for JC6 and JD6 for expense transfer between two different 

funds.  Select bank code ‘00’ Cash in county treasury general fund. 
 

• Budget Period.  Change the default budget period of 01 based on the 
corresponding month of the transaction date, e.g., transaction date June 26 should 
have the budget period of 12. 

For Expense transfers, the budget period can be left blank as the system uses the 
transaction date to assign the budget period on the journal. 

 

01 July   07 January 
02 August   08 February 
03 September   09 March 
04 October   10 April 
05 November   11 May 
06 December   12 June 
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• Click on ‘CREATE’ to create the journal.  
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Step 2c: Fill in the FOAP, Amount, and +/- and select ‘ADD ACCOUNTING’ to add the 
account string to the journal. 

• Enter the FOAP. 
• Enter the amount. 
• Debit/Credit Field: (+) represents an increase and (-) represents decrease. 
• After all the information has been entered, click on ‘ADD ACCOUNTING’ to add the 

account string and amount to the journal.  The system will assign a journal number 
after clicking on ‘ADD ACCOUNTING’.  Repeat the process to add additional 
accounts. 
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Step 2d:  After entering accounts, you can load the back-up by clicking the paper clip icon. 
All back-up should be in PDF format. 

 

Click the “Attach file” link. 

 

Locate the file to be uploaded by clicking “Browse”. 
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Click the document and click “Open” at the bottom of the screen. 

 

 

 

Verify the file as shown under File Path.  Click “Upload”. 
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The message will show in the upper right-hand corner. 

 

Go back to the journal screen to continue. 
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Step 2d:  After the journal is complete, click on the green ‘Submit Journal’ option on the 
bottom right of the screen.  Select ‘YES’ to submit the journal. 

 

 

 

 

Step 3:  Follow the steps for loading supporting documents in the next section to load 
supporting documents for expense transfers.   
Examples of supporting documents include: invoices, GL report, spreadsheet, e-mail 
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Loading Supporting Documents in Banner Document 
Management (BDM)  

BDM provides users with the capability to load and index documents into Banner.  The 
steps below guide users on how to load digital PDF documents and index the documents. 

Step 1:  Go to wvm.edu, select BDM under “Other Applications.” 
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Step 2:  Under Applications, select B-F-DOCS. 

 

Step 3a:  Click on New Document  

 

Step 3b: Fill-in the following fields: 
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Step 4:  Click on the plus   icon to add new document.   

 

Step 5:  Click on the Browse button to retrieve the document on the desktop to load in 
BDM.  After selecting the file, click on Upload to load the document in BDM. 

 

Step 6:  Validate the document in BDM and click on Save. 

Step 7:  Click on the (X) in the top right corner to exit BDM. 

 

Note:   Supporting documents for journals cannot be accessed through SSB once posted.  
You will have to log in directly to BDM to view the supporting backup documents. 
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Viewing Documents (Journals, Requisitions, POs and 
Invoices) Processed in SSB and INB 

Viewing Documents in SSB 
 
The Finance SSB View Document form allows end users to view detailed information 
about a document (requisition, purchase order, invoice, journal voucher, encumbrance, 
or direct cash receipt). This option allows you to see all documents that exist in INB and 
SSB. 
 
Step 1:  Select View Document within Finance. 
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Step 2:  To display the details of a document, enter parameters, then select View 
Document.  If you do not know the document number, select Document Number to 
access the Code Lookup feature. This enables you to perform a query and obtain a list of 
document numbers to choose from.  Leave all other selections to default to original 
setting. 
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Step 3:  To display related documents and approval history for a document, enter 
parameters then select Approvals and Related Documents.   
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Viewing Documents by User in Banner INB (make change to journal) 

Step 1:  Go to form FOADOCU to query documents by user. 

Step 2a:  Enter the user name in the Original User ID box and click on Go to view all 
documents by user.  You can select a specific document number or type, i.e., JV for 
journals, INV for invoices, etc. 

 

 

Step 2b: Highlight the row in blue, click on Related, and select Query Document to view 
the detailed document/journal. 

 

 

Step 3:  Click on Go to view detail document/journal. 
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Step 4: Click on Retrieve to view the supporting document in Banner Document 
Management (BDM).  

 

 

Optional:  This form may also be used to make corrections to expense transfer. 

• Select the line for the document you need to deny and click the deny icon   

 

• Once the journal is denied, it will have “incomplete” status. Go to the journal form, 
i.e, FGAJVCD, FGAJVCM, or FGAJVCQ to make the changes and complete it OR to 
delete the journal, Note: Once the journal is approved, you cannot use the 
FOADOCU form to deny/disapprove your own journal. 
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Banner FUPLOAD Process (Upload Journals in 
INB/Administrative) 

 

The FUPLOAD process allows loading journals with more than five lines into Banner INB.  
The steps below will guide users to complete the upload template. 

College  District          
JC5  JD5 + or - Expense Transfer (same fund)    
JC6  JD6 + or - Expense Transfer (between different funds)   

    Use bank code 00 - Requires bank code, but does not touch bank funds. 

BC4  BD4 + or - Budget Transfer     

    Expense = +  Revenue = +     

    Expense = -  Revenue = -     
 

Step 1: FUPLOAD Journal Entry Template: Set up a template for each Rule Code (see the 
example below for a budget transfer using Rule Code BC4). Do not change any format in 
this template, or the upload will not work. 

 

1. Column A - place the number “1” on each row that has a transaction. 
2. Column H – Use T for today or enter date format: yyyymmdd (20260401) for 

April 1, 2026.   
3. Column K - key in the rule code to be used BC4, JC5, JC6, BD4, JD5, and  

 JD6. 
4. Column L - key in the letter ‘D’ for District Chart of Accounts. 
5. Column N - key in the Fund. 
6. Column O - key in the Organization. 
7. Column P - key in the Account. 
8. Column Q - key in the Program. 
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9. Column V - key in the Amount to be transferred. Hash total is automatically 
   calculated.  It is the absolute value, which is the document total. 

10.  Column W - key in the (+) or (-). 
11.  Column Y - key in the description for each line (description needs to be   

   clear).  Refer to page 19 for examples of descriptions.  
12.  Column Z – is only required for JC6 and JD6 for expense transfers between  

   two different funds. Bank Code should be “00”. 
13. Column AO – (Optional) Enter document text on the first line only, if      

desired. 
 
Note: Transfer using rule code BC4 is used for new grant or adjustments to 
revenues.  Plus (+) sign is used in column W to indicate an increase in budget for 
revenue and expense. 

 

Step 2: After completing the Journal Entry template, send the Excel template and 
supporting documents as a PDF via e-mail to the college Administrative Services Office 
for review and approval.  After approval, College Administrative Services Staff will 
forward the e-mail with the attached documents to District.Finance@wvm.edu for 
processing. 

 
 

 

 

 

mailto:District.Finance@wvm.edu


    

37 
 

West Valley-Mission CCD Training Manual Version 5 

 

Argos Reports 
Accessing Argos Reports 

Step 1:  Select ARGOS on the main page. 

 

 



    

38 
 

West Valley-Mission CCD Training Manual Version 5 

 

Step 2: Sign in using your computer login.  Contact IS Help Desk at (408) 741-2696 if you 
are unable to log in. 

 

Step 3: Select Argos by clicking on the selection below.  Click “Open” on the Launch 
Application dialogue box. 
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Step 4: Select the Finance folder by clicking on the folder identified below. 

 

 

Step 5: Select one of the Operating Ledger datablocks.  This option will allow users to 
view revenue and expense actuals, encumbrances, and budget information.  The DW 
version allows the capability of copying data to an Excel spreadsheet.  The Expanded 
version provides descriptions for each component of the chart of accounts. 
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Step 6: Select Run Dashboard to view report criteria selection. 

 

 
Step 7:  Select criteria for report by completing the specific selections on the screen. 
Report Type – Users have the option to select expense, revenue, or both. 
Chart of Accounts – Report will always default to chart ‘D’ for District chart.   
Fiscal Period – Select the period to display on report. 
Specify FOAP Range(s) – Click on Specify FOAP Range(s) to see additional selection 
criteria. 
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Selection can be specific or by range for each component of the FOAP.  After the 
selection is made, click Run to view the selected data at the bottom of the page.  For the 
example below, only fund 139000 was selected. 

 

Optional: See below for data output.  To copy data and paste to excel, click anywhere on 
the bottom portion of the screen and select Copy All.  Open excel and paste to 
spreadsheet. 
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Click the Parameters tab to return to the main page.  

 

 

Select report format by clicking on one of the selections under Description. 

 

Click on the drop down arrow and select the type of report to complete criteria select.  
The selection should match the layout type.  Options are Budget Availability – with FOAP 
or Transaction Detail. 
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Step 8:  Select one of the icons below to view, save, send e-mail, or print report. 

  

 

Step 9 (Optional):  To save criteria selection, select Save Current Settings in the 
Dashboard Options drop down menu.  This will allow users to retrieve the same criteria 
selection in the future. 
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Fill in the Name and Description of the report.  Place a check mark in the Share with 
other users if this report is intended to be shared. 
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OPTIONAL - Querying Department Budget and Transaction 
History 

Users have an option to view budget and transaction history in SSB and INB.  

Querying Department Budget in SSB 
Step 1:  Go into SSB and click on My Finance Query 

 

 

Step 2a: Choose “New Query”.  For Budget Query to be successful, a user must enter a 
value in the Chart of Accounts fields (Fund, Organization, Account, Program, Activity).  All 
information retrieved are through the fiscal year to date.   
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Select Budget Status by Account on the drop down menu, enter the FOAP  
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To perform a comparison query, select a Comparison Fiscal Year and Period in addition 
to the required Fiscal year and Period. With this selection, all details retrieved will be 
placed next to the corresponding comparison fiscal period.  Place a check mark in the box 
next to Include Revenue Accounts to see revenue accounts.  
 

 

 

Step 2b:  Select the data columns to display on the report by clicking in the box to insert a 
check mark. The setting will default to the selection for future queries.     
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Step 2c: Once the report output is displayed, Click the save icon and enter the Report 
Name and click Save if you would like to save the query for future use.  
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Step 2d:  Select an amount in blue to retrieve detail information for the amount. 

Step 2e:  To save the report output, click on the save icon and enter the name of the 
report and click SAVE.   

 

 



    

50 
 

West Valley-Mission CCD Training Manual Version 5 

 

          

 

To retrieve an existing query, choose “Saved Queries” 
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Step 2f:  Users have the option to download data to a Microsoft Excel spreadsheet by 
using the Download button.   

 

 Under Health column, 
  Red means the available budget is 20% or lower 
  Orange means the available budget is between 21% to 60% 
  Green means the available budget is more than 60% 

 Step 2g:  Select New Query if you want to query another group of accounts or click My 
Finance to go back to the main page. 
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Step 3:  The Budget Status by Organizational Hierarchy option in the drop down menu 
allow users to view budget by organizational hierarchy.  This query functions the same as 
the Budget Status by Account.  The only difference is users can enter different non-data 
enterable organization hierarchy (for example: 1,100, 2,200, 3,304). 

 
  

 



    

53 
 

West Valley-Mission CCD Training Manual Version 5 

 

 

       

 

 

       

 

Step 4:  The Budget Quick Query on the drop down menu allows users to view budget by 
Adjusted Budget, Year-to-Date, Commitments, and Available Balance.  This query 
functions the same as the Budget Status by Account and the Budget Status by 
Organizational Hierarchy.  The only exception is that this option does not allow the 
selection of columns for the report output and it does not allow the viewing of detailed 
document information.   
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Querying Department Budget in INB/Administrative 
The five forms below allow end users the ability to view budget information in Banner. 

FGIBDST Organizational Budget Status View Posting in Operating Ledger (Revenue and 
Expense) 

FGIBAVL Budget Availability Status 
View budget availability for a selected fund, 
organization, account, and program combination. 
View any pending journals for the account selected 

FGITRND Detail Transaction Activity View detailed transaction activity for operating 
ledger accounts 

FGIBSUM Budget Summary  
View summarized budget information by user-
defined account type for a selected 
organization/fund combination 

FGIENCD Detail Encumbrance Activity View purchase order showing the vendor, invoices, 
status and remaining balance of the PO. 

 

FGIBDST allows end users to query the organizational status of accounts on adjusted 
budget, year-to-date activity, budget commitments, and available balance for selected 
fund, organization, account, and program combinations.  The numbers reflect all posted 
transactions.  Pending documents in approval queues are not included in query. 

Step 1:  Enter information for Chart, Fiscal Year, FOAP, and Account Type and click on Go.  
• Chart and Fiscal Year are required. (Chart D = District) 
• Any FOAP selection must be data enterable (Six digits).  Users are not required to 

fill in the complete FOAP. 
• Account Type is level 2 only. It is not required. 
• To include revenue budget, user must click on the box next to Include Revenue 

Account to insert a check mark. 
Note: Adjusted Budget is the current working budget.  YTD Activity is the year-to-
date actuals.  Commitments are the encumbrances. 
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Step 2:  View the detail that makes up the total in a specific account by clicking on the 
RELATED tab and select Transaction Detail Information [FGITRND].  This selection will 
lead to FGITRND.  Make sure the cursor is on the field that you intend to query. 
 

 
 

Step 3: Place the cursor in the document type that you would like to query and click on 
the Related tab and select Query Document to view a specific document within the 
account.   Click on GO to view detail. 
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FGIBAVL allows users to query the status of budget availability.  The form provides 
current information on adjusted budget, year-to-date activity, budget reservations, and 
available balance for selected fund, organization, account, and program combinations.  
The amount reflects all posted transactions, pending documents in approval queues, and 
incomplete documents with accounting information tied to them. 

Step 1:  Enter information for Chart, Fiscal Year, and FOAP then select GO.  
• Chart and Fiscal Year are required. (Chart D = District) 
• Require FOAP selection must be data enterable (Six digits).   
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Step 2:  The Pending Documents column is “YES” if there are unposted documents or 
pending documents.  To view the unposted documents affecting available balance, select 
the row with the Pending Documents and then click on Related tab and select Pending 
Documents (FGITINP).  The example below indicates there are no pending documents.  
Form FGITINP provides the capability to view the pending documents before they are 
posted and visible with operating ledger queries. 
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FGITRND allows end users to query the detailed transaction activity for selected revenue 
and expense account combinations.  Banner will list all documents for the account 
number.  Users will be able to see the detail activity, which adds up to the total amount 
in the account number.  Users can access this form thought FGIBDST, under Related tab. 

FGIBSUM allows end users to query the organizational account status at an account type 
summary level. The numbers reflect all posted transactions.  Pending documents in 
approval queues are not included in query. 

Enter information for Chart, Fiscal Year, Fund, and Organization then click “Go” to view 
the results.  

• Chart and Fiscal Year are required. (Chart D = District) 
• Require Fund and Organization selection must be data enterable (six digit)  
• Displays only approved and posted transactions. 
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FGIENCD is helpful for viewing purchase order balances and see payments paid against 
the PO. 

Enter PO number on the Encumbrance field. 
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Query Vendor and Payment Information in INB 
The steps below will guide users to view vendor invoice and payment transaction in INB. 

Access the vendor detail history form FAIVNDH to retrieve invoice or payment 
information.   

Step 1:  Enter a Vendor ID in the Vendor field or click the ellipses/search  icon to the 
right of the vendor box and select Entity Name/ID Search (FTIIDEN) to retrieve an 
existing vendor.  

 

Step 2: Click on “Entity Name.ID Search” 

 

 

Step 3: Type Company Name under Last Name.  Using wild character % before and after a 
text will provide more data. 
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Step 4:  Select the vendor by double clicking on the ID. 

 

Step 5: Click on Go to view list of vendor invoice and payment information. 
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Approving and Disapproving Documents 

Approving and Disapproving Documents in SSB9 
Step 1:  Access SSB9 and click on Approve Documents within Finance to approve or 
disapprove documents. 

 

Step 2:  The system will display the User ID.  Select User ID is next approver to see 
documents in queue that requires approval.  To view all documents that may require 
approval, select All documents User may approve.  Click on Submit to see the list of 
documents.  There is an option to enter the single document number and approve. 
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Step 3a:  Click on the document number to see the detail document.  Click on the paper 

clip under Attachments to view supporting documents. Select  symbol under  History 
to view the levels of approvals and approval history. Click on the document number to 
review and Approve to approve document.  
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Step 3b:  After clicking Approve or Disapprove, the screen below will appear.  Select 
Approve to continue process. 
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When a document (Budget or Expense Transfers) is disapproved: 
• The person disapproving the document needs to notify the initiator and provide an 

explanation. 
• The option to recall a document to make corrections is only available if the 

document has not been posted. 
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OPTIONAL - Approving Documents in INB/Administrative 

The forms below will allow users to approve documents and perform approval related 
inquiries as it pertains to documents in approval queue and approval history. 

FOAUAPP User Approval  Approve documents 

FOAAINP Document Approval  Display all the queues/levels responsible for the approval of a 
specified document 

FOIAINP Approvals Notification  Display all documents that await your approval 

 

Note:  When users (as approvers) log into INB daily and attempt to go to any form, an 
approval notification will automatically display on the screen notifying users of pending 
documents that require their approval. Approvers can either go to SSB or INB to approve.     

 

Example below shows a timesheet that is pending approval. 
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Approving documents through FOAUAPP 

Step 1:  After activating FOAUAPP form, the user ID for the individual logging-in should 
automatically populate.  Click on Go to see documents that require user approver. 

 

Note:  To see all documents pending approval Districtwide for all users, do not enter a 
User ID. 

      

Step 2:  Approvers can click on Detail to see detail information pertaining to the 
document.  After viewing, click on ‘X’ in the top left corner to go back to FOAUAPP.   
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Step 3: Click on the Retrieve button to view supporting documents in BDM. 

  

Step 4:  Select Approve or Disapprove.  Write down the journal number for your record.  
For disapproved documents, users will be able to type an explanatory message to say why 
the document was disapproved.  Notify users and approvers for the disapproved journal. 
Click on Save located in the bottom right on the screen to complete the process.  
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Step 5:  Optional: Choose a document and click on the Queues button to determine who 
the next approvers are. Select the queue ID by placing the cursor on the row and the 
name of the approvers will appear in the approver list. 
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Displaying Approval History for a Specific Document 

The Document Approval History Form FOIAPPH displays the approval history for a 
specified document.  This form best illustrates approval tracking for a document.  
 
Access the Document Approval History Form FOIAPPH.  Enter the document number and 
press F8 click Go to view the approval history for the document. 
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Review of Finance Forms and Procedures 
 

Go to wvm.edu, under District Services->Financial Services and select Budget and 
Accounting or Payroll to access the forms and procedures. 
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Check Request (AP 6310) 
The Check Request Form shall not be used to pay for the purchase of equipment and 
furniture.  All equipment and furniture purchases must go through General Services.     

To request payment for items that cannot be purchased using a purchase order or to 
request reimbursement for items that cannot be reimbursed through petty cash, 
employees should adhere to the following: 

• Check requests shall be used in the following situations when a purchase order is not 
an option: 

o Registration fees/conference fees 
o Employee reimbursements 
o Memberships 
o Subscriptions 
o Received Materials and Services 

 
• Original detailed receipts and/or appropriate back-up documentation are required 

for reimbursement or payment.  The Check Request Form, along with original 
receipts, shall be submitted no later than 45 days after receiving the invoice, event, 
or purchase.  

 

Special circumstances will be allowed, but must have the approval of the College Vice 
President of Administrative Services or the District Executive Director of Financial Services.  
An employee cannot authorize payment for himself or herself.  His/her supervisor must 
sign the Check Request Form to reimburse a budget administrator. 

Common cause of payment/reimbursement delays: 
1. Missing itemized receipts 
2. Missing proper signatures 
3. Incomplete form (e.g., address, missing FOAP, etc.) 
4. No budget 
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Travel and Conference Reimbursement (AP 6311 in process of being updated) 

District employees and members of the Board of Trustees are entitled to request 
reimbursement for travel and conferences made on the District’s behalf.  All claims for 
reimbursement must be accompanied by original receipts. The claim shall be submitted 
no later than 45 days after the date of travel.  

Prior Board approval must be obtained for any travel at District expense if the total travel 
expense will exceed $10,000 for any one event or purpose, without regard to the number 
of individuals traveling.  

If the employee is issued a District credit card, the employee should use the card to pay 
for all expenses related to official business travel, including event registration, lodging, 
meals, and transportation. Meals shall not exceed the per diem rates. 

Employees shall make their own travel arrangements.  

It is the District’s intent that no employee shall incur a personal financial gain as a result 
of traveling on district business. 

Prior to travel  

Prior to traveling for a district-related conference or event, the employee must complete 
“Section I” of the Conference Attendance Reimbursement form and submit it to his/her 
supervisor/budget administrator for approval regardless of the funding source. Once 
approved, retain the form and complete it after attending the conference.  

Prepayment 

Prepayment for registration, hotel, and airfare may be made through a District/personal 
credit card or a check request.  Claims for prepayment reimbursements may be 
processed upon incurring the cost and prior to the conference or event. The employee 
shall submit a check request for each vendor who is to receive a check for prepayment. A 
copy of the approved and signed conference attendance form and back-up 
documentation for the prepayment expenses must accompany the check request.  

Upon completion of travel  

After the conference, complete “Section II” of the original form (including all prepaid 
expenses), attach all applicable original receipts, secure appropriate approval signatures, 
and submit the form to Accounts Payable. The reimbursement request should include all 
expenses (hotel, airfare, car rental, mileage etc.) for the one event. The form and 
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documentation will be reviewed by Accounts Payable prior to issuing a reimbursement 
check or ACH transfer. 

Meals  

For a one-day trip (less than 24 hours) that does not require an overnight stay, no meal 
reimbursement will be provided. 

For trips that exceed 24 hours, the average of the daily California per diem meal 
reimbursement rate established by the U.S. General Services Administration shall be 
applied. Employees are not eligible for meal reimbursement if the conference is providing 
the meals or if the meals are charged on a District-issued credit card. If meals are charged 
on a District-issued credit card, the employee will be responsible for the difference of the 
actual charge and the per-diem limit.  

Rental Cars  

The standard size for automobile rental is a “compact” unless more than two employees 
share a single vehicle. Car rentals are allowed one day before or after the conference.  

There will be no reimbursement for car rentals that are beyond the conference period.  

Airfare  

Air travel shall be by regularly scheduled airlines in coach class with standard check-in.  
All expenses above the regular coach class and standard check-in  will not be reimbursed 
by the District. Upgrading to a more expensive class or early check-in is allowed but only 
at the employee’s expense.  

Hotel  

While traveling on District business, employees are encouraged to stay at moderately 
priced hotels. Employees are also encouraged to stay within the hotel where the 
conference is taking place. Expense items for the following will not be reimbursed: 
expenses for spouse or children, personal use items, hotel laundry, in-house movies, 
alcoholic beverages, telephone calls or wireless internet (other than for 
Conference/District business). Hotel stays are allowed one day before or no more than 
one day after the conference, depending on the location of the conference. Hotel stay 
that exceeds the conference period will be at the employee’s expense.  
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Mileage  

Mileage for the use of a personal vehicle will be reimbursed at the current IRS-approved 
rate. The rate is intended to cover all costs associated with operation of the vehicle, 
including insurance, repairs, fuel, and other operating expenses. In most cases 
reimbursement will be based upon the distance from the District/College to the 
conference destination using the “Standard Mileage” list. If the destination is not 
identified on the “Standard Mileage” list, you may be asked to provide an internet map 
showing the total miles traveled. If attending a meeting or conference, a copy of the 
agenda or announcement with location and date must also be provided (excluding 
meetings at the District or colleges).  

When traveling between campuses, mileage may be claimed for roundtrip travel if the 
employee is returning to his/her primary work location to continue the workday.  If the 
employee travels to the sister college and ends his/her work day at that location, mileage 
may only be claimed one way.  If an employee starts and/or ends his/her workday at a 
location other than the primary work location, mileage may be claimed from the primary 
work location to the off-site work location (not including District sites). 

Mileage expenses may be allowed between the employee’s residence and the common 
carrier or destination if the business travel originates or terminates before or after the 
employee’s working hours, or during a regularly scheduled day off. Under all 
circumstances, the shortest route should be chosen for mileage reimbursement purpose. 
Mileage for personal excursions while at a conference will not be reimbursed. If it is 
determined that airfare to the conference/event, plus the estimated cost of a rental car, 
would have been less expensive than the reimbursement for using a personal vehicle, the 
employee will be reimbursed at the cost of the airfare, plus the estimated cost of a rental 
car.  

Claims for mileage reimbursements may be submitted as frequently as needed, but at 
least once a quarter.   

The use of personal vehicles by employees on District business is at the employee’s own 
risk.  An employee’s personal vehicle insurance is considered primary coverage. 
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Petty Cash (AP 6300) 
Petty cash in the amount of $5,000 is held in each college A&R Office for the purpose of 
covering minor expenditures that may arise.  Requests can be made to reimburse 
employees for the purchase of supplies and postage expenditures of $100 or less.  Supplies 
are defined as items costing $100 or less that are necessary to sustain or conduct day-to-
day business of a particular department. 

Requests are limited to an aggregate of $100 per employee, per month.  Multiple receipts 
may be submitted. Splitting an expense of $100 between two or more employees is not 
allowed.  Requests must have the signature of the appropriate budget administrator and 
the Vice President of Administrative Services or designee.   

Original receipts must accompany each request and must contain: transaction date, vendor 
name and address, a detailed list of the items purchased, the cost of each item, and the 
total cost of all items.  Copies of receipts and/or calculator tapes will not be accepted.  
Merchandise purchased on-line must be delivered to the District Warehouse in order to 
receive reimbursement.  Items delivered to personal addresses will not be reimbursed.   

Petty Cash requests must be submitted within 45 days of the date of the transaction. 

Petty Cash requests will not be processed for reimbursement of food for meetings. 

District Finance will conduct a random audit of Petty Cash. Budget Administrators will be 
held accountable for improprieties identified by the Finance Department. 
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District Credit Cards (AP 6330) 
A Procurement Card Program is a credit card program that enables the District to expedite 
the purchase and accounting of low-cost and frequently needed items and execute 
transactions that may not accept Purchase Orders. In all such cases, the District shall follow 
procedures that provide checks and balances for the procurement methods in use.  All use 
of credit cards shall be for official district and college business purposes. The cardholder 
shall be personally liable for inappropriate and unauthorized charges and shall be 
personally responsible for the settlement of any dispute on any purchase with a vendor. 
The cardholder shall reimburse the District immediately for any such charges with a 
personal check made payable to “West Valley-Mission Community College District.”  
 
The cardholder shall hold a regularly established permanent position at the District and 
shall agree to all terms and conditions established for the issuance of a District credit card.  
Card issuance requires approval from the requester’s budget administrator, the 
appropriate Vice President of Administrative Services for the colleges, and the Vice 
Chancellor of Finance and Administration for District Services. The budget administrator is 
responsible for monitoring the budget to ensure the cardholder does not exceed their 
department budget. 
 
All merchandise purchases that are shipped shall be delivered to the district warehouse. 
 
The regular monthly credit card limits shall be set as follows: 
VP of Administrative Services   Up to $25,000 
Executives      Up to $10,000 
Admin. Assist./Managers/Athletic Coaches Up to $5,000 
All Others      Up to $1,000 
  
The following credit card transactions are prohibited:  

• Personal purchases. 
• Furniture and equipment, not limited to computers, copiers, printers, AV and media 

equipment, and/or telecommunication devices. 
• Contract Services, Consultants, and any type of service or licensing agreements 

(Examples: Lease Agreements, Rental Agreements, Professional Services 
Agreements, Independent Contractors, Instructors, Speakers, Performers, 
Maintenance/Repair Agreements, Facility Rental Agreements, and Equipment 
Rental Agreements). 

• Alcoholic beverages, narcotics, or any other controlled substances. 
• Gambling and contest or raffle expenses. 
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• Weapons, explosives, hazardous/toxic materials, or other items deemed by the 

District to be dangerous (excluding the District Police). 
• Cash advances, money orders, or other cash equivalent items. 
• Facility or building improvement goods or services (e.g., paint, carpet, window 

coverings). 
• Medical products, drugs, pharmaceutical products, or medical services. 
• Any purchase resulting in personal gain. 
• Gifts, donations, stipends, honorariums, or contributions to individuals or 

organizations. 
• Fuel for a personal vehicle. (Employees are eligible to submit mileage 

reimbursement if they use their vehicle for business purposes.) 
• If gratuity is included in the invoice or receipt, adding additional gratuity is not 

allowed. The total gratuity shall not exceed the minimum suggested amount on the 
bill. 

Exceptions may be authorized by the Vice Chancellor of Finance and Administration or 
designee. 
 
Advanced approval by the Vice Chancellor of Finance and Administration or designee is 
required before utilizing a credit card for the following purchases: 

• Food expenditures shall be reasonable and justifiable and must have a clearly 
defined business or educational purpose. All food purchases shall comply with the 
Food Purchases Operating Procedure. The credit card log shall include supporting 
documents for prior approval, a list of people attending the meeting/event, the 
reason for the meeting/event, and the itemized receipt of the expenses. The college 
President or designee may approve purchases up to $10,000. 

- Expenses for meals while attending a conference shall follow the travel and 
conference procedure. All meal amounts that exceed the per diem rate shall 
be reimbursed to the District. 

• Gift card purchases and distribution shall comply with the internal gift card 
operating procedure. 

• Software/computer or phone applications or software licenses.  
• Purchases from eBay or CraigsList. 

 
 
Safeguarding the credit card: 

• The cardholder shall sign his/her card immediately upon taking possession of the 
card.  
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• The cardholder shall immediately notify the Finance Department if the credit card is 

lost, stolen, or in the possession of an unauthorized person.  
• The cardholder shall take reasonable precautions with the credit card.  

- Keep the card in view after it is given to a clerk and re-securing it as soon as 
possible. 

- Verify the amounts on the receipt before signing. 
- Never lend the card to anyone. 
- Always secure the card and receipts. 
- Never give the card number over the phone unless you are dealing with a 

company you are sure is legitimate.  
- Whenever possible, use those vendors identified by the Purchasing 

Department. 
 
 
The district-issued credit card may be revoked for the following reasons:  

• Purchases that are prohibited as identified above. 
• Failure to submit the Monthly Credit Card Log and supporting documents (receipt, 

statement, invoice) to the College Administrative Office by its specified deadline, and 
to the District Finance Office on or before the 22nd of every month (30 days after the 
statement date).   

• Failure to transfer expenses from the credit card clearing account to the proper 
expense account every month. 

• Failure to provide information for any specific purchases. 
• Failure to provide the required information for food purchases including prior 

approval. 
• Repeated missing receipts. 
• Failure to adhere to the credit card policy and procedures. 

 
Any unauthorized use of the credit card may result in immediate suspension of the card 
and appropriate action shall be taken depending on the severity of the violation and at the 
discretion of the Vice Chancellor of Finance and Administration. 
 
The credit card is the property of the bank and the bank may, at any time, revoke card 
privileges under the provisions of its policies and procedures.   
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Credit card payments, expense posting/transfers, and reporting process: 
The statements are transmitted by the bank to the District on a monthly basis. The charges 
are posted to each department’s designated clearing account. Staff may retrieve or 
download the credit card statement online.  

1. It is the cardholder’s responsibility to complete the Monthly Credit Card Log Report: 
attach his/her monthly credit card receipts, supporting documents, credit card 
statement, and submit it to his/her supervisor and budget administrator for review 
and approval.  

o If missing a receipt, a Missing Receipt Form must be submitted with the 
monthly purchase report. 

o If the credit card was used for travel and conference costs, the cardholder 
must submit a copy of the approved Travel and Conference Form. 

2. The department manager and/or budget administrator shall validate each 
transaction on the credit card statement. The manager shall approve and date the 
report to acknowledge the appropriate expenditures and sufficient supporting 
documents.   

o It is the responsibility of the department manager to submit the approved 
Monthly Credit Card Log along with the credit card statements and the 
receipts to the Administrative Services Office for college staff and the Finance 
Office for district staff promptly.  

o The complete log, statements, and supporting documents shall be submitted 
to the Finance Office no later than 30 days after the statement date.  

3. The budget administrator is responsible for ensuring that expenses are transferred 
out of the credit card clearing account into the appropriate expense accounts every 
month. 

o Expense transfers are initiated through Self-Service Banner (SSB). A copy of 
the signed monthly Credit Card Log and a copy of the credit statement must 
be uploaded to SSB. 
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Payroll Process 

End-of-Month Payroll 

Payroll Forms and Timesheets 

1. Retrieve Timesheets 
• Access timesheets through the District’s Payroll website: www.wvm.edu 

 
• From the homepage, hover over District Services and select Payroll. 

 

 

• Select Form/Timesheets. 

  

http://www.wvm.edu/
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Important: Do not save the timesheet to your desktop, as forms are periodically updated. 
Always download a new copy from the Payroll website to ensure you are using the most 
current version. 
 

 

 

2.  Complete the Timesheets 
Ensure all sections of the timesheets are completed accurately before submission. 

Employee Information 
Please verify that the following employee information is complete and accurate: 

• Employee’s name. 
• G0 number (G#) – ensure belong to the employee 

Missing or incorrect employee information may delay payroll processing. 
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Signatures: 
• All required signatures must be included before payment can be processed. 
• Signatures must be either:  

- Original signatures, or 
- DocuSign signatures 

• If you serve as both the Supervisor and Budget Administrator, you must sign both 
signature lines. 

• Missing signatures will delay payroll processing. 

FOAP Information: 
• A valid FOAP must be included for the timesheet to be considered complete. 
• Payroll will not make changes to the FOAP information unless specifically 

instructed. 
• Missing or invalid FOAP information will delay payroll processing. 

Break Periods Requirements: 
Ensure employees are taking meal breaks in accordance with California labor laws. 

• A 30-minute meal break is required when working more than five (5) hours in a 
day. 

• An additional 30-minute meal break when working more than 12 hours in a day. 
• If the employee’s shift does not exceed 6 hours, the 30-minute meal break may be 

waived by mutual consent of both the supervisor and employee. 
• These labor law requirements do not apply to hourly counselors or police 

employees. 

Comment Box: 
Use the comments section when applicable. 

• If an employee works on a holiday, the supervisor's approval must be noted in the 
comments box. 

• If an employee’s regular working hours vary, document this in the comments box. 
• Missing required comments may delay payroll processing. 
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Timesheet Deadlines: 

• Payroll calendars are available on the district website. 

• Completed timesheet must be submitted to Payroll.services@wvm.edu by 5 pm on 
the due date. 
 

 

  

mailto:Payroll.services@wvm.edu
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Mid-Month Payroll: Web Time Entry  

Supervisor and Managers (Approvers) Responsibilities 

An Approver is an individual authorized to review, update, correct, return, and approve 
employee timesheets submitted through Web Time Entry (WTE). 

Approvers are responsible for ensuring that all department employees accurately record 
and submit their total hours worked for the current pay period by the established payroll 
deadline. 

Approvers must carefully review each timesheet to confirm that all hours and days 
worked are entered accurately. Any necessary corrections must be completed before the 
Approver’s deadline to ensure employees are paid accurately and on time. 

1. Designate at least two Proxies to perform timesheet correction and approval 
responsibilities during your absence. 

2. Ensure employees have access to a computer to regularly enter their time in WTE. 

3. Train hourly employees on how to use Web Time Entry in SSB. 

4. Verify employees have initiated their timesheets at the beginning of each pay 
period. 

5. Ensure all employees submit their timesheets for approval by the employee WTE 
deadline. Notify the employees immediately if they have not submitted their 
timesheets. 

6. Review and approve timesheets by the Approver’s deadline to ensure timely payroll 
processing. 

Approver Checklist 

Before approving timesheets, confirm the following: 

• The employee has accurately entered the correct work dates and all hours worked. 

https://wvm.edu/services/fiscal/payroll/Forms/MM%20Payroll%20Calendar%20Deadlines%20July%20-%20Dec%202021.pdf
https://www.wvm.edu/services/financial/payroll/payroll-calendar.html
https://www.wvm.edu/services/financial/payroll/payroll-calendar.html


    

94 
 

West Valley-Mission CCD Training Manual Version 5 

 

• Any errors or missing entries have been corrected. 

• All timesheets are approved by the Approver’s deadline. 

• Notify the designated Proxy to review and approve timesheets if you will be 
unavailable. 

 

Assigning Proxy (Backup Approver) in SSB 

Approvers are responsible for setting up their own proxies within Banner Web Time 
Entry. Each approver must have (2) two or more proxies. Review your assigned proxies 
throughout the year to ensure sufficient coverage and avoid last-minute changes at the 
deadline. The proxy should be able to verify employees' time. 

As a general rule, the proxy should be at the same level or higher than the Approver. 

Why assign a Proxy? 

It is essential that your proxy know they are authorized to act on your behalf if you are 
absent, especially to approve and correct timesheets by the monthly Payroll deadline. 
Communicate with your employees so they know who your department proxy is. They 
will want to contact the proxy to correct any errors on their timesheet. 

1.) Select Approve Time under My Activities to access the employee's timesheets for 
approval. 
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2.)  Select the Proxy Super User link located in the top-right corner of the screen. 

 
 

3.) Under the Existing Proxies section, click Add a New Proxy. 
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4.) Enter the employee's name in the search box to assign them as a Proxy. 
Note: The Proxy must be a full-time employee at the same level or higher than the 
Approver 

 

5.) Select the employee who will serve as your proxy and click Save. 

 

6.) A confirmation message will appear in the top-right corner of the screen indicating 
your selection has been saved successfully. 
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7.) To assign additional Proxies, repeat Steps 3 through 5. 

 

8.) To remove a Proxy: 
- Select the checkbox next to the Proxy’s name 
- Click Delete Proxies 

 

9.) If the employee’s name does not appear in the search result, contact the IS-Help 
Desk for assistance. 
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Approving Timesheets 

Step 1: Log in to Self-Service Banner (SSB) 
Refer to page 10 for detailed SSB login instructions. 

Step 2: Access Employee Timesheets 
From My Activities, select Approve Time to review and approve employee timesheets. 

 

Step 3: Reviewing and Approving Timesheets 
Detailed instructions for reviewing, editing, correcting, and approving timesheets are 
available in the SSB9 WTE Training Procedures document. 

This document can be accessed through the District Payroll website: 

1. Visit the West Valley-Mission CCD website: www.wvm.edu 

  

http://www.wvm.edu/
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2. From the homepage, hover over District Services and select Payroll. 
 

 
 

3. Select Training Manuals and Guides to view available training materials. 
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4. Under Web Time Entry, select SSB9 WTE Training Procedures 
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WTE Common Issues and Solutions 

“There are errors on the timesheet that were not corrected before submitting for 
approval.” 

• If it is within the employee deadline, select the option “Return for Correction” and 
add a comment for why the time is being returned, i.e., no break, holiday hours, 
overtime, etc. 

• If it is after the employee deadline, do not return the time for correction. It is the 
approver’s responsibility to make corrections on behalf of the employee. See 
Editing Timesheets 

“I can see my employee entered hours, but I cannot approve them.” 
• The timesheet has a status of In-Progress. If it is before the employee deadline, you 

will not be able to approve in-progress time. See Timesheet Statuses 
-or- 

• After the employee deadline, timesheets with an In-Progress status have missed 
the submission date. The approver will need to push the hours to Pending status by 
submitting on behalf of the employee. Then the time can be edited (if necessary) 
and approved. 

“I am not the employee’s supervisor and I’m not comfortable with approving the 
hours.” 

• The approver is not necessarily the supervisor. The approver is approving the 
budget, not the hours. Please connect with the employee’s supervisor to confirm 
the hours before approving. 

“I am unable to approve the hours right now. Can payroll approve them for me?” 
• Payroll should not approve WTE. Please contact your proxy to approve if you are 

unavailable. See Assigning a Proxy 
  

https://www.wvm.edu/forms-documents/financial-services/payroll/web-time-entry/ssb9-wte-training-procedure-sept22.pdf
https://www.wvm.edu/forms-documents/financial-services/payroll/web-time-entry/ssb9-wte-training-procedure-sept22.pdf
https://www.wvm.edu/forms-documents/financial-services/payroll/web-time-entry/ssb9-wte-training-procedure-sept22.pdf
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“My employee worked, but I don’t see any hours to approve.” 
• Verify you are looking at the correct pay period. 

-or- 
• Your employee did not start their WTE. If it is before the employee deadline (last 

day of the month), request your employee to start their timesheet, enter hours, 
and submit for approval. 

• If the employee's deadline has passed, contact payroll and request that the 
timesheet be started. It is the approver’s responsibility to enter hours and approve 
after the employee deadline. 
-or- 

• Human Resources has not created a position in the system.  
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Tools and Job Aids 
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Banner 9 Navigation Guide 
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Save Personal Settings for Banner forms 
User can now adjust the settings in any Banner forms and be able to use the same 
settings when saved after logging-off.  Settings such as column width, order the display of 
the columns, etc are kept by clicking “Settings”, “Save Column Settings”. 

 

Fund Description 
 

General Fund 
Fund 110 – Unrestricted General Fund is used to account for resources available 
for the general purposes of District operations and support of its education 
program.  This fund is used to account for revenues received from State 
apportionment, property taxes, student tuition, interest income, lottery receipts, 
non-resident tuition, and several miscellaneous sources. 
 
Fund 12X, 130-135 Grants and Categorical Fund are the restricted general fund 
used to account for resources (grants and categorical) available for the operation 
and support of the educational programs that are specifically restricted by laws, 
regulations, donors, or other outside agencies as to their expenditure.  These 
multi-year grants require multiple funds to track carryover and prior year money.   
 
Fund 136 – Other Restricted Fund is the restricted general fund use to account for 
non-grant operation that are specifically restricted by laws, regulations, donors, or 
other outside agencies as to their expenditures. 
 
Fund 138 – Health Services Fund is the restricted general fund used to account for 
the operation of the Student Health Centers on both campuses.   
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Fund 139 – Parking Fund is the restricted general fund used to account for the 
parking fees and revenues from citations.  The fees are used for the parking 
security and other parking lot maintenance. 

 
Debt Service Fund 

Funds 212 – General Obligation Bonds Redemption Fund are designated funds to 
record principal and interest payments for the General Obligation Bonds. 
 
Fund 292 – Lease Revenue Bonds Debt Service Fund is designated to track the 
principal and interest payments for the Lease Revenue Bonds. 
 
Fund 297 – 2011 Lease Revenue Bonds Debt Service Fund is designated to track 
the principal and interest payments for the 2011 Lease Revenue Bonds. 
 

Special Revenue Fund 
Fund 330 – Child Development Fund is designated to account for all revenues 
derived from the operation of child care and development services. 

 
Capital Projects Fund 

Fund 410 – Capital Projects Fund is established to track major facility projects, 
physical plant, special repairs and equipment acquisitions.  The resources to fund 
these projects come from the State or local Redevelopment Agency (RDA) money. 
 
Funds 430 – General Obligation Bonds Capital Projects Fund are designated for 
the deposit of proceeds from the sale of the bonds.  The proceeds are used for the 
acquisition or construction and all expenditures related to the authorized voter 
approved projects. 
 

Enterprise Fund 
Fund 591 – Community Education / Workforce and Economic Development Fund 
is used for non-credit, fee supported community education programs and services.  
Typical fee-supported offerings consist of career focus classes, computer, health, 
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fitness, and enrichment.  It is also used to record the revenue and expenditures for 
contract education programs. 

 
Fund 597 – Entrepreneurial Fund is used to account for an operation when it is the 
intent of the governing board to operate as a business and to account for its total 
operating costs. 
 
Fund 690 – Retiree Health Benefits Fund is used to report the accumulation of 
resources for, and the payment of, general long-term debt.  This fund was 
established for the payment of the District’s future liability for benefits of District 
eligible retirees. 
 

Trust Fund 
Funds 711 – Associated Students Trust Fund records student fees paid at the time 
of enrollment and revenues generated from student activities.  The District serves 
as an agent for these funds and as such disburses the funds in accordance with 
instruction provided by the student government.  

  
Fund 722 – Student Representative Fee Trust Fund – records monies collected to 
support student government representatives stating their positions and viewpoints 
before city, county, and district government as well as offices and agencies of the 
State government. 
 
Funds 731 – Student Body Center Fee Trust Fund are used to records monies 
collected by the District to support the student body center facilities. 
 
Funds 741 – Financial Aid Trust Fund are used to account for the monies received 
from federal and state agencies in support of the Federal/State Financial Aid 
Programs. 
 
Fund 751 – Land Corp Endowment Fund are used to account for the monies 
received from the Land Corporation for scholarship programs. 
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Funds 752 – Scholarship Funds are used to account for the monies collected by the 
District for the West Valley-Mission scholarship programs.   
 
Fund 791 – OPEB Trust Fund records activities for CalPERS Trust Fund.  This fund is 
restricted to paying retiree benefits. 
 
Fund 792 – Pension Stabilization Trust Fund records activities for investment 
activities through PARS.  This fund is restricted to funding pension cost. 
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Contact Information 
College Administrative Services Office 
Mission College: 
 Chris Bibat, (408) 855-5581 
 
West Valley College: 
 Elizabeth Maciel, (408) 741-2148 
 Cher Vinson, (408) 741-2650 
 
Finance Banner Security and Approval Queue Maintenance 
Christina Booth, (408) 741-2085 
Banner Fund and Organization security Access, Credit Card audits 
 
District Finance - Accounting Services 

Susan Hutton, (408) 741-2474 
General Accounting, County Bank Reconciliation (General Fund), County Bank 
Reconciliation (Bonds), Wire Transfers, County Liaison. 
 
Paige Le, (408) 741-4609 
General Accounting Support, Cash Transfers (Bonds), Fixed Asset, Cash Flow, Initiate Wire 
Transfers, Special Projects, Budget Support, and Payroll Posting & Reconciliations, Bank 
Reconciliation (Payroll Account). 
 
Jeanette Froelich (408) 741-4098 
Student Accounts Receivable, Bank Reconciliation (Cash Clearing, Credit Card Clearing & 
Revolving Accounts), Salary Redistribution, Nelnet Liaison. 
 
Chris Thomas, (408) 741-4087 
Financial Aid Transmittal, Drawdowns, Student Refunds, Expense Transfer Uploads, Liaison 
with External Collection Agency. 
 
Tuyet Nguyet, (408) 741-2090 
Accounts Receivable (non-students), Bank Liaison, Bank deposits, Expense Transfer, Bank 
Reconciliation (Citations), Petty Cash Reconciliation, Student Club Accounts 
 
 
 



    

111 
 

West Valley-Mission CCD Training Manual Version 5 

 

District Finance - Accounts Payable 

MuWen Tan, (408) 741-4086 
Accounts Payable (Bonds, Utilities), Check Requests, Special Payment Agreements, 
Employee Reimbursements 
 
Eric Nguyen, (408) 741-2695 
Accounts Payable (A-L), Check Requests, Special Payment Agreements, Employee 
Reimbursements 
 
Mei Mei, (408) 741-2084 
Accounts Payable (M-Z) Coordinate Printing of 1099, District Credit Card Postings, 
Conference Attendance Reimbursement, Bank Reconciliation (AP, Student Club & Flexible 
Spending Accounts), Check Requests, Employee Reimbursements, Sales and Use Tax 
Returns, Accounts Payable Support and Backup 
 
District Finance - Budget Services 

Susan Sanchez, (408) 741-4089, Manage budget development process, External Reporting 
(CCFS-311, CCFS 320, WCI/PIPS, PT Faculty Hours and Medical Benefits, 50% Law, IPEDS, 
GANN Limit, OPEB Contributions) 
 
Sandy Dinh, (408) 741-2051 
Budget Position Control, Budget Transfers, Review Personnel Action Request, Budget 
Verification for Recruitment, Quarterly Financial and Budget Report, Financial Analysis 
 
Victoria May, (408) 741-2082 
Categorical/Grants Oversight, Budget Support (Fixed Cost), Banked Overload 
Reconciliation, Budget Transfers, Financial Analysis  
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District Finance - Payroll Services 

Betty Pap, (408) 741-2141 
Payroll – Department Support and Supervision 

Kevin Brundage, (408) 741-2083 
Payroll – CalPERS Reporting, Garnishment, TSA, Taxes, Reports 
 
Lindsey Alanis, (408) 741-2693 
Payroll – CalSTRS Reporting, Student Workers, and Short-Term (WTE) 
 
Rima Rahnemoon, (408) 741-2576 
Payroll - Faculty and FT Classified 
 

General Services 

Michael Robins, (408) 741-2187 
General Services operations, procedures, and policies; PO/contracts oversight and 
approval; risk assessment, management and insurance; claims and reporting; warehouse 
and mailroom oversight. 
 
Don Mackessy, (408) 741-2133 
Contracts management, writing, negotiation, and approval; construction bidding and 
contracting; cooperative contracts; compliance and risk management. 
 
Gina Venn, (408) 741-2549 
Purchasing inquiries, Purchase Order and Change Request Management, Requisition 
Assignment, Account Support for Home Depot, ODP and Amazon 
 
Robert Curtis, (408) 741-2504 
Purchasing Inquires, Bond and Construction Projects, Amazon Ordering 
 
Tatiana Raiberg, (408) 741-2151 
Purchasing Inquires, Requisition and PO Processing, PO Change Request, Certificate of 
Insurance Request, Office Depot 
 
Jayson Cabuag, (408) 741-2600 
Warehouse Services 
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