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ORGANIZATION BUDGET STATUS (FGIBDST) 

 
Log into the portal through Google Chrome (or Firefox) and select Employees, then select Wilkes @Work. 
 
 

 
 
 
Under Administrative Applications, select Banner 9 Production. 
 

  
 
 
Users with favorites established can access Organization Budget Status (FGIBDST) through the My Banner 
link on the drop down menu.  
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All other users can access the budget information in Banner by using the Organization Budget Status 
(FGIBDST); enter this screen name in the search box on the Banner main screen and hit enter. 

 
 

 
 
 
This will take you to the Organization Budget Status (FGIBDST) screen (see below). To view the activity in 
your org, enter the following:  
 
 
Chart: X 
Fiscal Year: 2 digits (this will change every June) 
Index: blank 
Query Specific Account: unchecked 
Include Revenue: unchecked (checked for 111005 due to the cash-like nature of the fund) 
*If this box is left checked, the available budget balance will be inaccurate* 
Commit Type: Both (Both is default) 
Orgn (your budget organization) XXXX 
Fund is typically 111001  
Program should be blank. If a program code auto populates, clear it to ensure you’re seeing all activity.  
Account: 7000 (blank for fund 111005) 
Account Type: blank 
Activity: blank 
Location: blank 
 
 
 

 
Click the green “Go” button to view budget status (keyboard shortcut: alt + page down, formerly ctrl + page 
down). 

• Uncheck include revenue accounts 
(check for 111005) 

• Add your org number  
• Leave program blank 

Using account 7000 will retrieve all 
operating expense accounts and 
transfers; omit account for fund 
111005 
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You can adjust how many accounts are visible by using the drop down and adjusting the number. The Net Total 
will encompass all records, regardless of how many are visible per page.  
 
To view account detail, place mouse cursor in the account row and detail column and click on the “RELATED” 
box and select Transaction Detail Information (FGITRND)  (keyboard shortcut F3).  

 
  
To view invoice details, such as vendor information and commodity information, place cursor in the document 
box and click on the “RELATED” box and select Query Document  (keyboard shortcut F3). 
Please Note: Invoices are the only expense type with detail available in Banner. 
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To view vendor information, click on the page down icon (keyboard shortcut alt + page down. 
 
 

 
 
 
 
To view commodity information, click on the page down icon (keyboard shortcut alt + page down). 
 
 

 
 
 
 
Commodity information will typically contain a brief description of the invoice or check request, unless the 
vendor is a University-wide  contract, such as Frontier Communications, Verizon Wireless, Aramark, UPS, etc. 
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To return to Transaction Detail Information (FGITRND), click on the X on the toolbar. 

 
 
 
To return to Organization Budget Status (FGIBDST), click on the X on the toolbar. 

 
 
Please Note: clicking the “Start Over” button will result in a return to a blank form in the Organization 
Budget Status (FGIBDST).  
 
For budget related questions, please contact Courtney Lomax (x5891) or Kelly Roberts (x3071) in the Finance 
Office.  
 
For Banner related quesitons, please contact the Help Desk.  

Ex. University contract 

Ex. Invoice 

Ex. Check Request 
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