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Data Collect Rules

Instructional Course
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If you are part of the Data Collect Group, 
you have been given permissions to 
process entries in Banner Finance, 
which can include campus services, 
such as equipment usage, copy & 
printing charges or parking fees.

Group members must adhere to specific 
rules and are responsible for following 
this list of procedures.
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Having valid authorization is the main rule!

You must have approval from either the Financial Manager or 

an Authorized Signer for each index being charged.
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Verify the approval is valid using Banner form FTIFATA.
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Choose Organization for indexes starting with a 
number 1 or 2.
All other indexes, leave the default as Fund.
Then, click Go above or the Down Arrow below.
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Enter index # in the Fund Code or Organization Code field 
& enter “FMGR” in the Attribute Type field – then, click the 
Go box to run the query.
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The Financial Manager’s email ID & name will appear.

If the name in the Description field doesn’t match the person 
who authorized the charge, click the Filter Again button to 
search for Authorized Signers - enter “AUTH%” instead of 
“FMGR” in the Attribute Type field - the % sign is a wild card 
since there may be more than one authorized signer on an 
index.
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After typing “AUTH%”, click the Go button to view the 
Authorized Signer email IDs and names.
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If the Financial Manager or one of the Authorized Signers 
didn’t approve the charge, you must contact the person or 
the department who gave you the index number to get a 
valid authorization before processing the entry in Banner.
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Click the Filter Again button and follow the same steps to 
verify the authorized individuals on the remaining 
transactions in your batch.

Please be conscientious about this as processing 
unauthorized entries could lead to revoking your data 
collect permissions.

Once all authorizations are verified accurately, you can 
proceed with entering the transactions into Banner – see 
the following instructions.
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On the main Banner menu (Welcome screen), type 
FGAJVCD or FGAJVCQ to access the Journal Voucher Entry 
or Journal Voucher Quick form.
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On the next screen, click the Go or Arrow down button –
Banner will assign a system generated document number.
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Transaction Date defaults to today’s date – keep this as is.
Please open & complete a batch on the same day – if that is 

not possible, please email Faye Kraft (fek218) to let her know why.

In the Document Total field, enter the total dollar amount of your 
transactions which equals the sum of all debits and all credits.
(Example – Debit $100 & Credit $100 – Document Total = $200

Then, click the Down Arrow below to go to the next screen for 
entering your transactions.
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Add the Document Number to your PDF batch header and TAB through 

the fields entering the transactions based on the information below.
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Once you have the 1st transaction keyed into the screen, click the Copy 
button at the top right (this copies what you entered into the 2nd transaction). 
Make any necessary adjustments to the Index, Acct (account code), 
Amount, Debit/Credit, Description and Document Reference fields.
Then, click Copy to add more transactions or press the Down Arrow key 
on your keyboard so Banner recognizes your last transaction.
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When you’ve finished entering all transactions, click the RELATED 
button on the blue bar at the top right of the screen.
Click Access Transaction Summary Info to review what you entered.
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Review the information for each transaction to make sure everything 
you entered is correct.
Verify the Document Total at the top of the screen and Total at the 
bottom of the screen match.
Click the X at the top left of the blue bar to go back.
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After verifying the Summary and Total of all transactions, click the Complete box 
at the bottom left – a green message at the top right of the screen will appear 
saying “Document Jxxxxxxx completed and forwarded to the posting process”.  
If that message doesn’t appear, please check the FAQ section at the end of this document.
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Fill in the PDF batch header when the batch is complete and 
email it to inctr@lehigh.edu with the subject “Batch Header”

For auditing purposes, you are responsible for retaining & 
safeguarding all transaction detail support documentation in 
your office for a period of 7 years.

Please file your entries by batch number for ease in finding 
the information.

mailto:inctr@lehigh.edu
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You should complete your batch the same day it’s started.
If you need to leave a batch open for any reason, please 
email Faye Kraft (fek218) with your batch # so she is aware.

All current month transactions must be posted by 5:00pm 
on the last business day of the month – you’ll receive an 
email reminder each month about this deadline.
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FAQs – Frequently Asked Questions

How do I change the document total on an existing batch?
In the TOOLS menu located on the blue bar, click on Header Information under 

the OPTIONS section.

How do I get to the batch summary?
In the RELATED menu located on the blue bar, click on Access Transaction 
Summary Info.  

What if I get an error message “Total amount of all transactions must 

equal document total”?
This means that the individual entries do not add up to the total you entered on 
the header screen.
You could have missed entering a transaction, entered a wrong dollar amount or 
your document total could be wrong.  Go to the batch summary, review your 
entries and go back to the transaction to make any necessary adjustments.
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FAQs – Frequently Asked Questions (continued) 

Who can I contact regarding any Data Collect question that I may have?
Call or email Faye Kraft at 8-4633 or fek218, or Janice P. at 8-4549 or jap409

What do I do if Banner locks up while entering data?
Sometimes you need to completely close Banner.  The only data that might be 
lost is the current record that you were working on.  Click on the X in the upper 
left hand corner on the blue bar.  Then, click on the Lock Icon on the left side 
gray menu.  You might receive the message:  Are you sure you want to exit this 
Banner session?  Answer Yes.  It is possible that you might be sent back to the 
web page without getting any message.
If that doesn’t work, click the X on the web page tab to close it.  Then, you can 
re-open Banner and log in again to start over.

What if I need to delete an entry/record?
Press the Down or Up Arrow on your keyboard until you see the record you 
need to remove.  Click the Delete button at the top right of the Journal Voucher 
Detail section of the screen.  You can now complete your batch.
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FAQs – Frequently Asked Questions (continued)

What if I need to delete a batch or I forgot to write down my Document 
Number?
Call or email Faye Kraft at 8-4633 or fek218, or Janice P. at 8-4549 or jap409

What if I can’t finish a batch and need to come back to it later?
To leave a batch in process, click the In Process box under the Completion 
section of the screen.  Click on the X at the beginning of the blue bar which will 
take you back to the Welcome Menu.
To return to the batch, type FGAJVCD and on the next screen, you must enter 
your document number, you must include the “J”. Click the Down Arrow & the 
Transaction date and Document Total will be filled in already with your 
information.  If you need to change the document total, you can do it at this 
time.  Click Go to get to your first record.  You can now go through each record 
by using the down arrow key on your keyboard.  Make any corrections and 
continue entering additional records.  Complete the batch as normal.
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What if I need to adjust an entry/record?
Press the Down or Up Arrow on your keyboard until you see the record you 
need to adjust.

If you need to fix the Index number, it’s best to click on that number and 
press the Delete key on your keyboard for the Index, Fund, Orgn, Acct & Prog 
fields.  Then click back in the Index field and enter the correct number – Banner 
will fill in the rest of the necessary information in the column.

If you need to fix the Acct number, Amount, Debit/Credit or Description, 
click on the corresponding field and enter the correct information.

Then, click the SAVE button in the bottom right corner and click the Complete 
button to finish your batch.

If you have any other questions, please email the 
Controller’s Office at inctr@lehigh.edu. 

mailto:inctr@lehigh.edu
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