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Step 1 – How to access WebFOCUS? 

a. You need access to Banner 9 to run WebFOCUS reports. If you don’t have access, 
then please submit an ITI ticket. For ease of access, here is the link to the ITI page, 
ITI Service Desk (samanage.com) 

 

b. Mary Mazza or Inita Mix will get your access to WebFOCUS and confirm through e-mail 
once your request for Banner 9 has been approved by ITI. Mary or Inita will then setup an 
in-person or virtual training session on how to run WebFOCUS reports. 

 
c. The link to WebFOCUS can be found on our Finance and Administration website under 

“Budgets”. For ease of access, here is the link to WebFOCUS, 
 https://reports.bi.ct.edu/ibi_apps/bip/portal/FinancialManagers 

 

 

Step 2 – How to sign into WebFOCUS? 

When logging in you will be presented with the following screen: 

 

 
 

 
The Username is wcsu\ followed by the username used to get into Windows. For example, my 
username would be wcsu\mazzam. The password is the same as your Windows password. 

 
Please note, you will need to be on the WCSU network to access this portal. WebFOCUS connects to 
Banner9 production database which shows real-time data. 

https://wcsu.samanage.com/catalog_items/534961-banner-access-request/service_requests/new.portal
https://reports.bi.ct.edu/ibi_apps/bip/portal/FinancialManagers
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Step 3 – How to navigate in WebFOCUS? 

a. You will see the WebFOCUS welcome page once you sign in. The available reports are 
located on the left side of the screen in a list as seen below. 

 
 

 

 
 

 
b. Financial Glossary 

Fiscal Year – July 1, 20XX through June 30, 20XX 

Org – An Organization number in Banner 9 

Budget – Refers to your fiscal year budget 

YTD – The period beginning the first day of the fiscal year up to current date 

YTD Expense Activity – Expenses paid either through an invoice, P-Card, or payroll…etc. 

Commitment – Open purchase order/encumbrance amounts 

Balance – Current available balance 

Operating Org – An org with a budget given by WCSU 
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Self-supporting Org – An org whose funds are generated from an outside source other than 
WCSU. Example- fundraising and grants. 

Posting Periods – Months during the fiscal year 

00 = Rollover Encumbrance 
01 = July 
02 = August 
03 = September 
04 = October 
05 = November 
06 = December 
07 = January 
08 = February 
09 = March 
10 = April 
11 = May 
12 = May 
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Report #1: Transaction Summary OE 

Explanation: This report shows the YTD numbers for budget, YTD expense activity, 
commitments and balance for every operating org you have been given access. This report is 
run for a fiscal year. 

Criteria: Input a fiscal year by picking from the dropdown list. 
 

Process: Choose from the output selections on the upper right side of the screen, then click 
on the “Process” button. 

Output sample: 
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Report #2: Transaction Summary Self-Supporting 

Explanation: This report shows the YTD numbers for budget, YTD expense activity, 
commitments and balance for every self-supporting org you have been given access. This 
report is run for a fiscal year. 

Criteria: Input a fiscal year by picking from the dropdown list. 
 

 
 

Process: Choose from the output selections on the upper righthand side of the screen, then 
click the “Process” button. 

Output sample: 
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Report #3: Transaction Detail 

Explanation: This report shows YTD detail activity for budget, YTD expense activity, 
commitments and balance sorted by account number for an org and fiscal year. 

Criteria: 

1. Select a fiscal year from the dropdown list. 

2. Select an org from the dropdown list (must have 6 digits) or if your department has many orgs    
then use the ORGN search function by typing in the beginning of the org number, click on the    
magnifying glass, then click on the down arrow for the ORGN: and a list of orgs will appear and 
click on the org you need. 

 

3. Based on the type of org depends on the account number you choose: 

Operating org – select account number 700000 

Self-supporting org – select account number 500000 

4. Enter the fund code that goes with the org (must use a capital letter). To locate the fund for 
an org please run the Transaction Summary OE report or the Transaction Summary Self- 
Supporting report to obtain the correct fund. 

 

Process: Choose from the output selections on the upper right side of the screen, then click 
on the “Process” button. For Excel please choose Excel XLSX. 

Output sample: 
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Report #4: Payroll Detail 

Explanation: This report shows YTD numbers for payroll budget, YTD expense activity and 
balance sorted by account number for an org and fiscal year. 

Criteria: 

1. Select a fiscal year from the dropdown list. 

2. Select an org from the dropdown list 

3. Enter the fund code that goes with the org (must use a capital letter). To locate the fund for 
an org please run the Transaction Summary OE report or the Transaction Summary Self- 
Supporting report to obtain the correct fund. 

 

Process: Choose from the output selections on the upper right side of the screen, then click 
on the “Process” button. For Excel please choose Excel XLSX. 

Output sample: 
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Report #5: OE and Salary Budget vs Actual by Org 

Explanation: This report shows a summary amount of YTD budget, expense, variance 
amount, and variance percentage for each budgeted account category by org. 

Criteria: Select a fiscal year from the dropdown list. 
 

Process: Choose from the output selections on the upper right side of the screen, then click 
the “Process” button. 

Output sample: Output below is split into two views, left side and right side. 
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Report #6: OE and Salary Budget vs Actual by Account Details 

Explanation: This report shows in detail the amount of YTD budget, expense, commitment, 
available balance, and percentage for each budgeted account category for each org and 
account. 

Criteria: Select a fiscal year from the dropdown list. 

 

 

Process: Choose from the output selections on the upper right side of the screen, then click 
the “Process” button. 

Output sample: 
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Report #7: Multi-Year Comparison OE 

Explanation: This report will show a YTD comparison depending on selected fiscal years 
based on the month the report is run (operating orgs only). 

Criteria: Multiple fiscal years need to be selected by using the ctrl-click or shift-click method to 
highlight the years wanted. 

 

Process: Choose from the output selections on the upper right side of the screen, then click 
the “Process” button. 

Output sample: 
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Report #8: Multi-Year Comparison Self-Supporting 

Explanation: This report will show a YTD comparison depending on selected fiscal years 
based on the month the report is run (self-supporting orgs only). 

Criteria: Multiple fiscal years need to be selected by using the ctrl-click or shift-click method to 
highlight the years wanted. 

 

Process: Choose from the output selections on the upper right side of the screen, then click 
the “Process” button. 

Output sample: 
 



14  

Report #9: Multi-Year Comparison by Posting Period – OE 

Explanation: This report will show a comparison between different fiscal years based on 
which period or periods are selected. It compares budget, YTD expense activity, commitments 
and balance. The periods selected will reflect the data for each chosen year. 

Criteria: Multiple fiscal years can be selected by using the ctrl-click or shift-click method then 
click the appropriate arrow. Select one or more posting periods by using the ctrl-click or shift- 
click method to highlight. 

 

Process: Choose from the output selections on the upper right side of the screen, then click 
the “Process” button. 

Output sample: 
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Report #10: Multi-Year Comparison by Posting Period – Self 
Supporting 

Explanation: This report will show a comparison between different fiscal years based on 
which period or periods are selected. It compares budget, YTD expense activity, commitments 
and balance. The periods selected will reflect the data for each chosen year. 

Criteria: Multiple Fiscal Years can be selected by using the ctrl-click or shift-click method then 
clicking the appropriate arrow. Select one or more posting periods by using the ctrl-click or 
shift-click method to highlight. 

 

Process: Choose from the output selections on the upper right side of the screen, then click 
the “Process” button. 

Output sample: 
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Report #11: Compare 2 years: Budget vs Actual by Acct Summary 
YTD 

Explanation: This report shows a comparison between two years by account category (e.g. 
student labor, operating expense, or lecturers) for operating orgs only. This report will show a 
YTD comparison depending on the fiscal year selected. If the fiscal year selected is the 
current fiscal year it will show YTD data through the date the report is run, all other years will 
be through 6/30/20XX. Please note, if you have access to various divisional orgs then the data 
output will be combined. 

Criteria: Input a fiscal year and a previous fiscal year from the dropdown list. 
 

Process: Choose from the output selections on the upper right side of the screen, then click 
on the “Process” button 

Output sample: 
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Report #12: Compare 2 years: Budget vs Actual by Acct Summary 
PTD 

Explanation: This report shows a comparison between two years by account category (e.g. 
student labor, operating expense, or lecturers) for operating orgs only. The report output will 
show YTD actuals for both years based on the posting period selected and year-end actuals 
for the prior fiscal year. 

Criteria: Input a fiscal year, a previous fiscal year and a posting period from the dropdown list. 
The posting period will reflect the cumulative amount starting from July 1st 20XX through the 
period that is selected. 

 

Process: Choose from one of the output selections on the upper right side of the screen, then 
click on the “Process” button. 

Output sample: 
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Report #13: Invoices Paid Against a Purchase Order 

Explanation: This report shows the invoices paid against a purchase order. 

Criteria: Input the purchase order number. 

 
 
 
 

Process: Choose from one of the output selections on the upper right side of the screen, then 
click on the “Process” button. 

Output sample: 

 

 

 

 

 


