Native Banner Shortcuts for Advisors
Please note, these shortcuts are written for use with Funds, not Orgs.
FGITBAL - Current balance of a fund
This screen will allow you to check the current balance of a fund.
Enter the fund number (red arrow). Click on the top line (blue arrow). Claim on cash is the current account balance.
Note: If the Claim on Cash has a D (Debit) it is a positive balance. If it has a C (Credit) or *, the balance is negative.
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eral Ledger Trial Balance Form FGITBAL 8.1 (PROD) [roriririreer

Chart: [« [~ Fund: s1so00 [T SGA- Priority Funding Account Type: | [T
FiscalYea:  [11 [*  Account (7]

Beginning Current

\ Account Description Balance Balance
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[ctaim on Cash 0.00
‘1 08010 |Suspense—Gensra\ 0.00
201001 [accourts Payable 0.00
‘2!]1 014 |Accnurvts Payable-FRS Legacy 0.00
[3ooo0 [Expenditure Control 000
5000 [Revenue control 0.00
4001 unrestricted .
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* _ denotes amount is opposite of Normal Balance
e —
Totak  [ALL ACCOUNTS

FGIBDST - Activity within an account in a fund
This screen will allow you to drill down into various accounts within a fund and to ultimately drill into the specific
charges. Enter fund (red arrow) purge the program code (green arrow) and click on the top line (blue arrow).
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BOECERAEERE 9P BT & TR [k

'{E (o] ization Eudget Status Form FGIBDS v

4

Chart: EF \ Organization: 43301 [_ Student Government Association
Fiscal Year: TR Fund: msm0 [T SGA- Executive Projscts

4

Index: ’7[: Program: ’7 [+
[] Query Specific Account Account: = \
k4 Include Revenue Accounts Account Type: &

Commit Type: Biath Location: d

4

Account  Type Title Adjusted Budget ¥TD Activity Commi Rvailable Balance

\ DI R Stuelent Government Allocation | 000 | 9,785.00 | 0.0 | -a7es0n =
[so73s3  [R [supslemental Revenue [ 0.0 a1a7a 0.0 1970
[sorasn R [Betance Forward [ 000 | 50,306.01 | 000 | -50,305.01
[roro0z  [e [stutent Government Furaing | 0.0 300000 | 0.0 -3,000.00
[fosn [ [office Supples [ 000 | 12484 000 | 12484
[forszr [e [Event Supples [ 0.0 143354 | 0.0 A49354 |
[rotssz e [Hign volume Copying [ 000 | 758.05 000 | -75B.05
[ro1731 E |Leass-Busivan [ o.00 | 1257515 o.00 | 257515
[orrsa B [pubscristions [ 0o 1350000 | 0o -13,500.00
[For7st E [Duies & Memberships [ 0.0 | 797.00 | 0.0 | 797 00
[orrss B [Fower Expense [ 0o Bl 0o #1490
[Fot7ss E |pparelLiniforms [ 0.0 | 52250 | 0.0 | 52250 =

Net Total: [ 0.0 217033 | 250.0 |




YTD Activity will show you how much activity has been processed through that account in the specific fund.
Commitments will show any Purchase Orders that are currently open and pending payment. Available Balance will
show you the difference between YTD Activity - Commitments. The accounts beginning with 50**** are all revenue
based accounts. NOTE: A negative balance in this account type is actually a positive cash balance. The accounts
beginning with 60**** are all related to employment and payroll (as well as benefits). The accounts beginning with
70**** are all expense accounts and a negative balance in expenses or payroll are actually a negative cash
balance.

To drill deeper into a specific account, highlight that account, then click on Options and FGITRND (Transaction
Detail Information).
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orm FGIEDST
Chart: Organization: [43301  [*  Student Govemnment Assotiation : [0 [7] swdentcovemment Association
Fiscal Year: Fund: mismo [T 56 Executive Projects ahvRaL mismo [T SGA- Exeeutive Projects
Index: ~ Program: ~ Index: [~ Program: [~
[Clquery Specific Account Account: [ ™ [ Query Specific Account Account: [~
[@include Revenue Accounts Account Type [~] [includie Revenue Accounts Account Typ [~
Activity: ™ Activity: [~
Commit Type: Location: ] F Commit Type: Both Location: 7F
Account Type Adjusted Budget YTD Activity ¢ Account Type Title Adjusted Budget YTD Acthity Commitments Available Balance
507358 ’F\T Studert Government Allacation o000 9,785.00 0.00 -8.785.00 = (507358 R 0.00 8,785.00 000 -9,765.00 |~
so73s8 | [sumplementa Revenue 000 31370 000 3170 sorssa [ 000 31970 000 31970
orse0 | [eear 000 50,306.01 000 ~50,305.01 s [ 000 50,306.01 000 00801 |
foroez [ o) 300000 om0 oo oz 0o 300000 000 0000 |
forsn [ [omce 000 12484 000 12084 s e oo 12484 00 12484
e o T s el O o =L i Sems |
foissz 000 7505 7505 foissz [ 000 75805 00 75605
| E 000 1257515 00 287eTS fors 000 1257515 00 1257515
( TE [ e o N T E T o0 250000 om 3000
\mﬁl\‘E— ues .00 797 00 0.00 797 701751 E 0.00 797.00 000 -797.00
o Tewer 00 e E— o foi7ss e rover Expense 00 510 000 E
701758 ’; \Bppareliniforms: 0.00 52250 000 522,50 — 701758 E |ApparelUniforms 0.00 52250 000 52250 -
Net Total: 0.00 217033 25000 Net Total: 0.00 217033 250.00

FGITRND - Drilling into specific transactions within a fund or an account within a fund

This screen allows you to drill down into a specific fund where you can see all transactions that have occurred
within a specific account or all that have posted in that fund in a Year to Date (YTD) report. The first set of
instructions show you how to drill down into a specific account within a specific fund. If you went into this screen
from FGIBDST following instructions above, you will have pre-loaded your fund and account.

If you are entering FGITRND from the main screen, you can follow the instructions below to load an account within
a specific fund. Enter the fund number (red arrow). Purge the program code (green arrow). Click on the top line
(blue arrow). Click enter query &2 (left yellow arrow) then click execute query (right yellow arrow).
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COA  Fiscal Year Fund
NG ? -

3 R [p1s010 [

*‘ Account Organization  Program

Period Query Type Commit Type

Jrganization
-

Account Pn}mﬂm Activity
- - -

e | | | 0 F C

Location
-

Increase (+) or
Decrease (-)
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Activity Date Type Document Field
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Once executed, you will be able to see all of the transactions that have posted to this account. Notice you are
looking at an expense account below (70****). On the far right you will see plus/minus signs for increases or
decreases. Remember in an expense account, a negative is actually an increase in cash (or credit) and a positive
is a decrease in cash (or debit) to this account.
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(BvE RABE %9 BEHE & SRR SR ¢ £ 2@ X

([.g‘ Fisc[’alTYEa[ lr[l%x F”l%ﬂ Ufganlzaﬁﬂn Ac[:l':lunt P"l:ljiiam Ac[lTi\iily Lﬂcgﬁﬂ“ Period Quew Twe Commit TWE
RN G | o | | | O F 5
Increase {+) or
Account Organization  Program Activity Date Type Document Field Amount Decrease (-}
[a33m |5000 [14-2pr-2011 [pesr |hoooesss ICECREAM&SUPPLE  [YyTD | e B

frotsar 43301 [5000 [e-apR-2011 =E [1EsB2826 certer Pieces Forse¢ [¥10 | | 1949 [+
[ronsar [43301 [s000 [os-pR-2011 18 [iesm2ms lepanese ReletEffort YD | 20000 [+
frotsar [433m1 [5000 [04-2pR-2011 (v e Reud Proma v 54975 [+
[ronsar [43301 [s000 [29-MaR-2011 =B [1ese2810 'SGA Support For Day| [¥TD \ 20000 [+
[Fms2r 43301 [s000 [28-maR-2011 =ZE sEsB2807 Display Board ¥TD \ 000 [
[ronsar [43301 [s000 [r1-wovzoo | [s [ucoonoan YA NEREGG.COM | [YTD \ s o
[rms2r [4z301 |s000 [o7-sEP-2010 =0 [iEsB2sm Inflstable Insurance Ce Y10 || o000 [+
[rot=2r [sa301 [s000 [os-2u62010  [ims [iesm247 Marresa Late gt e [¥10 | 7500 [+

| | | | | | \ [ 1 [

| | | | | | \ [ L

| | | | | | \ [ 1 [

| | | | | | \ L [

| | | | | | \ L1 [

| | | | | | \ L L

| | | | | | \ I L

| | | | | | \ (] -

. s | 2
Total: | 1,493.54

The activity date is the date this transaction posted in banner. The document is the form in which the transaction
was posted.

An H****** document is a posting from the Bursar's Office (often a Cash Disbursement or Cash Receipt).

A JE*™** is a journal entry, meaning it was posted in the Banner journal by someone in Account’s
Payable (often an Interdepartmental Transfer). The second set of letters following “JE” are the initials of
the controller that posted the entry. For example JEKF**** means that the journal entry was posted by
Kara Feltrup.

A UC*™***is a P-Card posting.

An entry that is just a number is a check that was cut, typically from a Request for Check. The number is
the actual check number. An entry beginning with an ! is a reimbursement for staff/faculty.

In the above screen, the description of “ICE CREAM & SUPPLIES” was posted by the Bursar's Office and since it is
a negative expense, you would know that this means cash was returned to the Bursar for this posting.

The description of Japanese Relief Effort was entered as a JE and was most likely an Interdepartmental Transfer to
the Interfaith Community Engagement for their fundraising efforts.

The description of WNVW.NEWEGG.COM posted as a UC and therefore was a P-Card purchase from newegg.com.

To drill deeper into Banner to see the actual posting and to be able to track where the funds posted as a debit and
as a credit, select the transaction line (for this example — the Japanese Relief Effort) and click Options then Query
Document by Type. The new screen that appears will be on the next page.


http://www.newegg.com/

What you are looking at below is the actual Journal Entry that was posted. As you scroll down through all the
transactions made in this JE, you will eventually find the posting (below) for $200.00 debited out of the 815010 fund
and posted to the 291530 fund (Interfaith Community Engagement).
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"iﬂ_[‘ln:n:l.n‘r‘uerut Retrieval Inguiry Form FGIDOCR 8.0

Document: WESE2E15 F Submission Number: r Document Type: o F

Header Information

Transaction Date: 04-2APR-2011 Fiscal Year: |11 Fiscal Period: |11 tems: 102 Commit Type: |U— Text Exists: V

Detail Infermatien

Sub Journal Document =
Number lem Sequence Type Description Amount Currency Reference
[ o 0 53 LES iapeanese Reliet Effortss T-Shirts F \ 200.00 [ [
COA  Inde: Fund Orgn f Prog Locn Proj NSF Override Bank Accrual
o wnm 4 frotsar [ o 2 [
Sub Journal Document B
Number lem Sequence Type Description Amount Currency Reference
[0 0 B0 |G [iapanese Relief Effortst T-Shits F \ 20000 [ [
COA Indem Orgn Prog Locn Proj NSF Override Bank Accrual

[ | B1soo 32m fronsar 5000 [ o b2 [] =

(

FGITRND - Year To Date Report Instructions
From the FGITRND screen, you can run a YTD report for any fund. First, enter the Fund number (red arrow) and
make sure that you purge the Program code (green arrow). Before proceeding, double check that the Account field
is also blank. Click on the top line (blue arrow) in the Field box and enter YTD. The screen should appear like the
bottom left screen on this page. Next press F8. The screen that loads should contain every transaction that has
posted in this fund for the fiscal year. Next, hold down CTRL and ALT while clicking Help and then Extract Data
(No Key).
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(@NEIAAEE &9 &Eormeer

23 Defail Transaction Actiity Form FGITRND 5.0.0.1 (PR il

Dynamic Help Edit
COA  FiscalYear  Index Fund Organization ~ Account r?g[am Alﬂfi\my Lm[:ginn Period  QueryType  Commit Tyne c%u FiscalYear  Index ng o Bi\n (tem p,pn;g fies) Pnfg[am l\r:lery Lm%inn Period  QueryType  Commit Type
Show Keys
{3 T R T T R R A R [l [ [ TR =T I B NN B BN B [ [
Display Emor
Increase (+) or — —— Increase (+) or
Account  Organization  Program ActhityDate  Tyne Dacument Field Amount Decrease () unt  Organization Program I ocument Field Amount Decrease ()
o] = = 43301 o700 g Boma Careutator SGA Summer Stipenc:  [vTD: soooo |- =
43301 o700 lus-4p 62815 (Tt Supgt Musides 4 [YTD -700.00
Z [ [ 507358 43301 o700 62521 [Adeltional Funds For € [vTD: 400000 |-
[ [ 507358 4301 o700 =l = [sGa Executive Proect  [YTD Tag8500 [+
[ [ 507358 43301 o700 fla-ap Technical Support ¥ posazs S BANK D 10000 [+
[ B 507359 43301 o700 f1-N0 ppout Banner 106165 HARRY POTTER TICKE [YTD: 4000 [+
[ [ 507389 (4301 o700 loeNOV-ToTT T JPeER 008163, HARRY POTTER TICKE [vTD. Tae700 [+ |
[ [ 507359 43301 a0 NG L2010 V16 JESE fogin active i Chre VT 00730 [
[ [ 07360 43301 o700 & 050562 (clup Btence Rolforw [YTD 3050801 [+ =
01002 43301 5000 log-maR.2011 “E18 JEsB2781 [Transter To Speciel R [vTD 300000 [+
L L Foist1 4330 ls000 hamavomt | LEs Ucooaoss [SAMSCLUB #3131 Vi 66345 [+
. L o151 43301 5000 ha-ocT-2010 “ET8 ucoooozs DEFLATS 260 v 12054 [+
L L Fots21 43301 5000 14-4PR-2011 o= 006335 ICE CREAM & SLPPLE  [vTD! Er
| | 1521 43301 5000 l08-4PR-2011 JE16 JESB2825 [Center Pieces For 56/ [vTD: 194 [+
| | 01521 4301 5000 l05-4PR.2011 “ET8 JEsB2815 Uapanese Reliet Effort  [vTD 2000 [+
| | 1521 43301 5000 (04-4PR- 2011 i 0185a0t Redd Promo v 64375 [+
= 7o152r 43301 5000 [28-MaR 2011 =0 JESB281D (56 Support For Day (VT 20000 [+ -
A I e I
Total Total: 65,261 44

Banner will then open an Excel Worksheet that has the complete Year To Date transactions that have posted to this
fund throughout the current fiscal year.



The information is difficult to read and often requires editing in Excel to make the file something more easily
interpreted, especially for clubs when they request a Year To Date report. | recommend removing several columns
of information that are not necessary or helpful for readers to interpret the report. See Red X’s below for columns
that | often remove.

“El_j = Al s gokoutd.csv [Read-Only] - Microsoft Excel -
. Home Tnsert Page Layout Formulas Data Review View @ - o x
=¥ _— . B o 1= — = . *j 1 ] ?_§ij IAumsum'? \
B 5 Calibri .11 & a7 || kS - S Wrap Text General g ﬁ;@ g & |71 S Eﬁ O
L E RIS E) s con - [ - o o[ 8] Gt G| e oo roma | o gma e L
Clipboard & Font i Alignment i Number i Styles Cells Editing Click To Call
[ fe | 507358
S XK XK XXX X e e

1 507358 2-May-11 SGA SumnuU -500 -

2 507358 43301 5-Apr-11 JE16 JESB2815 Trnfr SupgU 815010 -700 -

8 507358 43301 700  23-Sep-10 JE16 JESB2521 Additiona U 815010 YTD -4000 -

4 507358 43301 700 7-Jul-10 JE16 JEDS0559 SGA ExeciU 815010 YTD 143985 +

5 507359 43301 700 19-Apr-11 DCSR HO006339 USBANK U 815010 YTD 100 +

6 507359 43301 700 11-Nov-10 DCSR HO006168 HARRY POU 815010 YTD a0 +

7 507359 43301 700 g-Mov-10 DCSR HO006163 HARRY POU 815010 YTD 1187 +

8 507359 43301 700 6-Jul-10 JE16 JESB2431 '09In Acti'U 815010 YTD -1007.3 -

9 507360 43301 700 15-Jul-10 JE16 JEDS0562 Club Balaru 815010 YTD 50306.01 +

10 701002 43301 5000 S5-Mar-11 JEI6 JESB2781 TransferTU 815010 YTD 3000 +

1 701511 43301 5000 13-May-11 JEIG UCo00036 SAMSCLUIU 815010 YTD 663.46 +

12 701511 43301 5000  14-Oct-10 JEI6 UC000029 DISPLAYS U 815010 YTD 124.84 +

13 701527 43301 5000 14-Apr-11 DCSR HO006335 ICE CREANU 815010 YTD -6.81 -

14 701527 43301 5000 8-Apr-11 JE16 JESB2826 Center PieU 815010 YTD 19.49 +

15 701527 43301 5000 5-Apr-11 JE16 JESB2815 Japanese U 815010 YTD 200 +

16 701527 43301 5000 4-Apr-11 INNI 10185801 Redd Proru 815010 YTD 649.75 +

17 701527 43301 5000 29-Mar-11 JE16 JESB2810 SGA SuppiU 815010 YTD 200 +

18 701527 43301 5000 28-Mar-11 JEIG JESB2807 Display BcU 815010 YTD -450 -

19 701527 43301 5000 11-Nov-10 JEIG UC000030 WWW.NE U 815010 YTD 3111 +

20 701527 43301 5000 7-Sep-10 JE16 JESB2501 Inflatable U 815010 YTD 100 +

21 701527 43301 5000 4-Aug-10 JEIG JESB2467 Manresa LU 815010 YTD 750 +

22 701552 43301 5000 8-Apr-11 JE16 KN000093 FedEx Off U 815010 YTD 147 +

23 701552 43301 5000 8-Apr-11 JE16 KNOD0093 3/25/11- ;U 815010 YTD 98 +

24 701552 43301 5000 29-Nov-10 JE16 KN000087 FedEx Off U 815010 YTD 36.75 +

25 701552 43301 5000 28-Oct-10 JEI6 KNOO0086 XK17986 S U 815010 YTD 65.25 +

26 701552 43301 5000 7-Oct-10 INNI 10173146 FedEx Off U 815010 YTD 132 +

27 701552 43301 5000 4-Oct-10 JE16 KN00008S FedEx DocU 815010 YTD 43 +

M 4 » | gokoutd ¥ [ m ]

| often change the format for dates (seen in Column B below) and also adjust the transaction amounts to dollars
(see Column D below). It is also helpful to add spacing between the income transactions (50****) and expense
transactions (60**** or 70****). | often calculate a total of income and a total of expenses and then subtract the total
expenses from the total income to help clubs see their actual current total (should equal Claim on Cash from
FGITBAL). One final, stylistic, change is to sort the incomes by date and the expenses by date (easier to read).

‘63 H9-™ o gokoutd.csv [Read-Only] - Microsoft Excel -
- Home | Inset  Pagelayout  Formulas  Data  Review  View ® - o x
:_j j; Calibri Al -|[A AT = =5 Wrap Text Accounting - ij‘ ﬁ ,’—;”3 E'- §< ’E ;::Injsum' F [ﬁ O
e (B2 T[]0 A (S5 = S |[$ - % o W8] Gt rom _cat e oee romt DO e rmas | o5

Clipboard ™ Font £} Alignment £} Number £ Styles Cells Editing Click To Call

[ D26 - x| =sum(D11)-D24

A B & D E F G H 1 1 K L M N o P

1 SGA Executives Budget 5.13.11

2 |507359  7/6/2010 '09 In Active Club Chrgs/Stu.Reward $ (1,007.30)
3 507358  7/7/2010 SGA Executive Projects $ 14,985.00
4 507360 7/15/2010 Club Balance Rollforward $ 50,306.01
5 507358 9/23/2010 Additional Funds For Senate Proj. $ (4,000.00)
6 507359 11/8/2010 HARRY POTTER TICKET SALES $ 1,187.00
7 507359 11/11/2010 HARRY POTTER TICKET SALES s 40.00
8 |507358  4/5/2011 Trnfr Supprt Muskies After Dark S  (700.00)
9 507359 4/19/2011 US BANK $  100.00

10 507358  5/2/2011 SGA Summer Stipends Support $  (500.00)

11 Total Income $ 60,410.71

12

13 | 701751  7/7/2010 American Student Government Associa & 797.00

14 801040 7/12/2010 Reimb. From Fund 290270 $  (190.26)

15801130 7/12/2010 Reimb. From Fund 815270 $  (100.60)

16 | 701527  8/4/2010 Manresa Late Night Mavie & 750.00

17 | 706105 8/16/2010 Govconnection Inc $ 2,015.36

13 701552 8/31/2010 7/15/10 - xk17807 s 171.25

19 703008  9/1/2010 Event Promotions LLC $  260.00

20 701758  9/3/2010 Meder Special-Tees Ltd. $ 52250

21706105  9/3/2010 Govconnection Inc $ (2,015.36)

22 | 706105  9/3/2010 Govconnection Inc $ 2,015.36

23 | 701527  9/7/2010 Inflatable Insurance Cost S 100.00

24 Total Expenses $ 4,325.25

25

26 Current Total (= Income - Expenses) I $ 56,085.46 !

27

W 4 » | gokoutd <77 [ I




FGIGLAC - List of all transactions across all accounts in chronological order
Looking at a list of transactions in chronological order can be very helpful if reconciling a fund — such as looking in a
SAC fund to see if there has been any recent activity in preparation for the weekly SAC budget report that is given
to students. The easiest way | have found to access this information correctly is to first load FGITBAL. In this
screen, enter the Fund number then click on the first line. The information should load the Claim on Cash line
across the top. Then click on Options and choose FGIGLAC. NOTE: Transactions coded as a D on the right

B Banner 8 production cyetam:

column are increases in cash; transactions coded as a C are decreases in cash.

Ninen > FGITBAL

Chart: = runaC [ersss (7 Br Late Niant Programming Committs accountype: [ [+
FiscalYear: |11 [ Account 3
Beginning Current
Account Description Balance DiIc Balance bc *
o001 ool [pl[ ] B Banner 8 production system: Open > FGITBAL - FGIGLAC
20001 000 E : File Edit Options Block ltern Record Query Tools Help
s w il (@R RAER 5y PEE & 8 EE DE G B e 0.
[s0sa00 oo [p [ zace & 8
[s0e000 oo e [
[ao0m om [ Chart: [ =] Period: [ FiscalYear: |11 |7 Index: [~
O Fund: g1sssr v Account: o [*)
L[] /'\
) Account T%aminn Date Document Description Amount DiC
L [ 2s-apR-2011 000035 TARGET 00014472 BB
—r— otoo [25-#PR-2011 Ucooooss BESTELY 00004345 2997 o
o100t [25-#PR-2011 Ucoo0o3s HROGER #418 7500 o
- denotes amount is opposite of Nortnal Balance ho1oo [25-mPR-201 Ucoo0038 KROGER #418 s7s0 [c
Total:  JALL ACCOUNTS oo [ [iotomt [ fes-mpre20tt ucooooss [ [rarcer  oomasrz som o
oo [25-#PR-2011 Ucoooo3s / CHFOTLE 1242 500 [c
oo [10-mav-2011 JEKFO115 Remaining Yeskend Balance 007 o
o100 [29-#PR-2011 JESE2864 Food Costs & Event On 41241 251e o
o100t [18-#PR-2011 HD0E337 TUG OF WAR ROPE s000 o
o10m [15-#PR-2011 JESEZE44 Tug Of War Rape For Boot Camp Day 000 o
ho1oot [ 4-2PR-2011 00879520 Solid Rock Sports LLE 135083 [c
ot0ot [14-2PR-2011 oerasoe | Petermann LTD 24000 [c
oo [13-#PR-2011 00879404 \ Juggler Dave and Frisnds dba Amazin 315000 [c
oo [25-maR-2011 ucoonoss\ AMC NEWPORT 2006006654 000 [
o100 [25-WAR-2011 UcooooIs NEWPORT ON THE LEVEE o000 o
o10m [25-WAR-2011 Ucooooss PERFECT MORTH SLOPES M 000 o
ho1oot 1-WAR-2011 KNDDOOZ3 FedEx Off. Reds Opening Day a0 fc
\ /ﬂtal: [ imfe




