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Signing In To Mygateway
Website:   http://mygateway.nocccd.edu

• Sign in to mygateway portal using your
Banner ID number (beginning with the @). 
The password is your webstar pin number.

• The default Webstar pin number is your
birthday: MMDDYY

• If you do not know your Banner number, there
are a few things you can do to find it out: 
º If you have an identification badge, the

number is usually on there.  
º If you log into Webstar and click on “What is my ID number.”
º Your check stub has the Banner number on it as well as your time sheet.
º You can always ask someone in your department with Banner access to look up your

number.

Tabs and Channels
After you sign in you will be taken to the “home page.”  On the home page, you see that you have
multiple “pages” or tabs.  The tabs you have will depend on how you’re coded in Banner.  Notice
that each page (or tab) is organized in columns with different “channels” in each column.
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Tabs
The first tab listed is your “landing page” - or the tab that will be displayed when you first sign into
mygateway.  You can select a different tab to be the “landing page” or default tab.  You can also
change the order of the tabs.  

Channels
A channel is a box with specific information. You can customize your pages to display the
channels you want, where they are placed, etc.

• Some Channels are FIXED, meaning you cannot remove them, such as the  PERSONAL
Announcements.  Notice how the “X” is greyed out?

• Other Channels can be removed or added as you wish. 

Content Layout
Using Content Layout, you can not only add and remove channels, but add tabs, add and remove
columns, change the location of channels, etc.  You can customize it to work for you!

• Click on the CONTENT LAYOUT in the upper left corner.  This takes you to “Manage
Content/Layout”.

• Notice the information at the top of the screen.  It tells you your options for modifying tabs,
channels, and columns.  

Customizing Tabs
• If you want to rearrange the order of the tabs, go into Content Layout and click on the little

arrows moving the tab either to the left or right.  Each time you click on an arrow it will move the
tab one position. 
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• If you want a specific tab to be the default tab, first click on the tab and then click on “Make this
the default “Active Tab”.

• You can add tabs if you desire.  Normally, you’d most likely add your finance channels to the
Employee tab. But you can, if you wish, add a tab for just your finance channels.  

Customizing Columns/Channels
• Below the tabs I can see the content layout of whatever tab is highlighted.   It shows me the

columns and channels.

• Generally, you will not want more than 3 columns.  Having more than 3 will result in the columns
being “squished” together on the screen.

• Moving a column is just like moving a tab.  To move a column, just click on the arrow to move it
right or left one position.  

• Within the columns you can see the channel  layout.  

Removing a Channel
To remove a channel, just click on the “X” in the upper right hand corner of the channel.  This will
remove the channel permanently from that page. You can do this either directly on the channel
itself, or from the content layout page.
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Adding a Channel
To add a channel you have to be in the
content layout.

• Click on “Content Layout” in the upper left
corner (under the mygateway logo).

• Click on the tab that you wish to add a
channel to.  It will be “highlighted” after you
click on it.

• Click on the “NEW CHANNEL” button
where you want your new channel to be
placed.

• SELECT CATEGORY: If you are not sure
what category to select, you can select all to see an alphabetical listing of all available
channels.   (The finance channels are located in the employee category.)

• Click on GO.

• The channels available under the employee category will display.  There are three (3)  finance
channels:   Approval Alerts, Finance Channel and Financial Advisor.

• Select one of the finance channels.

• Click on Add Channel.

• Repeat this for the other two finance
channels.

• Once done, click on BACK TO xxx TAB....
not the back button!

Brief Summary of Finance Channels
Below is a brief summary of the Finance Channels:

• Financial Advisor: You can easily monitor budget vs activity/commitments on up to 5
fund/org combinations in a bar chart.  Clicking on the “legend” brings you to a budget query
screen where you can drill down for more details.

• Finance Channel: You can create simple requisitions, create new queries, retrieve saved
queries, and view the details and status of various documents.

• Approval Alerts: This channel will show an approver the number of documents that are
waiting for their approval.  The approver can easily drill down to see document and accounting
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details, and either approve or disapprove the document.

The Financial Advisor Channel
Once the Financial Advisor channel has been added, you will need to tell it what Fund/Org
combinations you wish to monitor.  You can monitor up to 5 Fund/Org combinations.  Once edited,
it will display a bar chart with the budgeted and actual totals for the year.

Editing the Channel
• To edit the Financial Advisor, click

on the first icon (a little pencil) in the
upper right corner of the channel. 

• It is here that you can set your
preferences.  Add up to 5 Chart of
Accounts (COA), the Fund and Orgs.
You can even select the colors of the
bars.

• Click on Apply.

• Click on Back.  This will take you
back to the Financial Advisor
channel showing the Fund/Orgs you
just added.        

Your Financial Advisor Channel should look something like this:  
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At a glance, you can see your organization’s Adjusted Budget, the Activity and Commitments, and
the Available Balance.  This is the same information that you would find on the Banner screen
FGIBDST or FGIBSUM.

Getting More Information
This is all good information, but maybe you need detailed information.  Notice that the legend # is
blue. It is actually a link!  Using this link you can drill down into your organization’s budget. You can
see various accounts, and if needed, you can drill down farther to see RQs, POs, Journal Vouchers
and even Invoices!

When you click on the “1" you are taken to a screen that looks like: 

• The Chart of Accounts defaults to “1"

• If you want to compare this Fiscal Year to another Fiscal Year, you can do that.

• The Fund and
Organization is
filled in for you.

• If you leave the
Account blank, you
will get information
about all accounts.  

• If you enter an
account number,
you will get
information about
that account
specifically.

• Notice that the
Fiscal Period
defaults to a blank
field.  You will want
to change the Fiscal Period to “12" to see all information for this fiscal year.

• Do not click on “Include Revenue Accounts.”

• If desired, you can save the query parameters, name the query, so that you can easily run it
again and again.  This is a particularly nice feature for those people that may track several
different org’s.  To save a query, just type in a name for the query.

If you do not place a check mark in “Shared” the query is saved to you personally.  If you check
mark “Shared” anyone will be able to access the saved query.

• Click on Submit Query.
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The query runs and brings back the following results:

• You will see a list of accounts, adjusted budget, YTD as well as the available balance.

• This information is the same as what you would see on FGIBDST or FGIBDSR. 
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Again, this is all good information.  But you want more information than what is provided.  Click on
the YTD information for the account you want to see detailed information for (in mygateway).  This
will show you a detailed list of items (journal, vouchers and invoices) against the account.  If you
need more information about one of them, just click on the link.

When I clicked on the link for the Office Depot invoice (# I0254468), I see information about, and
related to, that one particular invoice:
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HINT: Be aware of the scroll bar! When you see space below the button in the scroll bar,
there is more information than appears on the screen... scroll down!
When you scroll down, there are links to the actual invoice, the RQ and the PO for that item!  Click
on any of the links to see more information!  Click on the RQ number to be taken to the RQ!  An
advantage to viewing an RQ via mygateway is that you will see everything on one screen: dates,
items, cost, text, the PO it was turned into as well as any invoices created against it!  When
viewing the same information in Banner, you will need to Next Block through several screens and in
some cases, use multiple forms!  

Finance Services

Please notice that when you click on the number (1-5) on the
Financial Advisor Channel, you are actually going into
Webstar’s Finance Services tab.  This is also known as
“Finance Self-Serve.”

You can of course, fill in and submit the query.  However,
there are other options available to you.  

• If you look at the bottom of the screen, there is a list of
options.  

• If you click on the tab named “Finance Services” you will
see the same options.  All of the things you can do in
mygateway finance channels are listed in the options.

Budget Queries
When you run a query, you are given the option of saving the parameters.  If you have saved a
query, this is where you will go to retrieve it.

Requisitions
You can easily enter a simple Purchase Requisition from the portal.  Even though it seems easier
to enter a RQ this way, there are a few things that you need to be aware of:

• You cannot save or leave an RQ or leave it “In Process”. Once the document is started, it must
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be completed or all information will be lost.

• You can not use Commodity Level Accounting.

• You can only enter up to 5 items. If you need to enter more than 5 items, you will need to create
the RQ in Banner using FPAREQN.

• You can only have up to 5 different budget numbers.

• You can look up vendors, org codes, account
codes, etc., through the Code Lookup at the
bottom of the screen.  However, it does not fill
the information in for you.  You will need to
either copy and paste, or type in the
information into the correct field.

• Entering in Item Text has never been easier! 
Click on the item’s number (1,2,3,4, or 5).  You
are taken to a screen where you can type the
item text into a box.  The best news:  it will
word wrap! 

• Document Text is just as easy!  Just click on
the button labeled “Document Text” in the top
portion of the RQ.  You are again, taken to a
box where you can enter in text.  It will also
word wrap!
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• When you put in your items, the cost is not calculated until you click on the “Commodity
Validate” button.

• The account numbers do not automatically fill in for you.  In Banner the Chart, Orgn and
Program are automatically filled in for you.  In mygateway, you will need to fill in the entire
budget string. 

• When entering in the
FOAPAL (budget
string) you have the
option of entering in
actual dollars or
entering in a
percentage. 

• Click on the one you
want (dollars or
percents).  

• Enter in the budget
number.  

• In the accounting
column you will need
to enter in either the
percentage of money
being charged to that budget number, or the exact amount being charged to that budget
number.  You can see in the same above I have 2 budget numbers and have split the cost
between the 2 budget numbers.  I have given the exact cost to be applied to each budget
number.

• Once everything is entered you will need to click on Validate (below “Save as Template”).  This
is validate that everything is in there correctly.  If something is wrong, you will see error
messages at the top explaining what is wrong.

Approve Documents
You can easily approve (or reject) RQs via mygateway.  

If you have requisitions or journal vouchers to approve, it will
be listed in the Approval Alerts channel.  

• Click on “Next Approver” you will see a list of everything
you are a next approver for (see below).
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• To see the RQ, all you have to do is click on the RQ number.  This takes you to the RQ where
you can see all items, all text, and all budget numbers - all on one page!  All of this information
is in Banner (FPIREQN), but you would need to go through several blocks to see all of the
same information.

• Once you have looked at the RQ, you
can click on the back button and
either approve or disapprove it.

• You can also see Approval History
by clicking on the History link.

What is really nice with the Approval
History is you can see who still needs
to approve the RQ  or JV as well as
who has already approved (or
rejected) it.

• Not an Approver?  No problem! 
Click on view document. Then click
on the Finance Services tab.  

• Click on Approve Documents.

• Change the (Banner) user ID to the approver you want to look up, ex: RODGARCIA. Submit
query.  You will see all the documents that Rod Garcia needs to approve.

• If you need to see the approvals for a specific document, just click on View Document and
enter in the document number.  Click on Approval history to see who has yet to approve it as
well as who has already approved it.
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Budget Transfers
Budget Transfers and Journal
Vouchers are so easy in
mygateway!  As with the
Requisitions, there are some
limitations. 

• Journal Type: You can only do
a Budget Transfer (BDTR). 
Only accounting staff have
access to do BD01, BD02,
and BD04 transfers.

• The Budget Transfer defaults
to 2 lines.  If you need more,
you can click on “Multiple Line
Budget Transfer” at the bottom
of the screen.

• A Multiple Line Budget Transfer is limited to 5 lines.

• Everything is all on one page.

View Document
Using “View Document” you can easily display the details of various kinds of documents, including
requisitions, stores requisitions, purchase orders, and journal vouchers. 

• Choose the type of document you want to look up by clicking on the down arrow and selecting
a choice.
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• Enter in the document number and click on View Document.

• One advantage to viewing a document via the portal is that you can see everything on one
screen.  This is especially true of
journal vouchers.  JV’s are not
always easy to view once they have
been approved.

• If you do not know the document
number, you can click on the
“Document Number” button to go
into search mode.

• Here you can search by user ID,
activity and transaction dates,
approved (or not), and completed
(or not).

Banner Screens
Of course all of the information we see in mygateway is also available in Banner.  Below is a list of
commonly used Banner screens and a brief description of what they are used for.
 
Banner Screen Description

Requisitions and related forms

FPAREQN Screen to input a purchase requisition.  You can also edit a requisition that
has not been submitted for approvals.

FPIREQN Screen we use to view any requisition, regardless of it’s status (completed,
not completed, approved, not approved, etc)

FTIIDEN Screen where we can look up vendor Banner numbers by the vendor name.

FSAREQN Screen to input a stores requisition.  A stores requisition is items that we
order from our District warehouse.

FOIDOCH This screen is where you can see everything that has happened to your
document.  You can see RQs, POs, invoices, checks, etc.

FPIPURR An inquiry only version of the PO screen.  If you need to see your PO, you
can see it here.

Journal Vouchers and related forms

FGAJVCQ Screen used to transfer money or charges from one account to another.

FGIJSUM Journal Voucher summary form. You cannot see the document text.  You can
only see journal vouchers that have not been approved yet.
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FGIDOCR Journal voucher summary form.  Use this screen to view your approved
journal vouchers.  This screen does show the brief description.

Approval forms

FOAUAPP Finance Approver screen

FOAAINP Screen used to see who still needs to approve an RQ. 

FOIAPPH Screen used to see who has already approved an RQ.

Misc: Org and Account numbers, budget screens

FTVORGN List of all Organization codes

FTVACCT List of all Account codes

FGIBDST Inquiry only form, allows you to see budget status.  Options to drill down into
more detail.

FGITRND When you drill down for more detail you are taken to this form.  This form
shows you all the detail.

FGIBAVL This form shows you the TRUE balance of an account.  It takes into account
all RQs, POs, and JV that have been completed as well as those that have
not been completed.
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