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Section A: Introduction

Lesson: Overview

«f Jump to 100

Workbook goal

The goal of this work is to provide you with the knowledge and tools to set up, maintain, and
generate grant bills. The workbook is divided into four sections:

Introduction

Set Up

Day-to-Day Operations
Reference

Intended audience
Grant Personnel who will be responsible for setting up, maintaining, and generating grant bills.

Section contents

(@ )7/ Y/ 1=\ RPN 5
PrOCESS INTFOTUCTION ....ceeeeeeeeeeeeeeeeee ettt ettt e et e et et et e e e e e e et eeeeeeeeeeeeeeeeeeereeeeeeeees 6
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Section A: Introduction

Lesson: Process Introduction

< Jump ta [0C

Introduction
The Grants Billing process involves setting up, maintaining, generating bills, and recording

payment.

Flow diagram
This diagram highlights the Grants and Contract Accounting process.

= Grant
Personnel

gg = Agency

= Finance
Office

Creates grant for Bills expenses

Write amd submit Approves grant approved incurred for

proposals

proposal grant

What happens
The stages of the process are described in this table.

IR g g el

Recieves
payments

Stage

| Description

Grant Personnel

1

| Write and submit proposals.

Agency

2

| Approves the proposal.

Grant Personnel

| Creates the grant for the approved proposal.

Grant Personnel

| Bills expenses incurred for the grant.

Finance Office

| Receives the payments.

© SunGard 2004-2007
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Section B: Set Up

Lesson: Overview

«d Jump to T0C

Introduction
The purpose of this section is to outline the set-up process for generating grant bills.

Intended audience
Grant Personnel

Objectives
At the end of this section, you will be able to

create system control records

set up billing formats

set up billing exclusion codes

set up grant charge/payment/transfer codes
set up event codes for grant bills and reports.

Prerequisites
To complete this section, you should have

e completed the Education Practices computer-based training (CBT) tutorial “Banner 7.x
Fundamentals: Navigation and Forms,” or have equivalent experience navigating in the
Banner system

o completed the Chart of Accounts training workbook

o completed the Research training workbook

e established administrative rights to create rules and set validation codes in Banner.

e Oracle Reports must be set up for running the Grant Bill Reports — technical staff should
contact UDC Support Center for direction.

© SunGard 2004-2007 Grants Billing

Page 7



Section B: Set Up

Lesson: Overview (Continued)

«f Jump to 100
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Section B: Set Up

Lesson: Setup Forms Used in the Grants
Billing Module

< Jump ta 100

Introduction

You will need to set up billing information before you run bills and reports using the Grant
Billing System.

Setup forms

These forms are used to set up billing information.

Form Description Banner Name
Account Code Maintenance FTMACCT
Fund Code Maintenance FTMFUND
System Control Maintenance FOASYSC
Research Accounting System FRASYSC
Control
Billing Format Validation FRVBFRM
Grant Billing Format FTMBFRM
Payment Management System FRVPMSC
Code Maintenance
Billing Exclusion FTMBECL
Maintenance
Event Code Validation FRVEVNT
Detail Code Control TFADETC
© SunGard 2004-2007 Grants Billing

Page 9



Section B: Set Up

Lesson:

Grant Billing Account and Fund
Code Set Up

«f Jump to T0OC

Purpose

The following account and fund codes are needed for recording the accounting events in the
Grant Billing Module. If the codes have not been previously set up work with the instructor to

determine codes and then set up on the FTMACCT and FTMFUND forms.

Account Description Account Type
Code
Grant Unbilled Accounts Receivable Asset
Grant Billed Accounts Receivable- Asset
Grant Retainage Account Receivable Asset
Grant Unapplied Payment Clearing Account Asset or Liability
Grant Payment Holding Account Asset or Liability
Grant Deferred Revenue Liability
Grant Refund Account Code Liability
Fund Code | Description Fund Type
Payment Holding Fund — used to hold Restricted or Client
unidentified payments from grant agencies. Discretion
Letter of Credit Clearing Fund(s) — used to Restricted
record initial payment from Letter of Credit
Draw. Consider setting up a clearing fund for
each Letter of Credit.

© SunGard 2004-2007
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Section B: Set Up

Lesson: System Control Maintenance Form
Grant Processing Information
wWindow

- Jump ta 100

Purpose

The System Control Maintenance Form (FOASYSC) Grant Processing Information Window is
used to determine when Indirect Cost and Cost Share amounts will be calculated. This
calculation may be performed automatically on each transaction or only when the Deferred Grant
Process (FRRGRNT) is run from the Process Submission Controls Form (GJAPCTL).

Banner form

antrol Maintenance

Effective Date: 20-ZEP-1936 E  Termination Date: EE  MNext Change Date: Last Activity Date: 20-5EP-1996

[Wiactive Status

Interchart Due To Account: 1090 ¥ Cash Interfund Account
Interchart Due From Account: 1090 ¥ | Cash Interfund Account
Federal Employer ID: 123456789

[IMultiple Fund Balance

[IRule Class Security

[CJFund and Organization Security
[IConsolidated Posting
[Ipeferred Edit

it Processing Information FO

[ Defer Calculations of Indirect Cost and Cost Share

Indirect Cost and Cost Share Calculation Order: Indirect Costthen Cost Share <

Procedure

Follow these steps to check the status of the Defer Calculations of Indirect Cost and Cost Share
box.

Step Action

1 | Access the Research Accounting System Control Form (FOASYSC).

2 | Select Grant Processing Info from the Options Menu.

3 | Verify status of the Defer Calculations of Indirect Cost and Cost Share box.

Note: Checking this box will require the Deferred Grant Process (FRRGRNT) to be run
manually before the billing process can be run. Discuss this option with consultant and
then the consultant will direct how to change record if needed.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Research Accounting
System Control Records

- Jump ta 100

Purpose

The Research Accounting System Control Form (FRASYSC) is used to create system control
records that store general billing information for grants such as payee name, address, and other
system-level defaults.

Banner form

(T W —— e
COA: [B[x)scT Universiy Last Activity Date:
Effective Date: 21-DEC-2004 @ Termination Date: @ Next Change Date:
Payee Hame: 'SCT Universi ity
Address Line 1: \4 Country View Road Refund Clearing Account: B
Address Line 2: I Deferred Revenue Account: |
Address Line 3: ‘ Payment Holding Account: E
City: Malverm Payment Holding Fund: =]
State or Province: P& E System Level Defaults:
ZIP or Postal Code: 19355 EA [+ Bill If Budget Line Exceeded?
County: d [ Bill If Budget Total Exceeded?
Nation: Id ¥ Bill If Minimum Not Reached?

[+ Maintain History for Reversal?

Procedure

Follow these steps to complete the process.

Step Action

1 | Access the Research Accounting System Control Form (FRASYSC).

Note: The defaults specified in FRASYSC will be used where there is no override value
specified in the Billing Information window of the FRAGRNT form.

2 | Enter the code associated with the chart of accounts that is responsible for payment of
the invoice in the COA field.

Note: The Last Activity field displays the date this record was created or last modified.
Enter the date on which you want this record to become effective in the Effective field.
4 | Enter the date on which this record terminates in the Termination field.

w

Note: The Next Change field displays the date on which the record was changed.
5 | Enter the name of the enterprise or recipient organization in the Payee Name field.
6 | Enter the address of the enterprise or recipient organization in the Address field.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Research Accounting
System Control Records (Continued)

Procedure, continued

Step Action

7 Enter the address of the enterprise or recipient organization in the City, State or
Province, ZIP or Postal Code and County fields.
8 Enter the code of the nation of the enterprise or recipient organization.

Note: The name will display automatically in the Nation field.

9 Enter the account code used to process refunds to an agency in the Refund Clearing
Account field.

10 | Enter the account code used to post the difference between fixed billing amounts and
actual costs in the Deferred Revenue Account field.

Note: You can override this account code on the Grant Maintenance Form
(FRAGRNT).

11 | Enter the account code to which grant payments are posted when you enter them on the
Miscellaneous Transaction Form (TFAMISC) in the Payment Holding Account field.
12 | Enter the code of the fund to which grant payments are posted when you enter them on
the Miscellaneous Transaction Form (TFAMISC) in the Payment Holding Fund field.

Note: If you post a payment to the Payment Holding Account or Payment Holding
Fund, use a Transfer Detail code on the Grant Payments Entry Form (FRAAREV) to
transfer the payment to a Grant fund.

13 | Click the Bill if Budget Line Exceeded checkbox to indicate whether you want to
generate a bill if the budget has been exceeded for a specific line item.

14 | Click the Bill if Budget Total Exceeded checkbox to indicate whether you want to
generate a bill if the total expense of all line items exceeds the budget.

15 | Click the Bill if Minimum Not Reached checkbox to indicate whether you want to
generate a bill if expenses are less than the minimum budget limit.

Note: You can override the values in the Bill if Budget Line Exceeded, Bill if Budget
Total Exceeded, and Bill if Minimum Not Reached checkboxes on the Grant
Maintenance Form (FRAGRNT), Billing Information window.

16 | Click the Maintain History for Reversal checkbox to indicate whether you want to
store a detailed history of all bill reversals in the Billing Detail History Table
(FRRBDTH).

17 | Click the Save icon.

18 | Click the Exit icon.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Bill and Report Format
Codes

< Jump ta [0C

Purpose

The Billing Format Validation Form (FRVBFRM) is used to create bill and report format codes.
You can also define generic or organization-defined format codes for bills and reports using this
form.

Banner form

Billing/Report System
Format Code Description Req Type  Activity Date

porerom
prinross |
o |
pranom |
P |
pross |
e
—
—

034 |Pub\ic Youchers for Purchases 74

|289R |F\nancia\ Status Report(short-form) 73

|270El |Reques¢ for Advance/Reimbursement [

|272EI |Fedaral Cash Transactions Report [

|272R |FEdEraI Cash Transactions Report "3

|CNSF |Canad\an Standard Report [
| | =
| | o
| | o

IOOFFEEFEF)E

Procedure
Follow these steps to complete the process.
Step Action
1 | Access the Billing Format Validation Form (FRVBFRM).

2 | Scroll to the bottom of the list and perform a Next Record function to create a new
Format code.

Note: A list of all existing codes displays in the Billing/Report Format Code field.
Enter the new code in the Billing/Report Format field.

Enter a description for the new code in the Description field.

5 | Click the System Req check box if you want the data delivered as seed data for standard
forms.

6 |Enter B (bill) or R (report) in the Type field to indicate the type of the Format code.

w

o

Note: The Activity Date field displays the System date.
7 | Click the Save icon.
8 |Click the Exit icon.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Specifying Organization Defined
Format Codes

«f Jumpto T0C

Purpose

The Grant Billing Format Form (FTMBFRM) is used to specify which expenditure groups and
subtotals to include in the generic or organization-defined format codes, once the format is
defined on the FRVBFRM.

Banner form
Billing or Report Format Code: E Type Indicator: ’—
Subtotal Definition
Subtotal Sequence Number Description Activity Date
[ | -
[ ] | [ ]
[ ] | [
[ | .
[ ] | [ ]
[ ] | [
Procedure
Follow these steps to complete the process.
Step Action

1 | Access the Grant Billing Format Form (FTMBFRM).

2 | Enter the Format code (the description for the code will display next to the code) in the
Billing/Report Format Code field.

3 | Perform a Next Block function.

4 | Enter the subtotal sequence number in the Subtotal Sequence Number field. The
system will default to Subtotal Sequence Number 1.

5 | Enter a description for the subtotal in the Description field.

Note: The subtotal and description will appear in the actual printout of the bill or report
in the order you have defined here.

6 | The Activity Date field displays the System date.

7 | Select Expenditure Group Assignment from the Options menu.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Specifying Organization Defined
Format Codes (Continued)

Procedure, continued

Step Action
8 Enter the number that specifies the order in which you want the expenditure groups to
appear in the bill or report in the Group Sequence Number field.

Note: For Fixed Price Generic Bill formats, 999 must be entered in the Group
Sequence Number field to display the fixed price amount. This can be in addition to
other groupings.

Refer to Appendix B for Fixed Price Bill Format Options and Accounting Results.
9 Enter a description for the expenditure group in the Group Description field.

10 | Enter the Sequence number of the summary group to which you want to link this
expenditure group in the Subtotal Sequence Number field.

Note: For each expenditure group, perform a Next Block function to associate Banner
Account codes or Account types. It is ONLY necessary to associate Account Types or
Account Codes with group sequence 999 if account types or account codes have not
already been associated with previous group sequences. See Appendix B for Fixed
Price Options and Accounting Results.

12 | Enter the code identifying an accounting or reporting entity in the COA field.

13 | Enter an Account type in the Account Type Code field.

Note: If you enter information in the Account Type Code fields, do not enter
information in the Account Range Start and Account Range End fields. If you enter
information in the Account Range Start and Account Range End fields, do not enter
information in the Account Type Code fields.

14 | Enter the first Account code in the series that you want to associate with an expenditure
group in the Account Range Start field.

15 | Enter the last Account code in the series that you want to associate with an expenditure
group in the Account Range End field.

Note: The Activity Date field displays the date on which you created or modified the
accounting information.

16 | Click the Save icon.

17 | Click the Exit icon.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Payment Management
System Codes

- Jump ta 100

Purpose

The Payment Management System Code Maintenance Form (FRVPMSC) is used to create
payment management system codes that link together grants that have the same reimbursement
requirements and were received from the same sponsoring agency.

Banner form

*rm Payment Management System Code Maintenance FRVPMSC 7.0 [eiirielelellleleledelelele telete i e e e oo e e e e e e el e e e oo e oo e
PMS Code: IusFLoc NSF LETTER OF CREDIT
Cheart of Accounts: Bz Letter of Credit Furd: 2153 [¥|NSF Research Project
Undistributed Cash Account: 1om EI Letter of Credit Nurnber: MEF1020
Letter of Credit Limit: §,000,000.00 Last Invoice Humber:
Agency: (53 =
Activity Date: 21-DEC-2004
PMS Cade: \ \
Chart of Accounts: ’— F Letter of Credit Fund: [7
Undistributed Cash Account: [7 Letter of Credit Number:
Letter of Credit Limit: Last Invoice Humber:
Agency: (-]
Activity Date:

Procedure

Follow these steps to complete the process.

Step Action

1 | Access the Payment Management System Code Maintenance Form (FRVPMSC).

2 | Enter the user-defined PMS code and description in the PMS Code field.

3 | Enter the Chart of Accounts code for the Letter-of- Credit fund in the COA field.

4 | Enter the code and description of the fund to which payments on this letter of credit will
be posted in the Letter of Credit Fund field.

Note: When you associate a grant with this PMS code using the Billing Information
window of the Grant Maintenance Form (FRAGRNT), the LOC Fund code entered will
appear as the default value for the Payment Fund Code field for that grant. It cannot be
changed on FRAGRNT.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Payment Management
System Codes (Continued)

- Jump ta 100

Procedure, continued

Step Action
5 Enter the Account code for the Undistributed Cash account to which payments will be
credited in the Undistributed Cash Account field.

Notes: When you associate a grant with this PMS code using the Billing Information
window of the Grant Maintenance Form (FRAGRNT), the Undistributed Cash Account
code entered here will appear as the default value in the Undistributed Cash Account
field for that grant.

It cannot be changed on FRAGRNT.
6 Enter the user-defined code that identifies the letter of credit in the Letter of Credit
Number field.

Note: This number will be printed on Standard Form 272.
7 Enter the maximum amount that you can draw on the letter of credit in the Letter of
Credit Limit field.

Note: The system does not use this value; it is for informational purposes only.
8 Enter the number of the last invoice associated with this Payment Management System
code in the Last Invoice Number field.

Note: If you are converting from a legacy system, enter the number of the last invoice
that was generated by your legacy system. The Research Accounting Billing Process
(FRRBILL) will update this number when run in Update mode for the PMS code.

9 Enter the code and description of the sponsoring agency associated with the letter of
credit in the Agency field.

10 | Click the Save icon.

11 | Click the Exit icon.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Exclusion Codes
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Purpose

The Billing Exclusion Maintenance Form (FTMBECL) is used to create exclusion codes that
automatically place non-allowable accounts and Account types on hold.

Banner form

Exclusion Code: | EI

Description: | Activity Date:

Exclusion Definition

Account Range
art End

St
] [

COA Account Type Account Type Description

[

Activity Date

000
I @

Procedure
Follow these steps to complete the process.

Step Action

1 | Access the Billing Exclusion Maintenance Form (FTMBECL).

2 | Enter the exclusion code that you want to define or modify in the Exclusion Code field.
3 | Enter a description for the Exclusion code in the Description field.

Note: The Activity Date field displays the date on which the Exclusion code was
created or modified.
4 | Enter the Chart of Accounts code in the COA field.

5 |Enter an Account type and description in the Account Type field.

Note: If you enter information in the Account Type field, do not enter information in

the Account Range Start and Account Range End fields. If you enter information in
the Account Range Start and Account Range End fields, do not enter information in
the Account Type field.

6 Enter the first Account code in the series associated with the exclusion code in the
Account Range Start field.

© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Exclusion Codes
(Continued)

< Jumpto T0C

Procedure, continued

Step Action
7 Enter the last account code in the series associated with the exclusion code in the
Account Range End field.

Note: The Activity Date field displays the date that the associated COA, ATYP,
ATYP Description, Account Range Start, and Account Range End fields were
entered or modified.
Click the Save icon.
9 Click the Exit icon.

oo
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Section B: Set Up

Lesson: Defining Event Codes
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Purpose

The Event Code Validation Form (FRVEVNT) is used to maintain event codes for bills, reports,
and events. Event codes may be added, deleted, or updated. One Bill Event must be set up in
order to successfully run the Grant Billing Process. More than one Billing Event can be set up
but there must be at least one.

Banner form

Event Code Description Type Desc Activity Date
|FINR ‘Financial Reqort is due E |Everrt |07-DEC-1998
B \@rant Biling E [Bin [
|SF259R ‘Standard Form 269R F |Repnrt |
| \ 0| |
| \ (] |
| \ U] |
Procedure
Follow these steps to complete the process.
Step Action
1 | Access the Event Code Validation Form (FRVEVNT).
2 | Enter an Event Code (maximum of 6 characters) in the Event Code field.
3 | Enter text in the Description field.
4 | Enter B (bill), R (report), or E (event) in the Type field.
5 Click the Save icon.
6 Click the Exit icon.
© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Detail Codes

«f Jump ta T0C

Purpose

The Detail Code Control Form (TFADETC) is used to create Detail codes to process bills for
sponsoring agencies and payments from those agencies. The following chart contains examples
of detail codes that should be set up.

Example:

Detail Code | Description Type | Category | Grant Type | Priority | Refund Code
GBIL Billing [ GRN B 999 Cleared
GRWH Retainage C GRN W 999 Cleared
GCSH Cash,/ P GRN P G949 Cleared

Pavments

GRRF Refunds C GRN R 999 Selected
GRTF Transters P GRN T 9949 Cleared

Detail Code: [EEW [Grant Billing B
Type: |€ Refund Code: I:I [ GL Enterable

Category: GRN EI | Direct Deposit v Active Defaults

Grant Type: [ Refundable Pay Type: |N—E| Amount: ,7

Priority: W [ 'Receipt Tax Type: I_El Effective Date: ,7@

Detail Code: |GCSH |Grant Cash Payrment
Type: |P— Refund Code: l:l [ GL Enterable

Category: GRN E [ Direct Deposit |+ Active Defaults -

Grant Type: [ Refundable Pay Type: |N—E| Amount:

Priority: 999 [ Receipt Tax Type: I_E| Effective Date: =]

Detail Code: |GRC |Grant Charge

Type: |€ Refund Code: l:l [ GL Enterable

Category: GRM E] [ Direct Deposit v Active Defaults

Grant Type: [ Refundable Pay Type: NEI Amount:

Priority: Q99 [ Receipt Tax Type: I_EI Effective Date: @ .
© SunGard 2004-2007 Grants Billing
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Section B: Set Up

Lesson: Creating Detail Codes (Continued)

«f Jump to 100

Procedure
Follow these steps to complete the process.

Step Action

1 | Access the Detail Code Control Form (TFADETC).

2 | Enter a Detail code and a description for the code in the Detail Code field.

3 | Indicate whether this is a Payment Detail code or a Charge Detail code in the Type field.
4 | Enter the code GRN in the Category field.

Note: Set up at least one detail code for a charge and one detail code for payment.
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Section B: Set Up

Lesson: Creating Detail Codes (Continued)
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Procedure, continued

Step Action
5 The Grant Type field has these choices:

B — Billing Detail code — used by the billing process when it produces a bill.

W — Retainage Detail code — used by the billing process when you finally bill all
retainage amounts as the final bill.

P — Payment Detail code — used to process payments from the agency.

R — Refund Detail code — used to process refunds to the agency.

T — Transfer Detail code — used to transfer to the grant fund from another fund.

Note: Additional examples of Grant Detail Codes may be found in the Processing
Chapter of the Finance User Guide available from the Banner Bookshelf located under
the Help menu in Internet Native Banner.

6 Click the Save icon.

7 Click the Exit icon.
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Section B: Set Up

Lesson: Self Check

< Jumpto T0C

Directions
Use the information you have learned in this workbook to complete this self check activity.

Question 1
Which form is used to set up defaults for the grant billing process?

Question 2

The Payment Management System Code Maintenance Form (FRVPMSC) is used to create
Payment Management System codes that link together grants that have the same reimbursement
requirements and were received from the same sponsoring agency.

True or False
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Section B: Set Up

Lesson: Answer Key for Self Check
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Question 1
Which form is used to enter or update grant information?

The Research Accounting System Control Form (FRASYSC).

Question 2

The Payment Management System Code Maintenance Form (FRVPMSC) is used to create
Payment Management System codes that link together grants that have the same reimbursement
requirements and were received from the same sponsoring agency.

True.

© SunGard 2004-2007 Grants Billing
Page 26



Section C: Day-to-Day Operations

Lesson: Overview

<@ Jumpta T0C

Introduction

The purpose of this section is to explain the day-to-day or operational procedures to handle grant
billing at your institution.

Intended audience
Grant Personnel

Objectives
At the end of this section, you will be able to

create a grant and associate it to a fund

set up, make adjustments to, and query bills
view and print bills

run the billing process

process various reports

record, apply, and unapply payments.

Prerequisites
To complete this section, you should have

o created all FOAPAL elements needed
o setup all validation forms that will be used in the Grant Maintenance and Billing processes.
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Section C: Day-to-Day Operations

Lesson: Overview (Continued)

«f Jumpto T0C
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Section C: Day-to-Day Operations

Lesson: Creating a Grant

< Jump to TOC

Introduction
In Banner, there are three ways to create a grant

e from scratch
e from a proposal — where you can change/edit any field
e from an existing grant — copy/use the template.

Banner form

The Grant Maintenance Form (FRAGRNT) is used to enter or update grant information. It is
also used to maintain information such as key personnel, agency information, and cost code
information for indirect cost and cost share calculations on the grant.

Note: If you are using fund/organization security, access to this form is controlled by the
Responsible Organization code entered on the grant. If you have access to the Responsible
Organization code specified, then you are granted access to enter or query record to the grant.

"7 Grant Maintenance FRAGRINT 70 Joireree s e oo e o e e e e A P e bR e et
Grant: | E[ Proposal: EI Text Exists: !l‘T
GramtAaeney: [Caeation CrstiCode Bersaririel Billirg| UserDefired|Dats
Chart of Accounts: ’ETF Responsible Organization: F
Long Title: ‘
Title: [
Agency: Fl
Principal Imvestigator ID: ‘ Fl
Project Start Date: @ Project End Date: @ Proposal: F
Termination Date: @ Expenditure End Date: @
Status: FF [CIPass Through Indicator
Alternate Description: ‘ Status Date: @I
Current Amount: Cumulative Amount: Maximum Amount:
Related Grant: [
Grant Type: F Category: ’—f Sub Category: F
CFDA Number: [~] Sponsor ID: |
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Section C: Day-to-Day Operations

Lesson: Creating a Grant (Continued)
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Procedure
Follow the steps below to enter the main information associated with a grant at your institution.
Step Action

1 | Access the Grant Maintenance Form (FRAGRNT).
2 |Enter NEXT in the Grant field for a system-generated Grant code or enter grant code.

Note: The proposal code is the proposal associated with this grant. If you select a
proposal, all valid information from the proposal will display in the grant.

Warning: Once the proposal is associated with the grant and saved, it cannot be
changed. To change the Proposal code, you must delete the grant and re-enter it with
another Proposal code.

Perform a Next Block function.

4 | Enter the Chart of Accounts code in the COA field.

w

Note: This indicates where transactions will be posted.
5 |Enter the Organizational code in the Responsible Organization field.

Note: This is the responsible administrative office for this grant.
6 | Enter the title of the research grant in the Long Title field.

Note: You may enter up to 256 characters; however, only the first 35 characters will
display in the field.
7 | Enter the short title of the research grant in the Title field.

Note: The Title is limited to 35 characters and will appear on the bills.
8 | Enter the Identification code in the Principal Investigator ID field.
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Section C: Day-to-Day Operations

Lesson: Creating a Grant (Continued)
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Procedure, continued

Step Action
9 Enter the start date in the Project Start Date field.

Note: The Start date is the date the agency awarded the grant. It cannot be changed
once transactions have been posted to the grant ledger (FGBGRNT). The Project
Period Start date defines the setup of the grant/award year and the starting period in the
FGBGRNT table.

This date will default into the Grant Billing Window as Billing Start Date, but can be
changed.
10 | Enter the end date in the Project End Date field.

Note: This is the last day of the grant period of the grant. This date will default into the
Grant Billing Window as the Billing End Date but can be changed.

The proposal code will default here if this grant referenced a proposal in the header.

11 | Enter the date in the Termination Date field that should default into the Fund record to
stop transactions from posting if there is no Expenditure Date, or to force the
transactions entered after this date to be completed by authorized user when there is an
expenditure end date.

12 | Enter the ending date for the period of expenditure activity in the Expenditure End
Date field that will default into the Fund record (this is the final date that transactions
can post on the grant/fund).

Note: This date may be later than the Termination date.

13 | Enter the user-defined Status code in the Status Code field.

14 | Enter a date that corresponds to the Status code in the Date field.

15 | Enter the amount currently funded for the grant in the Current Amount field.

Note: The value is stored in whole dollars.
16 | Enter the amount to date in the Cumulative Amount field for this grant.

Note: This value is also stored in whole dollars.
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Section C: Day-to-Day Operations

Lesson: Creating a Grant (Continued)
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Procedure, continued

Step Action
17 | Enter the Maximum amount of the grant in the Maximum Amount field.

Note: This represents the amount that has been committed by the agency. The value is
stored in whole dollars. This will default as the Maximum Billed amount in the Billing
Information window.

Values for the following three fields are all defined in FTMSDAT, using the
FRBGRNT entity. Though this form does not restrict the length of the codes you use,
maximum lengths are 2 characters for Grant Type, 1 character for Category, and 4
characters for Sub-Category.

Warning: Values greater than the limits mentioned above will prevent you from being
able to save your record.
18 | Enter the user-defined code that reflects the type of grant in the Grant Type field.

Note: The Grant type displays from the proposal if the grant was copied from a
proposal.
19 | Enter the user-defined category of the grant in the Category field.

Note: The grant category displays from the proposal if the grant was copied from a
proposal.

20 | Enter a Sub Category code for an additional breakdown of grant categories in the Sub
Category field.

Note: The grant sub-category displays from the proposal if the grant was copied from a
proposal.
21 | Enter the Category of Federal Domestic Assistance Number in the CFDA field.

Note: Additional CFDA numbers may be added on the Catalog of Federal Domestic
Assistance Codes (FRVCFDA). The CFDA code displays from the proposal if the
grant was copied from a proposal.

22 | Enter the 30-digit external reference number from the agency in the Sponsor ID field.

Note: This field will show on bills and may be used for ad hoc reporting purposes. The
Sponsor ID displays from the proposal if the grant was copied from a proposal.
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Section C: Day-to-Day Operations

Lesson: Viewing Grant Agency Information
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Purpose

The grant agency information window in the Grant Maintenance Form (FRAGRNT) is used to
view address and telephone information and/or to enter the name of the contact at the agency.

.

Proposal: F Text Exists: ’N—

Location Cost Code Personnel Billing User Defined Data

Agency:
Contact:

Predecessor:

T

Address Type: El
Sequence Number: ElI
| [ ]

Email: |

Phone Number Exists: |—

Phone Type: ,7@ Mumber: ’7 Extension:

Phone Sequence Number: ’_ E
Procedure
Follow the steps below to add information about the agency for a new grant.
Step Action

1 Select the Grant Agency tab.

Note: Address information will default from the Agency Record if a default address is
specified. Additional addresses can be added by inserting a record. The default address
information will also default into the Grant Billing Window but can be changed.
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Section C: Day-to-Day Operations

Lesson: Tracking Research Locations
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Purpose

The Grant Location window is used to track the locations where research is being conducted.
The system validates location codes based on the COA entered on the main window or in the
Grant Indirect and Cost Share Information window. This information is not required.

Location tab

‘r0 Grant Maintenance FRAGRINT 700 forziriciereiecer et e e i e be oo e e e e e e e e e e o e e o e e
Grant:  [215501 =] Proposal: =] TextExists: [
Main Grant Agency .@m Cost Code Personnel Billing User Defined Data
Location Research Code
-]
—
L
]
[
[
I ]
Procedure
Follow the steps below to add location information about the grant.
Step Action

1 | Select the Location tab.
2 | Enter a Location code to represent the Research location in the Location field.

Note: The Location code must be predefined on the Location table (FTVLOCN).

The Description field displays automatically when the Location code is entered.

3 | Select the location of the research from the drop-down list in the Research Code field.
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Section C: Day-to-Day Operations

Lesson: Entering Indirect Cost and Cost
Share Information
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Purpose

The Grant Indirect and Cost Share Information window is used to enter the Indirect Cost and
Cost Share codes. This information will copy into the FRMFUND record and can be used to
calculate Indirect Cost Share amounts in the Budget Form FRABUDG.

Cost Code tab

T et balenanee FRAG R 7.0 Fd e

Grant: 215501 F Proposal: F Text Exists: ’V‘T

hain GrantAgency  Location Personnel Billing User Defined Data

Chart of Accounts:

K|
O
d]
K|

=
K|
O
d

Indirect Cost Basis:

Indirect Cost Rate Code:

Indirect Cost Charge Account Code:
Indirect Cost Distribute To Code:

Cost Share Basis:

Cost Share Rate Code:

Cost Share Credit Account Code:
Cost Share Distribute From Code:

Procedure
Follow the steps below to add cost code information to the grant.
Step Action

1 | Select the Cost Code tab.

2 | Enter the Chart of Accounts code for use in validating the Cost codes that will be
entered in the COA field.

3 | Enter the code that represents a list of accounts used in indirect cost calculation in the
Indirect Cost Basis field.

Note: This field is required if the Indirect Cost Rate Code, Indirect Cost Charge
Account Code, or Indirect Cost Distribution Code fields are populated.

4 | Enter the code that represents the percentage rate the sponsoring agency must contribute
towards the expense in the Indirect Cost Rate Code field.

Note: This field is required if the Indirect Cost Basis field is populated.
5 |Enter the code that represents the account to which you want to charge indirect costs in
the Indirect Cost Charge Account Code field.

Note: This field is required if the Indirect Cost Basis field is populated.
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Section C: Day-to-Day Operations

Lesson: Entering Indirect Cost and Cost
Share Information (Continued)
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Procedure, continued

Step Action
6 Enter the code that represents the credit side of indirect cost calculation in the Indirect
Cost Distribute To Code field.

Note: This field is required if the Indirect Cost Basis field is populated.
7 Enter the code that represents a list of accounts used in cost share calculations in the
Cost Share Basis field.

Note: This field is required if the Cost Share Rate Code, Cost Share Credit Account
Code, or Cost Share Distribution Code fields are populated.

8 Enter the code that represents the percentage rate the organization must contribute
towards the expense in the Cost Share Rate Code field.

Note: This field is required if the Cost Share Basis field is populated.
9 Enter the code that represents the credit side of the cost share calculations in the grant
fund in the Cost Share Credit Account Code field.

Note: This field is required if the Cost Share Basis field is populated.
10 | Enter the code that represents the debit side of the cost share calculations reflected in
the unrestricted or general fund in the Cost Share Distribute field.

Note: This field is required if the Cost Share Basis field is populated.
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Section C: Day-to-Day Operations

Lesson: Recording Personnel Information
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Purpose

The Personnel Information window is used to record the primary principal investigate (as
assigned in the main window) or other key personnel assigned to this grant.

Personnel tab

Grant:  |2155010 (7] Proposal: [~ Text Exists: [

Main Grant Agency Location Cost Code Personnel Billing User Defined Data
ID: I| =
Indicator: I_ [EI
Chart of Accounts: |E|—
Organization: li E
Salutation: |
Title: |
Address Type: [ [*] nddress Sequence Number: | 7]
Phone Type: [EI Phone Sequence Number: I_ [EI

Billing or Report Format: [EI

Full Time Equivalency: Employee: |—

Procedure
Follow the steps below to add personal information to personnel involved with the grant.
Step Action

1 Select the Personnel tab.

Note: The Principal Investigator Personnel Information will display.

2 | Enter the ID code for the individual that you want to associate with this grant in the ID
field.

Note: The ID displays from the proposal, if the grant was copied from a proposal.
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Section C: Day-to-Day Operations

Lesson: Recording Personnel Information
(Continued)

Procedure, continued

Step Action
3 Enter the user-defined code and description that indicates the person’s level of
responsibility on the grant project in the Indicator field.

Example: 001 Principal Investigator indicates that this person has first, or primary,
responsibility for the grant project. The value 001 can only be associated with one ID,
and should be reserved for the principal investigator. All other values can be used more
than once.

If you did not specify a principal investigator ID on the main window, that field will be
automatically updated if you enter an ID with an Indicator value of 001 on this window.
If you entered a PI ID in the main window and you subsequently remove it from this
window, the system will automatically remove the PI 1D value from the main window.
4 Enter the Chart of Accounts code for use in validating the Cost codes, which will be
entered in the COA field.

5 Enter the code for the organization or individual responsible for purchasing
commodities or services in the Organization field.

Note: The Organization code displays from the proposal, if the grant was copied from a
proposal.

6 Enter the preferred salutation for the individual (professor, doctor, etc.) in the
Salutation field.

7 Enter the title of the individual in the Title field.

Note: This field displays from the proposal if the grant was copied from a proposal.
8 Enter the type of address of the person referenced by the ID in the Address Type field.

Note: In the Address Sequence Number field, the display shows the Sequence
number of an address for agencies with multiple addresses.

9 Enter the type of phone number of the person referenced by the ID in the Phone Type
field.

Note: The Phone Sequence Number field displays the Sequence number of a
telephone number for agencies with multiple telephone numbers.
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Section C: Day-to-Day Operations

Lesson: Recording Personnel Information
(Continued)

«f Jump to T0OC

Procedure, continued

Step Action

10 | Enter the code to specify the format of a bill or report in the Billing/Report Format
field.
Note: This field enables Banner to print the name, ID, and phone number of the person
responsible for this grant on bills and reports.

11 | Indicate the proportion of time that the person you entered in the ID field spends
working on the grant in the Full-Time Equivalency field.
Note: Entries in this field cannot be greater than 1.00. This field displays from the
proposal, if the grant was copied from a proposal.

12 | Indicate whether the person you entered in the ID field is an employee in the Employee
field.
Note: Values are Y or N. A'Y will automatically appear if the ID you associate with the
Grant is known to the System as an employee.
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Section C: Day-to-Day Operations

Lesson: Modifying Billing Data
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Purpose

The Grant Billing Information window is used to enter or modify data pertaining to the Billing
process.

This information overrides the data setup on FRASYSC. It is not necessary to complete the
fields that are also on FRASYSC if the values are the same. Refer to Appendix A for billing
maximum control options.

Billing tab

Grant:  |15501 =] Proposal: =] TextExists: [/
Main Grant Agency Location Cost Code Personnel User Defined Data

Agency:

PMS Code: =]
Billing Exclusion Code: [+
Budget Limit Indicator: |NU Budget Action Reguired =
Payment Fund Code: [ =]
Undistributed Cash Receipt Account: ]
Refund Clearing Account: Id
Billing Address Type: =] Sequence Number: =
Last Imvoice Number: 1034 Billing Format Extension: =]
Bill If Budget Line Exceeded: [] Bill If Minitmurm Mot Reached: [
Bill If Budget Total Exceeded: [ Budget Check Source:
Billing Start Date: o1-may-2004 [ Billing End Date: =
Billing Limits: Minimurm; Cumulative: Maximum:
Deferred Account Code: |
Procedure
Follow the steps below to modify data pertaining to the grant billing process.
Step Action

1 Select the Billing tab.

2 | Enter the user-defined code in the PMS Code field that enables you to link together
multiple grants from the same sponsoring agency that have the same reimbursement
requirements.

3 | Enter the user-defined code that represents a list of accounts to be excluded from billing
in the Billing Exclusion Code field.

Note: If an expense is charged to one of these accounts, Banner will automatically place
the charge on hold.
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Section C: Day-to-Day Operations

Lesson: Modifying Billing Data (Continued)

Procedure, continued

Step Action

4 The Budget Limit Indicator allows you to select whether Total Budget or Line Item
Budget is used when performing budget checking.
5 Enter the fund to which grant payments are posted when you enter them on the Grant
Payments Entry Form (FRAAREYV) in the Payment Fund Code field.

Note: If a value is not entered in this field, single payments will be posted only after
fund code is manually entered on the Grant Payments Entry Form (FRAAREV). If a
PMS code is used the payment fund codes defaults from Payment Management System
Code Maintenance Form (FRVPMSC).

6 Enter the account to which grant payments are posted when you enter them on the Grant
Payments Entry Form (FRAAREV) in the Undistributed Cash Receipt Account field.
7 Enter the account used to process refunds to an agency in the Refund Clearing
Account field.

Note: If you do not enter a value in this field, the account in the Refund Clearing
Account field on the Grant System Control Maintenance Form (FRASYSC) will be
used to process refunds.

8 Enter the code that represents the Billing Address type of the sponsoring agency in the
Billing Address Type field.

9 Enter the sequence number of an address for agencies with multiple addresses (for
example, three different billing addresses) in the Sequence Number field.

10 | Enter the unique number identifying the most recent invoice for this grant generated by
the Research Accounting Billing Process (FRRBILL) or your legacy billing system in
the Last Invoice Number field.

Note: This field may not be updated once the billing process has run.
11 | Enter the Format code that defines the 1034 continuation form in the 1034 BFRM
Extension field.

Note: Enter a value in this field if you want to generate a 1034 continuation form and
you entered the 1034 bill Format code in the Billing/Report Format Code field on the
Grant Events Assignment Form (FRAEVGA). Otherwise, leave this field blank.
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Section C: Day-to-Day Operations

Lesson: Modifying Billing Data (Continued)

Procedure, continued

Step Action

12 | Enter Y (generate a bill if the line item expense exceeds the budget) or N (do not
generate a bill if the line item expense exceeds the budget) to indicate whether to
generate a bill if the line item expense exceeds the budget in the Bill If Budget Line
Exceeded field.

Note: If you do not enter a value in this field, the value in the Bill If Budget Line
Exceeded field on the Grant System Control Maintenance Form (FRASYSC) will be
used.

13 | Enter Y in the Bill If Minimum Not Reached field (generate a bill if the expense is less
than the minimum amount) or N (do not generate a bill if the expense is less than the
minimum amount) to indicate whether to generate a bill if the expense is less than the
minimum amount.

Note: If you do not enter a value in this field, the value in the Bill If Minimum Not
Reached field on the Grant System Control Maintenance Form (FRASYSC) will be
used.

14 | Enter Y in the Bill If Budget Total Exceeded field (generate a bill if the total expense
exceeds the budget) or N (do not generate a bill if the total expense exceeds the budget)
to indicate whether to generate a bill if the total expense exceeds the budget.

Note: If you do not enter a value in the Bill If Budget Line Exceeded, Bill If
Minimum Not Reached, and Bill If Budget Total Exceeded fields, the values for
these fields on the Grant System Control Maintenance Form (FRASYSC) will be used.
15 | Select Grant Ledger or Maximum Billing Limit from the drop-down list to be compared
to the Total Budget in the Budget Check Source field.

Note: Enter a value in this field only if Total Budget has been selected for the Budget
Limit Indicator field. Line Item Budget defaults Grant Ledger and No Budget Action
will not allow entry in this field.

16 | Enter the start date of the billing period in the Billing Start Date field.
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Section C: Day-to-Day Operations

Lesson: Modifying Billing Data (Continued)
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Procedure, continued

Step Action

17 | Enter the end date of the billing period in the Billing End Date field.

18 | Enter the amount that unbilled expenditures need to exceed for bills to be generated in
the Minimum field.

Note: In the Billing Limits: Cumulative field, the display shows the total amount
billed to date. This is updated by the Billing process.

This field may not be updated once the billing process has run.
19 | Enter the maximum amount you can bill the sponsoring agency in the Maximum field.

Note: This value defaults from your entry in the Maximum field on the Header
Information of the FRAGRNT form but can be changed.

20 | Enter the account used to post the difference between fixed billing amounts and actual
costs in the Deferred Account Code field.

Note: If you do not enter a value in this field, the account in the Deferred Revenue
Acct field on the Grant System Control Maintenance Form (FRASYSC) will be used to
post differences between fixed billing amounts and actual costs.
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Section C: Day-to-Day Operations

Lesson: Entering User Defined Data
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Purpose

The User Defined Data tab is used to define attributes to a grant. This is not required to run the
billing processes.

User Defined Data tab

Grant: 215501 [7 Proposal: [7 Text Exists: |N—
Main Grant Agency Location Cost Code Fersonnel Billing User Defined Data
Literal Value
| - | & |
| | |
| | |
| | |
| | |
| | |
Procedure
Follow these steps to complete the process.
Step Action

1 Select the User Defined Data tab.

2 Click the Exit icon.
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Section C: Day-to-Day Operations

Lesson: Associating a Grant to a Fund
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Purpose

The Fund Code Maintenance Form (FTMFUND) is used to associate a grant to a fund. This
form allows you to establish Fund codes for a specific Chart of Accounts and set up the codes to
calculate revenue recognition for funds. From this form, you can navigate to the Research
Accounting Fund Maintenance Form (FRMFUND) to set up the Indirect Cost (I1/C), Cost Share
(C/S) and Accounts Receivable (A/R) codes. The Expenditure End date field in FTMFUND
permits you to specify a Trail Out period for posting expenditures following the official
termination of the grant.

Note: It is possible to link multiple fund codes to one grant, but it is NOT possible to link
multiple grants to one fund code.

Banner form

Use the Fund Code Maintenance Form (FTMFUND) to establish Fund codes for a specific Chart
of Accounts

Chart of Accounts: (= [ Active Status Last Actity Date: | |

Grant: =]

Proposal:

Fund: [ = Title: [

Effective Date: 21-DEC-2004 @ Termination Date: @ Next Change Date:

Expenditure End Date: = ¥ Data Entry

Fund Type: =

Predecessor Fund: El

Financial Manager: [ =]

Unbilled Accrual Account: ’— EI

Revenue Account: EI

Bank: ,7 EI

Cash Receipt Bank Code: ’7 EI

Capitalization Fund Indicator: |Cap Different or Mo Cap -

Capitalization Equity Account: | B

Capitalization Fund: ]

Multiple Fund Balance Indicator: (Mone) =

Restriction Indicator; (Mone) b

Defaults: Organization Program Activity Location

(I L (I 3
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Section C: Day-to-Day Operations

Lesson: Associating a Grant to a Fund
(Continued)

- Jump ta 100

Procedure
Follow these steps to complete the process.

Warning: This form is restricted through role security.

Step Action

1 | Access the Fund Code Maintenance Form (FTMFUND).

2 | Double-click in the Chart of Accounts field to select the Chart of Accounts to associate
with this Fund code.

3 |Click the Search icon to select Grant in the Grant field.
Note: The name of the grant and the Proposal field will be auto populated if a proposal
Is associated with the grant.

4 | Double-click to select from a list of Fund Types in the Fund field.
Note: The Budget dates are purely informational. The forms and processes do not use
these values in their edits or calculations from the fund record.

5 | Enter a name for the Fund in the Title field.
Note: The Effective Date field will default to today’s date. This date should be set
back to the project period start date or earlier. It must be set back to the earliest date that
a transaction will post to this fund.

6 |Enter the date in the Grant Termination field.
Warning: This date must be greater than the effective date. The time between the
Project End date and the Termination date or Expenditure End Date determines the trail-
out period. No transaction activity is allowed following this date without user access
from the User Profile Maintenance Form (FOMPROF) indicator.
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Section C: Day-to-Day Operations

Lesson: Associating a Grant to a Fund
(Continued)

- Jump ta 100

Procedure, continued

Step Action
7 Enter the Ending Period date for Expenditure activity in the Expenditure End Date
field.

Note: This represents the time after the termination of the fund in which expenses may
be incurred. This date must not be less than the Fund Termination date.

The Grant Termination field and the Expenditure End Date fields may be left blank
initially and entered after the fund has been established.

Warning: Only users who have clearance through the User Profile Maintenance Form
(FOMPROF) are authorized to incur expenses after the Fund Termination date through
the Expend End Date.

8 Click the Search icon to select a Fund Type to associate with the grant in the Fund
Type field.

9 Enter the higher-level fund to which this grant fund will roll up to for hierarchical
reporting in the Predecessor field.

10 | Enter the Unbilled AR account code in the Unbilled AR Acct field.

Note: This is used for the calculation of revenue recognition and is required for
recognizing revenue and/or using the grant billing module.

11 | Enter the Revenue Account code to be used for the revenue recognition calculation in
the Revenue Account field.

Note: This is required for the grant billing process.

12 | Enter the default organization that will be associated with this grant fund in the Default
Organization field.

13 | Enter the program for research that will default with this grant fund in the Default
Program field.

14 | Click the Save icon to apply this record.
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Section C: Day-to-Day Operations

Lesson: Associating a Grant to a Fund
(Continued)
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Procedure, continued

Step Action
15 | Select I/C.C/S Code Information (FRMFUND) from the Options menu.
Chart of Accounts: r E‘
Fund: I—E Grant: | |
Effective Date: ’m Termination Date: ,7 Next Change Date: ’7

Budget Period Start Date: Budget Period End Date:

Cost Codes

Indirect Cost Basis: E
Indirect Cost Rate Code: RS
Indirect Cost Charge Account Code: EI
Indirect Cost Distribute To Code: EI
Cost Share Basis: —EI
Cost Share Rate Code: EI
Cost Share Credit Account Code: EI
Cost Share Distribute From Code: 1™

Billing Information

Billed Accounts Receivable:

Cash Receipt Bank Code: ’7 Retainage Accounts Receivable: ’7
Revenue Account: Retainage Amount:

Unbilled Accounts Receivable: Retainage Percent:

16 | Tab through the Fund and Grant to generate the dates entered on the fund record.
17 | Select the Default codes from the Options menu, from grant or enter the indirect cost
codes and/or cost share codes that will be used.

Note: These can be left blank.

18 | Navigate to the Billing Information section from the Options menu.

19 | Enter the appropriate account for Billed A/R in the Billed Accounts Receivable field.
20 | Enter the Retainage Account if an amount or percentage will be withheld from the
billing process until the end of the project at the agency’s demand.

21 | Enter a Retainage percent in the Percent field or a Retainage amount in the Amount
field.

22 | Click the Save icon.

23 | Click the Exit icon.

Note: Once the fund code has been created, return to the Grant Maintenance Form
(FRAGRNT) and navigate to the Billing Options Window. For all grant codes not
associated with a PMS Code, the payment fund code must be entered here.
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Section C: Day-to-Day Operations

Lesson: Assigning Event Codes to a Grant
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Purpose

The Grant Events Assignment Form (FRAEVGA) is used to assign Event codes to a grant,
associate format codes with a grant, and create billing frequency.

Banner form

58 Grant Events Assighment FRAEVGA 7

Grant Code: M E |NSF Grant Research Project

Agency: | [ZH
PMS Code: [7 [IProcess All Grants
® Eyent Management ' Group Management
Procedure
Follow these steps to complete the process.
Step Action

1 | Access the Grant Events Assignment Form (FRAEVGA).

2 | Enter the Grant Identification code in the Grant Code field.

3 | The Description field displays a description for the Grant code.

4 | Perform a Next Block function to open the Event Assignment window.
5 | Enter the Event Identification number in the Event Code field.

IF THEN

you are creating a billing event you must select an Event code that has a Type
code B on the Event Code Validation Form
(FRVEVNT).

you are creating a reporting event | you must select an Event code that has a Type
code R on the Event Code Validation Form

(FRVEVNT).
you are creating some other you must select an Event code that has a type code
regular event E on the Event Code Validation Form
(FRVEVNT).
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Section C: Day-to-Day Operations

Lesson: Assigning Event Codes to a Grant
(Continued)

Procedure, continued

Step Action
6 Enter the number of days before the event is due that the user should be reminded to
satisfy that event in the # of Days Reminder field.

Note: Billing events are satisfied when the Research Accounting Billing Process
(FRRBILL) is run in Update mode. Reporting events are satisfied when the Research
Accounting Report Process (FRRGRPT) is run. Regular events (with a Type code E)
must be satisfied manually using the Grant Event Action Form (FRAEVNG).

7 Enter the number of days after the Begin date that you want the event to occur in the
Number of Days field.

Note: This field is used for one-time events. If you enter a value in this field, you must
also select a value in the Begin Date field.

8 Enter the first day of the event in the Date From field.

9 Enter the last day of the event in the Date To field.

10 | Select an option from the drop-down list to indicate at which point of the grant period
you want the event to begin in the Begin Date field.

Note: This field is used for one-time events.

If you select a value for this field, you must also enter a value in the Number of Days
field.
11 | Select the frequency of billing in the Frequency field.

Note: Values are Weekly, Bi-weekly, Monthly, Quarterly, Semi-annually, and
Annually.

12 | Select an option from the drop-down list to indicate the way in which you bill the
sponsoring agency in the Payment Method Type Ind field.

Note: The Values are Fixed and Cost Reimbursement. Cost reimbursement will bill
any unbilled expenses (listed in FRABDCN). Fixed will bill a specified flat sum,
recording the difference between this amount and actual unbilled expense in the account
specified in the Deferred Revenue field. Fixed price amounts must be associated by
highlighting each pending event and entering the fund and amount on the fixed
schedule window of the options menu.
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Section C: Day-to-Day Operations

Lesson: Assigning Event Codes to a Grant
(Continued)
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Procedure, continued

Step Action
13 | Enter the end date of the period for the first bill you would like to produce in the Period
To field.
14 | Enter the Format code you would like to be used when creating the bill in the Bill
Format field.

15 | Enter the Oracle ID of the individual primarily responsible for creating or completing
an event in the Default Responsible User ID field.

Note: This ID will be used for all events in the Event Detail block; however, the ID can
be overridden for specific events.
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Section C: Day-to-Day Operations

Lesson: Billing Process Overview
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Overview

The billing process should begin after reviewing unbilled transactions. The billing process can
be run in Audit or Update mode. Running the process in Audit mode populates the
corresponding bill format tables and you can view the bills online. Running the process in
Update mode updates the unbilled status of transactions to bill status in the billing detail table.

Expenses need to be posted and the Indirect Cost/Cost Share/Revenue Recognition calculations
must be posted for the Grant prior to running the Grant Billing Processes for Cost Reimbursable
Grants.

The instructor will guide you through the steps to enter expenses, and post the transactions.
Also, if deferred grant processing is set to ‘ON’ on FOASYSC, then run the Indirect Cost/Cost
Share/Revenue Recognition processes FRRGRNT, FGRTRNI and posting.

It is recommended that you perform the following steps when running the Billing process:

e Review the Unbilled Status Control Form (FRABDCN) to monitor unbilled grant
expenditures and the associated grant overhead and to change the status of an item from
unbilled to hold and vice versa.

e Run the Billing Preview Report (FRRINVS) for a specific date to determine, which grants
will be selected by the billing process when you run it for that date.

¢ Run the Research Accounting Billing Process (FRRBILL) in Audit mode for a specific
Billing Format code and Billing period to date.

e Run the Billing Exception Report (FRRBEXC) to identify exceptions for the specified grant
or PMS code.

Correct any exceptions.

¢ Run FRRBILL in Update mode for a specific Billing Format code and Billing period to date.

View the billed amounts and print the bills using the Standard Billing forms.
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Section C: Day-to-Day Operations

Lesson: Billing Process Overview
(Continued)
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Introduction

You can review all the unbilled transactions online before you run the Billing process, which
allows you to

manually place a transaction on hold so that it will not be billed to the agency

release a transaction from hold

change the Billing period for a particular transaction

preview all the grants that will be selected if you run the Billing process for a specified
period and date.

Banner form

The Unbilled Status Control Form (FRABDCN) is utilized to monitor unbilled grant
expenditures and the associated grant overhead, and changes the status of an item from unbilled
to hold and vice versa.

Grant: WFNSF Grant Research Project COA: |EI—F
PMS Code: (=] Fun: d
Agency: |
Grant Fund Status Document Code Transaction Date Billing Period Date Hold Date Amount
[ | \ o | | \ |
\ | \ N | | \ |
\ | \ o | | \ |
\ [ \ o | | \ |
\ | \ N | | \ |
\ | \ o | | \ |
\ [ \ o | | \ |
\ | \ N | | \ |
\ | \ o | | \ |
\ | \ ] | | \ |
\ | \ N | | \ |
\ | \ o | | \ |
\ | \ ] | | \ |
\ | \ o | | \ |
\ | o | | \ |
A 3
Total:
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Section C: Day-to-Day Operations

Lesson: Billing Process Overview
(Continued)
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Procedure

Follow the steps below to monitor unbilled grant expenditures and the associated grant overhead.
You may also change the status of an item.

Step Action

1 | Access the Unbilled Status Control Form (FRABDCN).

2 | Enter the user-defined or System-assigned Grant Identification code and title in the
Grant field.
Press the Tab key to go to the next field.
Enter the name of the sponsoring agency in the Agency field.
Enter the code identifying an accounting or reporting entity in the COA field.
Enter the code that enables you to link together multiple grants from the same
sponsoring agency that have the same reimbursement requirements in the PMS Code
field.
7 | Enter the code that represents a fund from which grant expenses are paid in the Fund
field.
8 | Perform a Next Block function.

oo~ (w
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Section C: Day-to-Day Operations

Lesson:

Billing Process Overview
(Continued)
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Procedure, continued

Step Action
9 Execute a query to view the detailed transactions.
Field Function
Grant Displays the Grant identification code and title
Fund Displays the Code that represents a fund from which grant
expenses are paid
Status** Displays the status of the expense.

Document Code

Displays the Document code for an expense that was posted
against the grant

Transaction Date

Displays the date that the associated transaction was posted to
the ledgers

Billing Period Date

Displays the date that specifies the bill on which you want to
include the associated expense

Hold Date

Displays the date that the associated item was placed on hold.

Release Date

Displays the date that the status of the associated expense was
changed from hold to unbilled

Account Displays the Account code for the associated expense.

Account Class Code * Displays the code that represents the type of expense.

Item Number Displays the item number of the transaction.

Sequence Number Displays the sequence number of the transaction.

Description Displays the description of the document in which the
transaction is stored.

Sponsor Account Displays the Account code of the sponsoring agency.

Amount Displays the dollar amount of this transaction

Total Displays the dollar amount of all the transactions listed on this

form
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Section C: Day-to-Day Operations

Lesson: Billing Process Overview
(Continued)
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Procedure, continued

Step Action
10 Use the scroll bar at the bottom of the Doc Code and Transaction Date fields to see
the remaining fields.
Note: Values are D (direct expense), | (indirect cost), C (cost share).
This may be changed. Options are Hold or Unbilled. If you place a direct expense on
hold, the System will automatically place the corresponding indirect cost and cost share
on hold. If you change the status of a direct expense from hold to unbilled, the system
will not automatically change the status of the corresponding indirect cost and cost
share. You need to do this manually.
11 | Click the Save icon.
12 | Click the Exit icon.
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Lesson: Previewing Bills
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Purpose

You can preview all the grants that will be selected if you run the Billing process for a specified
period and date. The Grant Billing Preview Report (FRRINVS) prints a list of all grants that will
be selected by the Research Accounting Billing Process (FRRBILL) when it is run on the
specified date.

Banner form

P i Dl EREEIL Bl S e A L e L e L L D S L L D e

Process: |FRR\NVS F |Gran1 Billing Preview Report Parameter Set: F

Printer Control

Printer: B Special Print: Lines: 5% Submit Time:

Parameter Values
Parameters Values

Cl Cl

[ o e [21-DEC-2004 B

4]

T 000®)

LEMNGTH: 11 TYPE: Date OfR: Optional M/S: Single
Enter as of date (DD-MON-YYY)

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Submit

Procedure
Follow the steps below to print the unbilled transactions report.

Step Action
1 | Access to the Grant Billing Preview Report (FRRINVS).

Note: This report lists the grants that will be selected by the Research Accounting
Billing Process (FRRBILL) its run on the specified date.

Enter DATABASE in the Printer field.

Enter the last date you want included in the report in the As of Date field.

Click the Submit radio button to activate the Submission block.

Click the Save icon.

Click the Exit icon.

OB (W|IN
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Section C: Day-to-Day Operations

Lesson: Running Bills in Audit Mode
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Purpose

The Research Accounting Billing Process (FRRBILL) is used to generate billing amounts and
posts transactions to ledgers.

Banner form

% Process Submission Contrals GJAPGTL 7.0 iriririeieiriei i ittt bl e b e e et b e o e e e e e e o L e e e e e

Process: |FHHEHLL F |Elllhng Process Parameter Set: F

Printer Control

Printer: DATABASE EI Special Print: Lines: Submit Time:

Parameter Values

Parameters Values
5] 4]
|EHI by PMS Code/Grant Coce G |

[rts code option

[From Pz cone
[ro s Code

[rant cace option
|From Grant Code

\
\
\
\
[res cone [
\
\
\

EFEFEFEFRE

|To Grant Code
LEMNGTH: 1 TYPE: Character O/R: Reguired M/S: Single
Enter (P}MS Code or (G)rant Code

Submission

[ Save Parameter Set as Name: Description: ' Hold & Submit
Procedure
Follow these steps to generate your billing amounts and post transactions to your ledger.
Step Action

1 | Access the Research Accounting Billing Process (FRRBILL).

2 Enter DATABASE in the Printer field.

3 | Indicate whether you want to generate bills by grant code or PMS code in the Bill by
PMS Code/Grant Code field.

Note: Values are P (bill by PMS code) or G (bill by grant code).
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Section C: Day-to-Day Operations

Lesson: Running Bills in Audit Mode
(Continued)
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Procedure, continued

Step Action
4 Indicate the way you want to enter PMS code(s) in the PMS Code Option field.

Note: Enter only if the value in the Bill by PMS Code/Grant Code field is P. Values
are:

A — Automatically enter all PMS codes

R — Enter a range of PMS codes

W — Search for a specific PMS code using a wildcard

S — Enter a specific PMS code

5 Enter the first PMS code in a series in the From PMS Code field.

Note: Enter only if the PMS Code Option field’s value is R in the From PMS Code
field.
6 Enter the last PMS code in a series in the To PMS Code field.

Note: Enter only if the PMS Code Option field’s value is R.
7 Enter the code that represents one or more grants from the same sponsoring agency with
the same reimbursement requirements in the PMS Code field.

Note: Enter only if the PMS Code Option field’s value is W or S. You may use a
wildcard (* or %) if the PMS Code Option field’s value is W.
8 Indicate the way you want to enter grant code(s) in the Grant Code Option field.

Enter only if Bill by PMS Code/Grant Code value is G. Values are:

A — Automatically enter all Grant codes

R — Enter a range of Grant codes

W — Search for a specific Grant code using a wildcard
S — Enter a specific Grant code

9 Enter the first Grant code in a series in the From Grant Code field.

Note: Enter only if the Grant Code Option field’s value is R.
10 | Enter the last grant code in a series in the To Grant Code field.

Note: Enter only if the Grant Code Option field’s value is R.
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Lesson: Running Bills in Audit Mode
(Continued)
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Procedure, continued

Step Action
11 | Enter the code to identify a grant in the Grant Code field.

Note: Enter only if the Grant Code Option field’s value is W or S. You may have a
wildcard (* or %) if the Grant Code Option field’s value is W.

12 | Enter the code to define the format of a bill in the Billing Format Code field.

13 | Enter a date that specifies which transactions to include in the billing process in the
Billing Period To Date field.

Note: Transactions with dates less than or equal to the billing period to date will be
selected. The default value is the system date.

14 | Indicate if this is the last bill for the Grant or PMS code in the Final or Partial
Payment field.

Note: Values are F (This is the final bill) or P (This is not a final bill).
15 | Indicate whether you want to bill for advance or reimbursement payments in the
Advance/Reimbursement Payment field.

Note: Enter only if the Billing Format Code field’s value is 270B. Values are A (bill
for advance payment) or R (bill for reimbursement payment).

16 | Indicate whether you want the system to generate a bill and post transactions to the
ledger, or generate a bill only in the Execution Mode field.

Note: Values are U (update mode — generate a bill and post transactions) or A (audit
mode — generate a bill only).
17 | Specify the type of output you want to generate in the Report Type field.

Note: Values are S (generate output that summarizes information by grant) or D
(generate output that shows detailed information by fund).
18 | Enter the date on which the bill will be generated in the Bill Date field.
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Lesson: Running Bills in Audit Mode
(Continued)
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Procedure, continued

Step Action
19 | Enter the date that the transaction in the bill will be posted to the ledgers in the Posting
Date field.
20 | Indicate whether you want to generate a bill that includes Retainage amounts (amounts
withheld from previous bills by your organization in the Bill Retainage field.
Note: Values are Y (bill retainage amounts) or N (do not bill retainage amounts).
21 | Indicate whether you want to generate a bill that includes payments withheld by the
sponsoring agency in the Bill Payment W/H field.
Note: Values are Y (bill withheld payments) or N (do not bill withheld payments).
22 | Optional: Click the Save Parameter Set as checkbox.
23 | Optional: Enter a name and description in the Name and Description fields.
Note: It is helpful to save parameters for each report format.
24 | Verify the Submit radio button is selected.
25 | Click the Save icon.
26 | Click the Exit icon.
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Section C: Day-to-Day Operations

Lesson: Identifying Billing Exceptions

Purpose

You need to run the Billing Exception Report (FRRBEXC) to identify exceptions for the
specified grant or PMS Code and correct them.

Banner form

The Billing Exception Report (FRRBEXC) generates a list of all grants that have exceptions
associated with them.

Process: |FRREIEXC F |Elilhng Exception Report Parameter Set: ,—F
Printer Control
Printer: |DATABA5E| B Special Print: Lines: 55 Submit Time:
Parameter Values
Parameters Values
d )
o [pres [ (~]
E |Grant Cocle ‘
oz | [ropete [
E |Excemwon Option ‘A
’F |Excep|mn Code ‘
L1 \
] \
L] \ =
LEMNGTH: 16 TYPE: Character Q/R: Optional M/S: Single
Enter PMS {Can use % as wildeard character)
Submission
[ Save Parameter Set as Name: Description: ' Hold ® Submit
Procedure
Follow these steps to generate a list of all your grants that have associated exceptions.
Step Action

1 | Access the Billing Exception Report (FRRBEXC).
2 |Enter DATABASE in the Printer field.

3 |Enter a user-defined code that represents one or more grants from the same sponsoring
agency with the same reimbursement requirements in the PMS field.

Note: You may enter a partial PMS code with a wildcard (* or %).
4 | Enter a user-defined code identifying the grant in the Grant Code field.

5 |Enter the Billing Period End date in the To Date field.
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Lesson: Identifying Billing Exceptions
(Continued)
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Procedure, continued

Step Action
6 Indicate whether you want to include all exceptions or only a specific type of exception
in the Exception Option field.

Note: Values are A (include all exceptions) or S (include only a specific type of
exception).

7 Enter a number representing the exception you want to include in the report in the
Exception Code field.

Note: This parameter is required if the Exception
8 Option field has a value of S. Values are:

Exception Code:
Exception Code:
Exception Code:
Exception Code:
Exception Code:
Exception Code:
Exception Code:
Exception Code:

Bill without billing address
Trail-In Activity

Billing Item on Hold

Budget Line Exceeded

Budget Exceeded in total
Billing Minimum not reached
Expenses not included in format
Trail-Out Activity

O~NO O~ WNPE

9 Optional: Click the Save Parameter Set as checkbox.

Note: It is helpful if always running for same specific exceptions to save parameters
10 | Verify the Submit radio button is selected.

11 | Click the Save icon.

12 | Click the Exit icon.
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Purpose

Run the Research Accounting Billing Process (FRRBILL) in Update mode after identifying your
exceptions for the specified grant or PMS code.

Note: This process was previously run in audit mode.

Procedure
Follow the steps below to generate billing amounts and post transactions to ledgers.
Step Action

1 | Access the Research Accounting Billing Process (FRRBILL).

2 | Enter DATABASE in the Printer field.

3 | Indicate whether you want to generate bills by grant code or PMS code in the Bill by
PMS Code/Grant Code field.

Note: Values are P (bill by PMS code) or G (bill by grant code).
4 | Indicate the way you want to enter PMS code(s) in the PMS Code Option field.

Note: This is required only if the Bill by PMS Code/Grant Code field’s value is P.

Values are:

A — Automatically enter all PMS codes

R — Enter a range of PMS codes

W — Search for a specific PMS code using a wildcard
S — Enter a specific PMS code

5 Enter the first PMS code in a series in the From PMS Code field.

Enter only if the PMS Code Option field’s value is R.
6 Enter the last PMS code in a series in the To PMS Code field.

Note: Enter only if the PMS Code Option field’s value is R.
7 | Enter the code that represents one or more grants from the same sponsoring agency with
the same reimbursement requirements in the PMS Code field.

Note: Enter only if the PMS Code Option field’s value is W or S.

You may use a wildcard (* or %) if the PMS Code Option field’s value is W.
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Lesson: Running Bills in Update Mode
(Continued)
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Procedure, continued

Step Action

8 Indicate the way you want to enter Grant code(s) in the Grant Code Option field.
Note: Enter only if the Bill by PMS Code/Grant Code field’s value is G. Values are:
A — Automatically enter all Grant codes
R — Enter a range of Grant codes
W — Search for a specific Grant code using a wildcard
S — Enter a specific Grant code

9 Enter the first Grant code in a series in the From Grant Code field.

Note: Enter only if the Grant Code Option field’s value is R.
10 | Enter the last grant code in a series in the To Grant Code field.

Note: Enter only if the Grant Code Option field’s value is R.
11 | Enter the user-defined code that identifies a grant in the Grant Code field.

Note: Enter only if the Grant Code Option field’s value is W or S. You may use a
wildcard (* or %) if the Grant Code Option field’s value is W.

12 | Enter the code in the Billing Format Code field that defines the format of a bill.

13 | Specify which transactions to include in the billing process in the Billing Period To
Date field.

Note: Transactions with dates less than or equal to the Billing period to date will be
selected. The default is the System date.

14 | Indicate if this is the last bill for the grant or PMS code in the Final or Partial
Payment field.

Note: Values are F and P.
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Lesson: Running Bills in Update Mode
(Continued)
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Procedure, continued

Step Action

15 | Indicate whether you want to bill for advance or reimbursement payments in the
Advance/Reimbursement Payment field.
Note: This is required only if the Billing Format Code value is 270B. Values are A
(bill for advance payment) or R (bill for reimbursement payment).

16 | Indicate whether you want the system to generate a bill and post transactions to the
ledger, or generate a bill only in the Execution Mode field.
Note: Values are U (Update mode — generate a bill and post transactions) and A (Audit
mode — generate a bill only).

17 | Specify the type of output you want to generate in the Report Type field.
Note: Values are S (generate output that summarizes information by grant) and D
(generate output that shows detailed information by fund).

18 | Enter the date on which the bill will be generated in the Bill Date field.

19 | Enter the date that the transaction in the bill will be posted to the ledgers in the Posting
Date field.

20 | Indicate whether you want to generate a bill that includes retainage amounts (amounts
withheld from previous bills by your organization in the Bill Retainage field. Values
are Y and N.

21 | Indicate whether you want to generate a bill that includes payments withheld by the
sponsoring agency in the Bill Payment W/H field.
Note: Values areY and N.

22 | Verify the Submit radio button is selected.

23 | Click the Save icon.

24 | Click the Exit icon.
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Purpose

Banner provides the functionality to make adjustments to bills that have been run in Update
mode. First run the Bill Reversal Process (FRRBREV) to undo whatever the billing process has
done.

Banner form

The Research Accounting Billing Reversal Process (FRRBREV) form is used to reverse bills and
transactions that have been run in Update mode.
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Process:  [rarev |7 |[Biling Reversal Process Parameter Set: [*]

Printer Control

Printer: DATABASE| EI Special Print: Lines: Submit Time:

Parameter Values
Parameters Values

] ]

[res cone

[erant coce

|ElHI|ng Irveice Mumber

\

\

\
[rcics #dstmert rumber [
| \
| \
| \
| \
LENGTH: 18 TYPE: Character O/R: Optional M/S: Single
Either enter PMS Code or Grant Code

COOEEFEE

Submission

[ Save Parameter Set as Name: ’— Description: ’7 © Hold ® Submit
Procedure
Follow the steps below to reverse a bill.
Step Action

1 | Access the Research Accounting Billing Reversal Process (FRRBREV).

Enter DATABASE in the Printer field.

Enter the PMS code on the bill you want to reverse in the PMS Code field.

2

3

4 | Enter the Grant code on the bill you want to reverse in the Grant Code field.

5 | Enter the invoice number of the bill you want to reverse in the Billing Invoice Number
field.

Note: This is a required field.
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Procedure, continued

Step Action
6 Enter the Adjustment number of the bill you want to reverse in the Invoice Adjustment
Number field.
7 Click the Save Parameter Set as checkbox.
8 Enter a name and description in the Name and Description fields.
9 Verify the Submit radio button is selected.
10 | Click the Save icon.
11 | Click the Exit icon.
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Introduction

After running the billing process, you can view single bills online using the Oracle Reports
Server and print them using the forms listed below.

Standard Billing 1034 Form (FRA134B)
Standard Billing 270 Form (FRA270B)
Standard Billing 272 Form (FRA272B)
Generic Billing Form (FRAGENB)

Use the Standard Bill and Reports Form (FRABRUN) to select a format code and run bills or
reports for all grants with a specified period to date.

Note: Period to date is a required field. Other parameters may be used to limit the selection.
Refer to Chapter 25 of the Bookshelf Documentation for detailed information regarding
parameter selection.

Report 269 1l
Bill 270 Report 272 )
Bill 272 Report CHEF }
Generic Bill Generic Report )
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Purpose

The Standard Billing 1034 Form (FRA134B) is used to view, print, and change grant bills in the
Standard 1034 format. You can also use this form to enter data from your legacy billing System.

Banner form

Grant: I

Bill Immice: 5

Grant: [7 Voucher Number: R
Update Indicator: | | Final Indicator: (] Complete Indicator: |

Date Submitted: =

Agency: [
Address: \

City: State or Province: Zip or Postal Code:
Contract Number: ‘

Payee's Name: ‘ Bill Amount:
Address: \

City: State or Province: Zip or Postal Code:

Period From: E Period To: E
——

PMS Code:

Procedure

Follow the steps below to view, print and change your grant bills and/or enter data from your
legacy billing system.

Step Action

1 | Access the Standard Billing 1034 Form (FRA134B).

2 | Enter the user-defined or system-assigned Grant identification code and title in the
Grant field.

3 | Enter the invoice number that identifies a bill in the Bill Invoice field.
4 | Select Bill Amount from the Options menu to view billing data.
5 |[Select the Bill 1034 (FRR134B) from the Options menu.

Note: This allows you to produce the Standard Billing 1034 Form.
6 |[Click the Exit icon.
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Purpose

The Standard Billing 270 Form (FRA270B) is also used to view, print, and change grant bills in
the standard 270 format. You can also use this window to enter data from your legacy billing

system.

Banner form

e Standard Billing 270 FRAZTOE T8 e e e e e e e e e e L e e

Grant:

Bill Invoice:

Grant:
PMS Code:

Employer ID:
Sponsor ID:
Agency:
Address:
City:

Period From:

Update Indicator:

‘F
Complete Indicator: r Date Submitted: =

\
\
Payee's Name: ‘
\
\

[ ™ | Bill Invoice: -

Advance Indicator: | | Final Indicator: [

Cash or Accrual:

I

State or Province: Zip or Postal Code:
= Period To: =

Procedure

Follow the steps below to view, print and change your grant bills and/or enter data from your
legacy billing system.

Step

Action

1

Access the Standard Billing 270 Form (FRA270B).

2

Enter the user-defined or System-assigned Grant Identification code and title in the
Grant field.

3

Enter the unique number that identifies a bill in the Bill Invoice field.

4

Perform a Next Block function.
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Lesson: Using Standard Billing Form 270
(Continued)
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Procedure, continued

Step Action

5 Select Bill Amounts from the Options menu to navigate to the Computation Amount of
Reimbursement/Advances Requested window to view current and cumulative billing
information.
6 Select Bill 270 (FRR270B) from the Options menu to generate a bill that may be
printed out or saved.
7 Click the Exit icon.
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Purpose

Use Standard Billing 272 Form (FRA272B) to view, print, and change standard 272 bills for a
grant. You can also use this window to enter data from your legacy billing system.

Grant ’W E
Bill Invoice: I
Grant: F =1
Last Invoice: ’7 B ’7
Update Indicator: ’—
Final Indicator: ’7
Period From: ’7 E Period To: ’7 E
Complete Indicator: ’—
Sponsor 1D: ‘
Agency: ‘
Payee's Name: ‘
Address; ‘
\
City: State or Province: ,7 Zip or Postal Code:
Emplayer ID:
Letter of Credit Number: ]
PMS Code: [
Date Submitted: =

Procedure 1
Follow these steps to complete the process.

Step Action
1 | Access the Standard Billing 272 Form (FRA272B).
2 Enter the Grant Identification code and title in the Grant field.
3 | Enter the unique number to identify the bill in the Bill Invoice field.
4 | The Adjustment Number field displays the number of times the bill has been adjusted.
5 Perform a Next Block function to view the information associated with the Grant code
and invoice number.
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Procedure 2
Follow the steps below to view the status of the federal cash using your grant code.

Step

Action

1

Select Federal Status Information from the Options menu to navigate to the Status of
Federal Cash by Grant Code window to view amounts by grant.

2 | Enter the Grant Identification code in the Grant Code field.
3 | Enter the billing invoice and adjustment numbers generated by the Research Accounting
Billing Process (FRRBILL) or your legacy billing system in the Bill Invoice field.
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Purpose of the form fields
The table below describes the information and purpose of each field within the form.

Field Name

Purpose

Cash on Hand Beginning

Displays the ending balance of the previous
bill. 1f you change this amount, the change
will not be posted to the ledgers.

Letter of Credit Withdrawals

Displays the amount of payments received
from the sponsoring agency during the period
of this bill.

Treasury Check Payments

Displays the amount of Treasury check
payments received during the period of this
bill.

Total Receipts

Displays the sum of the values in the Letter of
Credit Withdrawals and Check Payments
Amount fields.

Total Cash Available

Displays the sum of the values in the Cash on
Hand Beginning and Total Receipts fields.

Gross Disbursement

Displays the amount billed to the sponsoring
agency. If you change this amount, the
change will not be posted to the ledgers.

Federal Share of Program Income

Displays the Federal share of program income.

Net Disbursement

Displays the remainder of the value in the
Gross Disbursement field minus the Federal
Share Amount field.

Adjustments of Previous Periods

Displays the amount adjusted during previous
Billing periods.

Period Cash on Hand of Period

Displays the value of the Total Cash
Available field minus the Net Disbursement
field plus the Previous Adjustment Amount
field. If the value in this field is greater than
zero, you must enter a value in the Days field.
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Number of Days Displays the number of days for the cash
requirements.

Note: You must enter a value in this field if
the value in the Period Cash on Hand field is
greater than zero.

Interest Income Displays the amount of interest income.
Advances Amount Displays the amount of advances made by your
organization to secondary recipients.
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Procedure 3
Select Bill Header Information from the Options menu to return to the Bill Header Information.

The table below provides the field names and their purpose.

Field Name Purpose
Grant Displays the Grant Identification code entered
in the Key block.
Bill Invoice Displays a unique number that identifies a bill.

Update Indicator

Indicates whether you can use the Generic
Billing Form (FRAGENB) to update the bill.
Values are Y and N.

Note: If you use this form to update a bill, the
ledgers will not be updated.

Final Indicator

Indicates whether this is the final bill for the
grant. Values are Y and N.

Complete Indicator

Indicates whether the bill has been posted to
the ledgers. Values are Y and N.

Sponsor ID

Displays the externally defined Grant
Identification code and name of the sponsoring
agency.

Payee's Name

Displays the name of the organization that will
receive the payment.

Address, City, State, and Zip/PC

Displays the address of the organization that
will receive the payment.

Employer ID

Displays the Tax identification number of the
organization that will receive the payment.

Date Submitted

Displays the date on which the Research
Accounting Report Process (FRRGRPT) or
your legacy system generated the bill.

PMS Code

Displays the code that enables you to link
together multiple grants from the same
sponsoring agency that have the same
reimbursement requirements.
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Procedure 4
Follow the steps below to view, print and save the Standard Billing Form 272.
Step Action

1 | Select Bill 272 (FRR272B) from the Options menu to generate a bill that may be printed
out or saved.

2 Click the Exit icon.
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Purpose

The Generic Billing Form (FRAGENB) is used to view, print and change your grant bills and/or
enter data from your legacy billing system. Note: The billing process updates the budget
amount in FRRGENB for each group sequence number. It does so provided that the grant is
defined to be a cost reimbursable bill where the source for budget checking is the Grant Ledger.

Banner form

Grant: 215501 Ihd]

Bill Format: 4

Bill Invoiice: =]

Grant: F Bill Invoice Number: - |~
PMS Code:

Update Indicator: [] Final Indicator: [] Complete Indicator: |

Bill Format: [~]

Group Sequence Number: F

Sponsor ID: ‘

Agency: ‘

Payee's Name: ‘

Address: ‘

City: State or Province: Zip or Postal Code:

Employer ID: Bill Amount:

Budget Amount: Retainage:

Period From: E Period To: [f Date Submitted: E -

Procedure 1
Follow the steps below to complete the process.

Step Action
1 | Access the Generic Billing Form (FRAGENB).
2 | Enter the Grant Identification code and title in the Grant field.
3 | Enter the Bill Format Identification code and description in the Bill Format field.
4 | The latest number that identifies a bill will display in the Bill Invoice field.
5 The Adjustment Number field displays the number of times the bill has been adjusted.

Note: Banner automatically increases the adjustment number each time you reverse or
re-run a bill. For example, the first time you run a bill, the adjustment number is 0. If
you reverse that bill, the adjustment number changes to 1. When you re-run the bill, the
adjustment number changes to 2. The invoice # remains the same.
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Procedure 2
Follow the steps below to view the amounts for all the expenditure groups on your bill.

Step Action
1 | Select the Summary Information from the Options menu.

Note: This accesses the Summary information window on the Generic Billing Form
(FRAGENB), where you may view the amounts for all the expenditure groups that are
on the bill.

2 | Select the PMS Information from the Options menu.

Note: This accesses the window where you may view the amounts summarized by all
grants that are linked to the code.
3 | Select the Text Information from the Options menu.

Note: This accesses the window where you may enter text that will be printed on the
bill.

4 | Click the Save icon if you entered text.
5 |Select the Generic Bill (FRRGENB) from the Options menu.

Note: This allows you to produce the bill in the generic format.
6 |[Click the Exit icon.
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Purpose

The Research Accounting Report Process (FRRGRPT) is used to show the billing activity for
grants. Prior to viewing and printing your reports, you need to assign reporting events on
FRAEVGA and produce a report to show the billing activity for the grant using the Research
Accounting Report Process Form (FRRGRPT).

Reports show the billing activity for grants. This process does not update the ledger, but it does
update the Event Satisfied Indicator for the Grant code on FRAEVGA.

Banner form

75 Proc iz Emils EURFETIL T Jeleel el el el et e e e e DTt e e e e e e D e e e LS e e e el

Process: |FRRGRPT F |Research At Report Process Parameter Set: F

Printer Control

Printer: DATABASE| B Special Print: Lines: Submit Time:

Parameter Values
Parameters Values

Cl Cl

|REpDrl ey PME Code/Grart Cade

[pras code option

[Fram Pz code
[ro s cace

[rant codte option
[From Grant cane

\
\
\
\
[pres cone [
\
\
\

LEUEEEEE

[ro Grant cacs
LEMGTH: 1 TYPE: Character O/R: Reguired M/S: Single
Enter (F)MS Code aor {Girant Code

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Submit

Procedure
Follow the steps below to produce a report showing the billing activity for your grants.
Step Action

1 | Access the Research Accounting Report Process (FRRGRPT).

2 | Enter DATABASE in the Printer field.
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Procedure, continued

Step Action

3 Indicate whether to generate reports by Grant code or PMS code in the Report by PMS
Code/Grant Code field.
Note: Values are P (Generate reports by PMS code) and G (Generate reports by grant
code). This is a required field.

4 Indicate the way you want to enter PMS code(s) in the PMS Code Option field.
Note: Enter only if the Report by PMS Code/Grant Code field’s value is P. Values
are:
A — Automatically enter all PMS codes
R — Enter a range of PMS codes
W — Search for a specific PMS code using a wildcard
S — Enter a specific PMS code

5 Enter the first PMS code in a series in the From PMS Code field.
Note: This is required only if the PMS Code Option field’s value is R.

6 Enter the last PMS code in a series in the To PMS Code field.
Note: This is required only if the PMS Code Option field’s value is R.

7 Enter a user-defined code representing one or more grants from the same sponsoring
agency with the same reimbursement requirements in the PMS Code field.
Note: Enter only if the PMS Code Option field’s value is W or S. You may use a
wildcard (* or %) if the PMS Code Option field’s value is W.

8 Indicate the way you want to enter grant code(s) in the Grant Code Option field.
Note: Enter only if the Bill by PMS/Grant Code field’s value is G. Values are:
A — Automatically enter all grant codes
R — Enter a range of grant codes
W — Search for a specific grant code using a wildcard
S — Enter a specific grant code

© SunGard 2004-2007 Grants Billing

Page 82




Section C: Day-to-Day Operations

Lesson: Producing Billing Reports
(Continued)

- Jump ta 100

Procedure, continued

Step Action

9 Indicate the first Grant code in a series in the From Grant Code field.
Note: This is required only if the Grant Code Option field’s value is R.

10 | Indicate the last Grant code in a series in the To Grant Code field.
Note: This is required only if the Grant Code Option field’s value is R.

11 | Enter the user-defined code identifying a grant in the Grant Code field.
Note: This is required only if the Grant Code Option value is W or S. You may use a
wildcard (* or %) if the Grant Code Option field’s value is R.

12 | Enter the code that defines the format of a report in the Report Format Code field.
Note: This is a required field.

13 | Enter the last date of the Reporting period you want to include in the output in the
Reporting Period To Date field.
Note: Reporting periods are defined on the Grant Events Assignment Form
(FRAEVGA).

14 | Indicate whether this is the last report for the grant or PMS code in the Final Date field.
Note: Values are Y (This is a final report) or N (This is not a final report). The default
is N.

15 | Click the Save Parameter Set as checkbox.

16 | Enter a name and description in the Name and Description fields.

17 | Click the Submit radio button.

18 | Click the Save icon to execute the report.

19 | Select Review Output on the Options menu to review the report.

20 | Click the Exit icon.
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Introduction
You can view your reports online using these forms:

e Standard Report 269 Form (FRA269R)
e Generic Report Form (FRAGENR)
e Standard Report 272 Form (FRA272R)

Banner form

The Banner Standard Report 269 Form (FRA269R) is used to view, print, and change grant
reports in the standard 269 format.

" Standard Report 260 F

Grant: Id
Grant: =] Period From: =
Final Indicator: r Period To: E
Sponsor ID: | [# Cash Basis
PMS Code: [ [
Grant Period From: Period To:
Employer ID:
Agency: |
Recipient Organization: |
Address: [

|

|
City: ’— State or Province: l_ Zip or Postal Code: ’7
Date Submitted: =

Procedure
Follow the steps below to use the Standard Report 269 Form.
Step Action

1 | Access the Standard Report 269 Form (FRA269R).

2 Enter the Grant Identification code and title in the Grant field.

Note: The description associated with the code displays.

3 | Performing a Next Block function displays the following Banner field information.
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Field names

The following table displays the following Banner field information.

Field Name

Purpose

Grant

Displays the user-defined (or system-assigned)
Grant Identification code and title.

Final Indicator

Indicates whether this is the final report for a
grant. Values are Y and N.

Period From Displays the start date of the Reporting period.

Period To Displays the end date of the reporting period.

Sponsor ID Displays the Grant Identification code assigned
by the sponsoring agency.

Cash Basis Indicates whether the grant is cash or accrual
basis.

PMS Code Displays the user-defined code that enables you to

link together multiple grants from the same
sponsoring agency that have the same
reimbursement requirements.

Grant Period From

Displays the start date of the grant funding.

Period To Displays the end date of the grant funding.

Employer ID Displays the tax identification number of the
organization that will receive the payment.

Agency Displays the name of the sponsoring agency

associated with this grant.

Recipient Organization

Displays the name and address of the organization
that receives payments.

Address, City, State or Province, and Zip
or Postal Code

Displays the address of the organization that
receives payments.

Date Submitted

Displays the date on which FRRGRPT or your
legacy system generated the report.
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Displayed Banner information

Select Report Amount from the Options menu to view the amounts of the report. This option
also displays the following information in each field.

Field Name

Purpose

Grant Code

Displays the user-defined (or system-
assigned) Grant Identification code and title.

Period to date

Displays the end date of the report request
period.

Total Outlays Previously Reported

Displays the total expenses for the prior
reporting period for the grant.

Total Outlays this Period

Displays the total expenses for the current
reporting period for the grant.

Total outlays Cumulative

Displays the cumulative total expenses for the
current and all prior reporting periods for the
grant.

Recipient share of Outlays previously
reported

Displays the amount of cost share for the prior
reporting period for the grant.

Recipient share of Outlays this period

Displays the amount of cost share for the
current reporting period for the grant.

Recipient share of outlays cumulative

Displays the cumulative amount of cost share
for the current and all prior reporting periods
for the grant.

Federal share of Outlays

Displays the net value of the grant sponsor’s
expenses for the current and all prior funding
periods for the grant.

Total unliquidated obligations

Displays the total amount of encumbrances
and reservations for the current and all prior
funding periods for the grant.

Recipient share of unliquidated obligations

Displays the total amount of the grant
recipient’s encumbrances and reservations for
the current and all prior funding periods for
the grant.

Federal share of unliquidated obligations

Displays the total of the grant sponsor’s
unliquidated obligations for the current and all
prior funding periods for the grant.
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Displayed Banner information, continued

Total Federal share Displays the total of the grant sponsor’s
expenses, encumbrances, and reservations for
the current and all prior funding periods for the

grant.
Total Federal funds authorized for this Displays the total budget authorized by the
funding period grant sponsor for the current and all prior
funding periods for the grant.
Unobligated balance Displays the total unobligated funds authorized

by the grant sponsor for the current and all
prior funding periods for the grant

Rate Type Indicator Indicates the type of rate used for indirect cost
calculations. Values are:
P — Provisional rate
R — Predetermined rate
F — Final rate
X — Fixed rate

Indirect Cost rate Displays the percentage rate at which indirect
costs are calculated.

Direct Expense Amount Displays the cumulative total of expenses for
all periods for the grant.

Indirect Expense Amount Displays the cumulative total of indirect
expenses for all periods for the grant.

Federal Share Amount Displays the cumulative total of federal share

of indirect costs for all periods for the grant.
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Purpose
The Generic Report Form (FRAGENR) is used to view grant information.

Grant: | [*]
Report Format: 4
Grant: = Final Indicator: (]
PMS Code:
Report Format: F
Group Sequence Humber: ,7 F
Sponsor ID: |
Agency: |
Payee's Hame: |
Address: [
|
city: State or Province: | Zip or Postal Code:
Employer ID: Report Amount:
Budget Amount: Retainage:
Period From: [fT Period To: [fT Date Submitted: E
Procedure 1
Follow the steps below to complete the procedure.
Step Action
1 | Access the Generic Report Form (FRAGENR).

2 | Enter the grant identification code and title in the Grant field.
3 | Enter the Report Format Identification code and description in the Report Format field.
4 | Perform a Next Block function to display the report data.
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Displayed Banner data

The table below provides the field names and their purpose after performing a Next Block
function.

Field Name Purpose

Grant Displays the Grant Identification code entered
in the Key block.

Final Indicator Indicates whether this is the final report for
the grant. Values are Y and N.

PMS Code Displays the code that enables you to link
together multiple grants from the same
sponsoring agency that have the same
reimbursement requirements.

Report Format Displays the Report Format Identification
code and description.

Group Sequence Number Displays the sequence number and description
of an expenditure group (for example, salaries
or supplies).

Sponsor ID Displays the externally defined identification
code and name of the sponsoring agency.

Payee's Name, Address, City, State or Display the name and address of the

Province, and Zip or Postal Code organization that will receive the payment.

Employer ID Displays the tax identification number of the
organization that will receive the payment.

Report Amount Displays the amount reported for the
expenditure group.

Budget Amount Displays the dollar amount budgeted for the
expenditure group.

Retainage Displays the amount withheld from the bill for
the expenditure group.

Period From Displays the start date of the reporting period.
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Displayed Banner data, continued

Field Name Purpose
Period To Displays the end date of the reporting period.
Date Submitted Displays the date on which the Research

Accounting Report Process (FRRGRPT) or
your legacy system generated the report.
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Procedure 2
Follow these steps to complete the process.

Step

Action

1

Select Summary Information from the Options menu to access the Summary
Information window.

Note: Use this window to view the amounts for all the expenditure groups that are in the
report.

2 | Select PMS Information from the Options menu to access the same window where you
may view the amounts summarized by all grants that are linked to the code.

3 | Select Text Information from the Options menu to access the same window where you
may enter text that can be printed in the report.

4 | Select Generic Report from the Options menu to produce the report in the generic
format.

5 | Click the Exit icon.
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Purpose

The Standard Report 272 Form (FRA272R) is used to view, print, and change Grant reports in
the standard 272 format.

Banner form

Grant: \ EI

Grant: =] Date Submitted: =
PMS Code: \ [

Final Indicator: ’_

Employer ID:

Letter of Credit Number:

Sponsor ID: \

Agency: ‘

Payee's Name: ‘

Address: \
\
\

City: [— State or Province: ,_ Zip or Postal Code: ’7
Period From: [ = Period To: [ =
Procedure
Follow these steps to complete the process.
Step Action

1 | Access the Standard Report 272 Form (FRA272R).

2 | Enter the Grant Identification code and title in the Grant field.
3 | Perform a Next Block function to view the information associated with the grant code
and invoice number.
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Displayed form data

Field Name

Purpose

Grant

Displays the user-defined (or system-
assigned) Grant Identification code and title.

Date Submitted

Displays the date on which the Research
Accounting Report Process (FRRGRPT) or
your legacy system generated the bill.

PMS Code

Displays the user-defined code that enables
you to link together multiple grants from the
same sponsoring agency that have the same
reimbursement requirements.

Final Indicator

Indicates whether this is the final report for a
grant. Values are Y and N.

Employer ID

Displays the tax identification number of the
organization that will receive the payment.

Letter of Credit Number

Displays the user-defined code associated with
the letter of credit.

Sponsor ID

Displays the Grant Identification code
assigned by the sponsoring agency.

Payee’s Name, Address, City, State or
Province, and Zip or Postal Code

Displays the name and address of the
organization that will receive the payment.

Period From

Displays the start date of the reporting period.

Period To

Displays the end date of the reporting period.

© SunGard 2004-2007

Grants Billing

Page 93




Section C: Day-to-Day Operations

Lesson: Using Standard Report 272
(Continued)

- Jump ta 100

Displayed information

You can view your report amounts for the selected reporting period by selecting the Status of
Federal Cash by PMS Code window. This will display the information detailed below.

Field Name Purpose
Grant Code Displays the Grant code.
Period to Date Displays the ending date of the reporting
period.
Cash on Hand Beginning of Report Period Displays the ending balance of the previous
report.
Letter of Credit Withdrawals Displays the amount of payments received

from the sponsoring agency during the period
of this report.

Treasury Check Payments Displays the amount of treasury check
payments received during the period of this
report.

Total Receipts Displays the sum of the values in the Letter of

Credit Withdrawals and Treasury Check
Payments fields.

Total Cash Available Displays the sum of values in the Cash on
Hand Beginning of Report Period and Total
Receipts fields.

Gross Disbursement Displays the amount billed to the sponsoring
agency (total expenses incurred during the
period of this report).

Federal Share of Program Income Displays the federal share of program income.
Net Disbursement Displays the remainder of the value in the
Gross Disbursement field minus the Federal
Share Amount field.

Adjustments of Prior Periods Displays the amount that was adjusted during
previous billing periods.
End of Period Cash on Hand Displays the value of the Total Cash Available

field minus the Net Disbursement field plus
the Previous Adjustment Amount field.
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Procedure, continued

Using Standard Report 272
(Continued)

Interest Income

Displays the amount of interest income.

Amount of Advances

Displays the amount of advances made by
your organization to secondary recipients.
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Introduction

Once an agency payment is received, you will need to identify the agency to Banner and then
record the payment.

Use the Grant Payments Entry Form (FRAAREV) to record payments against an agency. The
form allows you to do the following:

e enter payments against one grant or enter a letter-of-credit drawdown that is against a PMSC
code
enter payments withheld by the agency

e credit transactions for a specific grant (by Grant code)
view all charges, payments, transfers, and balances by agency, PMS Code or individual
grant.

In order to enter payments on this form you must be granted appropriate access via the
TGAUPRF form. This needs to be coordinated with the Accounts Receivable/Cashiering
Personnel.

Banner form

Grant: b12501] [=)[ivsF rant Research Project
Agency: | E”
PMS Code: F [ Distribute to Grants
Detail Code: [ =]
Amount: User: |FASLER
Account Details
Transaction Detail Transaction Invoice
Number Grant Cuﬁde Charge Payment Balance Date Number
| \ \ | m
| \ \ |
| \ \ |
I } | \ \ |
| \ \ |
| \ \ |
| \ \ |
| \ \ |
| \ \ | ]
O 7 e R e e o »
Retainage
Query Balance Grant Balance PMS Balance Agency Balance ‘Withholding Balance
.on
4| Tz »
© SunGard 2004-2007 Grants Billing

Page 96



Section C: Day-to-Day Operations

Lesson: Entering an Agency Payment
(Continued)

- Jump ta 100

Procedure
Follow the steps to record a payment received from an agency.
Step Action

1 | Access the Grant Payments Entry Form (FRAAREV).
2 Enter the Grant Identification code in the Grant field.

Note: The description associated with the code displays automatically.

3 | Enter the code and name of a sponsoring agency associated with the grant in the Agency
field.

4 | Enter the user-defined code that enables you to link together multiple grants from the
same sponsoring agency that have the same reimbursement requirements in the PMS
Code field.

5 | Click the Distribute to Grants checkbox if you want the payment to be distributed to all
grants associated with the PMS code.

6 | The Detail Code field displays the code indicating the type of payment.

Note: A detail code is a payment or charge type transaction code established on the
Detail Code Control Form (TFADETC or TSADETC) as part of the set-up process.
Only detail codes with a category of GRN on the Detail Code Control Form (TFADETC
or TSADETC) may be used on this form.

7 | Enter the amount of the payment in the Amount field, if you are entering a payment that
will be distributed to the grants associated with a PMS code.

Note: If applying payment against single grant code, perform a Next Block function and
enter detail code and payment amount on a new record. If payment fund code was not
entered on the billing options window of FRAGRNT, it will need to be entered on
FRAAREV.
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Procedure, continued

Step Action
8 Click the Save icon.
9 Click the Exit icon.

Note: Once payment has been applied, the cashier session needs to be closed and
finalized on the Cashier Session Review Form (TGACREV) and Cashier Supervisor
Form TGACSPV and the following processes and scripts need to be run manually from
the Process Submission Controls Form (GJAPCTL)or set up to run automatically
overnight:

Application of Payment Process (TRRAPPL)
Accounting Feed Process (TGRFEED)
Finance Feed Sweep Process (FURFEED)
Interface Process (FGRTRNI)

Posting Process(FGRACTG)
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Introduction

Payments that have been applied incorrectly may be corrected by unapplying the payments,
which is a two-step process. First, you need to identify the grant using the Unapplication of
Payments Form (FRAUNAP). Next, you will need to run the Unapplication of Payments
Process (TRRUNAP) to unapply the payment.

Warning: Only payments applied without inv seq # on FRAAREYV can be unapplied.

Banner form

Use the Unapplication of Payments Form (FRAUNAP) to identify the grant and verify the
accuracy of the information.

Grant: M EINSF Grant Research Project

Agency: | [
User: [Faisusr

Detail Transaction  Applied Payments  Charge or
Code Description Number Date Payment Amount Balance

|
|

/N B .

Tr i L ication of P/ nt
Mumber Applied Date

Procedure 1
Follow the steps to identify the grant and verify the agency payment information.

Step Action

1 | Access the Unapplication of Payments Form (FRAUNAP).

2 | Enter the user-defined (or system-assigned) Grant Identification code and title in the
Grant field.
3 | The Agency field displays the code and name of the sponsoring agency associated with
the grant.
4 | The User field displays the ID of the user.
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Procedure, continued

Step Action
5 Perform a Next Block function, which displays the recorded transaction payment
information.
Field Name Description

Detail Code Displays the Detail code of the payment along
with its description.

Transaction Number Displays the transaction number of the
payment.

Applied Payments Date Displays the transaction date of the payment.

Charge or Payment Indicates whether the transaction is a charge or

payment. A negative charge is the only type of
charge displayed on this form.

Amount Displays the amount of the payment or
negative charge transaction.

Balance Displays the balance of the payment line item.

Transaction Number Displays the transaction number of the

payment you want to unapply.

Unapplication of Payments Applied | Displays the start date of the period for which
Date you want to unapply payments. Any payments
that were applied from this date forward will
be unapplied.

Step Action
6 Click the Exit icon.
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Purpose

The next step in the process of unapplying an agency payment is to run the Unapplication of
Payments Process. Use the Unapplication of Payments Process (TRRUNAP) form to unapply
the agency payment.

Banner form

'z Proc s Eils CISFETIL [0 fleel e et D e L e e e e e e e e e e e
Process: |TRRUNAP F |Unappli:ation of payments Parameter Set: F
Printer Control
Printer: DATABASE| B Special Print: Lines: 5% Submit Time:
Parameter Values
Parameters Values
] ]
IF [Erter crant option 2 o]
’; [grant Fram ‘
,F |Grant To ‘
'W |GramWHdcards ‘
ns |Speciﬂc Grarts ‘
[os [orspty CaterpD-mon-v ey |22-DEC-2004
L] \ |

LEMGTH: 1 TYPE: Character O/R: Optional M/S: Single
Yalues ¢, dnildeard, (Ryanoe, and (S)pecific

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Submit

Procedure 2
Follow these steps to complete the process.

Step Action

1 | Access the Unapplication of Payments Process (TRRUNAP).

2 | Enter DATABASE in the Printer field.

3 | Enter a value in the Enter Grant Option field that indicates the way you want to enter
Grant code(s). Values are:

A- Automatically enter all grant codes

R— Enter a range of grant codes

W- Search for a specific grant code using a wildcard
S— Enter a specific grant code
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Procedure, continued

Step Action
4 Enter the first Grant code in a series in the Grant From field.

Note: Enter only if the Enter Grant Option field’s value is R.
5 Enter the last grant code in a series in the Grant To field.

Note: Enter only if the Enter Grant Option field’s value is R.
6 Enter a partial grant code that contains a wildcard (* or %) in the Grant Wildcards
field.

Note: Enter only if the Enter Grant Option field’s value is W.
7 Enter the user-defined code identifying a grant in the Specific Grants field.

Note: All of the payments that were applied to charges on or after the date entered in
the Unapply Date (DD-MON-YYYY) field will be selected.

8 Click the Save Parameter Set as checkbox.

9 Enter a name and description in the Name and Description fields.

10 | Click the Submit radio button.

11 | Click the Save icon to execute the report.

12 | Click the Exit icon.
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Types of queries

Banner provides the capability to run queries regarding your billing, payment and report
information. You will need to use the specified forms described on this page.

The procedural steps required to run a query are provided for only one of the forms, as the
procedure is the same for each form.

Grant Summary Query

The Grant Summary Query Form (FRIGSUM) displays the summary activity of unbilled
amounts, billed amounts, payment amounts, and withholding for Grants Auto Payment
Management System code.

Grant Billing Query

The Grant Billing Query Form (FRIBILL) displays all the billing invoice numbers, the bill
amounts, and the payments against those bills.

Billing Detail Inquiry
The Billing Detail Inquiry Form (FRIBDET) displays all the activity in detail, including unbilled
activity, billed activity, and payment activity.

Standard Billing 1034 Query

The Standard Billing 1034 Query Form (FRI134B) provides a listing of all grants that use the
Standard Form 1034 format. It displays a listing of invoice numbers and billing information in a
columnar format.

Standard Billing 272 Query

The Standard Billing 272 Query Form (FRI272B) provides a listing of all grants that use the
Standard Billing Form 272 format. It displays a listing of invoice numbers and billing
information in a columnar format.

Standard Billing 270 Query

The Standard Billing 270 Query Form (FRI270B) provides a listing of all grants that use the
Standard Billing Form 270 format. It displays the invoice number billing information in a
columnar format.

Generic Billing Query

The Generic Billing Query Form (FRIGENB) provides a listing of all grants that use generic
format. It displays a listing of all grants and their associated Generic Bill Format codes, invoice
numbers, and the billing information in a columnar format.
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Grant Application of Payments Query

The Grant Application of Payments Query Form (FRIAPPL) displays the application of
payments history including the detail of payments and applied charges.

Generic Report Query

The Generic Report Query Form (FRIGENR) provides a listing of all grants that use the generic
report format.
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Let’s review
As a result of completing this workbook, you have

created various codes needed to perform grants billing procedures
created system control records

updated grant billing information

created billed accounts receivable and retainage accounts
assigned event codes to a grant

created a grant and associated it to a fund

set up, made adjustments to, and queried bills

viewed and printed bills

run the billing process

processed various reports

recorded, applied, and unapplied payments

viewed the various query forms.
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Directions
Use the information you have learned in this workbook to complete this self check activity.

Question 1
What are the three ways to create a grant?

Question 2
Which form provides the ability to post grants beyond their termination date?

Question 3

Any user can enter data after the termination date on FTMFUND?
True or False

Question 4
Select the correct statement.

A Grant can be copied from a Proposal.
A Proposal can be copied from a Grant.

Question 5

What are the benefits of being able to review unbilled transactions online before you run the
Billing process?

Question 6
Which two forms are used for reviewing unbilled transactions?

Question 7

The billing process can be run in Audit or Update mode. Which mode populates the
corresponding bill format tables allowing you to view the bills online?

Question 8
Which mode updates the unbilled status of transactions to bill status in the billing detail table?
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Question 9

What mode is used to run the billing report to generate a list of all grants that have exceptions
associated with them?

Question 10

The Billing Exception Report (FRRBEXC) can only be run by Grant code for a specific Billing
Period End date.

True or False

Question 11

The Research Accounting Report Process (FRRGRPT) produces reports that show the billing
activity for grants.

True or False

Question 12

Running the Report Process (FRRGRPT) updates both the ledger and the Event Satisfied
indicator for the Grant or PMS code.

True or False
Question 13
When the billing process is run in Audit mode, you can change the amounts on the forms.
True or False

Question 14

The Standard Bill and Reports Form (FRABRUN) is used to run bills for all grants with the same
Format code for a specified period end date.

True or False

Question 15
Which three forms can be used to view reports online?
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Question 16

Before you view, print, or modify a report, you must run the Research Accounting Report
Process (FRRGRPT).

True or False

Question 17
Which two processes are used to make adjustments to bills?

Question 18
The Billing Process (FRRBILL) is used to undo whatever the billing process has done.

True or False

Question 19

The Grant Payments Entry Form (FRAAREV) can be used to enter payments withheld by the
agency.

True or False

Question 20

Only Detail codes with a category of GRN on the Detail Code Control Form (TFADETC or
TSADETC) may be used on the Grant Payments Entry Form (FRAAREV).

True or False

Question 21

The Grants Application of Payments Process (TRRAPPL) does not have any parameters or
printer output.

True or False

Question 22

Which form displays the summary activity of unbilled amounts, billed amounts, and payment
amounts?
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Question 1
What are the three ways to create a grant?

e from scratch
e from a proposal — where you can change/edit any field
e from an existing grant — copy/use the template

Question 2
Which form provides the ability to post grants beyond their termination date?

Fund Code Maintenance Form (FTMFUND)

Question 3
Any user can enter data after the termination date on FTMFUND?

False. Only users who have clearance through the User Profile Maintenance Form
(FOMPROF) are authorized to enter data after the trail out period.

Question 4
Select the correct statement.

A Grant can be copied from a Proposal.
A Proposal can be copied from a Grant.

Question 5

What are the benefits of being able to review unbilled transactions online before you run
the Billing process?

This allows you to

manually place a transaction on hold so that it will not be billed to the agency
release a transaction from hold

change the Billing period for a particular transaction

preview all the grants that will be selected if you run the Billing process for a
specified period and date
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Question 6
Which form is used for reviewing unbilled transactions?

Unbilled Status Control Form (FRABDCN)

Question 7

The billing process can be run in Audit or Update mode. Which mode populates the
corresponding bill format tables allowing you to view the bills online?

Both Audit and Update mode

Question 8

Which mode updates the unbilled status of transactions to bill status in the billing detail
table?

Update mode

Question 9

What mode is used to run the billing report to generate a list of all grants that have
exceptions associated with them?

Audit mode

Question 10

The Billing Exception Report (FRRBEXC) can only be run by Grant code for a specific
Billing Period End date.

False. You can run this report by Grant or by PMS code for a specific Billing
Period End date.

Question 11

The Research Accounting Report Process (FRRGRPT) produces reports that show the
billing activity for grants.

True
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Question 12

Running the Report Process (FRRGRPT) updates both the ledger and the Event Satisfied
indicator for the Grant or PMS code.

False. Somewhat of a trick question, running the report process does NOT update
the ledger, just the Event Satisfied indicator.

Question 13
When the billing process is run in Audit mode, you can change the amounts on the forms.

False. You can change the amounts when the billing process is run in Update mode.

Question 14

The Standard Bill and Reports Form (FRABRUN) is used to run bills for all grants with
the same Format code for a specified period end date.

True

Question 15
Which three forms can be used to view reports online?

Standard Report 269 Form (FRA269R)
Generic Report Form (FRAGENR)
Standard Report 272 Form (FRA272R)

Question 16

Before you view, print, or modify a report, you must run the Research Accounting Report
Process (FRRGRPT).

True. Once run, you can then view amounts in the report by Grant or by Payment
Management System (PMS) code.
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Question 17
Which two processes are used to make adjustments to bills?

Bill Reversal Process (FRRBREV)
Billing Process (FRRBILL)

Question 18
The Billing Process (FRRBILL) is used to undo whatever the billing process has done.

False. The Bill Reversal Process (FRRBREV) is used to undo whatever the billing
process has done.

Question 19

The Grant Payments Entry Form (FRAAREV) can be used to enter payments withheld by
the agency.

True

Question 20

Only Detail codes with a category of GRN on the Detail Code Control Form (TFADETC
or TSADETC) may be used on the Grant Payments Entry Form (FRAAREYV).

True

Question 21

The Grants Application of Payments Process (TRRAPPL) does not have any parameters
or printer output.

True

Question 22

Which form displays the summary activity of unbilled amounts, billed amounts, and
payment amounts?

The Grant Summary Query Form (FRIGSUM)
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Introduction
The purpose of this section is to provide reference materials related to the workbook.

Section contents
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FOIMS JOD AT ..ttt bbb reene s 118
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Guide

Use this table as a guide to the setup forms and the day-to-day forms that use them.

Setup Form Day-to-Day Form(s)
Form Name Code Form Name Code
System Control Maintenance FOASYSC |Deferred Grant Process FRRGRNT
Research Accounting System FRASYSC |Bill Process FRRBILL
Control Miscellaneous Transaction TFAMISC
Form
Grant Payments Entry Form | FRAAREV
Grant Maintenance Form FRAGRNT
Billing Format Validation FRVBFRM | Event Assignment Form FRAEVGA
Grant Maintenance Form FRAGRNT
Standard Billing 1034 Form |FRA134B
Standard Billing 270 Form FRA270B
Standard Billing 272 Form FRA272B
Banner Standard Report 269 | FRA269R
Form
Generic Report Form FRAGENR
Standard Report 272 Form FRA272R
Grant Billing Format FTMBFRM FRVBFRM
Payment Management System FRVPMSC | Grant Maintenance Form FRAGRNT
Code Maintenance Event Assignment Form FRAEVGA
Grant Payments Entry Form | FRAAREV
FRABDCN
Billing Exclusion Maintenance | FTMBECL | Deferred Grant Process FRAGRNT
Event Code Validation FRVEVNT | Event Assignment Form FRAEVGA
Detail Code Control TFADETC | Grant Payments Entry Form | FRAAREV
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Guide
Use this table as a guide to the day-to-day forms and the setup forms needed for each.

Day-to-Day Form/Process Setup Forms Needed
Grant Maintenance Form (FRAGRNT) e  Research Accounting System Control
(FRASYSC)
e System Data Maintenance (FTMSDAT)
e Agency Code Maintenance (FTMAGCY)
e Payment Management System Code

Maintenance (FRVPMSC)

e Billing Exclusion Maintenance
(FTMBECL)

e Indirect Cost and Cost Share Validation
Forms

Fund Code Maintenance Form (FTMFUND) |e  Grant Maintenance Form (FRAGRNT)
e  Account Code Maintenance (FTMACCT)
— Unbilled Accrual AR, Revenue Account

o Bank Code Rules (GXRBANK) - cash
receipt bank code

Research Accounting Fund Form e Fund Code Maintenance Form

(FRMFUND) (FTMFUND)

e Account Code Maintenance (FTMACCT)-
Billed AR Account, Retainage Account
Code and percentage

e Indirect Cost and Cost Share Validation

Forms

Grant Maintenance Form (FRAGRNT)

Event Code Validation Form (FRVEVNT)

Grant Billing Validation (FRVBFRM)

Grant Billing Format (FTMBFRM)

Event Assignment Form (FRAEVGA)
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Day-to-Day Form/Process Setup Forms Needed

Deferred Grant Process (FRRGRNT) e System Control Maintenance (FOASYSC)

e Grant Maintenance Form (FRAGRNT)

e Fund Code Maintenance Form
(FTMFUND)

e Research Accounting Fund Form
(FRMFUND)

Unbilled Status Control Form (FRABDCN) | e  Deferred Grant Process (FRRGRNT then

posting)

Bill Process (FRRBILL) e Research Accounting System Control
(FRASYSC)

e  Grant Maintenance Form (FRAGRNT)
- Grant Bill Window

e Fund Code Maintenance Form
(FTMFUND)

e Research Accounting Fund Form
(FRMFUND)

e Grant Events Assignment (FRAEVGA)

e  Deferred Grant Process (FRRGRNT)

Miscellaneous Transaction Form e Research Accounting System Control

(TFAMISC) (FRASYSC)

Grant Payments Entry Form (FRAAREV) e Research Accounting System Control
(FRASYSC)

e  User Profile Definition (TGAUPRF)

e Detail Code Control Form (TFADETC)

e Fund Code Maintenance Form
(FTMFUND)

e Research Accounting Fund Form
(FRMFUND)

e  Grant Maintenance Form (FRAGRNT) -
Grant Bill Window — Payment Fund/

Payment Account
Standard Billing 1034 Form (FRA134B) e Bill Process (FRRBILL)
Standard Billing 270 Form (FRA270B) e Bill Process (FRRBILL)
Standard Billing 272 Form (FRA272B) e Bill Process (FRRBILL)
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Day-to-Day Forms and Setup
Needed (Continued)

Day-to-Day Form/Process

Setup Forms Needed

Banner Standard Report 269 Form
(FRA269R)

Bill process (FRRBILL)

Generic Report Form (FRAGENR)

Research Accounting report process
(FRRGRPT)

Standard Report 272 Form (FRA272R

Research Accounting report process
(FRRGRPT)

Grant Payments Entry Form (FRAAREV)

Research Accounting report process
(FRRGRPT)

Unapplication of Payments Form
(FRAUNAP)

Research Accounting Payments Entry
(FRAAREV)
Grant Application of Payment (TRRAPPL)
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Guide

Use this table as a guide to the forms used in this workbook. The Owner column may be used as
a way to designate the individual(s) responsible for maintaining a form.

Form Name Form Description Owner
FOASYSC System Control Maintenance
FRASYSC Research Accounting System Control
FRVBFRM Billing Format Validation

FTMBFRM Grant Billing Format

FRVPMSC Payment Management System Code

Maintenance

FTMBECL Billing Exclusion Maintenance
FRVEVNT Event Code Validation

TFADETC Detail Code Control

TFAMISC Miscellaneous Transaction Form
FRAAREV Grant Payments Entry Form

FRAGRNT Grant Maintenance Form

FTMFUND Fund Code Maintenance Form
FRMFUND Research Accounting Fund Maintenance

Form

FRAEVGA Grant Event Assignment Form
FRABDCN Unbilled Status Control Form

FRA134B Standard Billing 1034 Form

FRA270B Standard Billing 270 Form

FRA272B Standard Billing 272 Form

FRA269R Banner Standard Report 269 Form
FRAGENR Generic Report Form

FRA272R Standard Report 272 Form

FRAAREV Grant Payments Entry Form

FRAUNAP Unapplication of Payments Form
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Section D: Reference

Appendix A Using Billing Maximum Controls
in Banner

«f Jumpto T0C

Budget Limit | Source Bill if Bill if Scenario Result
Indicator Budget Budget
Total Item
Exceeded | Exceeded
Total Grant Y n/a Bill>Budget Produces hill/
ledger produces exception
Total Grant N n/a Bill>Budget No bill/
ledger produces exception
Total Grant Y n/a Bill<-Budget Produces bill
ledger
Total Grant N n/a Bill<-Budget Produces bill
ledger
Total Maximum | Y n/a Bill -> Maximum | Produces bill/
Amount produces exception
Total Maximum | N n/a Bill -> Maximum | No bill/
Amount produces exception
Total Maximum | Y n/a Bill<- Maximum Produces bill
Amount
Total Maximum | N n/a Bill<- Maximum Produces bill
Amount
Item Grant n/a Y Bill>Budget Produces bill/
ledger produces exception
Item Grant n/a N Bill>Budget No bill/
ledger produces exception
Item Grant n/a Y Bill<-Budget Produces bill
ledger
Item Grant n/a N Bill<-Budget Produces bill
ledger
No action n/a n/a n/a n/a Produces bill
Total Grant Y n/a Bill>Budget Produces bill/
ledger produces exception
Total Grant N n/a Bill>Budget No bill/
ledger produces exception
Total Grant Y n/a Bill<-Budget Produces bill
ledger
Total Grant N n/a Bill<-Budget Produces bill
ledger
Total Maximum | Y n/a Bill -> Maximum | Produces bill/
Amount produces exception
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Appendix A Using Billing Maximum Controls
in Banner (Continued)

- Jump ta 100
Budget Limit | Source Bill if Bill if Scenario Result
Indicator Budget Budget
Total Item
Exceeded | Exceeded
Total Maximum | N n/a Bill -> Maximum | No bill/
Amount produces exception
Total Maximum | Y n/a Bill<- Maximum Produces bill
Amount
Total Maximum | N n/a Bill<- Maximum Produces bill
Amount
Item Grant n/a Y Bill>Budget Produces bill/
ledger produces exception
Item Grant n/a N Bill>Budget No bill/
ledger produces exception
Item Grant n/a Y Bill<-Budget Produces bill
ledger
Item Grant n/a N Bill<-Budget Produces bill
ledger
No action n/a n/a n/a n/a Produces bill

Note: The billing process updates the budget amount in FRRGENB for each group sequence
number. It does so provided that the grant is defined to be a cost reimbursable bill where the
source for budget checking is the Grant Ledger.
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Section D: Reference

Appendix B Fixed Price Bill: FRRBILL

Accounting Results and Generic
Bill Format Options:

< Jumpto T0C

FRRBILL Accounting Results:

Example 1:

Fixed price bill of $5,000/ $0 unbilled charges or costs. The postings will be:
Dr Billed A/R $5,000

Cr Deferred Account $5,000
Example 2:

Fixed price bill of $5,000/ $3,000 unbilled charges/costs. The postings will be:
Dr Billed A/R $5,000

Cr Unbilled A/R $3,000

Cr Deferred Account $2,000

Example 3: Fixed price bill of $5,000/ $5,614 unbilled charges/costs. The postings will be:

Dr Billed A/R $5,000
Dr Deferred $614
Cr Unbilled A/R $5,614

Example 4: Fixed price bill of $0.00/$5,614 unbilled charges/costs. The postings will be:
Dr Deferred $5,614
Cr Unbilled A/R $5,614

At the end of the project, you may have a balance in the Deferred Account, which must be
cleared by a manual journal entry.
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Appendix B Fixed Price Bill: FRRBILL

Accounting Results and Generic
Bill Format Options: (Continued

< Jumpto T0C

Generic Bill Format Set Up for Fixed Price Bills

Scenario 1:

FTMBFRM Subtotal FTMBFRM Group FTMBFRM
Sequence ATYPES/Codes

1 10 60

1 20 70

1 999 NONE

Scenario 2

FTMBFRM Subtotal FTMBFRM Group FTMBFRM
Sequence ATYPES/Codes

1 999 60,70

All Expense Account Types or Account Codes must be associated with group sequence numbers
in order to get the accounting results above.
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