IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

GC 101.:

GRANTS & CONTRACTS FOR
PROFESSIONAL /
ADMINISTRATIVE PERSONNEL
TRAINING GUIDE

I#l s

. - . . UNIVERSITY OF ILLINOIS SYSTEM







Acknowledgements

Portions of this manual are based on Ellucian Banner System, Release 8.10.

Copyright

Copyright © 2018 University of lllinois — Office of Business and Financial Services. All rights reserved.
No part of this publication may be reproduced or used in any form or by any means—qgraphic, electronic
or mechanical, including photocopying, recording, taping or in information storage and retrieval
systems—uwithout written permission of University of Illinois — OBFS.

This documentation has been created specifically for the use of the Ellucian Banner System as it has
been implemented at the University of lllinois and for no other purpose.

Trademarks

Banner® is a trademark of Ellucian Company L.P. or its affiliates and is registered in the U.S. and other
countries.

Prerequisites

The following are prerequisites for this course:

FN 100: Finance System Overview

FN 102: Advanced C-FOAPAL and Related Topics

Course Information

Course ID: GC 101: Grants & Contracts for Professional/Administrative Personnel
Revision Date: July 16, 2018

Version: R8.10, V3.6






GC 101: Grants & Contracts for Professional/Administrative Personnel

TABLE OF CONTENTS

COUISE OVEIVIBW ...ttt ettt e oo 4o e ettt e e e et e e e bbbt et e e e e e s n e r e e e eeee s 2
(@00 TU | £ 1T 117/ SRR 2
Lesson 1: Sponsored Project AdmMIiNiStration ...........uuceeiiieiiiiiiiiiie e 3
(ST Yo g W @ o] [T ox 1)Y= TP SPTTPO 3
127 GrantS @N0 FUNGOS .....ooiiiiiiieiiiiie ettt et s e e st e e s s b e e e s ab b e e e e st bt e e e nbb e e e e anbneeeennee 3
e ool ST T N B LTS od 1] o] (o] o PP SPPTPP 3
1.2: Viewing Grants on the Grant Maintenance FOrm (FZAGRNT) ....uuuiiiiiiiiiiiiiiiree e cciieeee e e e s 5
e ool ST IS N B LTS ol 1] o] (o] o [T UPTTPP 5
1.2.A: VIEWING GFant STATUS......coiiiiiiiiiiiii ettt e e et e e e e e e s rbb et e e e e e e s abbebe e e e e e e e e snnbaaeeeaeeeaanneeees 6
e ool ST IS N B LTS ol 1] o] (o] o [T UPTTPP 6

e o Tod ST = 11 ] o] [T TR SRTTP 6
1.2.B: Viewing AgencCy INFOMMAtION ..........coiiiiiiiiieie e e e e e e e 7
e o Tod ST T N B LTS od 1] o] o] o I PP SUTTR 7

e ool ST = 10 ] o] [T TR URTTPO 7

e o Tod LT = 10 ] o] [T TP P UUTTRO 8
1.2.C: Viewing Personnel INfOrMation ...t a e 10

[ ool ST T B LTS Yol 1] o) o] [P PPT RO TRPPPRPP 10
PrOCESS EXAIMPIE ...ttt e e oo ekttt e e e e e e e s bt be et e e e e e e s e bbbbe e e e e e e e e aanbbbbeeeaaaeeaanns 10
1.2.D: Viewing Billing INfOrMAION ..........uiiiiiiiaiiiei et e e e e e e e e 11

e ool ST T B LTS Tod 1] o) o] [P PTT T ROURUPPPRPT 11
PrOCESS EXAIMPIE ...ttt ettt et e e oo ekttt e e e e oo ek bbb e et e e e e e e sabbbbe e e e e e e e e aanbbbbeeeaaaeeaanns 11
1.2.E: Viewing User-Defined INformation..............uuuiiiiii it 12

e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 12
PrOCESS EXAIMPIE ...ttt ettt ettt et e e oo ekttt e e e e oo ek bbb e et e e e e e e e nbbbbe et e e e e e e e nbbbbeeeaaaeeaanns 12
1.2.F: Tracking Federal Pass Through FUNAING ... 13

e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 13
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e s bbbbeeeeeaeeeaanbbbbeeeaaaeeaanns 13
1.3: Using the Fund Code Maintenance FOrm (FZMFUND) ..........oooiuiiiiieeeis e e s sieeee e e e 15
e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 15
1.3. Az USING EffECHIVE DAIES ....eeiiiiiiitiiieei ettt ettt e e e e et e e e e e e e e s nbbbeeeaeaeeeanns 15

e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 15
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e s bbbbeeeeeaeeeaanbbbbeeeaaaeeaanns 16

Grants & Sponsored Projects OBFS



GC 101: Grants & Contracts for Professional/Administrative Personnel

1.3.B: Viewing FUNA PerSONNEL ...ttt e e e e e ebr e ee e e e e e e 17

[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 17
PrOCESS EXAIMPIE ...ttt ettt et e oo ookttt e e e e oo e s b e be et e e e e e e s bbbbeeeeaeeeeaanbbbbeeeaaaeeaanns 17
1.3.C: Viewing FUNG ATIDULES ......ooiiiiiiee ettt ettt e e e et e e e e e e e s abnbeee e e e e e e aans 18

[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 18
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e e bbbbe et e e e e e e aannbbbeeeaaaeeaanns 19
R S 0 To 1 =T ot A O 0 ] OO O PP PPRPPPPPPPON 20
e oot ST B LTS Tod 1] ) o] o TP PTT T ROTRUPPPRPT 20
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e e bbbbe et e e e e e e aannbbbeeeaaaeeaanns 21
1.4.A: INdireCt COSt BASiS COUE .......ccciiiiiiiiiiiiiie ittt ettt e sbn e e anree s 22

[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 22
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e e e e s bbbttt e e e e e e s bbbbeeeeaaeeeaanbbbbeeeaaaeeaanns 22
1.4.B: INAireCt COSt RAE COUE ......eeiiiiiiiiee ittt et et e et e e st e e s e e e e snreeas 24
e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 24
PrOCESS EXAIMPIE ...ttt ettt ettt et e e oo ekttt e e e e oo ek bbb e et e e e e e e e nbbbbe et e e e e e e e nbbbbeeeaaaeeaanns 24
1.4.C: Indirect COSt Charge COUE..........uuuiiiiiaiiiiiiiiee ettt e e e et e e e e e e s abbbeeeeaaeeeaans 25
e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 25
PrOCESS EXAIMPIE ...ttt ettt ettt et e e oo ekttt e e e e oo ek bbb e et e e e e e e e nbbbbe et e e e e e e e nbbbbeeeaaaeeaanns 25
1.4.D: Indirect Cost DIStriDULION COOE .......cocuuiiiiiiiiiie ittt 27
e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 27
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e s bbbbeeeeeaeeeaanbbbbeeeaaaeeaanns 27
1.5: USING INAEX COUBS ... ettt ettt e e e e e st e bttt e e e e e e snb b e be e e e e e e s e snnbbeeeeaaeeeaannneees 28
e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 28
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e s bbbbeeeeeaeeeaanbbbbeeeaaaeeaanns 29
SUPPOI N0 RESOUITES ....ceiiieiiiettieite e e ettt et e e e s e e abe e et eaa e e s e abebe e et aae e e s sbeseeeeaaesaaanbbsaeaaaeesaasnbbneeaaaseaanns 31
LLESSOM SUIMTIAIY ...ttt etttk 88885588tttk s st nb e e 31
LESSON REVIEW ...ttt ettt ettt e oot e e ekt e e ek b et e e ek b et e e e b b et e e ek b e e e e e nbb e e e e anbr e e e e annneeeenres 32
Lesson 2: Viewing FINANCial Data.........ccouuuiiiiiiiiiiee et e e 33
[T E Yo T @ o] [T o3 1Y/ = PRSI 33
2.1: Viewing Budget and EXPENSE DAtaA.......ccceeeiiiiiiiiiieieeeiiiiiiiieeee e e sssteeeeeee e s s ssnnaeeeeeaeessnsnnrneeeeeeesans 33
2.1.A: Accessing Inception To Date INfOrmMation ............ccuviiiiiiiieree i r e e e e 33
o Tod TSI D LTS o] ] o) (o ) o PSR 33
o Tod ST T R = 11 1] ][RR 33
2.1.B: Subawards and Indirect CoSt ENCUMBIANCES ........cccvviiiieiiieiiecie e 36
o Tod TSI D LTS o] ] o) (o ) o PSSR 36

iv OBFS Grants & Sponsored Projects



GC 101: Grants & Contracts for Professional/Administrative Personnel

PrOCESS EXAIMPIE ...ttt ettt et e e oo ettt e e e e oo e s bbbttt e e e e e e s e bbbbe e e e e e e e e s nbbbbeeeaaaeeaanns 37
2.1.C: BUAQEL INQUINY FOIMIS ...ttt ettt e e e ettt e e e e e e sab b e e e e e e e e e s e nbbbeeeaaaeeaanns 38

[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 38
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e e bbbbe et e e e e e e aannbbbeeeaaaeeaanns 39
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e e bbbbe et e e e e e e aannbbbeeeaaaeeaanns 40
2.2: Viewing Billing and COlECHION DALA.......ccc.ceiiiiuiiiiieiae ettt e e e e e seebebeeeeaaeeeaans 41
2.2.A: Using the Billing Detail Inquiry FOrm (FZIBDET).......cccuuuiiiieeeiiiiiiieeeee e s s ssieeeeeee e e s e snnnneeeeae e e 41

[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 41
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e oo e s bbb e et e e e e e e e bbbbe et e e e e e e aannbbbeeeaaaeeaanns 41
2.2.B: Using the Grant Billing Query FOrm (FZIBILL) .....ccoooiuviiiieeee et e e e e e e sinineee e e e 42

[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 42
PrOCESS EXAIMPIE ...ttt et e e oo ekttt e e e e e e ek bbb e et e e e e e e s e bbbbe e e e e e e e e s nbbbbeeeaaaeeaanns 42
2.2.C: Using the Grant Payments Entry FOrm (FZAAREV) ......ooiiii oo sneee e 44

e ool ST B LTS Yol 1] o) o] [P PP T ROTRPPPRPT 44
PrOCESS EXAIMPIE ...ttt ettt ettt et e e oo ekttt e e e e oo ek bbb e et e e e e e e e nbbbbe et e e e e e e e nbbbbeeeaaaeeaanns 44
LESSOMN SUIMITIAIY ...tttk bn e e 46
LESSON REVIEW ...ttt ettt ettt e e h et e e ekt e e ek et e e ok b et e e ek b et e e ek bt e e e enbb e e e e aabre e e e anreeeeenres 46
Lesson 3: APProving TranSACTIONS ...coeeiiiieiiii e e e e e e e e e e e e eeereaa e e eaeeas a7
[T E Yo T @ o] [T ox 1Y/ = PSSR a7
T == To [T =T o Yo U 41T o = L4 (o] USRS a7
o Tod TSI D LTS od ] o) £ ) o PSSR a7
3.2: Approving Documents Using the User Approval Form (FOAUAPP) ... 50
o Tod TSI D LTS od ] o) o ) o PSSR 50
3.3: Viewing Document APProval HISTOIY ........cuieciiiiiiiiieie e icccitie e e e e s e e e e e s s e e e e e e s e nnnnrnneeeaeeeanns 52
o Tod TSI D LTS od ] o) o ) o PSSR 52
o Tod ST T = 10 1] ][ PSSR 52
o Tod 1T = 11 1] ][ PRSP 53
YU o] oo - Vg To I =TT 01U o] =PRSS 54
LIS TEST 0] TS YU 11 = /7% 54
LESSON REVIEW ...ttt sttt n et e n et e Rt e s st e s e e e nm e e e e e e n e e e nn e e ne e e s e e nnres 55
Lesson 4: Cost Sharing and Expenditure Confirmation..........cccccoooeiiiiiiiiieee e, 56
[T E Yo T @ o] [T o3 1Y/ = PRSI 56
T 0TS A8 2 = 1o SO 56
o Tod TSI D LTS o] ] o) o ) o PSSR 56
A LA HAN MAICH ...t 57

Grants & Sponsored Projects OBFS



GC 101: Grants & Contracts for Professional/Administrative Personnel

[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 57
o = Yo 1 Y= (o] PO O PP PP P PPPPPPPPPRPN 57

[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 57
4.2: EXpenditure CONFIFMALIONS .........uiiiiiiiiiiiiie ettt e e e e e st e e e e e e e s abebe e e e e e e e e snnbeneeaaeas 57
[ oot ST B LTS Yol 1] o) o] TP PT T ROTRUPPPRPT 57
LLESSOM SUIMITIAIY ...ttt n e e 58
LESSON REVIEW ...ttt ettt e et e ekt e e ek b et e e ek b et e e e b et e e e b b e e e e e nbb e e e e anbr e e e e anbneeeenres 58
Lesson 5: Miscellaneous QUErY FOIMS . ... e 59
I TSE Yo T @ o] [T o3 1Y/ PSSR 59
5.1: Using the Grant Organization Inquiry FOrm (FRIORGH) ........ccoooiiiiiiiiiiiieiieie e 59
o Tod TSI D LTS ol ] o) o ) o PSSR 59
o Tod LT = 11 1] ][ PSSR 59
5.2: Using the Grant Agency Inquiry FOrm (FRIASTG) ...ccooiiiiiiiiiiiiie e 61
o Tod TSI D LTS od ] o) o ) o PP 61
o Tod ST T = 11 1] ][ PRSI 61
5.3: Using the Grant Personnel Inquiry FOrm (FRIPSTG)......ccuuiiiiiiiiiiiiiiie e 63
o Tod =TT D LTS o] ] o) (o ) o PSSR 63
o Tod ST T = 10 1] ][RR 63
5.4: Using the Grant Title Search FOrm (FRIKGNT) .....coiiiiiiiiiiiiieie et a e 65
o Tod =TT D LTS o] ] o) (o ) o PSSR 65
o Tod 1T = 11 1] ][ PRSP 65
LIS TEST 0 TS YU 11 1= /7% 66
LESSON REVIEW ...ttt ettt s et n et s et e e Rt e s s e e s e e nm e e e e e e ne e e nn e e e nne e e nnneennres 66
I TSY =Y 0] o S = = Lo o 67
[T SE Yo T @ o] [T o3 1)Y= PSSR 67

o I =T g 4T 0] T =T o o T £ PSSR 67
o Tod TSI D LTS od ] o) o ) o PSSR 67
I @ XY =T o |-V A =T o To ] o £ PSSR 68
o Tod TSI D LTS od ] o) o ) o PSSR 68
6.3: Using the Mobius VIieW ENVIFONMENT.........cciiiiiiiiiieie e s eciieie e e e e s s st e e ee e s s ssaniee e e e e e e s snnnnrneeeeeeesanns 68
o Tod TSI D LTS o] ] o) (o ) o PSS 68
6.4: Locating MONtN-ENG REPOIMS.....ccciiiiiiiiiie e e e ettt e e s s st e e e e e s s e e e e e e s s s snanteeeeeaeessnsnnrneeeeeeesanns 69
o Tod TSI D LTS o] ] o) (o ) o PSS 69
LIS TEST 0] TS YU 11 = /7% 77
LESSON REVIEW ...ttt sttt n et e n et e Rt e s st e s e e e nm e e e e e e n e e e nn e e ne e e s e e nnres 78

Vi OBFS Grants & Sponsored Projects



GC 101: Grants & Contracts for Professional/Administrative Personnel

COUISE SUMMIBIY ...uiieiiieeiitie e e et e et et e e e e e e e e e ee s e e e e e e e e ene e r s e e e e e e e e nnne s n e e e e e eeenrnnnnns 79
(€] Fo T3S Y 80
F N AT =T O = 83
APPENTIX Al OBFS RESOUITES ...cceiiiiiiiiiiiiiiiieiie ittt see bbb 87

(0]2] S SR N =Vl 1 aTo [ OL= o1 (=] PR TRPUPPPPRRTN 87

OBFS NEWS CBNTET ... 87

Grants & Sponsored Projects Training MaterialS ..........ccoooiiiiiiiii e 87
Appendix B: Support and ReSOUICeS SUMMAIY .....ouuuuiiiiiieiiiiiiiiiaae e e e e 88
Appendix C: Field DefiNitiONS ... e 89
Appendix D: Grants Status and Billing Summary RepoOrt ...........coevvvviviiiiiiiiiiiiiiiiiiiiiiiiiiinnns 97

Grants & Sponsored Projects OBFS

Vii



GC 101: Grants & Contracts for Professonal/Administrative Personnel

Course Overview

The goal of this course is to provide participants with a broad understanding of how to
use Banner to access and research information related to sponsored projects.
Sponsored projects are University research projects funded by non-University entities.
The topics covered in this lesson are aimed at personnel in the Grants and Contracts
Office, units, and departments.

Course Objectives

When you have completed the materials presented in this course, you will be able to:
e Describe grants and Funds in relation to sponsored projects.
e Recognize the forms and data used to set up grants in the Banner system.
e Recognize the forms and data used to create Funds in the Banner system.

o |dentify the indirect cost basis, rate, charge, and distribution information for
sponsored project funds.

e Describe the usage of index codes within grants and contracts.

e Access and query sponsored project inception-to-date (ITD) financial data,
including source transactions and subaward and indirect cost encumbrances.

e Use various forms and queries to access sponsored project information.
e Access and query grant transaction approval queues.
e Review cost sharing and expenditure confirmations.

e Review Termination, Overdraft, and ITD reports.

OBFS Grants & Sponsored Projects
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Lesson 1. Sponsored Project Administration

This lesson’s topics include the grant and Fund date system, anticipation grants, grant
Fund identification through index codes, indirect cost assessment, and federal grant
tracking (federal pass through).

Lesson Objectives
When you have completed the materials presented in this lesson, you will be able to:

e Explain the areas of grants and contracts information as it relates to sponsored
project administration.

e Use the Grant Maintenance Form (FZAGRNT) to view grant information,
including anticipation status, federal pass through funding, agency information,
personnel information, and user-defined information.

e Use the Fund Code Maintenance Form (FZMFUND) to look up Fund codes.

e Explain indirect cost assessment, as well as the process to encumber indirect

costs.

e View indirect cost code information on the Fund Maintenance Form
(FZMRFND).

e Search for grant index codes on the Account Index Maintenance Form
(FTMACCI).

1.1: Grants and Funds

Process Description

The primary means of tracking individual projects is the grant code. Sponsored project
awards often have a period of performance that runs for several years, and all associated
activities must be tracked for the lifetime of the award. The grant code is the mechanism
that allows a project’s funding and expenditures to be tracked across the University’s
fiscal years. The creation of the grant code establishes a sponsored project award (or
any project that requires inception-to-date tracking) in the grant ledger. The grant ledger,
instead of running on the same fiscal timeline as the general and operating ledgers,
allows grant events to be tracked across multiple years without University fiscal year
accounting interference. For example, the financial activity of a grant established in 2014
can be traced in June of 2016, without interruption, from inception to date.

The Grants and Contracts office assigns a unique, individual code to each sponsored
project. The grant code convention for sponsored projects is a five-position,
alphanumeric code that always begins with the character designated in the table below.
Examples of grant codes are A9658, F9867, and M8567. This convention has been
developed for reporting and identification purposes and for efficiency in assigning grant
codes.

Grants & Sponsored Projects OBFS
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D)
Q Trail-In Period

The period of time

between the fund code
first being effective and

the grant project start
date.

US Trust Other Gov Private State of IL
URBANA A B C D
CHICAGO E F G H
SPRINGFIELD J K L M

Fig. 1.1.1 Grant Code Convention for First Character

A Fund is a fiscal and accounting entity with a self-balancing set of accounts in which
transactions are recorded and segregated. A Fund maintains a fund balance and a
cumulative record of the sources and uses of monies. A single Fund or multiple Funds
can be associated with a specific grant code. All data-enterable Funds associated with a
particular grant correspond to the fund range listed below.

Fund

Type Agency

Fund Range

U.S. Government Grants and Contracts
4A (498000 — 498999 reserved for Federal Work Study)
(499000 — 499999 reserved for Grants Use Only)

400000 - 498999

4C Other Governmental Agencies Grants & Contracts 500000 - 509999
4E Private Grants and Contracts 510000 — 559999
4G State of lllinois Grants and Contracts 560000 - 599999

Fig. 1.1.2 Sponsored Project Fund Ranges

When a grant code is attached to a Fund code, income, expense, and transfer
transactions will post to the grant ledger, the operating ledger, and the general ledger.

The grant ledger records inception-to-date revenue, expense, and transfer transactions
on a grant year basis. This ledger stores inception-to-date totals so that sponsored
project awards can be tracked for the entire period of performance. The ledger is
updated as transactions are posted and therefore contains real-time totals.

The operating ledger, also called OPAL, has a structure that is nearly identical to the
grant ledger. However, it stores cumulative totals of revenue, expense, and transfer
transactions on a fiscal year basis. The ledger is updated as transactions are posted and
therefore contains real-time totals.

The general ledger (GL) contains all transactions affecting the University's balance
sheets. Balance sheets include assets, liabilities, fund balance, fund additions, fund
deductions and expenditure, revenue, transfer, budget, and encumbrance controls.

Activities associated with a particular grant can take place before the grant is actually
awarded, during the project period, and after the project period has officially ended. The
trail-in period is defined as the period of time between the Fund code first being effective
(or available for transactions to be posted against it) and the grant project start date. All
transactions posted in that period are summarized into the trail-in period (period 00) in
the grant ledger. The first date of the trail-in period is also known as the Fund effective
date, or the date when expenditures are allowed against the grant Fund(s).

The trail-out period is defined as the period of time between the official grant project end
date and the completion of expenditures relating to the grant project.

OBFS Grants & Sponsored Projects
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Trail In Period Trail Out Period

— M

Fund Code Grant Grant
Effective Start Date End Date
Expenditure
End Date
Fund
Termination
Date

Fig. 1.1.3 Grant and Fund Relationship Timeline

1.2: Viewing Grants on the Grant Maintenance Form
(FZAGRNT)

Process Description

The Grant Maintenance Form (FZAGRNT) is used to enter and update grant
information. It maintains various information about the award such as federal pass
through, Principal Investigators (also known as PIs), and sponsoring agency information.

| £| Oracle Fusion Middleware Forms Services: Open > FZAGRNT [Q]

File Edit Cplions Block ltern Record Query Tools Help

El By

B (1

3

0011] (BA INE) ..'
Grant: | E Proposal: [E [ Grant Text Exists
Srant Agency LLocatinn Zost Gade BErsannel Billing Userbetined Data EfartEepating| | Bass nhradh /A ey

Chart of Accounts: TF Responsible Organization: [7

Long Title: \

Title: ‘ [ Requires Effort Certification
Agency: ‘ [7‘

Principal Investigator [D: | 6

Project Start Date: @ Project End Date: @ Proposal: [7
Termination Date: ’7@ Expenditure End Date: ’7@

Status: F [ Pass Through Indicator

Alternate Description: Status Date: @

Current Amount: Cumulative Amount: IMaximum Amount:

Total Recipient Share:
Related Grant: |

Grant Type: [T

Categony: -

Sub Category: [~

CFDA Number: ’7[7 Sponsor ID:

Fig. 1.2.1 Grant Maintenance Form (FZAGRNT)
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1.2.A: Viewing Grant Status

Process Description

It is often beneficial to make staff appointments and incur expenses prior to the formal
) notification of an award by the sponsor. When it can be determined with a high degree of

NOTE: See - ; . - . . .
m certainty that an award will be made, campus units, at their own risk, may incur costs in
anticipation of the award. These costs are recorded in an anticipation grant. Units
request anticipation grants via approval by the Grants and Contracts Office (GCO) using
the GC70: Request to Establish an Anticipation Grant/Fund - Request to Use Expired or
Overdrafted Grant/Fund form. This form can be found on the OBFS Web site at Forms >
Grants & Sponsored Projects Forms (http://www.obfs.uillinois.edu/forms/grants-
sponsored-projects/).

Appendix C
for definitions of all
the fields used in the
following example.

Banner does not easily accommodate changes to the grant start date (also known as the
project start date). Manual changes to the grant Project Start Date field are not
permitted once transactions have been processed against a grant. This date determines
how Banner records the grant year and grant period classification of activity in the grant
ledger. As a result, any grant Project Start Date field revisions must be made via a SQL
script and accompanied by a Grant Rebuild Process that resets the grant accounting
period. This is a very labor-intensive process and can only be run by authorized GCO
personnel.

Upon approval of an anticipation request, a grant is created using the Grant
Maintenance Form (FZAGRNT). For awards in anticipation status, an A (Anticipation) is
entered in the Status field, and a date is entered in the Status Date field. This date is
equal to 90 days after the anticipation request is signed. The requested anticipation
amount is entered in the Current Amount field. If a grant is going to use anticipation
grant monies for longer than originally requested or in excess of the amount originally
requested, the unit must request an extension on its anticipation grant duration or an
increase in anticipation grant amount.

Process Example

In this example, we will display a grant with anticipation status using the Grant
Maintenance Form (FZAGRNT).

Form Name | Form Title Menu Path
FZAGRNT Grant Maintenance Financial » Research Accounting » Research
Form Accounting Grants » Research Accounting Grant
Maintenance Form

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZAGRNT and FZAGRNT displays.
press the ENTER key to open the Grant
Maintenance Form.

Type the grant code in the Grant field.

Click the Next Block button. Grant information displays.

6 OBFS Grants & Sponsored Projects
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Step | Action Results/Decisions
4, Review the grant information.
5. Click the Exit button to return to the main

menu.

Grant:  [ag900 = Proposal: I&d [ Grant Text Exists

Grant Agency Location Cost Code FPersonnel Billing User Defined Data  Effort Reporting  Pass Through Agency
Chart of Accounts: E Responsible Organization: 487000 EIMicrU and Manotechnology Lah
Long Title: |Study of Detection Technigues for Airborne Pathogens
Title: |FDA Sub 123466789 Requires Effort Certification
Agency: |@onagzsar [ |[university of Wisconsin - Madison
Principal Investigator 1D |@03545373 E!Smnh,JL
Project Start Date: otuiems (& Project End Date: s0-unzoe (&) Proposal: =
Termination Date: @ Expenditure End Date: @

Status: & EArmcianUn ¥ Pass Through Indicator
Altermnate Description: [ Status Date: [ss-ocT2016 [

Current Amount: Cumulative Amount: Maximum Amount: 500,000.00
Total Recipient Share:

Related Grant: | ‘

Grant Type: B[] crant

Category: [& =] GostReimb Acct Rec

Sub Category: 1100 ElBasic Research

CFDA Number: foom (7] Sponsor ID:  [123456769

Fig. 1.2.2 Grant Maintenance Form (FZAGRNT) showing Anticipation status

1.2.B: Viewing Agency Information

Process Description

The sponsoring agency ID and name are displayed in the Agency field on the main
screen of FZAGRNT. The sponsoring agency can also be viewed in the Grant Agency
Information block. This block contains the agency ID, name, and the agency
predecessor. You can access the Grant Agency Information block by selecting Agency
Information from the Options menu or by clicking the Grant Agency tab in FZAGRNT.

Another way to view agency information is to use the Agency Hierarchy Validation
Form (FTIAGYH). FTIAGYH allows a user to query by agency to view that agency’s
place in its hierarchy. This form shows an agency’s predecessor (parent) agencies but
does not display its successor agencies. This form permits a user to research if a grant
is a Federal grant or a State of lllinois grant, because the agency hierarchy will indicate if
those types of predecessor levels exist in the agency’s hierarchy.

Process Example

In this example, we will display a grant’s agency information using the Grant
Maintenance Form (FZAGRNT).

Grants & Sponsored Projects OBFS
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Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZAGRNT and FZAGRNT displays.
press the ENTER key to open the Grant
Maintenance Form.

Type the grant code in the Grant field.

Click the Next Block button. Information about the grant displays.

Select Agency Information from the Grant Agency Information block displays.
Options menu.

Review the information.

Click the Exit button to return to the main
menu.

F{E GrantMaintenance Form FZAGRI 3.0.11 [L_SGHEOES |
Grant  [ega00 =] Proposal: = ] Grant Text Exists
hain m Location Cost Code Personnel Eilling User Defined Data  Effort Reporting  Pass Through Agency
Agency: |@UU437541 |Un|\ters|ty of Wisconsin - Madison
Contact: ||
Predecessor: |@onessiaz  [colleges & Unversiies
Address Type: ’_B

Address Sequence: ’_E

Street Line 1: [
Street Line 2: |
Street Line 3: [

City:
State or Province: ’_ Zip or Postal Code: ’—
Email: |
Phone Number Exists
Area Code Phone Number Extension
Phone Type: liEl

Phone Sequence Numhber: hd]

Fig. 1.2.3 Grant Maintenance Form (FZAGRNT) — Grant Agency Information Block

Process Example

Now we will look up an agency’s predecessor information using the Agency Hierarchy
m Validation Form (FTIAGYH).
NOTE: See

Appendix C for
definitions of all the
fields used in the
following example. FTIAGYH Agency Hierarchy Query Financial » General Ledger »

Chart Of Accounts Entity Maintenance »
Agency Hierarchy Query

Form Name | Form Title Menu Path

8 OBFS Grants & Sponsored Projects
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Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FTIAGYH and FTIAGYH displays.
press the ENTER key to open the
Agency Hierarchy Query Form.

2. Click the Search button to search for an FZIIDEN displays.
agency.
3. Type the search criteria, using wildcards
(%) if necessary, in the Last Name field.
Click the Execute Query button. Agency information displays.
Double-click the ID Number field for the FTIAGYH displays with the agency's ID
desired agency. number and name.
6. Click the Next Block button. Information about the predecessor agency
displays.

Review the information.

Click the Exit button to return to the main
menu.

" —
2 Oracle Developer Forms Runtime - Web: Open > FTIAGYH “Lll'g‘gl
Eile Edit Oplions Block ltem Record Query Tools Help ORACLG

Agency:  |@004ss14t [ [iniversity of Chicaga
Predecessor Agency: [@onassies]  [Colleges & Universties
[ |@aasarire [ather Government (Domestic)
[ [@onass1es [colleges & Universiies
[ |@oo4gz1 41 niversty of Chicage
\
Record: 1/1 [ o | | <csC>

Fig. 1.2.4 Agency Hierarchy Validation Form (FTIAGYH)
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1.2.C: Viewing Personnel Information

Process Description

The Personnel Information block of FZAGRNT is used to enter the Principal
Investigator (P1) and Co-PI(s). Pls are assigned a Personnel Indicator of 001 in the
Indicator field. Co-Pls are assigned a Personnel Indicator of 002 in the Indicator field.
One Pl and multiple Co-PlIs can be assigned to a single grant code. You can access the
Personnel Information block by selecting Personnel Information from the Options
menu or by clicking the Personnel tab in FZAGRNT.

Process Example

In this example, we will display a grant’s personnel information using the Grant
Maintenance Form (FZAGRNT).

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZAGRNT and FZAGRNT displays.
press the ENTER key to open the Grant
Maintenance Form.

Type the grant code in the Grant field.

Click the Next Block button. Information about the grant displays.

Select Personnel Information from the Personnel Information block displays.
Options menu.

Review the information.

Click the Exit button to return to the main
menu.

10
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Grant: 3300 F Proposal: F

Grant Text Exists

hain Grant Agency Lacation Cost Code Personnel Billing User Defined Data  Effort Reporting  Pass Through Agency
1D: |@n3sasazs [+ ][smitn, J
Indicator: ’FEPr\mar}f I estigatar m
Chart of Accounts: [
Organization: ’WEMIUD and Nanotechnology Lab
Salutation: [
Title: [
Address Type: ,7@ Address Sequence Number: ’7@
Phone Type: ’—B Phone Sequence Number: ’_B
E-mail: |
Billing or Report Format: ,7[3
Full Time Equivalency: | | Employee: =

Fig. 1.2.5 Grant Maintenance Form (FZAGRNT) — Personnel Information Block

1.2.D: Viewing Billing Information

Process Description

The Billing Information block of FZAGRNT is used to enter data pertaining to the billing
and cash receipts associated with an award. You can access this block by selecting
Billing Information from the Options menu or by clicking the Billing tab in FZAGRNT.

Process Example

In this example, we will display a grant’s billing information using the Grant Maintenance
Form (FZAGRNT).

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZAGRNT and FZAGRNT displays.
press the ENTER key to open the Grant
Maintenance Form.

Type the grant code in the Grant field.

Click the Next Block button. Information about the grant displays.

Select Billing Information from the Billing Information block displays.
Options menu.

Review the information.

Click the Exit button to return to the main
menu.

Grants & Sponsored Projects OBFS
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]’%Gr:ﬁr‘n Maintenance Form FZAGR 9.0.11 [V_SGHEDGY_]
Grant: 49900 [7 Proposal: [7 O Gr wisls
Main Grant Agency Lacation Cost Code Personnel User Defined Data  Effort Reporting  Pass Through Agency

Agency: |@UU49?541 University of Wisconsin - Madison

PMS Code: [ =]

Billing Exclusion Code: ’—E

Budget Limit Indicator:

Payment Fund Code: li[ﬂ

Undistributed Cash Receipt Account: [s3003 |7 |Accounts Receivable Collectsd

Refund Clearing Account: WEUnpusted AR Refunds

Billing Address Type: s =) Sequence Number: =

Last Invoice Number: ’7 1034 Billing Format Extension: ’7@

Bill If Budget Line Exceeded: r Bill If Minimum Not Reached: r

Bill If Budget Total Exceeded: W Budget Check Source: ‘Ml
Billing Start Date: [pruzos & Billing End Date: Bo-tunzos )

Billing Limits: Minimum: | 000 Cumulative: l— Magimum: [—annnnnn
Deferred Account Code: e [=)oeterred Revenue

Fig. 1.2.6 Grant Maintenance Form (FZAGRNT) — Billing Information Block

1.2.E: Viewing User-Defined Information

Process Description

The User Defined Data block of FZAGRNT is used to enter additional characteristics
associated with the award. These characteristics identify awards that have specific
University administration reporting requirements. For example, awards requiring human
subject participation or use of recombinant DNA can be denoted as such by entering the
appropriate value in the User Defined Data block. You can access this block by
selecting User Defined Data from the Options menu or by clicking the User Defined
Data tab in FZAGRNT.

Process Example

In this example, we will display a grant’s user-defined information using the Grant
Maintenance Form (FZAGRNT).

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZAGRNT and FZAGRNT displays.
press the ENTER key to open the Grant
Maintenance Form.

Type the grant code in the Grant field.

Click the Next Block button. Information about the grant displays.

12
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Step | Action Results/Decisions

4. Select User Defined Data from the User Defined Data block displays.
Options menu.

Review the information.

Click the Exit button to return to the main
menu.

Grant: A3300 [7 Proposal: [7 [ Grant Tesxt Exists

Main Grant Agency Lacation Cost Code Personnel Billing DEBE\ER Effort Reporting  Pass Through Agency

Literal Value
-] (]

|COMPLIANCE CHARACTERISTIC

|Human Subjects fandl

|os
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

4

Fig. 1.2.7 Grant Maintenance Form (FZAGRNT) — User Defined Data Block

1.2.F: Tracking Federal Pass Through Funding

Process Description

Monies awarded to the University by a state, local, or private agency that were originally © Federal Pass

provided to the agency by the federal government are tracked separately for reporting ¥ Through

purposes. This type of monetary award by the federal government is known as federal Monies awarded to the

pass through. Banner has the capability to monitor federal pass through money in the University by a state,

Grant Maintenance Form (FZAGRNT). local, or private agency
that were originally

On FZAGRNT, a Pass Through Indicator check box will be selected if there is federal provided to the agency

pass through funding on the award. You can access federal pass through information by by the federal

clicking the Pass Through Agency tab or selecting Pass Through Agcy Distribution government.

Info from the Options menu. In the Pass Through Agency block, you can view the
percentages of federal funds allocated to the grant award.

Process Example

In the following example, we will look at a grant with federal pass through funding.

Grants & Sponsored Projects OBFS 13
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Step-by-Step Procedures

Step | Action

Results/Decisions

1. In the GoTo... field, type FZAGRNT and
press the ENTER key to open the Grant
Maintenance Form.

FZAGRNT displays.

Type the grant code in the Grant field.

Click the Next Block button.

Information about the grant displays. The
Pass Through Indicator check box is
selected.

4. Select Pass Through Agcy Distribution
Info from the Options menu.

Pass Through Agency Distribution Info
block displays.

Review the information.

Click the Close button.

Returns to FZAGRNT.

Click the Exit button to return to the main

menu.

Grant:  |ag900 =

[] Grant Text Exists

Proposal: I&d

Location Cost Code Personnel Billing User Defined Data  Effort Reporting  Pass Through Agency

Chart of Accounts:

Long Title:

Title:

Agency:

Principal Investigator 1D:
Project Start Date:
Termination Date:
Status:

Alternate Description:

Current Amount:

Total Recipient Share:
Related Grant:

Grant Type:

Category:

Sub Category:

CFDA Number:

B Responsible Organization: 487000 E‘Micru and Manotechnology Lah

|Study of Detection Technigques for Lrkaorne Pathogens

|FD2 50 123456780

|@onagsar [ |[university of Wisconsin - Madison

|@oss4sa7s [ ][smitn, oL

'm@ Project End Date: ’m@ Proposal: '7@
'7@ Expenditure End Date: ’7@

'N_ENeW ¥ Pass Through Indicator

[ Status Date: [p9-ocT2ms (&)

[ Requires Effort Cedification

Cumulative Amount: Maximum Amount: 500,000.00
B[] crant
[6 =] costReimp Acet Rec
1100 E‘Basic Research
10,001 (hd] Sponsor ID:  [123456769

Fig. 1.2.8 Grant Maintenance Form (FZAGRNT) showing Federal Pass Through status
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Grant  [mssm (v Proposal: | [T [ Grant Text Exists
[T Grant Agency Location Cost Code Personnel Billing User Defined Data  Effort Reporting  WEEEEREIG ]
Agency Code Agency Name Percentage Sponsor ID
[
|@o04as373  [Faod and Drug administration (FDA) [ oo | &
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | | -
Total: 100.00

Fig. 1.2.9 Grant Maintenance Form (FZAGRNT) — Pass Through Agency Block

1.3: Using the Fund Code Maintenance Form (FZMFUND)

Process Description

After a grant code is created, one or more Fund codes are established to process the
actual financial activity of a grant. The Fund Code Maintenance Form (FZMFUND) is
used to establish Fund codes and associate them to grant codes. It is also used to
establish the Fund’s accounting and hierarchical structure.

1.3. A: Using Effective Dates

Process Description

It is crucial for the OBFS personnel creating Funds to ensure that the Effective Date field
on FZMFUND is populated with the correct date (the date when expenditures are allowed
against the grant fund). This date cannot be backdated after the initial creation of the
Fund.

Departments can incur expenditures as long as the Termination Date field on FZMFUND
has been left blank or the date entered has not expired. The termination date is the last
date that transactions can be posted to the Fund by departmental users. However,
please note that feeder systems can bypass the termination date.

The Expenditure End Date field shows the last date for transactions to be posted on the
Fund for users with expenditure end date authority, such as Grants and Contracts Office
personnel.

& CAUTION:

Feeder systems can
bypass the
Termination Date
field on the Fund
Code Maintenance
Form (FZMFUND).

m NOTE: OBFS

personnel creating
funds must ensure
that the Effective
Date field on the
Fund Code
Maintenance Form
(FZMFUND) has the
correct date. This
date cannot be
backdated after the
initial creation of the
Fund.

Grants & Sponsored Projects OBFS
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Trail In Period Trail Out Period

— M

Fund Code Grant Grant
Effective Start Date End Date
Expenditure
End Date
Fund
Termination
Date
Fig. 1.3.1 Grant and Fund Relationship Timeline
Process Example
In this example, we will use the Fund Code Maintenance Form (FZMFUND) to look up
NOTE: See Fund codes and note the associated starting and ending dates.
Appendix C for Form Name | Form Title Menu Path
definitions of all the
fields used in the FZMFUND Fund Code Maintenance Financial » General Ledger » Chart of Accounts
. Form Account Codes » Research Accounting Fund
following example. Code Maintenance Form
Step-by-Step Procedures
Step | Action Results/Decisions
1. In the GoTo... field, type FZMFUND and press | FZMFUND displays.
the ENTER key to open the Fund Code
Maintenance Form.
Click the Enter Query button.
Type the Chart code in the Chart of
Accounts field.
4. Press the TAB key to advance to the Fund
field and type the Fund code.
Click the Execute Query button. Query results display.
Review all active fields displayed on the form.
Click the Exit button to return to the main
menu.
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=

- -
2 Oracle Developer. Forms Runtime - Web: Open > FZMFUND ﬁ_l@lfi\

Eile Edit options Block |tem Record Query Tools Help ORACLG
BOEIBEAEE TP B EE
e Maintenance Form FZMFUND 8.1 M 0 (ONONE) e =
Chart of Accounts: W B [ Active Status Last Activity Date: 03-M&R-2008 =
Grant: lsgg00 [7]PHS Sub U OF CHIID#19163
Proposal:
Fund: 44444 [¥] Title: 673 P SUB UC 19163 SUP
Effective Date: W @ Termination Date: M @ Hext Change Date: ’7
Expenditure End Date: ’m @ [ Data Entry
Fund Type: WB Sponsared Prog-US Gov G & C [ Grant Requires Effort Certification
Predecessor Fund: lsgg00 [¥]679 U OF CHIID#19163
Financial Manager: =]
Unbilled AR Account: [om [7]unbiled Recaiables
Revenue Account: WBSpnnsnred Frojects Oper Revenue —
Bank: ’EEIU\Accnums Fayahle Disbursements
Cash Receipt Bank Code: ’JEU\ General Operating Accounts
Capitalization Fund Indicator: ‘Cap Ditferent or Mo Cap -
Capitalization Equity Account: 4}
Capitalization Fund: | EI
Muttiple Fund Balance Indicator: @
Restriction Indicator:
Defaults: Organization Program Activity Location
eraco0 7] e [7) ] ] S
Chart of Accounts; Press LIST for valid values. Press Edit for Navigate To | J
Record: 17 | ] | Listorvalu.. | | <0sC= I

Fig. 1.3.2 Fund Code Maintenance Form (FZMFUND)

1.3.B: Viewing Fund Personnel

Process Description

You can use the Fund Code Maintenance Form (FZMFUND) to find the fund personnel
associated with a Fund code, by selecting Personnel Information from the Options
menu. The Personnel Information on Fund Codes block displays the names of each
fund personnel, along with their role(s). The roles available in the Role field include
Principal Investigator, Co-Investigator (if one exists), Financial Manager, and GL Report
Distribution Contact.

Process Example

In this example, we will use the Fund Code Maintenance Form (FZMFUND) to look up
the fund personnel for a Fund code.

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZMFUND and FZMFUND displays.
press the ENTER key to open the Fund
Code Maintenance Form.

Click the Enter Query button.

Type the Chart code in the Chart of
Accounts field.

Grants & Sponsored Projects OBFS
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Step | Action Results/Decisions

4. Press the TAB key to advance to the
Fund field and type the Fund code.

Click the Execute Query button. Query results display.

Select Personnel Information from the The Personnel Information on Fund
Options menu. Codes block displays.

Click the Next Block button.

Review the fund personnel information.

Click the Exit button to return to the main
menu.

- -
£ Oracle Developer Forms Runtime - Web: Open > FZMEUND El@lg‘
Eile Edit options Block |tem Record Query Tools Help ORACLG

Q sl ik
Chart of Accounts ©1 Fund : |444444 Title |E?E PHS SUB UC 18163 SUP Active 1 Last Activity Date: 03-M&R-2008 -
Addr Addr - Phone
MName Start Date End Date: Role RoleDesc | Type Segno Type |
|111111111 ‘Elannel,Ellzaheth \m -JuL-2002 | ‘CO—PI ‘Curlnvestlgat( ’F 1 =i Next Change Date:
|sssssssss [Doe, donathan  [o1woL2002 | [FrmGR  [Financis hianc l_ a Entry 7 -
[sssssssss [Doe, donathen  [0-w0L2002 | [eoc oL Report Dis li vt Requires Effort Certincation
[s0asassss [smith, dane pt-uiz00z | P Principal mwes| o1 |1
| \ \ | \ \ [
| [ [ | [ [ [
| \ \ | \ \ [
| \ \ | \ \ [
| \ \ | \ \ [
| \ \ | \ \ [ g
4 . »
Defaults: Organization Program Activity Location
579000 M 181100 hd hd h -
Enterthe (SPRIDEN) ID. Use L0V {o access FOIDEN. Guery is available. |
Record: 1/4 | ] | | | <0sC= I

Fig. 1.3.3 Fund Code Maintenance Form (FZMFUND) —
Personnel Information on Fund Codes Block

1.3.C: Viewing Fund Attributes

Process Description

You can use the Fund Code Maintenance Form (FZMFUND) to find the fund attributes
associated with a Fund code, by selecting Assign Attributes () from the Options menu.
The FOAPAL Attribute Association Form (FTMFATA) displays whether, for example,
fringe benefits and Worker's Compensation will be assessed on the Fund. The current
fringe benefit rates can be found on the OBFS Web site at:

e Urbana-Champaign: https://www.obfs.uillinois.edu/grants/urbana-champaign-
campus/links-resources/indirect-cost-rates/

18

OBFS Grants & Sponsored Projects


https://sponsoredprograms.illinois.edu/research-topics/rates
https://sponsoredprograms.illinois.edu/research-topics/rates

GC 101: Grants & Contracts for Professional/Administrative Personnel

e Chicago: https://research.uic.edu/post-award/indirect-cost-rates-fa-fringe-
benefits-tuition

e Springfield: https://www.obfs.uillinois.edu/grants/springfield-campus/indirect-cost-
rates/

Process Example

In this example, we will use the Fund Code Maintenance Form (FZMFUND) to look up
the fund attributes for a Fund code.

Step-by-Step Procedures FTMFATA

Step | Action Results/Decisions

1. In the GoTo... field, type FZMFUND and FZMFUND displays.
press the ENTER key to open the Fund
Code Maintenance Form.

Click the Enter Query button.

Type the Chart code in the Chart of
Accounts field.

4. Press the TAB key to advance to the
Fund field and type the Fund code.
Click the Execute Query button. Query results display.
Select Assign Attributes (FTMFATA) The FOAPAL Attribute Association Form
from the Options menu. (FTMFATA) displays.
Click the Next Block button. Attribute types and descriptions display.

Review the information.

Click the Exit button twice to return to the
main menu.

Grants & Sponsored Projects OBFS
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racle Developer, Forms Runtime - Web: Open > FTMFATA El@l@“
File Edit Options Block [tern Record Query Tools Help C)RACLE
NEIRAEAEBEI BT EE@E IS RE SEH

7= FOAPAL Altribut tion FTMF/ ) (ONONE) [0l

Chart of Accounts: F B

Select FOAPAL element to associate attributes: ® Fund C'Orgn O Acet T Prog O Acty C'Locn T Atyp T Fyp
Fund Code: 444444 [7] 531 PHS 1 RO1 AG21387 EM DataEntny:  [v
Predecessor Code: A3901 392 PHS 1 RO AG21887-02
Attribute Type Description Status Attribute Value Description Begin Date End Date
]
HOVINS i Hesith Benett = [ assessea [o-s0L1050 [ =]
[HLoing [Heatth Lite Dertal Assessed . v [assessed [ot-a-1as0 [
= Prysica Location . o [urbana compus [p1-n13s0 [
meDICARE ecicare oasDl Assessen . ¥ [assessen [o1-s041850 [
[RETRMNT [Retiremert assessed . ¥ [assescea [o1-au-18s0 [
[TERMBEN [Termingtion Benefits Assessed . u [urbana assessed [p4-0Ec-2003 [
apcomp Jmorkers Compensetion Assessed . ur [urbana Trust assessed [04-pEC-2003 [
\ | 0. \ | | |
\ | S | | |
\ | R | | |
\ | . \ | | |
\ | oo | | | <=
FRM-41041:You cannot create records here |
Record: 1/7 || i, | | =05C= I

Fig. 1.3.4 FOAPAL Attribute Association Form (FTMFATA)

1.4: Indirect Costs

"

L4 ~

q'[? HINT: The Process Description

Fund Maintenance

Form (FZMRFND) Banner calculates indirect costs on a nightly basis, and a grant’s indirect cost figures are
must be placed in available the following business day. This allows a user to closely track a grant’s indirect
query mode before costs and more accurately monitor the grant’s budget.

looking up indirect Indirect costs are calculated using four indirect cost codes assigned to a Banner Fund.
cost codes. You These four codes work together to assess the correct indirect costs associated with a
can place a form in particular fund. Individually, these codes do not determine the indirect cost

query mode by characteristics; instead, these codes act as a team within Banner to assess and post the

clicking the Enter

o butt indirect cost charges for a Fund.
uery button.

Using the Fund Maintenance Form (FZMRFND), GCO personnel can directly enter a
grant’s indirect cost codes. You can use FZMRFND to view the indirect cost codes.

The current negotiated indirect cost rate agreement can be located on the OBFS Web
site:

e Urbana-Champaign: https://www.obfs.uillinois.edu/grants/urbana-champaign-
campus/links-resources/indirect-cost-rates/

e Chicago: https://research.uic.edu/post-award/indirect-cost-rates-fa-fringe-
benefits-tuition

e Springfield: https://www.obfs.uillinois.edu/grants/springfield-campus/indirect-cost-
rates/
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Process Example

In this example, we will use the Fund Maintenance Form (FZMRFND) to look up grant
indirect cost codes.

m NOTE: See

Form Name | Form Title Menu Path )
Appendix C for
FZMRFND Fund Maintenance Financial » Research Accounting » Research definitions of all
Form Accounting Grants » Research Accounting Fund the fields used in
Maintenance Form .
the following
example.
Step-by-Step Procedures
Step | Action Results/Decisions
1. In the GoTo... field, type FZMRFND and FZMRFND displays.
press the ENTER key to open the Fund
Maintenance Form.
Click the Enter Query button.
Type the Chart code in the Chart of
Accounts field.
4. Press the TAB key to advance to the
Fund field and type the Fund code.
Click the Execute Query button. Query results display.
Review the information. Banner cost share codes will not be used
to calculate cost share expenses.
7. Double-click Indirect Cost Codes fields FRVBASI, FRVINDR, FRVINDA, or
to view validation tables. FRVINDD displays, depending on which
cost code you double-clicked.
Review the information.
Click the Exit button to return to FZMRFND re-displays.
FZMRFND.
10. Click the Exit button to return to the main
menu.
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" a
£ Oracle Developer, Forms Runtime - Web: Open > FZMRFND EIE'E‘
File Edit Options Block [tern Record Query Tools Help C)RACLE

BOEBAEBE &% 68 Ee .

’}[E Research Accounting Fund Maintenance Form FZN MD 8.l =
Chart of Accounts: ’1— E[ =]
Fund: 444444 [ =] 678 PHS SUB UC 18163 SUP Grant: ‘AHQDD PHS Sub U OF CHI ID#19163
Effective Date: 01-JUL-2002 Termination Date: Next Change Date:

Budget Period Start Date: 01-JUL-2002 Budget Period End Date:
Cost Share Basis: B Cost Share Rate Code: E

Cost Share Credit Account: EI Cost Share Distribution From Code: E -
Billing Information
Billed Accounts Receivable: 53002 Accounts Receivable Billings
Cash Receipt Bank Code: G Retainage Accounts Recenvable:
Revenue Account: 30300 Retainage Amount:
Unhilled Accounts Recefvable: 23001 Retainage Percent:
Indirect Cost Codes

Basis Rate Charge Distribution
[~ [ [ [~

TD 53.00 198130 1679 =i
1TUIT1 34.50 198150 1679 "

Enter the Indirect Cost Basis, LIST is available
Record: 12 [ o

il

|
| =05C= I

Fig. 1.4.1 Fund Maintenance Form (FZMRFND)

1.4.A: Indirect Cost Basis Code

) Process Description
@ Indirect Cost P

¥ Basis Code The Indirect Cost Basis code determines which grant Account codes will be included
A code that represents when the indirect cost rate is assessed. Personnel in the Grants and Contracts Office
a list of accounts used create the indirect cost basis code using the Basis Definition Code Maintenance Form
in indirect cost (FZMBASI). lItis possible for users to determine which Account codes are included in
calculations. and/or excluded from indirect cost assessment on a basis code by querying on the Basis

Code Validation Form (FRVBASI). Examples include UIUC Modified Total Direct Cost
(code 1IMTD1) and UIC Total Direct Cost (code 2TDC1). For any exceptions to the base
codes already in place, new base codes will have to be established.

Process Example

E‘( ’:\OTE:d,S? In this example, we will use the Basis Definition Code Maintenance Form (FZMBASI)
ppendix to look up Account types and/or Account code ranges that are included or excluded in the

for definitions of all indirect cost base
the fields used in the )

following example. Form Name | Form Title Menu Path
FZMBASI Basis Definition Code Financial » Research Accounting » Research
Maintenance Form Accounting Table Maintenance » Basis Definition
Code Maintenance Form
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Step-by-Step Procedures

Step | Action

Results/Decisions

1. In the GoTo... field, type FZMBASI and
press the ENTER key to open the Basis
Definition Code Maintenance Form.

FZMBASI displays.

2. Click the Search button next to the Basis
Definition Code field.

FRVBASI displays.

Click the Enter Query button.

Type the Chart code in the COA field.

Click the Execute Query button.

Query results display.

ook~ w

Double-click the desired basis code.

FZMBASI displays with the basis code in
the Basis Definition Code field.

Click the Next Block button.

Review the information.

Click the Exit button to return to the main
menu.

-

2 Oracle Developer Forms Runtime - Web: Open > FZMBASI

File Edit Optons Block Item Record GQuery Tools Help

ER
ORACLE

a9

?'_EE = Definition Code Maintenance Fartm FZMBASI 8.0 [MC:50.1] (BANSTOLD) (ONOMNE)

Basis Definition Code: MTD1 -

BEER ST BEE S B DRI EI B @ X

Description: UIUC Modified Total Direct Cost

Chartof Accounts: [ ¥  EffectiveDate:  [11-L1950 (B Termination Date:

Text: M Basis Type: Inciirect Cost -

[ MextChangeDate: |

Memo Maximum Amount

25,000.00

Account Account Cade Location Code Owverrides
Type From To From To Exclude Rate
I T I L AL
] 127000 126887 [ [ ] [ [
[ 143000 [1a3saz [ [ I [ [
(] [158000 156148 [ [ 0 [ [
[ ] 156150 [158200 [ [ I [ [
[ emoo | [1smeez [ [ 3 [ [
(] 291300 291300 [ [ ] [ [
(. \ | | D | |
he \ | | CA |
fr \ | | v |
(R \ | | ” | |
fe \ | | A |
fc | \ | | A |
Enter Chart of Accounts; LIST is Available.
Record: 141 | | N | | =08=

Fig. 1.4.2 Basis Definition Code Maintenance Form (FZMBASI)
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) Indirect Cost
VS Rate Code
A code that represents
the percentage rate the
sponsoring agency
must contribute
towards the expense.

- HINT: The
’qj?: rate code is
) not the rate

itself; instead, it is a
code that represents
the indirect cost rate.
You should not think of
the rate code as the
actual rate being
applied to calculate
indirect cost.

NOTE: See
l i Appendix C for
definitions of all

the fields used in the
following example.

1.4.B:

Indirect Cost Rate Code

Process Description

The Indirect Cost Rate code represents the percentage rate the sponsoring agency must
contribute towards the indirect expenses. Using the Indirect Cost Rate Code Validation
Form (FRVINDR), you can query the indirect cost rates using information such as code,
description, or rate. GCO will use the Indirect Cost Rate Code Maintenance Form
(FZMINDR) to add, change, and delete indirect cost rates.

The rate code, while it is a number, is not the rate itself but a code that represents the
indirect cost rate. This is significant because many codes will represent indirect cost
rates, and the user should not think of the rate code as the actual rate being applied to
calculate indirect cost.

Process Example

In this example, we will use the Indirect Cost Rate Code Maintenance Form
(FZMINDR) to look up indirect cost rate codes.

Form Name | Form Title Menu Path
FZMINDR Indirect Cost Rate Code Financial » Research Accounting » Research
Maintenance Form Accounting Table Maintenance » Indirect Cost
Rate Code Maintenance Form

Step-by-Step Procedures

Step | Action Results/Decisions
1. In the GoTo... field, type FZMINDR and FZMINDR displays.
press the ENTER key to open the
Indirect Cost Rate Code Maintenance
Form.
2. Click the Search button next to the FRVINDR displays.

Indirect Cost Rate Code field.

Click the Enter Query button.

Type the search criteria, using wildcards
(%) if necessary, in the Code field.

Click the Execute Query button.

Query results display.

Double-click the desired indirect cost rate
code.

FZMINDR displays with the code in the
Indirect Cost Rate Code field.

Click the Next Block button.

Review the information.

Click the Exit button to return to the main
menu.

24
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=

—
< Oracle Developer Forms Runtime - Web: Open > FZMINDR El@@

ORACLE

File Edit Options Block Itermn Record GQuery Tools Help

EEEEIEEER

e Maintenance Form FZN

Indirect Cost Rate Code:  |53.00 d}

Description: 53.00 Percen| Text: ’N_
Rate: £3.0000 Maximum Amount: =
Memo Rate: Memo Maximum Amount:
Effective Date: 01 -JUL-1350 @ Termination Date: @ Hext Change:
[ Federal Negotiated Rate Activity Date: 28-JUN-2003
Rate: Maximum Amount:

Memo Rate: Memo Maximum Amount:
Effective Date: [_ Termination Date: [_ Mext Change:
[IFederal Negotiated Rate Activity Date:

Rate: ] Maximum Amount:
Memo Rate: ’7 Memo Maximum Amount: ,7
Effective Date: ’7 [_ Termination Date: ’7 [_ Mext Change: ’7

[IFederal Hegotiated Rate ActvityDate: [ =

\
| | | =08¢-

Recard: 141

Fig. 1.4.3 Indirect Cost Rate Code Maintenance Form (FZMINDR)

1.4.C: Indirect Cost Charge Code

Process Description

The Indirect Cost Charge code represents the Account code to which you want to charge
indirect costs. On the Indirect Cost Charge Code Maintenance Form (FTMINDA),
GCO can add, change, or delete the Accounts and percentages (if charging more than
one Account) for overhead charge calculations. Departmental users can use the Indirect
Cost Charge Code Validation Form (FRVINDA) to query indirect cost charge codes.

Process Example

In this example, we will use the Indirect Cost Charge Code Maintenance Form
(FTMINDA) to look up indirect cost charge codes.

Form Name | Form Title Menu Path

FTMINDA Financial » Research Accounting » Research
Accounting Table Maintenance » Indirect Cost

Charge Code Maintenance

Indirect Cost Charge
Code Maintenance

@ Indirect Cost
¥ Charge Code

A code that represents
the account to which

you want to charge
indirect costs.

NOTE: See

Appendix C

for definitions
of all the fields used
in the following
example.

Grants & Sponsored Projects OBFS
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Step-by-Step Procedures

Indirect Cost Charge Code field.

Step | Action Results/Decisions
1. In the GoTo... field, type FTMINDA and FTMINDA displays.
press the ENTER key to open the
Indirect Cost Charge Code
Maintenance Form.
2. Click the Search button next to the FRVINDA displays.

Click the Enter Query button.

Press the TAB key to advance to the
Code field and type the search criteria,
using wildcards (%) if necessary.

Click the Execute Query button.

Query results display.

Double-click the desired indirect cost
charge code.

FTMINDA displays with the code in the
Indirect Cost Charge Code field.

Click the Next Block button.

Review the information.

Click the Exit button to return to the main
menu.

r ——
< Oracle Developer Forms Runtime - Web: Open > FTMINDA "Lll.g‘gl
Eile Edit Optons Block Iterm Becord GQuery Tools Help ORACLG

AEIEAERE PP DERE QB EEI SR ESE@ X
"?j-! Indirect Gost Charge Code Maintenance FTMINDA AMNBT1OLDY (ONONE) i~
Indirect Cost Charge Code: 198130 A
Description: UIUC F&A Costs - MTDC Text: N
"';13'222 harge Accounts Information FTMINDA 8.0 (B
Chart of Accounts: 1] (7] Effective Date:  [M1-uL-1350 [ Termination Date: =] Next Change: E
Charge Account Account Title
(=] Percent
188130 Fac and Adm Costs-MTDC 100 =
Total Percent: 100 —]
FRM-41051: You cannat create records here ‘
Record: 141 [ o | | =0sC~

Fig. 1.4.4 Indirect Cost Charge Code

Maintenance Form (FTMINDA)

26

OBFS

Grants & Sponsored Projects



GC 101: Grants & Contracts for Professional/Administrative Personnel

1.4.D: Indirect Cost Distribution Code

Process Description

The Indirect Cost Distribution code represents the credit side of indirect cost calculations,
or the offset Account code. This code establishes precisely what areas of the University
should receive money and what amount they should receive at the time that the indirect
cost is charged to the grant.

Each unit has a standard distribution code used for its grants. Units wishing to use any
non-standard distribution must discuss and settle the matter with the Office of Budgets
and Financial Analysis. The budget office will create a new code and instruct GCO as to
when the non-standard distribution code should be applied. GCO uses the Indirect Cost
Distribution Maintenance Form (FTMINDD) to modify these codes. Departmental
users can also use FTMINDD to query these codes.

Process Example

In this example, we will use the Indirect Cost Distribution Maintenance Form
(FTMINDD) to look up indirect cost distribution codes.

Menu Path

Financial » Research Accounting » Research
Accounting Table Maintenance » Indirect Cost
Distribution Maintenance

Form Name Form Title

FTMINDD

Indirect Cost
Distribution
Maintenance

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FTMINDD and
press the ENTER key to open the
Indirect Cost Distribution Maintenance
Form.

FTMINDD displays.

2. Click the Search button next to the
Indirect Cost Distribution Code field.

FRVINDD displays.

Click the Enter Query button.

Type the search criteria, using wildcards
(%) if necessary, in the Code field.

Click the Execute Query button. Query results display.

Double-click the desired indirect cost
distribution code.

FTMINDD displays with the code in the
Indirect Cost Distribution Code field.

Click the Next Block button.

Review the information.

Click the Exit button to return to the main
menu.

O Indirect Cost
Distribution
Code

The indirect cost
distribution code
represents the credit
side of indirect cost
calculations, or the
offset account code.

[j NOTE: Units

must work with the
Office of Budgets
and Financial
Analysis to establish
non-standard
distribution codes.

m NOTE: See
Appendix C
for definitions of all

the fields used in the
following example.
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Index Code

A unique alphanumeric
code representing any
combination of user-
defined FOAPAL
elements.

NOTE:
rj The most
commonly used
C-FOAPAL elements
in grant index codes
include Fund,
Organization, and

Program.

< Oracle Developer Forms Runtime - Web: Open = FTMINDD ‘Z”E‘El
ORACLE’

File Edit Opfions Block ftem Record Query Tools Help

NEIBEEE T ZBEXR ASIREI SRS E@ X

"';Elru:inerl Cost Distribution Maintenance FTMINDD 2.0 i OLD) (OMOME) =

Indirect Cost Distribution Code: 1879 -

Description: ICR-Zpeech & Hearing Science Text: M

"25 Distribution Information FTMINDD 8.0 NB1OLDY (ONMONE) il il

Chart of Accounts: ’1— B Effective Date: 13-JAN-2005 @ Termination Date: @ Hext Change:

Al

Distribute Results Te
Index Fund Organization Account Program Activity Location Percent
= = hd hd A [ [
[ 200250 238002 [30es00 [2se0en [ [ [ 70 =
[ 200250 [673000 [s08800 [673008 [ [ [ 25
[ 200250 ps2000 308800 psaorz [ [ [ s
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | | =
Total Percent: 100 —
-
Enter Chart of Accounts; LIST is Available ‘ J
Recard: 202 (| | | | «05c=

Fig. 1.4.5 Indirect Cost Distribution Maintenance Form (FTMINDD)

1.5: Using Index Codes

Process Description

Index codes are established due to the length of the C-FOAPAL string that will have to be
entered by departmental users for each sponsored project transaction. Index codes are
unique alphanumeric codes used in place of certain Chart-specific C-FOAPAL segments.
When entered, the code loads the specific C-FOAPAL segments, allowing the user to
remember only one six-digit code instead of each C-FOAPAL segment. This helps
reduce the risk of accounting errors caused by the user entering the wrong C-FOAPAL
string and is beneficial, since many C-FOAPAL strings can be associated with one grant
code.

Please note that the C-FOAPAL segments most commonly represented in a grant index
code are FOP, or Fund, Organization, and Program. The other elements of the C-
FOAPAL string are not used consistently enough to warrant representation in the index
code. Where required, Account codes are entered manually. Activity and Location codes
are rarely used; any additional index codes or changes or additions to index codes
should be addressed with GCO.

28
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The form used by GCO to create an index code is the Account Index Code
Maintenance Form (FTMACCI). The index code convention used in Grants and
Contracts is different from other Banner Finance areas because the index codes begin
with the five-digit grant code. The sixth position is alphanumeric and sequentially
represents the number of index codes created for each grant code. Index codes are
created when a grant is created, and both the grant code and index codes are
communicated to the appropriate department.

1 2 3 4 5 6

SEQUENTIAL

FIVE-DIGIT GRANT CODE NUMBER

Fig. 1.5.1 Grant Index Code Character Positions

Using the Account Index Code Maintenance Form (FTMACCI), you can query for
index codes using various search criteria. For example, you can query for an index code
using the Chart of Accounts code and part of the grant title. You can also query using
any combination of the Fund code, the Organization code, the Program code, and the
short title. If, for example, there is more than one index code associated with the
Organization code you are querying, you can select Next from the Record menu or use
the scroll bar to view the additional index codes.

To simplify the index code query process, the first three characters of the index code title
are the first three characters of the grant’s associated Organization code, followed by the
associated Fund code and the short title of the Fund.

Process Example

In this example, we will query for an index code using the Account Index Code
Maintenance Form (FTMACCI).

Menu Path

Financial » General Ledger »
Chart Of Accounts Account Codes »
Account Index Code Maintenance

Form Name | Form Title

FTMACCI Account Index Code
Maintenance

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FTMACCI and
press the ENTER key to open the
Account Index Code Maintenance
Form.

FTMACCI displays.

Click the Enter Query button.

Type the Chart code in the Chart of
Accounts field.

1

'@ HINT: To

query for an index
code, use characters
from the associated
Organization code,
Fund code or Fund
title as the search
criteria.

ij NOTE: See

Appendix C for
definitions of all the
fields used in the
following example.
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Step

Action

Results/Decisions

4.

Press the TAB key to advance to the
Account Index Title field.

Type the search criteria, using wildcards
(%) if necessary, in the Account Index
Title field.

Click the Execute Query button.

Query results display.

Review results.

Select Next from the Record menu or
click the Next Record button to view
additional index codes.

Click the Enter Query button.

Fields clear.

10.

Press the TAB key to advance to the
Organization field.

11.

Type the search criteria, using wildcards
(%) if necessary, in the Organization
field.

12.

Click the Execute Query button.

Query results display.

13.

Review results.

14.

Select Next from the Record menu, click
the Next Record button, or use the scroll
bar to view additional index codes.

15.

Click the Enter Query button.

Fields clear.

16.

Press the TAB key to advance to the
Fund field.

17.

Type the search criteria, using wildcards
(%) if necessary, in the Fund field.

18.

Press the TAB key to advance to the
Program field.

19.

Type the search criteria, using wildcards
(%) if necessary, in the Program field.

20.

Click the Execute Query button.

Query results display.

21.

Review results.

22.

Click the Exit button to return to the main
menu.
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=

Eile Edit Opfions Block |tem Record Query Tools Help ORACLG
AEIRACEE I B HEE @IS RE SR <

5

- -
2 Oracle Developer, Forms Runtime - Web: Open > FTMACCI E_l@lfi\

78 Account Index Code Maintenance FThA LDy (ONMOMEY 00 =
Chart of Accounts: [fT[= ¥ Active Status Last Activity Date: [0 mar-2008
Account Index: [sgsnoz =] Account Index Title: 573 438051 U OF CHID#1915 <)
Effective Date: na-mer-z008 [ Termination Date: oamer200 [ Next Change Date: _
Accounting Distribution
Check to Override
Funit: 44aa41 7| BP9 U OF CHIID#I8163 0
Organization: BT5003 Elstunermg Lab v
Account: E v
Program: 191100 ElResearch O
Activity: = I3
Location: EI v
Enter value for Chart of Accounts |
Record: 17 | ] | Listorvalu.. | | <0sC= I

Fig. 1.5.2 Account Index Code Maintenance Form (FTMACCI)

Support and Resources

OBFS Request for Anticipation form (Grants & Sponsored Projects Forms page):
http://www.obfs.uillinois.edu/forms/grants-sponsored-projects/

The current fringe benefit rates and negotiated indirect cost rate agreement can be found
on the OBFS Web site:

e Urbana-Champaign: https://www.obfs.uillinois.edu/grants/urbana-champaign-
campus/links-resources/indirect-cost-rates/

e Chicago: https://research.uic.edu/post-award/indirect-cost-rates-fa-fringe-
benefits-tuition

e Springfield: https://www.obfs.uillinois.edu/grants/springfield-campus/indirect-cost-
rates/

Lesson Summary

In this lesson, you have learned how to view grant information using the Grant
Maintenance Form (FZAGRNT), look up Fund codes and indirect cost code information,
and search for grant index codes. You have also learned about indirect cost assessment.
In the next lesson, you will learn how to view financial data associated with grants.

Grants & Sponsored Projects OBFS
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Lesson Review

1. Index codes are created using the Account Index Code Validation Form
(FTVACCI). True or False.

2. To access federal pass through funds tracking, what should a user select from
the Options menu on the Grant Maintenance Form (FZAGRNT)?

Personnel Information

o

User Defined Data
Pass Through Agcy Distribution Info

d. Agency Information

3. The Effective Date field on the Fund Code Maintenance Form (FZMFUND)
can be changed after the initial creation of the Fund. True or False.

4. Match the indirect cost code form with its description.

Definition Code
The code on this form is responsible for ~ A. Indirect Cost Charge Code
determining what grant costs will be Maintenance Form (FTMINDA)

employed when calculating indirect
_— costs for a grant.

The code on this form represents the B. Indirect Cost Distribution
Account to which indirect costs will be Maintenance Form (FTMINDD)
assessed.

The code on this form represents the C. Indirect Cost Rate Code
percentage rate that a sponsoring Maintenance Form (FZMINDR)
agency must contribute towards indirect

costs.

At the time that the indirect cost is D. Basis Definition Code
charged to the grant, the code on this Maintenance Form (FZMBASI)

form establishes precisely what areas of
the University should receive money and
what amount they should receive.
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Lesson 2: Viewing Financial Data

In this lesson, you will learn how to search for financial data associated with grants. The
information available via query includes budget and expense activity, as well as billing
and payment data.

Lesson Objectives
When you have completed the materials presented in this lesson, you will be able to:

e Check the financial status of a grant on the Grant Inception to Date Form
(FZIGITD).

¢ Review the detailed transactions for a grant using the Grant Transaction Detail
Form (FZIGTRD).

e Use the Detail Encumbrance Activity Form (FGIENCD).
e Look at transaction source documents.
e Search for budget data for a grant.

e View grant billing and payment information.

2.1: Viewing Budget and Expense Data

2.1.A: Accessing Inception To Date Information

Process Description

The Grant Inception to Date Form (FZIGITD) is used to view all inception to date
financial information for sponsored project awards. It is one of the key forms to use when
monitoring the overall financial status of a sponsored project. FZIGITD is a very flexible
form; you can query in various ways to provide results on such scenarios as specific date
parameters, excluding indirect costs, Fund detail, and Account code rollups.

The Grant Transaction Detail Form (FZIGTRD) is used to view individual transaction
details on a sponsored project award. You can query FZIGTRD in multiple ways to
produce results for specific date parameters, document codes, and year to date (YTD)
transactions. FZIGTRD can be accessed directly or from FZIGITD by selecting Grant
Detail Information (FZIGTRD) from the Options menu.

Process Example

In this example, we will use the Grant Inception To Date Form (FZIGITD) to check
budget status, ITD activity, commitments (encumbrances), and available balance
(overdrafts). We will also utilize various search parameters, such as multiple Funds, date
parameters, exclude indirect costs, Chart of Accounts, Account summary, and “rogue” C-
FOAPALs, to customize query results.

[

'@ HINT: To

query for all year to
date transactions on
the Grant
Transaction Detail
Form (FZIGTRD),
type YTD in the
Field field and click
the Execute Query
button.

m NOTE: See

Appendix C for
definitions of all the
fields used in the
following example.
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Form Name

Form Title

Menu Path

FZIGITD

Grant Inception To Date
Form

Financial » Research Accounting » Research
Accounting Grants » Grant Inquiry » Grant
Inception To Date Form

Step by Step Procedures

Step | Action Results/Decisions
1. In the GoTo... field, type FZIGITD FZIGITD displays.
and press the ENTER key to open
the Grant Inception To Date Form.
2. Type the Chart code in the Chart of
Accounts field.
3. Type the grant code in the Grant
field, then press the TAB key to view
the grant title.
Click the Next Block button. Grant activity completes the block.
5. Review activity information and check | Note the overall balance.
overdraft status.
Click the Rollback button. Query results clear.
Type the search criteria, using
wildcards (%) if necessary.
8. Click the Next Block button. Note changes in results based on specific
query parameters.
0. Select an Account code line item by
clicking the Account field.
10. Select Grant Detail Information FZIGTRD displays.
(FZIGTRD) from the Options menu.
11. Type the search criteria, using
wildcards (%) if necessary.
12. Click the Next Block button. Note changes in results based on specific
query parameters.
13. Select a year-to-date transaction line
item by clicking the Field field.
14. Select Query Document (By Type) The Document Retrieval Inquiry Form
from the Options menu. (FGIDOCR) displays.
15. Click the Next Block button. Transaction detail information displays.
16. Review the results.
17. Click the Exit button three times to
return to the main menu.
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Chart of Accounts: r[T Grant: WF FDA Sub 123456789 Grant Year: ’7
Index: [ Funa: [ [ organization: [ ™ Clinclude Revenue Accounts
Program: [T activi: [ [* Location: [ [ Exelude Indirect Costs
Account Type: ,7[7 Account: ’7[7 Account Summary: [ Hierarchy
Date From WMAY):  [03 4 [14  DateToqemryyy: [0 ; [15 [ Fund Summary
[ By Sponsor Account

Account Type Adjusted Budget Activity Commitments Awailable Balance
fiz0000 B [Budaet-Materiels and Supplis [ 75000 | 000 0.00] 75000 |~
{31250 [E [Foreion Travel vendor-air Travel [ 00| 1,276.50 | 0.0 127650
M F |Budget-contracted Services [ 452400 0.0/ 0.00] 482400
’M ’E—‘FEC & Adm Costs-MTODC UILC FY09 | 14,779.00 ‘ 11,540.36 ‘ 0.00 | 283865
(0000 [L [Budget-Personnel Services [ 18,225.00 oo 000 1822500
M ’L—‘Other Academic Salary [ oo 18,547 62 | o0 Ep4TED |
M [ |Budget-Facuty/staff Beneft Costs [ 1422100 | 00| oo | 1,422.00
[218110  |L [Social Security nithout Medicare [ oo 64.95 0.00| 495 |
W ’L—‘Madlcare Matching [ oo 1613 000 | eag) |
213240 L [workers compensation [ 000/ 2754 0.0 2754
{18250 [L [Termination Sick Leave Other [ oo 17349 o0 17343
RN | \ \ |
LU | \ \ |
L1 0O | \ \ | -

Net Total: [ 40,000 00| 32,4574 | o0 7,954 36

Fig. 2.1.1 Grant Inception To Date Form (FZIGITD)

COA Grant Index Fund Organization Account Program Activity Location Commit Year Period Date From Date To
I G i R G : = B
= e | e — n—r w— 0 O O forms ) fss
Increase(+)or
Account Organization Program  Activity Date Type Document [ Description Field Amount Decrease(-)
‘1 QUDDEll |E?Q|]E|3 ‘1 S1100 |1 O-ALIG-2004 |2|]5 |JD2D454E ‘ATSW A4BUD004 GrantBudget OBD | 231.00 ’*— =i
[120m0 [67an03 [g1100 [oaeve200s s (56001821 [conv Grants FY04 Budget Eniry loen | 144300 [
[t21100 p7o003 fstion  fos-auc-zons  [xes  [seoniszt  [Cony Grants P04 Budget Entry o0 | 63663 [
121100 67a003 [t9t100  |oz-auc-mos  fee3 [sP001734 | [Conv Grants Biled and Paid Expense W [ 636,63 [
[121100 [67an03 fist1o0 [oz-e0c-2008 o3 [sPO0734  [conv Grants Biled and Paid Expense osp | 53663 .
121300 |p7s00s hsto0 jos-euc-zms [xe3 [seoms2  [Conv Grants FY04 Budget Entry omn | 41300 [
‘1 21300 |E?Q|]E|3 ‘1 S1100 |D2—AUG—2DD3 |XC73 |§F‘DD1 734 ‘CDI’VV Grants Billed and Paid Expense W | 13.00 ’T
[121300 [67an03 [191100  [pzaus200s  [G3  [seomi7ae | [cony Grants Biled and Peid Expense o | 1300 .
[t24000 o7a00s [tot100  [oamav-zo0s  [1on lios38273 | 10237087 Done incarrectly correctin o 3a78 ™
(124000 72000 fat100  [oamavz00s  froo liozaeare | [carrecting sozz7as7 o | 3978 .
[124000 673003 [1g1100  [0-0cT.zo04  [roo [10237067 | [cherge 578003 org core o 3978 .
fr2600 | 57000 hstoo foocrzoe fioo 023087 fwrong accourt charged o 3978 [
(124000 p7o003 [tot100  [pt-senzoos L [peasaiss  [opev: LOWELL GENERAL HOSP o 2600 [
[12a000 |6ranns hgton |ozoecoons P fpcz10031  [vews Gazette inc o | 266,04 .
(124000 67a003 [to1100  [os-auc-2003 B3 [56001921 | [Cony Grants F04 Budget Entry =l 680,97 []
fr26000 | [s7su0a fs1o0  [pzans2003  fkea  [sPom7as | [Conv Grants Biled and Paid Expense oso | g0 a7 b
[124000 673003 [191100 [p2-#06.2003  [xe3 [P0 734 [conw Grants Biled and Pait Expense vo | 30,97 F =
1| | 3
Tota: | 330264 [+
Press Key Dup Item for Docurment Query Forms; Count Query for Encumbrance Detail
Record: 107 | | <osC=

Fig. 2.1.2 Grant Transaction Detail Form (FZIGTRD)
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Subaward

Sub-grants, sub-
cooperative agreements,
or sub-contracts generally
of the same type as the
original award to the
University that are
awarded by the University
to other organizations
who will perform a part of
the scope of work for a
project.

£ Oracle Developer Forms Runtime - Web: Open > FZIGITD - FZIGTRD - FGIDOCR

File Edit Options Block [tern Record Query Tools Help C)RACLE
BOEHEABRE &0 E@E QIS BE @&H ¢
’}[E Document Retriewal Ingquiry FGIDOCR & OLD) (ONOME)Y [rirlr =
Document: 0257067 [*] Submission Number: [ Document Type: v [
Header Information
Transaction Date: 20-0CT-2004 Fiscal Year: 03 Fiscal Period: g tems: 2 Commit Type: |U— Text Exists: ’Y—
Detail Information
Sub Journal Document =
Number Htem Sequence Type Description Amount Sign  Currency Reference
IJ i 1 |1 oo |Wrong Frcourt charged | 3978 F | |
COA  Index Fund Orgn Acct Prog Acty Locn Proj NSF Override Bank Accrual
|T | ‘444441 ‘STSDDD ‘124DDD a1100 F DA r
Sub Journal Document
Number [Item Sequence Type Description Amount Sign Currency Reference
0 0 2 oo [cnarge 679003 arg code [ EXC [
COA  Index Fund Orgn Acct Prog Acty Locn Proj NSF Override Bank Accrual
b 444441 72003 (124000 hat100 W oa [T =
Submission Mumber. Press Duplicate ltem to access Document Postings (FGQDOCF). |
Record: 12 [ o | | =08C= I

Fig. 2.1.3 Document Retrieval Inquiry Form (FGIDOCR)

2.1.B: Subawards and Indirect Cost Encumbrances

Process Description

Subawards are agreements awarded by the University to other organizations that will
perform a part of the scope of work for a project awarded by the sponsor to the
University. Subawards may be sub-grants, sub-cooperative agreements, or sub-
contracts, and are generally of the same type as the award to the University.

When an executed subaward is received in the GCO post-award office, GCO personnel
establish a budget line item for the appropriate award amount against the applicable
Fund using specified Account codes that are defined within the 156XXX series. Each
subaward for a project is assigned a specific Account code. These subaward Account
codes cannot be re-named, so GCO personnel are responsible for noting the subaward
Account codes associated to subawardees (for example, the University of lowa).
Embedded in Banner Indirect Cost Basis Codes is the functionality to allow facilities and
administrative costs (indirect costs) to be assessed on the first $25,000 of each
subaward. This is most often associated with a modified total direct cost (MTDC) base.
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A general encumbrance is established for the obligated award amount of each subaward

against the appropriate C-FOAPAL(s) using the Encumbrance/Reservation Q

Maintenance Form (FGAENCB). This reflects the available subaward balance and & Encumbrance
reduces the risk of overspending. When the subaward document is received in GCO, Specific amount
they will establish the encumbrance. GCO provides departmental units with the budgeted and
appropriate C-FOAPAL and general encumbrance values to use when processing guaranteed to certain

subaward invoices for payment. When a unit is processing an invoice that requires costs or expenses.

encumbered funds, the encumbrance code must be entered on the invoice. Using
Banner electronic routing and approval processes, subaward invoice vouchers are routed
through GCO for approval prior to payment.

The Detail Encumbrance Activity Form (FGIENCD) is used to track activities as they
are posted against an encumbrance. This allows departmental users and the Grants and
Contracts Office to query on an encumbrance number and track the encumbrance
balance and its associated transactions. This form displays information such as
transaction date and type, document code, transaction amount, and the remaining
encumbrance balance. An encumbrance can be associated with more than one
C-FOAPAL; therefore, on this form it is possible to view the encumbrance activity on
each C-FOAPAL.

A properly established subaward encumbrance, when viewed on the Grant Inception To
Date Form (FZIGITD), will display an available balance of zero.

Process Example

In this example, we will look up an encumbrance using the Detail Encumbrance Activity
Form (FG|ENCD). NOTE: See
Form Name | Form Title Menu Path Apr_)e_n_d|xc for
definitions of all the
FGIENCD Detail Encumbrance Activity Financial » General Ledger » fields used in the

General Accounting Query Forms »
General Encumbrance Query Forms »
Detail Encumbrance Activity

following example.

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FGIENCD and FGIENCD displays.
press the ENTER key to open the Detail
Encumbrance Activity Form.

2. Click the Search button next to the The Encumbrance List Form (FGIENCB)
Encumbrance field. displays.

Click the Enter Query button.

Press the TAB key to advance to the
Description field and type the search
criteria, using wildcards (%) if necessary.

Click the Execute Query button. Query results display.

Scroll to the desired encumbrance
number.

7. Double-click the Encumbrance Number Returned to FGIENCD.
field to select the encumbrance number.

8. Click the Next Block button.
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Step | Action Results/Decisions

0. Review the information and notice the
remaining balance.

10. Click the Exit button to return to the main
menu.

=

= Oracle Developer Forms Runtime - Web: Open > FGIENCD

File Edit Options Block Item Record Query Tools Help DRACLE
BOE REABR %7 ROEE QS RE D& ¢
'}:&E:-etawl Encumbrani G CD 8.0 (BANS B S e s I S TS =
Encumbrance: E0004367 [T Encumbrance Period: Al
Description: [Uiiversity of California, Davis Status: c e [
Date Estahlished: 23-JUN-2005 Balance: 0.00 Vendor: ‘@00852532 ‘Regema of University of California Davis
tem: a ‘Documem Accounting Distribution
Sequence: 1 Fiscal Year: 06 Status: E Commit Indicator: |u7 =1
Con Index Fund Orgn Acct Prog Acty Locn Proj
r [ [5sezss 73011 [rs8151 [191200 [ [ [
Encumbrance: 5,028,556 Liquidation: | -502356 Balance: 000 =)
Transaction Date Type Document Code Action Transaction Amourit Remaining Balance
23-JUN-2005 501 ED004567 |— | 5,029.56 ‘ 502956
24-JUN-2005 INEI 952475 |— | -337.00 ‘ 4 592 56
O -JUL-2005 590 EN105013 |'T | 5,029.56 ‘ 459256
01-JUL-2005 590 EN105018 F | 0.00 ‘ 469256
O -JUL-2005 590 EN105013 |T— | -337.00 ‘ 459256
28-APR-2006 503 J0539676 |'T | -4,592.56 ‘ oo
Press hext Record or Previous Record to scroll accountingftransaction details
Recard: 141 (I | | | =05¢=

Fig. 2.1.4 Detail Encumbrance Activity Form (FGIENCD)

2.1.C: Budget Inquiry Forms

Process Description

The Grant Budget Codes Inquiry Form (FRIBUDG) is used to view grant codes and the
associated budget codes. FRIBUDG shows the original award budget code entered for a
grant code, along with any modified budgets.

The Grant Budget Distribution Inquiry Form (FZIBDSG) is used to view the line item
amounts established in a grant budget. Querying on the Grant and Budget Code fields
allows you to examine each Account code and associated budget figure assigned to the
grant budget selected. The budget total is also calculated. Once a budget is posted,
these figures cannot be viewed on the Grant Budget Form (FZABUDG), so FZIBDSG is
the best form to use to access this information. FZIBDSG makes no distinction between
budget increases or decreases; all budgets will be shown as an absolute value.
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Process Example

In this example, we will query a grant budget using the Grant Budget Codes Inquiry
Form (FR|BUDG). NOTE: See
Form Name | Form Title Menu Path Appe_n_dix C for
definitions of all the
FRIBUDG Grant Budget Codes Inquiry | Financial » Research Accounting » Research fields used in the

Accounting Grants » Grant Inquiry » Grant

Budget Codes Inquiry following example.

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FRIBUDG and FRIBUDG displays.
press the ENTER key to open the Grant
Budget Codes Inquiry Form.

Click the Enter Query button.

Type the grant code, using wildcards (%)
if necessary, in the Grant field.

Click the Execute Query button. Query results display.

Review the results.

Click the Exit button to return to the main
menu.

| £ Oracle Developer Forms Runtime - Web: Open > FRIBUDG |Z||E|E“
File Edit Oplions Block fem Becord Query Tools Help ORACLE
BV EBEAEE PP ZEE R E MBI TGS @
nt Budget Codes Inguiry FRIBUDG 8.1 {BAN Ty (OMONE) J-i-0-- X [l
Grant Title Budget Description Proposal Description Proposal Budget
agEnn PHS Sub U OF CHIID#1 9183 Bubost  [Rebudget to 156002 for 03-260 [ | | =
[sssnn | PHS Bub U OF cHIIDRI8163 BUDDD2  [Rebuciget to 156002 for 03-260 [ [ [
[a9900 | PHS Sub U OF CHIIDR#19163 BuUDDDS  [Rebucget to 156002 for 03-260 [ [ [
[sg800 | PHE Sub U OF cHIIDR18163 Bupnos  [amencment 3 et [ [ [
[s0800  PHE Sub U OF CHIDRI91E3 DEOBO1  [eok buizet o close [ | |
[4ss00 | PHS sun U OF cHID®I9183 PECBO2  [deok budsetto close [ [ [
A3800 PHS Sub U OF GHI ID#18163 [6RCONVRT  [converted pre-Fyod budget [ [ [
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | |
\ | | | | |
4] » —
')
Recard: 1/7 | | | | <osC= I

Fig. 2.1.5 Grant Budget Codes Inquiry Form (FRIBUDG)
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rﬂ NOTE: See

Appendix C for
definitions of all the
fields used in the
following example.

Process Example

In this example, we will query a grant budget and review its line item budget amounts
using the Grant Budget Distribution Inquiry Form (FZIBDSG).

Form Name | Form Title Menu Path

FZIBDSG Grant Budget Financial » Research Accounting » Research
Distribution Inquiry Accounting Grants » Grant Inquiry » Grant
Form Budget Distribution Inquiry Form - Ul

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZIBDSG and
press the ENTER key to open the Grant
Budget Distribution Inquiry Form.

FZIBDSG displays.

Type the grant code in the Grant field.

Press the TAB key to advance to the
Budget Code field and type the budget
code, or click the Search button to look
up available codes.

Click the Next Block button.

Review the results. Note that cost sharing is not calculated.

Click the Exit button to return to the main
menu.

- 3
£ Oracle Developer Forms Runtime - Web: Open > FZIBDSG E|E|E\

File Edit Options Block [tern Record Query Tools Help C)RACLE
WD EEEE 55
’ég Grant Budget Distribution Inguiry Farm FZI :51.0] (BANB | e = =
Grant: [a9g00 [ [Pris sub U oF cHiD#a163
Budget Code: [pupops [+ [Amendment 3 burget Type: ’A_F
Chart of Accounts Index Fund Organization Account Program Activity Location
e O O @ & [m @ [
Account Title Class COA Proposed Budget ~ + Cost Sharing - Project Value
IW Parsannel Senices ’_ ]1_ [ 6345100 | o 6349100 ~
219000 | Banefit Casts ] o 1279500 | o | 12,795.00
120000 Materials and Supplies ’_ ’1_ [ 23100 | o | 231.00
198150 | Fac and Adm Costs-Tuition Direct I ] s57Es00 | o | 5,786.00
hee130]  Facand Adm Costs-MTDC P . 4055400 | o | 40,554.00
L1 0O | |
[ | |
C 1 O | |
L1 O | |
(1 O] | |
(1 [0 | |
L1 0O | |
I | |
L1 O | |
C 1 [0 | |
C 1 O] | |
I e 3 =
Total: | 122,358.00 o 122,853 00 —]
=
Atlast record. | J
Record: 5/5 || i, | | =05C= I

Fig. 2.1.6 Grant Budget Distribution Inquiry Form (FZIBDSG)
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2.2: Viewing Billing and Collection Data

2.2.A: Using the Billing Detail Inquiry Form (FZIBDET)

Process Description

The Billing Detail Inquiry Form (FZIBDET) displays the total amount billed, total
amount paid, and total refunds for a grant. The Total Unbilled field does not always
accurately reflect the actual unbilled data due to the nature of Banner billing processes.
In addition, because of a Banner defect, the Total Expenditures field does not always
accurately reflect actual expenditures. Please refer to the Grant Inception To Date
Form (FZIGITD) to verify expense totals.

Process Example

In this example, we will look up billing and payment information for a grant on the Billing
Detail Inquiry Form (FZIBDET).

Form Name | Form Title Menu Path
FZIBDET Billing Detail Inquiry Financial » Research Accounting » Research
Form Accounting Grant Billing » Research Accounting

Grant Billing Query » Research Accounting Billing
Detail Inquiry Form - Ul

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZIBDET and FZIBDET displays.
press the ENTER key to open the Billing
Detail Inquiry Form.

2. Type the grant code in the Grant field Grant agency and title information displays.
and press the TAB key to advance.
3. Click the Next Block button. Next two blocks display grant and billing
information.
4. Select View Billed Charge Detail from The Billed Charge Detail window displays.

the Options menu.

Review the information.

Click the Next Block button. Returned to FZIBDET.

Select Payment Detail from the Options | The Payment Detail window displays.
menu.

Review the information.

Click the Previous Block button. Returned to FZIBDET.

10. Click the Exit button to return to the main
menu.

m NOTE: See

Appendix C for
definitions of all the
fields used in the
following example.
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m NOTE: See
Appendix C
for definitions of all

the fields used in the
following example.

" —
£ Oracle Developer Forms Runtime - Web: Open > FZIBDET Ell’gl@‘
File Edit Options Block [tern Record Query Tools Help C)RACLE

BOEEAEBE &% 8 .
Grant: 9300 [ PHS Sub U OF CHIID#19163 con: [ [
PMS Code: [*] Fund: [*]
Agency: |@ooazs1an [universty of chicago
Granit Description
= |ASBDD |PHS Sub L OF CHI D#19163 =
| | &
Total Expenditures: G86,094.58  Total Billed: 684,807.76  Payments and Transfers: 664 60776
Total Unbilled: 000 Retainage Withholding: oo Total Refunds: oo
Total On-Hold: 000 Payment Withholding: 0.00
Record: 1/1 [ ol | | =05C= JI

Fig. 2.2.1 Billing Detail Inquiry Form (FZIBDET)

2.2.B: Using the Grant Billing Query Form (FZIBILL)

Process Description

The Grant Billing Query Form (FZIBILL) is used to display billing invoice numbers, bill
amounts, aging for specific bills, and the payments against those bills. Departmental
users can use this form to query on a grant code and view billing activity associated with
the grant, and the corresponding payment history. Note that the Total Unbilled field
does not always accurately reflect actual unbilled data, due to the nature of Banner billing
processes.

Process Example

In this example, we will look up billing activity for a grant and Fund on the Grant Billing
Query Form (FZIBILL).

Form Name | Form Title Menu Path
FZIBILL Grant Billing Query Financial » Research Accounting »
Form Grant Billing Accounts Receivable » Grant Billing

Accounts Receivable Query » Grant Billing Query
Form — Multi Chart
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Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZIBILL and FZIBILL displays.
press the ENTER key to open the Grant
Billing Query Form — Multi Chart.

Type the grant code in the Grant field.

Press the TAB key to advance to the
Fund Code field and type the Fund code.

4. Click the Next Block button. Billing activity posted to entered Fund and
grant displays.

Review the information.

Click the Exit button to return to the main
menu.

" o
£ Oracle Developer Forms Runtime - Web: Open > FZIBILL |Z||E|E\
File Edit Opiions Block [term Record Query Tools Help DRACLE

Grant: [sgmon [~ PHS Sub U OF CHIID#18163
PMSCode: | 0 [v con: | Fund Code: [sgsgn0 [+
Agency: [@00438141 [Universty of Chicego
Fund Grant Invoice Adjustmen
CoAn Code Code Number Humber Bill Amount Outstanding Paid
i [444444  [aga00 11 b I 96252 | 000 | 21898252 |~
’17 ‘444444 ‘AEQDD ‘12 |E| ‘ 1,397 62 ‘ 0.00 | 1,397 B2
o [s424a4  [ago00 12 [t [ 430762 | oo | A 39762
]1_ [442444  [aga00 1z |2 [ 13097 62 | oo | 1,397 62
’1_ [s424a4  [ago00 12 g [ 39762 | oo | 1 39762
b 444444 |mgo00 12 4 1,397 62 000 1,397 62
o 444444 [agg00 15 o 134,129.92 000 13412892 |-
B .
[ \ \ \ | \ \ |
[ \ \ \ | \ \ |
[ \ \ \ | \ \ |
[ \ \ \ | \
[ \ \ \ | \ -
a4 | ''''''''''' » Total: 0.00 157 51006
Total Billed Total On-Hold Total Unhilled
[ s [ 000 000 —
=
')
Record: 1/7 [ o | | =0sC= I

Fig. 2.2.2 Grant Billing Query Form (FZIBILL)
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2.2.C: Using the Grant Payments Entry Form (FZAAREV)

Process Description

To search for payments for a grant, you can use the Grant Payments Entry Form
(FZAAREV). The Account Detail block of FZAAREV shows the Transaction Number,
the Charge amount or Payment amount, and the Balance for every transaction. The
transactions are displayed in order of most recent, as shown by the Transaction Date
field. You can query any of the fields in the Account Detail block, for example, to show
only those grant billing transactions. The detail codes used in grant billing and cash
application processes are displayed in the table below:

Grant Detail Code Detail Code Description
GAC1 UIUC Grant ACH Payment
GAC2 UIC Grant ACH Payment
GAC4 UIS Grant ACH Payment
GACH Grant Initial ACH/Wire Payment
GBIL Grant Billing

GCNV Grant Payment Conversion
GLB1 UIUC Grant Lockbox Payment
GLB2 UIC Grant Lockbox Payment
GLB4 UIS Grant Lockbox Payment
GRMF Grant Manual Refund

GRRF Grant Refund

GRTF Grant Transfer

GRWH Grant Retainage

GWT1 UIUC Grant Wire Payment
GWT2 UIC Grant Wire Payment
GWT4 UIS Grant Wire Payment
GWTC Bank One NA Chicago Grant Payment

Fig. 2.2.3 Grant Detail Codes

Process Example
E‘( NOTE: See
Appendix C for In this example, we will look up billings for a grant on the Grant Payments Entry Form
definitions of all the (FZAAREV).
fields used in the -
following example. Form Name | Form Title Menu Path
FZAAREV Grant Payments Entry Financial » Research Accounting » Grant
Form Billing Accounts Receivable » Grant
Payments Entry Form
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Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FZAAREV and FZAAREYV displays.
press the ENTER key to open the Grant
Payments Entry Form.

Type the grant code in the Grant field.

Click the Next Block button. Payment transaction details posted to this
grant display.
4. Click the Enter Query button. The fields in the Account Details block
clear.

Type GBIL in the Detail Code field.

Click the Execute Query button. Query results display.

Review the information.

Click the Exit button to return to the main
menu.

© Njo |0

[ —
< Oracle Developer, Forms Runtime - Web: Open > FZAAREV. |-_||E|E‘
Eile Edit ©ptions Block |tem Record Query Tools Help ORACLG

10LDy (ONOME) ©

Grant: [s9500 [ [pHs Sub U oF cHiD#5183

Agency: |@osgs1a1 4 |universty of Chicago

PMS Code: F [ Distribute to Grants

Detail Code: =

Amount: Jl User: ,JSM\TH—

Account Details
Transaction Detail Transaction Invoice
Humber Grant Code Charge Payment Balance Date Number
]

[ 20 [ag800 foLen [ [ 1302982 | 000 [20-FEB-2008 =

19 |aga00 == [ oo | [ 000 [26:0-2007 15
R == [ 13402882 | [ 000 [26-n0v-a007 s
[ 17 [ase00 feLen [ [ 14720806 | 000 [14-0cT-2004
[ 16/ [a9a00 fomL [ 14500044 | [ 000 [o2-5EP-2004 12 u

15 49900 fomL [ 139752 | [ 000 [o2-5EP-2004 2

14, [agann (= 14994635 | [ o0 [oz-sEP-2004 12
[ 13 |aga00 = [ 40762 | [ 000 [o2-5Ep-2004 12

12 143900 == [ 14844635 | [ 000 [11-a06-2004 ’12— =

A D T R »
Retainage
Query Balance Grant Balance PMS Balance Agency Balance Withholding Balance
oo | oo | 1526,32581 000
4| | » j
Enter Grant Code; LIST i available | J
Recard: 12 [ | | | =osC= I

Fig. 2.2.4 Grant Payments Entry Form (FZAAREV)
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Lesson Summary

In this lesson, we have learned how to check a grant’s financial status, review detailed
transactions for a grant, search for grant budget data, and view grant billing and payment
information. In the next lesson, we will learn about document approval in Banner.

Lesson Review

1. Indirect costs are assessed on the first $25,000 of a subaward. True or False.

2. Which form would you use to look up a grant’s collection data?

a.
b.
c.
d.

Grant Billing Query Form (FZIBILL)

Grant Payments Entry Form (FZAAREV)
Grant Budget Codes Inquiry Form (FRIBUDG)
Grant Transaction Detail Form (FZIGTRD)

3. Which field would you query on the Grant Transaction Detail Form (FZIGTRD)
to only view YTD charges?

a.
b.
C.
d.

Description
Type

Field

All of the above

4. What is the Detail Encumbrance Activity Form (FGIENCD) used for in
Banner?

a.

b
c.
d

Search for grant budget information
Look up a grant’s billing data
Track activities as they are posted against an encumbrance

Review indirect costs
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Lesson 3: Approving Transactions

There is an extensive approval capability in Banner. Transactions are processed
electronically, and Banner routes the transactions to appropriate GCO personnel for
approval. In this lesson, you will learn about the approval process.

Lesson Objectives

When you have completed the materials presented in this lesson, you will be able to:

Describe the documentation required for approvals.

Explain the process to approve a document using the User Approval Form
(FOAUAPP).

View a document'’s approval history.

3.1: Required Documentation

Process Description

In some cases, there is a need to pre-audit expenditures that are sensitive in nature;
specific types of transactions are listed below. These expenditures are reviewed for
compliance with general University of lllinois policies, the award budget, and specific

sponsor restrictions. Unallowable expenditures are returned to the unit to be charged to

an unrestricted Fund.

Due to the risk for audit disallowance, GCO will pre-audit the following transactions:

o g > w D

1. Consultant and honorarium payments (including non-employee travel

expenses)

Sub-award payments

Cost transfers

Cash deposits (program income, refunds, or reimbursements)
All leases (equipment, space)

Equipment requisitions are reviewed based on campus policy

GCO manages transactions requiring pre-audit through the use of approval queues by
virtue of routing instructions established in Banner by GCO requirements. Pre-audit
transaction types fall into three categories: invoices, purchase requisitions, and cost
transfers. The routing and reviewing for each category is based on specific criteria.

Invoices

Campus units initiate subaward invoices by using the Request a General

Encumbrance/Wire Transfer Payment Form, available from the Vendor Payment Forms
page at https://www.obfs.uillinois.edu/forms/payments-vendors/. The transaction is then

routed electronically to the GCO approval queue for review by the appropriate personnel.

Payments for consultants and leases are processed through the Travel and Expense
Management (TEM) system. The transaction is then routed to the GCO approval queue
for review by the appropriate personnel.
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Only transactions involving the sensitive Account codes for Consultants (154000),
Subcontracts (156xxx), and Leases (157xxx) charged to sponsored project funds will be
routed to the GCO approval queue.

Purchase Requisitions

Campus units initiate purchase transactions by using the Requisition Form (FZAREQN).
If a transaction meets specific criteria, Banner first directs initiated requisitions to unit
approval queues for the appropriate review and approvals. Upon unit approval, Banner
electronically routes the requisition to GCO’s approval queue for review by the
appropriate post-award personnel.

Only transactions charged to sponsored project funds involving the sensitive Account
codes for Leases (157xxx) and Capitalized Equipment (163xxx) will be routed to the GCO
approval queue. Banner does not currently allow supporting documentation to be
attached to requisitions routed through the GCO approval queue. Additional
documentation may need to be sent by an alternative method, if requested by the
reviewer.

Cost Transfers

Campus units initiate non-payroll cost transfers by completing a journal voucher (JV),
using the Journal Voucher Entry Form (FGAJVCD), the Journal Voucher Mass Entry
Form (FGAJVCM), or the Journal Voucher Quick Form (FGAJVCQ). All cost transfers
using sponsored fund ranges are entered in the approval queue for the campus denoted
by the Chart code. If a transaction meets specific criteria, the item is routed electronically
to the GCO approval queue for review by the appropriate Post-Award personnel. The
review process includes an examination of the transaction details, including the General
Text Entry Form (FOATEXT) explanation and any additional supporting documents such
as the GC81 document (UIUC and UIS), original documents, and transfer explanation
letters.

The date of the original transaction will determine the level of supporting documentation
required and whether it will be classified as either a current or non-current cost transfer.

Current Cost Transfers

A current cost transfer is a transfer of expenditures incurred within 90 days of period of
service, or within 90 days of initial posting to the incorrect Banner C-FOAP. A current
cost transfer does not need a GC81 document. Approval of a current cost transfer needs
the minimum requirements, as follows:

e Description text on the journal voucher
e General Text Entry Form (FOATEXT) entries must include:

0 Explanation of transaction and benefit to project

o Date when service was provided or incurred

o Date and Document Number of original transaction
0 Preparer’'s name and phone number

Non-Current Cost Transfers

A non-current cost transfer is a transfer of expenditures which were incurred but not
corrected within 90 days of period of service or 90 days of initial posting. Approval of a
non-current cost transfer requires supporting documentation, as follows:

e Description text on the journal voucher
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e General Text Entry Form (FOATEXT) entries must include:

0 Explanation of transaction and benefit to project

o Date when service was provided or incurred

o Date and Document Number of original transaction
0 Preparer’'s name and phone number

e AGCS81 document (UIUC and UIS)

e Acopy of the original voucher (if not in Banner) or original listing of charges,
as in phone charges (a copy of the monthly statement is not adequate)

e May need reconfirmation if charges go back into the period already
confirmed

e May need other documents as required, such as Consultant/Honorarium
agreement

For UIUC, supporting documentation not available in Banner may be transmitted using
the forms available on the OBFS Web site at http://www.obfs.uillinois.edu/forms/grants-
sponsored-projects/ to facilitate timely approvals.

Unallowable charges are specifically prohibited from being charged to sponsored project
funds. Determination of restricted costs (such as secretarial) as either appropriate or
inappropriate charges to a sponsored project is based on project-specific justification and
documentation. Banner does not define whether a restricted cost is appropriate or
inappropriate. GCO personnel are able to query for expenditures (in Banner and/or
Decision Support) that fall in restricted expense categories and work with the units to
determine whether the costs are allowable or unallowable.

Areview of restricted and unallowable cost categories is conducted on expenditures that
have already been paid and posted to the grant. Unallowable costs include those not
allowed under Section J of OMB Circular A-21 — for example, entertainment, lobbying, or
general-purpose equipment — and those specifically identified by a particular sponsored
project as unallowable or restricted. Once identified, non-salary expenditures are
transferred to the Journal Voucher Entry Form (FGAJVCD), Journal Voucher Mass
Entry Form (FGAJVCM), or the Journal Voucher Quick Form (FGAJVCQ). Salary
expenditures are transferred using the Labor Redistribution Form (PZAREDS).

See the OBFS Web site for the policy on processing cost transfers for sponsored
research projects: https://www.obfs.uillinois.edu/bfpp/section-16-grants-research-
contracts/cost-transfers.

You can also search for “Processing Cost Transfers for Sponsored Research Projects” at
http://apps.obfs.uillinois.edu/news/dsp_NewsCenter.cfm. For UIC, the policy is the same
(including the information required on the document text part of the journal voucher), with
the exception that units are not required to send the GC81 form separately.
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3.2: Approving Documents Using the User Approval Form
(FOAUAPP)

Process Description

The User Approval Form (FOAUAPP) displays all the invoice vouchers, purchase
requisitions, and journal vouchers that a particular user (identified by the User ID field)
has authority to approve. The User Approval Form (FOAUAPP) shows four icons for
each document in the user’s approval queue. The Approve and Disapprove icons are
designated for approval and disapproval of the document. The Detail icon is used to
access accounting information related to the document. The Queue icon lists all
approvers and approval levels for a particular queue.

After GCO personnel review the document and supporting documentation or
explanations, the document is either approved and sent to posting, or disapproved and
electronically routed back to the originating user, who will receive a system-generated
message via the General Message Form (GUAMESG). FOAUAPP provides a field to
comment on why a document is being disapproved, and the Grants and Contracts Office
will comment in FOATEXT on the reason for disapproval.

If a document is disapproved, the unit is required to correct and reprocess the item where
appropriate. Any documents that need to be viewed by GCO which cannot be viewed
online must be forwarded to GCO before the associated item can be approved.

r 3
£ Oracle Developer Forms Runtime - Web: Open > FOAUAPP EIE'E‘
File Edit Options Block [term Record Query Tools Help ORACLE

BOEBEAERE % I S @B G @ @00 X
K] OAUAF s o
User ID: JSMITH Smith, Jane Document: [+ Next Approver
Document Document Change Document Queue Next

NSF Type Number Sequence  Submission Originating User Amount Type Approver

[ I 3161318 m [T == [ 6078605 |pOC o=
Approve: Disapprove: @ Detail: @ Queue: @I

|— Iy 13168778 ’_ l_n [amIcHNEN [ 74,250.00 ooc W
Approve: Disapprove: @ Detail: @ Queuve: @I

[ Iy 13168883 [ ] [ o pERcE [ 134,417 80 poc v
Approve: Disapprove: @ Detail: @ Queuve: @I

|— Jv 188553 ’_ l_n ey [ 53,490.00 ooc W
Approve: Disapprove: @ Detail: @ Queue: @

[ m 1139808 [ ] [ o [iDEvFIz [ 1 326.00 poc v
Approve: Disapprove: @ Detail: @ Queue: @

[ m 189618 ] [0 eV [ 40.00 boc [
Approve: Disapprove: @ Detail: @ Queue: @ T

Record: 1/7

I
| | =0sC= I

Fig. 3.2.1 User Approval Form (FOAUAPP)
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Oracle Developer Forms Runtime - Web: Open > FGIDOCR
File Edit Options Block Itermn Record GQuery Tools Help DR’ACLE

Document: 0451855 F Submission Humber: ’_ Document Type: iy F

Header Information

Transaction Date: 13-FEB-2006 Fiscal Year: 08 Fiscal Period: |08 ems: 2 Commit Type: |E Text Exists: |?

Detail Infermation

Sub Journal Document =
Number Item Sequence Type Description Amount Sign Currency Reference
0 ] 1 100 |muve charges fram closed account | 13.00 F | ‘Jn431 843
COA  Index Fund orgn Acct Prog Actv Locn Proj NSF Override Bank Accrual

il Jegzrzr [377000 142000 131100 I W ba r

Sub Journal Document
Number Htem Seguence Type Description Amount Sign  Currency Reference
0 o 2 [ [mave charges [ 13,00 |— [ 10431543
COA  Index Fund Orgn Acct Prog Acty Locn Proj NSF Override Bank Accrual

(| |sas885 [s77000 [t42000 191100 [ [ W ba [l =

Submission Mumber. Press Duplicate ltem to access Docurmnent Postings (FGQDOCP). ‘
Recorg: 142 [ | | | =08C-

Fig. 3.2.2 Document Retrieval Inquiry Form (FGIDOCR)

Oracle Developer Forms Runtime - Web: Open = FOATEXT

Eile Ecit Options Block Mem Becord Query Tools Help ORACLE’
NEIREABER %% H S &I MBS EIERI@0X
1m N
Type: Y F Code: J0451855 F Default Increment: 10
Text Print Line
|move charges from cloged account O 10 =
|JIJ431 843 1014105 §13 O 20
i dories, 217-335-1000 O 30
[ m
[ =
[ [
| 0 [
o
. e
. e
| a [
| 0 [
| o [
| o [
| 0 [
| a [
| = = =
Enter Text for the document. ‘
Record: 4i4 [ | | | <05C= J

Fig. 3.2.3 General Text Entry Form (FOATEXT)
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3.3: Viewing Document Approval History

Process Description

A document’s approval history can be seen on both the Document Approval History
Form (FOIAPPH) and the Approval History Form (FOIAPHT). Both forms display
similar information in a slightly different manner. Which one you use is a matter of
preference. In both forms, you can query for the Document Code if you know all or part
of it, or you can query for the Document Type, for example, a journal voucher.
Additionally, FOIAPHT allows you to query using the Approver’s ID, to show all the
documents a user has approved, and the Approved Date.

NOTE: See
Appendix C Process Example
for definitions of all In this example, we will look up a journal voucher’s approval history on the Document

the fields used in the Approval History Form (FOIAPPH).
following example.

Form Name | Form Title Menu Path
FOIAPPH Document Approval Financial » Finance Operations » Finance
History Approval » Document Approval History

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FOIAPPH and FOIAPPH displays.
press the ENTER key to open the
Document Approval History Form.

2. Type the journal voucher code in the
Document Code field.

Click the Execute Query button.

Review the information.

5. Click the Exit button to return to the main
menu.
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£ Oracle Developer Forms Runtime - Web: Open > FOIAPPH Elri”zl
File Edit Options Block Iterm Record GQuery Tools Help DF\’ACLE
ROE AEEE B9 (& B IR (@I @1 01X

stary FOIAP o

mDocument ) s

Document Change Submission
Code Type Sequence Number

—
—
—

Approved
Approver's Name Date

2

=1 a2

8

399 [mee wee Les-crai [04-sar4-2008 =
[sanet L avyers [na-tan-2008

VPG

w
@
@B
]

1l

RERRRRRRRARRRRALEY
T TTTITTTT]

10300000008
10330000000 N
100000000006

4]

Originating User Name

|JA‘€ERSE Janet L Ayers ]

\
| | | =08¢-

Recard: 141

Fig. 3.3.1 Document Approval History Form (FOIAPPH)

Process Example m NOTE: See
In this example, we will look up approval history on the Approval History Form Appendix C
(FOIAPHT). for definitions
of all the fields used in
Form Name | Form Title Menu Path the following example.
FOIAPHT Approval History Financial » Finance Operations » Finance
Approval » Approval History

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FOIAPHT and FOIAPHT displays.
press the ENTER key to open the
Approval History Form.

2. Type the journal voucher code in the
Document Code field.

Click the Execute Query button. Query results display.

Review the information.

Click the Enter Query button. Fields clear.

ook~ w

Press the TAB key to advance to the
Approver’s ID field and type the
approver’s ID, using wildcards (%) if
necessary.
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Step | Action Results/Decisions
7. Click the Execute Query button. Query results display.
8. Review the information.
9. Click the Exit button to return to the main

menu.

r 5]
2 Oracle Developer Forms Runtime - Web: Open > FOIAPHT EIE‘El
File Edit Optons Block Iterm Record GQuery Tools Help ORACLE

= BEBRE wE B I &y & [ Foa 12 @
"?5 Appraval History FOIAPHT 8.0 {BANB10LD) {0 =
Document Document  Change Queue Queue Approver's Approver's Approved Submission
Code Type Sequence D Level D Name Date Mumber

0471214 o Gas2 9990 mEENLEE Mee tee Lee-chai |n4-tam-2008 o (=1
Originating User: liavERs2 lianet L ayers

Jod471214 J VPG 9990 ‘JAVERS2 ‘Janet L Ayers |04-JAN-2UDB a
Originating User: ‘JAYERSQ ‘Janal L Ayers

N D U I O \ [ (]
Originating User: ‘ ‘

N N N e N [ [ (I
Originating User: ‘ ‘

L 7 1 1 \ | (]
Originating User: ‘ ‘

11 7 ] [ [ [ ]
Originating User: ‘ ‘

N N N [ [ (I
Originating User: ‘ ‘ -

Atlast record ‘
Record: 2i2 [ | | | =0sC> J

Fig. 3.3.2 Approval History Form (FOIAPHT)

Support and Resources

For UIUC, supporting documentation not available in Banner may be transmitted using
the forms available on the OBFS Web site at http://www.obfs.uillinois.edu/forms/grants-
sponsored-projects/ to facilitate timely approvals.

See the OBFS Web site for the policy on processing cost transfers for sponsored
research projects: https://www.obfs.uillinois.edu/bfpp/section-16-grants-research-
contracts/cost-transfers.

You can also search for “Processing Cost Transfers for Sponsored Research Projects” at
http://apps.obfs.uillinois.edu/news/dsp NewsCenter.cfm.

Lesson Summary

In this lesson, we have learned about the requirements for approval, how to approve a
document, and how to view a document’s approval history. In the next lesson, we will
learn about cost sharing and expenditure confirmation.
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Lesson Review

1. Approving a non-current journal voucher requires a GC81 document. True or
False.

2. Which button on the User Approval Form (FOAUAPP) is used to access
accounting information?

a. Detail

b. Approve

c. Queue

d. Disapprove

3.  Which of the following expenditures need to be pre-audited?
a. Leases
b. Honorarium payments
c. Sub-award payments

d. All of the above
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(@)
§ Cost Sharing

A portion of project
costs not borne by the
sponsor that are
incurred during the

period of performance.

Lesson 4: Cost Sharing and Expenditure
Confirmation

When a sponsored project is fully executed, the award document package is forwarded to
the Grants and Contracts Office. Upon review of the award, GCO post-award personnel
determine if there is any committed cost sharing to be recorded.

Lesson Objectives

When you have completed the materials presented in this lesson, you will be able to:
e Describe the documentation needed for cost sharing.
o |dentify whether an expense is considered hard match or soft match.

e Explain the process to confirm effort (direct and cost shared) put forth on each
sponsored project.

4.1: Cost Sharing

Process Description

Cost sharing is that portion of project costs not borne by the sponsor that are incurred
during the period of performance. These costs are not recorded in the sponsored project
account, so the documentation requirements for them are different. The documentation
should demonstrate that cost sharing is:

o Verifiable from the recipient's records.
e Incurred during the period of performance of the award.
e Notincluded as contributions for any other federally assisted project or program.

e Necessary and reasonable for proper and efficient accomplishment of project or
program objectives.

e Allowable under the applicable cost principles.

e Not paid by the federal government under another award, except where
authorized by federal statute to be used for cost sharing or matching.

e Provided for in the approved budget when required by the federal awarding
agency.

e Consistent with federal cost principles (for example, costs recovered through
facilities and administrative cost pools cannot be included).
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4.1.A: Hard Match

Process Description

Cost sharing other than the contributed effort of academic personnel (hard match) is
permissible, but must be accounted for in a separate unique Fund and/or Program
established specifically to document the University's cost sharing for a particular
sponsored project. Hard match expenditures benefit the project and may include, but are
not limited to, categories of equipment, travel, or supplies.

Upon receipt and analysis of new awards, GCO works with the departmental unit to
determine the most appropriate method for recording each project’s cost sharing. In all
hard match cases, GCO creates attributes and attaches them to the grant code to identify
the departmental Fund and/or Program code used to accumulate cost share
expenditures.

If cost sharing is funded from state appropriation or indirect cost recovery funds, a
departmental Program code is created to record cost share expenditures. If cost sharing
is provided from a gift or non-federal sponsored project, then cost share expenditures are
recorded in a separate fund. In all cases, either a unique Fund code or Program code is
required to record hard match cost share expenditures.

4.1.B: Soft Match

Process Description

Banner does not provide a mechanism for accumulating soft match, which consists of
contributed academic effort, associated fringe benefits, and indirect cost. Contributed
academic effort is recorded in an OBFS web-based application outside of Banner.

4.2: Expenditure Confirmations

Process Description

In accordance with federal cost principles, the University is required to confirm effort
(direct and cost shared) put forth on each sponsored project. As a result of past
University audits, other direct charges are also confirmed. Twice each year, GCO
provides departmental units with a list of projects with associated expenditures and
contributed effort commitments for each Principal Investigator (PI) individually referencing
each project, for the six-month period ending the preceding December and June. The PI
verifies expenditures, initiates any necessary corrections, and signs and returns the
confirmation to GCO.

D
% Hard Match

Any expenses other
than the contributed
effort of academic
personnel that are
considered in
calculating cost
sharing.

(@)
& Soft Match

The contributed effort
of academic personnel
considered in
calculating cost
sharing.
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Lesson Summary

In this lesson, you have learned about the requirements for cost sharing and expenditure
confirmations. You have also learned about hard match and soft match cost sharing. In
the next lesson, you will learn how to use query forms to research grant activity.

Lesson Review

1. If a Fund code indicates cost sharing, then that Fund is the hard match cost
share fund for a grant. True or False.

2. Soft match cost sharing is handled via Banner. True or False.
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Lesson 5: Miscellaneous Query Forms

Banner allows users to search for information through various forms. In this lesson,
users are familiarized with several query forms, which enable Grants and Contracts
Office personnel and departmental users to extensively research grant activity.

Lesson Objectives
When you have completed the materials presented in this lesson, you will be able to:

e View grants by Organization code, using the Grant Organization Inquiry Form
(FRIORGH).

e View grants by agency, using the Grant Agency Inquiry Form (FRIASTG).
e View grants by PI, using the Grant Personnel Inquiry Form (FRIPSTG).
e Search for grants using the Grant Title Search Form (FRIKGNT).

5.1: Using the Grant Organization Inquiry Form (FRIORGH)

Process Description

The Grant Organization Inquiry Form (FRIORGH) allows you to view the grants
associated with a specific unit. This form is beneficial to units because it allows a
summary view of a unit’s active grants and the grant amounts. Units will utilize this form
more frequently than GCO.

Process Example

In this example, we will query for an Organization on the Grant Organization Inquiry

Form (FRIORGH). NOTE: See
Appendix C for
Form Name | Form Title Menu Path definitions of
FRIORGH Grant Organization Inquiry | Financial » Research Accounting » Research all the fields used in
Accounting Grants » Grant Inquiry » Grant the following example.
Organization Inquiry

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FRIORGH and FRIORGH displays.
press the ENTER key to open the Grant
Organization Inquiry Form.

Type the Chart code in the COA field.

Press the TAB key to advance to the
Organization field and type the
Organization code.

4. Click Next Block button. Grants assigned to the specified
Organization code display.
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Step | Action Results/Decisions
5. Scroll through grants to the end of data. Total dollar amount of grants populates
correctly.
6. Review results and select the desired
grant line item.
7. Select Grant Information (FRAGRNT) FZAGRNT displays.

from the Options menu.

Click the Next Block button.

Review the information.

10. Click the Exit button. Returned to FRIORGH.

11. Click the Exit button to return to the main
menu.

r ——
£ Oracle Developer Forms Runtime - Web: Open > FRIORGH |’._||’E|E‘
File Edit Options Block [term Record Quety Tools Help ORACLE
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\ \ [ | \ \ \

\ \ (] | \ \ \ &l

]| e 3
Total: ‘ 4,555,362.00
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Recard: 22 [ o | | =os5e-

Fig. 5.1.1 Grant Organization Inquiry Form (FRIORGH)
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5.2: Using the Grant Agency Inquiry Form (FRIASTG)

Process Description

The Grant Agency Inquiry Form (FRIASTG) allows you to query by agency and view all
the grants associated with an agency. This form includes the following information

regarding each grant associated with the agency: grant code, description, status, date, ‘,(I?:- HINT:
project start date, agency code and description, and maximum grant amount. A user may If you are
find this form useful in tracking what research a particular agency is interested in funding interested in a
because it shows all the grants being funded by the agency within the University. For particular area of
example, a Principal Investigator can look up another grant being funded by the agency research, you can
funding his or her own grant and communicate with the other Pl about the agency'’s future use this form to find
interests. This form also allows the user to select a specific grant and view its information agencies that fund
on the Grant Maintenance Form (FZAGRNT). that type of research.

Process Example

In this example, we will look up an agency’s grant funding at the University using the
Grant Agency Inquiry Form (FRIASTG).

Form Name | Form Title Menu Path NOTE: .See
Appendix C
FRIASTG Grant Agency Inquiry Financial » Research Accounting » Research for definitions
Accounting Grants » Grant Inquiry » Grant of all the fields used in
Agency Inquiry the following example.

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FRIASTG and FRIASTG displays.
press the ENTER key to open the Grant
Agency Inquiry Form.

2. Click the Search button next to the The Entity Name/ID Search Form
Agency field. (FZIIDEN) displays.
3. Click the Enter Query button.

Press the TAB key to advance to the Last
Name field and type the search criteria,
using wildcards (%) if necessary.

Click the Execute Query button.

Double-click the ID Number field for the Returned to FRIASTG.
desired agency line item to select it.

Click the Next Block button. Agency information displays.

Review results and select the desired
grant line item.

9. Select Grant Information (FRAGRNT) FZAGRNT displays.
from the Options menu.

10. Click the Next Block button.

11. Review the grant information. User can see Principal Investigator
information.
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Step | Action Results/Decisions

12. Click the Exit button twice to return to the
main menu.

= Oracle Developer Forms Runtime - Web: Open = FRIASTG

File Edit Options Block Iterm Record Query Tools Help DF\’ACLE
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[c7s32 [FrRasa RECH FON - cox o [os-aom-2007 [01-5EP-2005 |@onasezer | [ 100,000.00

|casas |FrRaxa. Fom DESIGN [ [o1-au-2003 |@onagezsr | [

|cases [FRaxa Fom Fure l_ [ [o1-ocT-2003 [@ooasezzr | [

|car1a [FrResca FoN HnvockoUT [ ] [01-MaR-2003 [@onassaer | [ 20,250.00

[car1 [Frasca. Fou REFINED l_ [ [01-mar-2003 [@onasezsr | [

|caea [Fraxa axomaL [ [01-mar-2002 [@ooasezsr | [

|cazzz [Frasxa Rscr Fon GRE [ 01 tmar-20m l@onasezer | [

|caanz [FRaxca. FOM FuiRn cenE l_ [ [01-mar-2000 [@ooasezzr | [

|csss [Fraxa RscH FoN GREEN [ [v1-sEP-1908 |@onagezsr | [

|ca44a [FRaxa RacHFON GR l_ [ [T |@indsezsy | [

[cg47a [Fraxa Rsch Fr = | [prmaroms  |@omssszsr | [

| | [ \ \ \ |

| | [ \ \ \ |

| | [ \ \ \ |

| | [ \ \ \ |

| | [ \ \ \ | -

Total: 22629900 -

Al last record. | J
Record: 14i14 [ | | | <08C=

Fig. 5.2.1 Grant Agency Inquiry Form (FRIASTG)
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5.3: Using the Grant Personnel Inquiry Form (FRIPSTG)

Process Description

The Grant Personnel Inquiry Form (FRIPSTG) allows users to search for all the grants
for which a person is the Principal Investigator (PI). This form also allows the user to
select a specific Pl or Co-PI and view their grant information on the Grant Maintenance
Form (FZAGRNT) or the Grant Inception To Date Form (FZIGITD).

Process Example

In this example, we will look up a PI using the Grant Personnel Inquiry Form NOTE: See
(FRIPSTG). E‘( Novendin e
Form Name | Form Title Menu Path for definitions
. ) X - of all the fields used
FRIPSTG Grant Personnel Inquiry Financial » Research Accounting » Research in the following
Accounting Grants » Grant Inquiry » Grant
. example.
Personnel Inquiry

Step-by-Step Procedures

Step | Action Results/Decisions

1. In the GoTo... field, type FRIPSTG and FRIPSTG displays.
press the ENTER key to open the Grant
Personnel Inquiry Form.

2. Click the Search button next to the The Entity Name/ID Search Form
Personnel ID field. (FZIIDEN) displays.
3. Press the TAB key to advance to the Last

Name field and type the search criteria,
using wildcards (%) if necessary.

Click the Execute Query button.

Double-click the ID Number field for the Returned to FRIPSTG.
appropriate Pl line item to select it.

Click the Next Block button. Personnel information displays.

Review results and select the desired
grant line item.

8. Select Grant Information (FRAGRNT) FZAGRNT displays.
from the Options menu.

9. Click the Next Block button.

10. Review the grant information.

11. Click the Exit button. FRIPSTG re-displays.

12. Select Grant Ledger Information FZIGITD displays.

(FRIGITD) from the Options menu.
13. Click the Next Block button.

14. Review the grant information.

15. Click the Exit button twice to return to the
main menu.
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-

£ Oracle Developer Forms Runtime - Web: Open > FRIPSTG EIIEIE\
File Edit Options Block [tern Record Query Tools Help C)RACLE
BErREBRE &% @SR

Personnel ID:  [usmTH [ [Smith, Jane

@
8
]

Status Date

[30-SEP-2000 =]

Grant Description Proposal Maximum Amount
|aga0e [pris sup u oF criD#13183

664 ,635.00

INEEEEEEEEEEEEEER

Total: | B84 835 00 -

Inwalid function; press SHOWY KEY'S for valid functions. |
Record: 11 [ o | | =08C= I

Fig. 5.3.1 Grant Personnel Inquiry Form (FRIPSTG)
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5.4: Using the Grant Title Search Form (FRIKGNT)

Process Description

Using the Grant Title Search Form (FRIKGNT), you can search for a grant using any
part of its long title. This form will search for the grant’s long title, but it will return the
grant’s short title in the search results. This is useful when you may need to find a grant,
but don’t know the grant code. This form also allows the user to select a specific grant
and view its information on the Grant Maintenance Form (FZAGRNT).

Process Example

In this example, we will search for a grant by title keyword using the Grant Title Search
Form (FRIKGNT).

Form Name

Form Title

Menu Path

FRIKGNT

Grant Title Search

Financial » Research Accounting » Research
Accounting Grants » Grant Inquiry » Grant
Title Search

Step-by-Step Procedures

Step

Action

Results/Decisions

1.

In the GoTo... field, type FRIKGNT and
press the ENTER key to open the Grant
Title Search Form.

FRIKGNT displays.

Type the search criteria, using wildcards
(%) if necessary, in the Search Value
field.

Click the Next Block button.

Grants matching the keyword(s) display.

Review results and select the desired
grant line item.

Select Grant Information (FRAGRNT)
from the Options menu.

FZAGRNT displays.

Click the Next Block button.

Review the grant information.

Click the Exit button twice to return to the
main menu.

m NOTE: See

Appendix C for
definitions of all the
fields used in the
following example.

Grants & Sponsored Projects
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| £ Oracle Developer Forms Runtime - Web: Open > FRIKGNT [:”El@“

File Edit Options Block [tern Record Query Tools Help C)RACLE
BB BABE 9% B &/ E T
’}[E Grant Tille Search FRIKGNT 2.0 (] ) =

SearchValue:  [%STUTTERNG%

Grant Proposal Code Status Title Status Date

|aga0e [ e |rsswucrcHibmses |20-5EP-2000 <

| | [ |

| | [ |

| | [ |

| | L |

| | L] |

| | [ |

| | [ |

| | [ |

| | [ |

| | L |

| | L] |

| | [ |

| | L |

| | L |

| | L] |

| | L |

| | L] |

| | [ |

| | L1 | Gl
Press duplicate record to0 see Grants. | J
Record: 11 [ o | | =08C= I

Fig. 5.4.1 Grant Title Search Form (FRIKGNT)

Lesson Summary

In this lesson, we have learned how to view grants by Organization code, by agency, and
by Pl. We have also learned how to search for grants using the Grant Title Search
Form (FRIKGNT). This information will help users effectively and efficiently manage
grant activity. In the next lesson, you will learn about reports relevant to research
accounting.

Lesson Review

1. Auser may find the Grant Agency Inquiry Form (FRIASTG) useful because it
allows you to see what areas of research a particular agency is interested in
pursuing. True or False.

2. From the Grant Personnel Inquiry Form (FRIPSTG), you can view a grant’s
information on the Grant Maintenance Form (FZAGRNT) or the Grant
Inception To Date Form (FZIGITD). True or False.
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Lesson 6: Reports

In this lesson, you will learn about reports relevant to research accounting. Reports are
accessed via Banner or Mobius View.

The standard finance inception-to-date reports available in Mobius View are static month-
end reports, unlike the reports available in EDDIE and Banner. This means that the
process of retrieving a report requires less time, since the data is not constantly being
updated.

This lesson covers the inception-to-date reports related to sponsor project funds,
personnel encumbrance statement, and payroll distribution statement. Please note that
other year-to-date statements are also available in Mobius View.

Lesson Objectives
When you have completed the materials presented in this lesson, you will be able to:
e Review Termination Reports.
e Review Overdraft Reports.
e Access Mobius View.
e View financial reports in Mobius View.
e Download financial reports from Mobius View.

e Print financial reports from Mobius View.

6.1: Termination Reports

Process Description

Sponsored projects are usually awarded with specific dates of performance. However,
the dates can change due to unavoidable performance delays or the awarding of
additional work on the same award instrument. GCO is usually aware of requests for no
cost extensions or additional funding; however, Principal Investigators (PI) or Unit
Business/Grant Managers may sometimes have advance knowledge regarding the
approval of such requests or additional information about other contemplated revisions in
the project time line. Because of this, GCO produces a report called the Notice of
Terminating Projects that formally naotifies the Unit Business/Grant Manager when a
project end date is approaching.

The Notice of Terminating Projects report is a monthly report currently emailed to UIUC
and UIC departmental contacts. This notice is electronically distributed 90 days prior to
the scheduled project end date of an award. Upon receipt, the Pl and Unit are asked to
supply information that they might have on pending no cost extensions, additional
funding, or other issues that may affect the end date of the project. GCO combines the
information provided on the reply to the Notice of Terminating Projects with any additional
information available and may also contact a sponsor directly at this point if there are
additional questions about pending requests.

If it is determined during the process described that no extensions of time will be made
and no additional funding will be awarded, the project officially enters the closeout
process, or trail-out period, as of the project end date.

Grants & Sponsored Projects OBFS



GC 101: Grants & Contracts for Professonal/Administrative Personnel

A sponsored project is considered closed when all reporting requirements have been met
and all required accounting entries have been made to project fund(s).

A Banner Fund is considered “closed” when the expenditure end date passes, or the trail-
out period is over.

6.2: Overdraft Reports

Process Description

To assist Pls and departmental units in managing their sponsored project awards, the
Grants and Contracts Office has developed a report that displays the grant Funds that
are in overdraft status. A Fund is in overdraft if the inception-to-date expenditures exceed
the total budget. These reports are currently distributed on a monthly basis to UIUC and
UIC departmental contacts via email.

Upon reviewing the report, the unit should initiate the appropriate action to terminate all
automated charges, including payroll, computer, and telecommunications, on Funds that
are in overdraft.

6.3: Using the Mobius View Environment

Process Description

Any Finance end user that has been assigned the Distributed Financial Query User
security profile has been granted access to EDDIE and Mobius View. If you need to
request this security profile, contact your Unit Security Contact (USC).

If you need access to Mobius View only, send your request by email to:
RMSADMIN@uillinois.edu.
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6.4: Locating Month-End Reports

Process Description

The month-end reports available in Mobius View are:

Report ID (# = COA) Report Name

FIOPLEITD# FIOL Revenue/Expense/Transfer Detail Statement Inception to
Date Chart #

FIOPLITDS# FIOL Revenue/Expense/Transfer Summary Statement
Inception to Date Chart #

FIOLTRANS# FIOL Revenue/Expense Transactions Chart #

HRPAY00098 Payroll Encumbrance by Person Pay Period

HRPAY00102 Payroll Encumbrance by Person Month End

HRPAY00103 Payroll Expense by Person Month End

HRPAY00104 Payroll Expense by Person Pay Period

Step-by-Step Procedure to Access Reports in Mobius View

1. Go to the following URL.: https://mobiusview.apps.uillinois.edu/mobius/view
2. Select Document Direct and UI2 Report in the Login to Repository window.

*®

Login to Repository
= Repository
B

Medical Center Reports
* Document Direct and UI2 Report
&
B
0

Fig. 6.4.1 Mobius View Repository Login Window

3. Click the OK button.
4. Enter your ID and password (the same ID and password you use to log on to

Banner).
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' (’ MOBIUS

| Sign Out
|
|
@«
| &
&
* Authentication Required X
0 https://mobiusview.apps.uillinois.edu is requesting your username and password. The site says:
4 “Document Direct and UI2 Report”
|-=|Y User Name: H |
Password: | |
B
o " Authentication to the 'Document Direct and %
UI2 Report' repository is required

Fig. 6.4.2 Mobius View Authentication Window

5. Click the OK button.

6. Click the file folder icon on the left side. This opens the reports available to your
ID.

NOTE: The top-level display shows all your available report folders. If you don't
see the report you're looking for, check the Reports folder.

Fig. 6.4.2 Mobius View Menu — Browse

7. Click the report you would like to view.

NOTE: A list of report sub-folders organized by Organization or Fund codes will
display. For Asset/Liability reports (FIGL), select the appropriate Fund code. For
Revenue/Expense reports (FIOP), select the appropriate Organization code.
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Fi

g. 6.4.2 Mobius View Reports Folder

Fig. 6.4.3 Mobius View Menu — Report — Versions

8. Click the folder of the report version you would like to view. A list of sections
organized by Organization or Fund codes will display. For General Ledger
reports (FIGL), select the appropriate Chart and Fund. For Operating Ledger
Reports (FIOP), select the appropriate Chart and Organization.
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MOBIUS

Fig. 6.4.4 Mobius View Menu — Report — Version — Sections by Organization or Fund Code

9. To locate the section of a particular report (Organization or Fund), type the
Organization or Fund code you are searching for in the Jump To field.

Fig. 6.4.5: Jump to Document Field

10. Click the selected section to display the report. The report will be displayed on
the right side of the screen.

72

OBFS Grants & Sponsored Projects



GC 101: Grants & Contracts for Professional/Administrative Personnel

P romus

Fig. 6.4.6: Mobius View: Report

11. Click the Zoom In (magnifying glass) icon at the bottom of the window to enlarge
the report image.

B et iuind () Gomeng Tesmd 5 C3 ooty 904 Lagen T Gommimns | Drivns . 8 GTW 48 GTH & Rackerd 8 bt B * g Bt it 8 4TS 8 A @ e DL e g a0
P moBws
* (1] a i
i Cobect  Pral ke
e
i [
v EApae TTRessEors
* FY 3618 Pursd ¥ Mosmn-Ene Faa
Fiacal Vi 2940 Passd 0 Coatof Ao |- sty f s - Ursans Turcd Cade. (g Sl
& [ Coy O Aeat o S8 Moot P €5, Pt
I
e
e~
e
@

Fig. 6.4.7: Mobius View: Report (Enlarged)
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FIOL Revenue/Expense Detail Statement University of lllinois As of 0B-JUN-2018
Version June 2017 Revenue/Expense Detail Statement Page 1 of 2,007
FY 2018 Period 11 Month-End Final Printed: 06-JUN-2018
Finance Standard Report Period End Date: 31.MAY-2013
Fiscal Year 2018 Period 11 Chartof Account 4 - Universiy of llincis -Springfield  Org Code:  Fund Code:
ProgCode:  Org GLAept  Fund GL Rept  Prog GL Rept
[
Chant 4 Uniusrsty of linois -Springisia Leval Principal Investigator Fund Term Dt Grant Code A
Organization 100000 Crt-OBFS - Cash Mgt & lnvest e Fund Exp Eng Dt Financial Mansger  Ford, Janst Marie
Fund 610000 100 Gampus Endow Income Allocation 4 Project Start Dt Indirect Cost Rate  Indirect Cost Basis
Program 191500 Institutonal Support 3 Project End Ot
Fund Type 4 Trust Endowment Income 2 Budget Start Date
Sponsor NA Budget End Date
Account  Description Permanent Budget Temporary Budget Current Budget Current Month Year to Date Encumbrances Budget Bal Avail
203370 Endonment Income 000 000 0.00 1790.00 17.848.00 0.0 -17,846.00
Investmant Income 000 000 oo 1720.00 17,848.00 000 -17,845.00
Tatal Revenies 000 000 oo 179000 1784800 00 4784500
415008 NIT frorets Endowment 00 000 oo -1790.00 1784800 00 1789500
Non-Mandatory Transfers 000 000 oo 179000 -17.848.00 000 17.646.00
Total Transfers 000 000 1] -1780.00 -17.848.00 00 17.045.00
Tatal Indirect Expanses. 000 000 000 000 (1] 000 000
Tatal Direct Expenses 0.00 000 000 000 00 000 000
Total Transfers 000 000 000 -1750.00 A7.545.00 000 17.646.00
Total Expenses and Transfers 0.00 000 000 -1750.00 AT.545.00 000 17.646.00
Net Tatals 00 (1] 000 L] 000 00 o0
FIOL Revenue/Expense Summary Stalement University of llinois As of 06-JUN-2013
Version June 2017 Revenue/Expense Summary Statement Page 8 of 1,798
FY 2018 Period 11 Month-End Final Printed: 06-JUN-2018

Finance Standard Report
Fiscal Year: 2018 Period 11 Chart of Account: 4 - Uivarsity of lincis Springfield  Org Code:  Fund Cod:
PogCode:  Org GLRept  Fund GLRept  Frog GL Rest

Period End Date: 31-MAY-2018

N
Ghart 4 University of linois -Springfield Level Principal Investigator Fund Term Dt Grant Code Ni&
Organization 103000 Cantrol - OBFE - Accounting 3 Fund Exp End Dt Financial Manager
Fund 4 Projest Start Dt Indirect GostRate  Indirect Cost Basis
Program 103000 Accounting Control Operations 3 Project End Ot
Fund Type 14 State Approp-GRF EAF IF 2z Budgst Start Date
Sponsar A Budgat End Date
Permanent Budget Temporary Budget rrent Budget Current Month Year to Date Encumbrances Budget Bal A

Apprepristions -56.209.500.00 -243.267.48 1278748 -1.347.422.12 0.00 -8.733.452.87
Total Revenues -58.869.500.00 24326743 5911276749 134742312 5237831462 000 73345287
Total Indiract Expenses 000 000 000 000 000 000 000
Total Direot Expenses 000 000 0.00 000 000 000 000
Total Transfers 000 0.00 0.00 000 000 0.00 000
Total Expenses and Transfers 000 000 0.00 000 000 000 000
Net Totals -58.269.500.00 24226749 591276749 424742242 5227831482 0.00 73345247

Fig. 6.4.9: Revenue/Expense Summary Statement
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univereily of llincis
ActatiLizbility Trancacticne
Finance Etardand Repart F¥ 2013 Period 11 Manth-End Firal

Forcal Tewr 2218 Fares: 11 Shme of Asse § - Wty  Dis - Ao
Eunz Come: Fumd GL Aagt

A5 of CEJUN-ZE

Fage 38 ot £, 208

Frimes 06-JUN-2018

Ferind End Date: 31-MAY-2013

HiA
chet % 5 - Unhersty of lingks - Admin Leve Peincioal Investigtor Fund Term 0 Grant Code A
Fund 100018 103 FY 12 GRF/EAF/F Etate Funds 4 Fund Expend End Ot Financial Manager Rasmus, Brent
Fund Type 14 Bimte Agprop-GAF EAF P z Project Btart Dt Eudget Btart Date
Bocezar A Project End Ot Eudget Exd Dtz
Atyp  Aoooust Decoription Dats: Dooumant Beq Do Rer Depocit
E1100 AMERICAN 001714201 31083 D2-MAY-2015 TCOUWWEE 1
E1100 EMBAEZY BUNTES OHARE D4-MAY-2015 TCODWVWME 1
51100 EVSAZIY SLITER CHARE D4-HAY-2013 ToOTVVH 1
51100 AMERICAN D0171428054582 0-HAT-201E TCOIMEIE 1
51100 AGENT FEE 25007343534 121 -HAT-2013 TOOIMRT 1
E1100 AMERICAN D0MZ1883313016 A0-MAY-2018 TCODNIL 1
E1100 BLACHK DOG EMOKE AND AL Ot-MAY-2018 TCOWNWEIF 1
E1100 Diats Circuks. 2B-MAY-2018 TLOOE3SS 15 MAYGE1E
E1100 Diats Circuks. 2B-MAY-2018 TLOOE3SS BT MAYGE1E
5100 Eoare Uoerse Sub 2-HAY-EIE TLocEaT2 2 marEE
51100 POSTAZE I-HAY-201E VCOH23 1 0014258
51100 LAzOR I-HAT-201E VT2 2 0ot12se
51100 POSTAZE I-HAT-201E WEGH2IT 1 0011257
E1100 LABOR I-MAY-2018 WCOti2ET 2 0011257
E1100 POSTAGE I-MAY-2018 WCOt1ZaE 1 0011258
E1100 LABOR I-MAY-2018 WCOt1ZaE 2 0011288
E1100 dnewmanvisusl 2tudic Professional I-MAY-2018 WWEDMZTES 1 ETSEETE
5100 schusier\susl Studln Professiona| IH-HAY-EIE WanIse 1 E7Eazig
&l B1100 Etats Clearing Payable -T2E.204.50
Printed: 0E-JUN-Z01E 07 23:45 Fage 32 of 5,505
HPAY Payroll Encumbrance by Person Pay Period
Version: March 2016 University of linois Page 8,554
AITS Finance/HR Standard Report Payroll Encumbrance by Person Pay Period Printed: 10/06/2013
Fiscal Year: 2018
As of Date: 16-JUN-2018
Chart 2 University of llinois - Chicago Status  Project Start Dt Grant Code
Organization 650000 Urology A Project End Dt Financial Manager Vora, Kunal
Fund 200250 103 Indirect Cost Recovery A Budget Start Dt Principal Investigator
Program 650003 Urology A Budget End Dt
Fund Term Dt
Account Name UN  EC Posn Appt Encumb  Encumb Encumb  Rate  FIE % Remaining  Activity Location
EndDt  Num ftem Seq Time Encumb
211300 I N 5~ Coi6s PR180002 0 8693 440703 100 100 220352
ey wam
ze120 [ B 54 CE316S 00 12162003 PR180002 1 8593 100
219120 I
219210 | I e c3iss 00 12/1672003 PRIB0002 1 8693 100
219210 I
215220 [ I 52 Cc53165 00 12/16/2003 PR180002 18 8693 100
z19220
I

Total Personnel Encumbrances

Fig. 6.4.11: Payroll Encumbrance by Person (Pay Period)
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HPAY Payroll Encumbrance by Person Month End University of Illinois
\é’zmn_n :‘ arch 2016 A Payroll Encumbrance by Person Month End
inance/HR Standard Report FY 2018 Period 11 Month-End Final

As of 06-JUN-2018
Page 5,073 of 11,329
Printed: 06-JUN-2015
Period End Date: 31-MAY-2018

Fiscal Year: 2018 Period 11 Chartof Account:  Org Code:  Fund Code:
Prog Code:

Chart 2 University of linois - Chicago Project Start Dt Grant Code: A
Organization 650000 Urology Project End Dt ancal Manager: Vora, Kunal A
Fund 200250 103 Indirect Cost Recovery Budget Start Dt Principal investigator:  NA
Program 650003 Urology Budget End Dt
Fund Term Dt
Account  Name N EC  Posn Posn ApptBegin  ApptEnd  Encumb Encumb Encumb  Rate  FTE %  RemainingEncumb  Activity Location
suff ot Num em seq Time
211300 | BA C83185 00 12162003 PR180002 [] 8693 440703 100 100 661055
11300 I 6,840.55
29120 | BA  G83165 00 PR120002 1 8693 100 100 62367
210120 82367
25210 [ | ] BA €83165 00 16/2003 PR180002 " 8893 100 100 9585
215210 %85
210220 I BA  C83165 00 121162003 PR180002 1 8693 100 100 133467
#0220 133487
I 2,864.74
Total Personnel Encumbrances 8,864.74

Fig. 6.4.12: Payroll Encumbrance by Person (Month End)

X Page 5,752
HPAY Payroll Exponse by Person Pay Pericd University of Winois Printed: 067232018
HR Standard Report Payroll Expense by Person Pay Period
Nesslork A0 ARCH-2 10 Fiscal Year: 2018 Psy Year: 2018 Pay ID: BW Pay No: 13 2N
Chart 2 University of Winsis - Chicago Status  Principal Investigator Grant Code
Organization 650000 Urology A Grant Start Date Grant End Date
Fund 100018 103 FY18 GRF/EAF/IF State Funds A Financial Manager  Vora, Kunal
Program 650001 Urology A
Account Name UN  EC Posn Posn Pay Pay FTE PayPeriod PayPeriod PayPeriod  Hours Fringe Ameunt DocNum  Activity Loeation
Suf _Cat _Se: Be, End ate
211100 51 2017-MN-10 81620 oS0 BeA0
211100 01672017 11152017 83.40
211100 1182017 12152017 83.40 FO370539
211100 81820 182017 3043 FO370815
211100 2017 111872018 8840 7.00008  FO370540
211100 102018 2182018
211100 51 2018-MN-3 211602018
211100 51 2018-MN4 7.00008  FO370544
211100 7.000.08  FOI70S48
211100 7.66000  FO37ES40
211100 11672017 92630  FO370861
211100 11812018 92830 Fo370883
211100 2018 W %2030 Fo3ITRES4
211100 111182017 12 92630  FO37861
211100 121872017 111572018 62630  FO370862
211100 21152018 920.30
211100 59 2018-MN-3 anso1e 92030  FD3I79E64
211100 52 2018:MN-1 1182018 02820  FoO370882
211100 17 10152017 -11.08 92030 FO370850
211100 10162017 111 92630  FO370860
211100 en1a2017 -438.73
211100 58 201TMNG B0 -620.30
211100 L] UN-10 12017 10NS2017 1108 92030  FO370859
211100 58 2017MN-11 1082017 111872017 1108 02620  FO370880
211100 enezo17 7182017 43873 FOITOROT
211100 B80T WN1E2017 92030  FO3ITRES8
211100 «11.08 -620.30  FO380002
211100 11.00 82030  F0380003
211100 2017 BNE2017 11.08 91713 FOI70RET
211100 BN2017  O/S017 1108 92830  FO350001
211100 OHEZ01T  10HE201T 1108 02830  Fo380002
211100 0/16/2017 11.08 92030  FO280003
211100 1108 917.13  FOITREST
211100 11.08 02630  FO380001
211100 sR07 1100 91713 FOI7RR08
211100 2 NnE2017 11.08 91713 FOSTERR
211100 Regular Faculty Salary 74,660.66

Fig. 6.4.13: Payroll Expense by Person (Pay Period)
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As of 06-JUN-2018

HPAY Payroll Expense by Person Month End University of llinois Page 13,884 of 17,551
Version: ane 2016 Payroll Expense by Person Month End Printed: 06-JUN-7018
FY 2018 Period 11 Month-End Final Period End Date: 31.MAY.2018
Finance Standard Report Fiscal Year: 2018 Period 11 Chartof Account:  Org Code:  Fund Code:
Prog Code: 2018-53112018
Chart 2 University of linois . Chicago Principal Investigator Grant Code N
Organization 650000 Urology Grant Start Date Grant End Date
Fund 200250 103 Indirect Cost Recovery Financial Manager  Vora, Kunal A
Program 650003 Urology
Account  Name UN EC Posn  Posn Pay Pay FIE PayPeriod PayPeriod PayPeriod Hours Fringe Amount DocNum  Activity  Location
Suft _Cat_ Seq Code  BeginDt___End Dt ate
211300 T e o0 A 0 100 2016MN5 O4/1612018 05152016 17333 | GECE
e ] —
215100 | SA CB9GOS 00 A U 000 20188W-10 04722018 05052018 2400 03755
215100 [ I s~ CB90s 00 A 0 000 2018-BW-11 0562018 051972018 11.00 I 377507
215100 [N TN s» cB0s 00 A 0 000 20188W-9 04082018 0422172018 2100 0375997
z15100 ]
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Total Personnel Expense 6,463.30

Fig. 6.4.14: Payroll Expense by Person (Month End)

Step-by-Step Procedure to Log Off Mobius View

When you’re done with Mobius View, be sure to log off by clicking the Logoff icon on the
right side of the Mobius View toolbar. The server that controls Mobius View runs more
smoothly when you use this button to exit Mobius View because it terminates the session
immediately. Closing out of the application without clicking this button will not efficiently
end your computer’s connection with the Mobius View server.

Timing Out

As a means of allowing Mobius View to function more smoothly and effectively for all its
users, the system has been programmed to time out after one hour of inactivity. This
means that if no requests (such as accessing a new report section or printing a report)
are sent to the Mobius View server, it will be necessary to log in to Mobius View again.

You will know when your Mobius View session has timed out when you receive the
following message:

Fig. 6.4.15: Mobius View— Session Timed Out Message

Lesson Summary

In this lesson, you learned how to access Mobius View to view, download, and print
financial reports. You also learned about Termination Reports and Overdraft Reports.
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Lesson Review

1. The Notice of Terminating Projects report takes place 90 days prior to a project’s
scheduled end date. True or False.

2. The reports available in Mobius View are constantly being updated. True or
False.
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Course Summary

You should now have a broad understanding of how to use Banner to access and
research grant information. This information will help you to effectively and efficiently
manage grant activity.

In this course, you have learned how to:

Describe grants and Funds in relation to sponsored projects.
Recognize the forms and data used to set up grants in the Banner system.
Recognize the forms and data used to create Funds in the Banner system.

Identify the indirect cost basis, rate, charge, and distribution information for
sponsored project funds.

Describe the usage of index codes within grants and contracts.

Access and query sponsored project inception-to-date (ITD) financial data,

including source transactions and subaward and indirect cost encumbrances.

Use various forms and queries to access sponsored project information.
Access and query grant transaction approval queues.
Review cost sharing and expenditure confirmations.

Review Termination, Overdraft, and ITD reports.
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Glossary

Term

Definition

Activity Date

The actual date a record was entered into Banner.

Anticipation Grant

A grant established prior to formal award notification for the
purpose of incurring necessary expenses in expectation that the
award will be received.

Basis Code

A code that indicates the way in which indirect cost or cost share
will be calculated.

Cost Sharing

The portion of project costs not borne by the sponsor that are
incurred during the period of performance. These costs are not
recorded in the sponsored project account, so the documentation
requirements for them are different.

Direct Costs

Those costs that are incurred specifically for the purpose of
carrying out a sponsored project, such as salary and fringe
benefits, travel expenditures, or the purchase of supplies or
equipment.

Effective Dating

The date Banner recognizes as the first date an item can be used.
Funds must be effective dated and the effective date can be
backdated at initial creation. Once the effective date of the Fund is
set, it can only be changed to a current or future date. Itis not
possible to link anything to a Fund prior to the Fund’s effective
date.

Facilities and
Administrative Costs
(F&A)

Indirect costs. See the indirect costs definition.

Federal Pass Through

Monies awarded to the university by a state agency or private
agency that were originally provided to the agency by the federal
government.

C-FOAPAL

Chart, Fund, Organization, Account, Program, Activity, and
Location are the seven components that represent the Chart of
Account (COA) structure.

Fund Expenditure End
Date

The date transactions can no longer be processed. It prevents
approved administration personnel from processing transactions.
When the termination date is used, the expenditure end date
should always be greater than the University’s current fiscal year
end date.

Fund Termination Date

After this date, non-approved administration personnel can no
longer process transactions. Approved administration personnel
can still process transactions.

GC81 form A supporting document used to explain the reason for a non-
current transfer.
GCO The Grants and Contracts Office

Grant Budget Begin and
End Dates

The start and end dates of the grant budget. The budget begin
date is the starting date of the budget and cannot be changed after
the budget has been processed. The budget end date is the end
of the budget and cannot be changed after the budget has been
processed.

Grant Code

User-defined or system-assigned grant identification code.
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Term

Definition

Grant Ledger

A ledger in the General Ledgers system that records inception-to-
date revenue, expense and transfer transactions on a grant year
basis. The transaction date in conjunction with the grant project
start date determines the appropriate grant year and grant period
bucket. It stores grant period transaction data in a cumulative
fashion (year-to-date).

Grant Project Period
Dates

The begin and stop dates of the grant project. The project start
date cannot be changed after grant transactions are posted. The
grant project end date can be changed at any time, but it cannot be
changed past the termination date.

Hard Match

Any expenses other than the contributed effort of academic
personnel that are considered in calculating cost sharing.

Inception-To-Date

A period range starting with the date of creation of a Fund or grant
to a specified as of date.

Indirect Cost

Those costs related to institutional infrastructure, both physical and
administrative, that are necessary for research to be conducted.
Examples are space, utilities, custodial services, security, library
services, animal facilities, information systems, shared research
facilities, institutional review board, institutional animal care and
use committee, bio-safety, payroll, purchasing, and grant
management. These costs are not itemized in grant

applications. Typically, indirect costs are calculated as a
percentage of all or part of the direct costs.

Indirect Cost
Basis Code

A code that represents a list of Accounts used in indirect cost
calculations. This code is validated against the Basis Definition
Code Maintenance Form (FZMBASI).

Indirect Cost
Charge Code

A code that represents the Account to which you want to charge
indirect costs.

Indirect Cost
Code

A combination of four components that work together to calculate
the indirect costs for a grant. Assessment of indirect costs requires
four codes be assigned to each Fund: indirect cost basis code,
indirect cost rate code, indirect cost charge Account code, and
indirect cost distribute to code.

Indirect Cost
Distribution Code

The indirect cost distribution code represents the credit side of
indirect cost calculations; the offset Account code.

Indirect Cost
Rate Code

A code that represents the percentage rate the sponsoring agency
must contribute towards the expense. This code is validated
against the Indirect Cost Rate Code Maintenance Form
(FZMINDR).

Indirect Costs Basis

The direct costs on a sponsored award account that are subject to
the indirect cost rate.

Index Code

A unique code that represents user-defined segments of a
C-FOAPAL. The Grants Office sets up an index code for each
Fund.

Investment/Interest
Income

Additional funding for sponsored projects that is generated when
sponsors require that funds paid in advance be held in interest
bearing accounts.

Journal Voucher

Journal vouchers record either original accounting entries or
adjustments and corrections to previously recorded transactions.
Cost transfer requests for grants are prepared with journal
vouchers.
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Term

Definition

Labor Redistribution

The process in Banner for transferring salary and fringe benefits
costs.

Operating Ledger

The Operating Ledger stores cumulative totals of revenue,
expense and transfer transactions on a fiscal year basis and is
updated as transactions are posted so it has real-time totals.

PMS Code

A code that enables linking together of multiple grants from the
same sponsoring agency that have the same reimbursement
requirements.

Predecessor Agency

The agency assigned to level immediately preceding another
agency’s level

Rate

The percentage rate at which indirect cost should be calculated.

“Rogue” C-FOAPAL

A C-FOAPAL created that uses any combination of improper
C-FOP segment codes; e.g., a Fund code from one department
with an Organization and Program code from another department.

Soft Match

The contributed effort of academic personnel considered in
calculating cost sharing.

Sponsored Project

Agreements that are solicited and/or accepted for purposes which
are consistent with and enhance the teaching, research, and public
service mission of the University. Sponsored activities are
undertaken by the University with support from outside sponsors
that expect an outcome that either directly benefits the sponsor or
serves a public purpose the sponsor wants to promote. At a
minimum, the sponsor requires the University to report on how the
funds are spent and what progress has been made in
accomplishing the goals of the activity.

Subaward

Sub-grants, sub-cooperative agreements, or sub-contracts
generally of the same type as the original award to the University
that are awarded by the University to other organizations who will
perform a part of the scope of work for a project.

Termination Reports

Reports generated by the Grants and Contracts Office that formally
notify the Unit Business/Grant Manager when a project end date is
approaching.

Trail-In Date

The period of time between the Fund code first being effective (or
available for transactions to be posted against it) and the grant
project start date. All transactions posted in that period are
summarized into the trail-in period (period 00) in the grant ledger.

Trail-Out Date

The period of time between the official grant project end date and
the completion of all expenditures relating to the grant project.

Tuition Remission

A rate-based benefit that reimburses eligible Research and
Graduate Assistants for tuition costs. The reimbursement is
calculated as a percentage of salary earned.

Tuition Remission Rate

The rate used to calculate tuition remission costs. This rate can be
set annually by each campus.
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Answer Key

Following is the answer key for each lesson review.

Lesson 1: Sponsored Project Administration, page 30

1. Index codes are created using the Account Index Code Validation Form
(FTVACCI). True or False.

False. Index codes are created on the Account Index Code Maintenance
Form (FTMACCI). FTVACCI can be used to query for index codes.

2. To access federal pass through funds tracking, what should a user select from
the Options menu on the Grant Maintenance Form (FZAGRNT)?

a. Personnel Information

b. User Defined Data

c. Pass Through Agcy Distribution Info
d. Agency Information

Answer: c.

3. The Effective Date field on the Fund Code Maintenance Form (FZMFUND)
can be changed after the initial posting of the Fund. True or False.

False. The Effective Date field on FZMFUND cannot be changed after the Fund
is posted.

4. Match the indirect cost code form with its description.

Definition Code
The code on this form is responsible for ~ A. Indirect Cost Charge Code
determining what grant costs will be Maintenance Form (FTMINDA)

employed when calculating indirect
costs for a grant.

The code on this form represents the B. Indirect Cost Distribution
Account to which indirect costs will be Maintenance Form (FTMINDD)
assessed.

The code on this form represents the C. Indirect Cost Rate Code
percentage rate that a sponsoring Maintenance Form (FZMINDR)
agency must contribute towards indirect

costs.

At the time that the indirect cost is D. Basis Definition Code
charged to the grant, the code on this Maintenance Form (FZMBASI)

form establishes precisely what areas of
the University should receive money and
what amount they should receive.
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Lesson 2: Viewing Financial Data, page 45

1. Indirect costs are assessed on the first $25,000 of a subaward. True or False.

True.

2. Which form would you use to look up a grant’s collection data?

a. Grant Billing Query Form (FZIBILL)

b. Grant Payments Entry Form (FZAAREV)

c. Grant Budget Codes Inquiry Form (FRIBUDG)
d. Grant Transaction Detail Form (FZIGTRD)
Answer: b.

3. Which field would you query on the Grant Transaction Detail Form (FZIGTRD)
to only view YTD charges?

a. Description

b. Type

c. Field

d. All of the above
Answer: c.

4. What is the Detail Encumbrance Activity Form (FGIENCD) used for in

Banner?

a. Search for grant budget information

b. Look up a grant’s billing data

c. Track activities as they are posted against an encumbrance
d. Review indirect costs

Answer: c.
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Lesson 3: Approving Transactions, page 54

1. Approving a non-current journal voucher requires a GC81 document. True or
False.

Answer: True

2. Which button on the User Approval Form (FOAUAPP) is used to access
accounting information?

a. Detail

b. Approve

c. Queue

d. Disapprove
Answer: a.

3. Which of the following expenditures need to be pre-audited?

a. Leases

b. Honorarium payments
c. Sub-award payments
d. All of the above
Answer: d.

Lesson 4: Cost Sharing and Expenditure Confirmation, page 57

1. If a Fund code indicates cost sharing, then that Fund is the hard match cost
share fund for a grant. True or False.

True.

2. Soft match cost sharing is handled via Banner. True or False.

False. A system outside of Banner handles the soft match cost sharing
processes.
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Lesson 5: Miscellaneous Query Forms, page 65

1. Auser may find the Grant Agency Inquiry Form (FRIASTG) useful because it
allows you to see what areas of research a particular agency is interested in
pursuing. True or False.

True.

2. From the Grant Personnel Inquiry Form (FRIPSTG), you can view a grant’s
information on the Grant Maintenance Form (FZAGRNT) or the Grant
Inception To Date Form (FZIGITD). True or False.

True.

Lesson 6: Reports, page 80

1. The Notice of Terminating Projects report takes place 90 days prior to a project’s
scheduled end date. True or False.

True.

2. The reports available in Mobius View are constantly being updated. True or
False.

False. The standard finance inception-to-date reports available in Mobius View
are static month-end reports.
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Appendix A: OBFS Resources

OBFS Training Center

The OBFS Training Center aims to meet campus units’ needs for training, knowledge,
and understanding of the OBFS systems, policies, and processes. From their Web site,
you may access information on types and availability of courses, register for classes,
access online training, and download training materials. Visit the OBFS Training Center
at http://www.obfs.uillinois.edu and click the Training Center link. Then check out these
helpful links:

e Click the Course Registration link to register for an OBFS training course.
e Click the Curriculum Guide link to help identify OBFS courses and prerequisites
you should take.

OBFS News Center

If you wish to receive announcements from the OBFS functional unit sponsoring the
content of this course, subscribe to the Grants and Sponsored Projects announcements
at the OBFS News Center as outlined below:

1. Go tothe OBFS home page at http://www.obfs.uillinois.edu.

2. Click Sign up for email updates! (See the link on the lower right side of the
page.)

3. Select the following topic: Grants & Sponsored Projects

Grants & Sponsored Projects Training Materials

Information for OBFS Grants & Sponsored Projects courses, presentations and reports
are available from the OBFS Training Center Web site when you go to:
http://www.obfs.uillinois.edu and click the Training Center link. Then click the Job Aids
& Training Materials link to see these sections:

e General Grants & Sponsored Projects
e Grants & Contracts for Professional and Administrative Personnel
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Appendix B: Support and Resources Summary

OBFS Request for Anticipation form (Grants & Sponsored Projects Forms page):
http://www.obfs.uillinois.edu/forms/grants-sponsored-projects/

The current fringe benefit rates and negotiated indirect cost rate agreement can be found
on the OBFS Web site:

e Urbana-Champaign: https://www.obfs.uillinois.edu/grants/urbana-champaign-
campus/links-resources/indirect-cost-rates/

e Chicago: https://research.uic.edu/post-award/indirect-cost-rates-fa-fringe-
benefits-tuition

e https://research.uic.edu/post-award/indirect-cost-rates-fa-fringe-benefits-tuition

e Springfield: https://www.obfs.uillinois.edu/grants/springfield-campus/indirect-cost-
rates/

For UIUC, supporting documentation not available in Banner may be transmitted using
the forms available on the OBFS Web site at http://www.obfs.uillinois.edu/forms/grants-
sponsored-projects/ to facilitate timely approvals.

See the OBFS Web site for the policy on processing cost transfers for sponsored
research projects https://www.obfs.uillinois.edu/bfpp/section-16-grants-research-
contracts/cost-transfers.

You can also search for “Processing Cost Transfers for Sponsored Research Projects” at
http://apps.obfs.uillinois.edu/news/dsp NewsCenter.cfm.

For technical problems, contact the AITS Help Desk at 217-333-3102 or
312-996-4806, or send a message to servicedeskaits@uillingis.edu.
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Appendix C: Field Definitions

Following is a list of field names referred to in this course:

Field Name Input Data Usage
Account Default, A code representing revenue, expenditures, asset,
Display, liability, equity, and transfers.
Text Entry,
Validated
Account Code From Validated An Account code or the beginning of a range of
Accounts used to calculate indirect costs or cost
sharing.
Account Code To Validated If a range of Accounts is intended, the last Account
in the range.
Account Index Display A unique alphanumeric code representing any
combination of user-defined C-FOAPAL elements.
Account Index Title Display The corresponding descriptive title of the Account
Index.
Account Title Display Title of Account to charge indirect cost recovery.
Acct Display A code representing revenue, expenditures, asset,
liability, equity, and transfers. Required.
Action Display An indicator used to show the effect of the journal
voucher: Partial or Total (Liquidation), Adjustment.
Active Status Check box, The current status of the associated validation
Display table record. Check box indicator that shows if a
code is active or inactive.
Activity Default, An optional C-FOAPAL segment for use in tracking
Text Entry non-budget control financial activities. The activity
is usually short in duration.
Activity Date Display The date the associated transaction took place.
Actv Display An optional C-FOAPAL segment for use in tracking
non-budget control financial activities. The activity
is usually short in duration.
Addr Seqgno Validated Address sequence number to retrieve address.
Addr Type Validated Address type to retrieve address.
Adjusted Budget Default The budget amount after adjustments are applied
to budget.
Adjustment Number Display A unique number identifying the document being
updated.
Agency Display, The code and name of the sponsoring agency
(or Agency Code) List of Values, | associated with the grant.
Validated
Agency Balance Display Summary balance of all charges to and payments
from the sponsoring agency.
Alternate Description Text Entry This field describes the alternate status code; it is
user-defined.
Amount Display The associated transaction amount.
Approved Date Display Date when document was approved.
Approver’s ID Display ID of person who approved the document.
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Field Name Input Data Usage

Approver’'s Name Display Name of person who approved the document.

Available Balance Default The total amount available in budget considering
year to date activity and committed amount.

Balance Display The cumulative balance of the encumbrance after

(encumbrance amount) all activity is calculated.

Balance Display The overall balance of the encumbrance

(sequence amount) associated with the sequence number C-FOAPAL
segments.

Balance Display Summary balance of the charges and payments for
the associated transaction.

Bank Validated Used for identification purposes on all cash
transactions.

Basis Definition Code Validated A code that represents a list of Accounts used in

indirect cost calculations.

Basis Type List of Values Defines the Base code as either an Indirect Cost or
Cost Share code.

Bill Amount Default Amount of specific invoice for grant activity.

Billed AR Account Validated A code representing the billed Accounts

Code Receivable account for this Fund.

Budget Display The unique user-defined budget code for the grant
to identify a budget. Multiple budgets may be
developed for a grant by assigning each budget to
a separate code.

Budget Code Validated The unique user-defined budget code and
description for the grant to identify a budget.

Budget Period Text Entry The start date of the budget period for this Fund.

Capitalization Fund
Indicator

List of Values

Indicates whether the capitalization fund is the
same as or different from the source fund.

Cash Receipt Bank Validated Used for identification purposes on all cash

Code transactions in grant billing.

Category Validated A category code for the grant representing the
grant reimbursement code option.

CFDA Number Validated Number indicated on federal award from the
Catalog of Federal Domestic Assistance (CFDA)
for tracking purposes.

Change Sequence Default Sequence number assigned to document if
document is serving to adjust another document
amount.

Charge Text Entry The charge amount associated with this
transaction.

Charge Account Validated The Account code(s) to charge indirect cost
recovery.

Chart of Accounts Text Entry A one-digit code for a campus or major accounting

(or COA) entity used to facilitate financial reporting.

Commit Display Indicates if encumbrance amount is (U)
Uncommitted or (C) Committed.

Commitments Default The amount of the budget associated with Account

code committed (encumbered) to certain activities.
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Field Name Input Data Usage

Cost Sharing Display The cost sharing amount for this Account.

Cumulative Amount Text Entry The cumulative funding amount of the grant,
committed by the agency.

Current Amount Text Entry Current funding amount for the grant, used for
anticipation grant amount.

Data Entry Check box Indicates if the Fund code is to be used for data
entry (Y) or if the field is used for reporting (N).
Defaults to .

Date Display The creation date of the grant.

Date Established Display The date the original encumbrance was
established.

Date From (MM/YY) Text Entry The start date of time period user wants to query.

Date To (MM/YY) Text Entry The end date of time period user wants to query.

Description Default, -Description of the grant (grant title).

Display, -Description or title of the encumbrance.

Text Entry o .
-Description of the budget for this grant.
-Description of the purpose of the journal voucher
record being created.
-Description or title appropriate for the rate code.
-Description or title appropriate for the detalil
Account charge code.

Description Display The Organization name or description.

(Organization)

Detail Code Validated Identifies the detail code associated with the
transaction.

Document Display, The unique number identifying the document.

(or Document Code) Text Entry

Document Type Text Entry Type of document, such as invoice or purchase
order.

Effective Text Entry The effective date of the code.

Effective Date Display The effective (official start) date of the index code.

Effective Date Text Entry The date when expenditures are allowed against
the grant Fund. This date cannot be backdated
after the initial creation of the Fund.

Encumbrance Display The amount of the encumbrance associated with

(amount) the sequence number C-FOAPAL segments after
adjustments.

Encumbrance Validated A system generated number to identify the

(number) encumbrance.

Exclude Check box Select to exclude an Account type, Account or
Account range from the calculation of indirect costs
or cost sharing.

Exclude Indirect Costs | Check box Select to exclude all accounts with indirect costs

from the query results.
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Field Name Input Data Usage

Expenditure End Date | Text Entry The ending period date for expenditure activity.
This date may be later than the date shown in the
Termination Date field. Posting activity occurs up
to this date only for users with the requisite

authorization.
Field Display Field description.
Fiscal Year Display The fiscal year in which the activity occurred.
Fund Validated A Fund maintains a Fund balance and a
(or Fund Code) cumulative record of the sources and uses of
monies.
Fund Summary Check Box Indicator used to return query results displaying all

of a grant Funds’ activities.

Fund Type Validated Fund Code types used to classify and aggregate
Fund Code Data.

Grant Display A user-defined or system-assigned grant
identification code.

Grant Balance Display Summary balance of all charges and payments for
the grant code specified. It is only calculated if a
single grant is entered in the Grant field.

Grant Code Display User-defined code identifying an accounting or
reporting entity.

Grant Type Validated The code to reflect if this is a grant, contract,
cooperative agreement, etc. as defined on
FTVSDAT.

Grant Year Text Entry The year of the grant to query on. Leave this field

blank to retrieve information about a grant from its
start date to the current date.

ID Validated University ID number of associated fund
personnel.

Increase (+) or Display Indicator that shows if journal voucher transaction

Decrease (-) is a debit or credit using + / -.

Index Validated A unique code that represents user-defined
segments of a C-FOAPAL.

Indirect Cost Validated A code that represents a list of Accounts used in

Basis Code indirect cost calculations. Banner automatically

calculates indirect cost when you charge an
expense to an Account on this list. This code is
validated against the Basis Definition Code
Maintenance Form (FZMBASI).

Indirect Cost Validated A code that represents the Account to which you
Charge Code want to charge indirect costs. This code is
validated against the Indirect Cost Charge Code
Maintenance Form (FTMINDA).

Indirect Cost Validated A user-defined code that represents the credit side
Distribution Code of indirect cost calculations. This code is validated
against the Indirect Cost Distribution
Maintenance Form (FTMINDD).
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Field Name Input Data Usage

Indirect Cost Validated A code that represents the percentage rate the

Rate Code sponsoring agency must contribute towards the
expense. This code is validated against the
Indirect Cost Rate Code Maintenance Form
(FZMINDR).

Invoice Number Display The invoice number of a specific application of
payment.

Item Display This number relates to encumbrances affecting
purchase orders. All other encumbrances will use
a standard item number in this field.

Last Activity Date Display The date that information for this Fund code was
entered or last updated.

Liquidation Display The amount of the encumbrance associated with
the sequence number C-FOAPAL elements that
have been liquidated.

Location Text Entry An optional segment of the C-FOAPAL string

(or Locn) primarily used with, but not limited to, the Fixed
Asset module to designate physical places or sites,
such as building and room number.

Long Title Text Entry The title of the grant; contains up to 256
characters.

Maximum Amount Display, The maximum amount of expense. This amount is

Text Entry the maximum for the duration of the award. The

total of all indirect charges or for the life of the
award is compared to this amount.

Multiple Fund Balance | List of Values

Designates multiple fund balance Accounts at the

Indicator Fund Type, Fund or Account level.
Name Display, Name of person responsible for document.
Validated

Net Total Default These fields display the cumulative total for
Adjusted Budget, Activity, Commitment and
Available Balance.

Organization Display, A segment of the C-FOAPAL accounting string

(or Orgn) Text Entry, used to identify a functional reporting unit (such as

Validated a school, college, or department) with discrete
financial activities.

Originating User Display ID of person responsible for document.

Outstanding Default Amount of specific invoice unpaid.

Paid Display Amount of specific invoice paid.

Payment Text Entry The payment amount associated with this
transaction.

Payment ID Text Entry User-defined field where a credit card number,
check number, or wire number can be entered
when a payment is received.

Percent Text Entry The percentage of the credit to be charged to the
associated Account distributions.

Personnel ID Validated The name and ID of the Principal Investigator (PI)
or Co-Pl.

PMS Code Validated Payment Management System code.
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Organization

Field Name Input Data Usage

Predecessor (or Validated, The user-defined value of the other-than level 1

Predecessor Agency) Display predecessor agency code.

Predecessor Fund Validated The user-defined value of the other-than level 1
predecessor Fund code.

Principal Investigator Validated Identification code, first and last name of the

ID principal investigator.

Program Display, A segment of the C-FOAPAL accounting string that

(or Prog) Text Entry, determines the use of monies at the expenditure

Validated level. Program designates NACUBO functional
classifications, e.g., instruction, research, public
service, institutional support and sub-
classifications.

Project End Date Text Entry End date for the project period of the grant.

Project Start Date Display, The start date for the project period of the grant.

Text Entry This value cannot be changed once transactions
have been posted to the grant ledger.

Project Value Display The total of the proposed budget and cost sharing
for this Account.

Proposed Budget Display The proposed budget amount for this Account.

Query Balance Display Summary balance of all charges and payments for
the grant code(s) specified.

Queue ID Display ID of approval queue.

Queue Level Display Level of approval queue existing in hierarchy of
queues.

Rate Text Entry The percentage to be used to calculate the
recovery amount. This rate will be applied to the
basis for an award.

Remaining Balance Display The remaining balance of the encumbrance
amount associated with the sequence number C-
FOAPAL elements after the transaction detail line
item was posted.

Responsible Validated Code, description, and Chart of Accounts

associated with the administrative office
responsible for this grant.

Restriction Indicator

List of Values

Determines the restriction (Restricted,
Unrestricted, or Temporary) for FASB117.

Retainage AR Account | Validated Code representing the retainage Accounts

Code Receivable Account for this Fund.

Revenue Account Validated Specifies the revenue Account code to be
automatically credited as the result of the
incurrence of expenditures in a contract or grant
Account.

Role Validated Indicates role or reason for the association of this
person to the Fund code.

Role Desc Validated Description of the fund personnel role.

Search Value Text Entry The grant title keyword(s) for which to search.
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Field Name Input Data Usage
Sequence Display For encumbrances with one accounting
distribution, one (1) is used as the standard. For
Purchasing encumbrances, this is the appropriate
accounting distribution sequence number.
Sponsor ID Text Entry Grant identification code assigned by the
sponsoring agency. This value is used for bills and
reports.
Start Date Text Entry Indicates the starting date of the association of the
fund personnel to the Fund code.
Status Display -The status code of the grant. Examples are (N)
New and (A) Anticipation. Codes are defined on
FTVSDAT. If the code is not on the table, an
appropriate error message displays.
-An indicator that displays the encumbrance status
as O (Open) or C (Closed).
Status Date Display, -The creation date of the grant.
Text Entry -The date when the defined status is achieved.
The grant always shows the latest status date. If
this is changed, it creates a new status history
record.
Sub Category Validated A category code for the grant representing the
grant project activity.
Submission Number Default Submission number associated with journal
vouchers and invoices.
Termination Date Display, -The date when this particular index code is no
Text Entry longer in effect.
-The date when this Fund code is no longer in
effect. The last date for activity on the grant by
departmental users.
Title Display, -The title of the grant, Account or Fund.
Text Entry -A field representing the shortened version of a
longer title field.
To Text Entry The end date of the budget period for this Fund.
Total Display The total amount of the proposed budget, cost
sharing, and project value for listed Accounts.
Total Billed Default, Cumulative amount of billings to date.
Display
Total Expenditures Display Sum of all expenditures associated with this grant
to date.
Total On-Hold Default, Cumulative amount of billings on hold.
Display
Total Payment Display Total amount of withheld payments associated with
Withholding this grant.
Total Payments and Display Sum of all payments associated with this grant to
Transfers date.
Total Percent Display -The total percentage of the recovery rate to be

charged.

-The total percentage of the credit to be charged to
the Account distributions.
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Field Name Input Data Usage
Total Retainage Display Total amount of withheld retainage associated with
Withholding this grant.
Total Unbilled Default, Sum of all activities that have not been billed to
Display date for this grant.
Transaction Amount Display The amount of the associated transaction detail
line item.
Transaction Date Default, -The date the associated transaction took place.
Display, -Specifies the date the transaction becomes
Text Entry effective. As of this date, the transaction will be
calculated into the amount due and will be eligible
to be fed to accounting.
Transaction Number Default Identifies the transaction number associated with
each detail transaction on the Account.
Type Default, -The Account type code to categorize Accounts.
Display -The transaction journal type; for example, 501 —
Original Encumbrance.
-Defines the status of the budget. (W)orking is the
default. Updated to (A)ctive when the budget is
rolled to the ledgers. At that time the status for the
budget code can no longer be changed.
Type (document) Display An indicator that displays the type of document -
(E) Encumbrance.
Type (journal rule Default The journal type rule code used in the associated
code) transaction detail line item.
Unbilled Accrual Validated The user-defined Account code specifying the
Account accrual Account to be used as a result of the fiscal
year and closing process.
User Display ID of person accessing form.
Vendor Display The identification number and name of the vendor
associated with the encumbrance.
Year Display The year of the grant on which to query; if form is
accessed via FZIGITD, then this field will default.
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Appendix D: Grants Status and Billing Summary
Report

This report provides a comprehensive financial summary of a grant, including budget and
expense information, general ledger balances for a specific accounting period, current
accounts receivable balances and individual sponsored project billings. The report is
updated daily and can be accessed in ViewDirect or in EDDIE.

Important: If you need to set up EDDIE, follow the instructions on the job aid titled
EDDIE Setup. This job aid can be found at the following Web site: OBFS > Job Aids &
Training Materials > Accounting & Financial Reporting > Retrieving General Ledger

Reports

Step-by-Step Procedures

Step | Action Results/Decisions

1. Access EDDIE at:
https://eddie.ds.uillinois.edu

Click Log In to EDDIE.

Type your User name.

Type your Password.

Click the Log On button.

Click the Documents tab.

Click the Categories section on the left side.

OIN|o gAML

Click the plus sign next to Corporate
Categories to expand it.

0. Click the plus sign next to Finance to expand
it.
10. Click Grants.

11. Double-click FIGR_Grants_Status_and_
Billing_Summary_Report.

12. Click the Refresh button at the top to select or NOTE: It may take a few minutes for
enter report parameters. the parameter box to appear.
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Step | Action Results/Decisions
13. Select or enter ALL parameters before The first prompt is already selected.
executing the query.

a. Select the appropriate Chart of Account
(for example, 1 for Urbana) and click the
Add (right arrow) button.

b. Click Fiscal Year. Select it from the list of
values or enter the appropriate value in
the blank field and click the Add (right
arrow) button.

c. Click Grant Code. Select it from the list of | Use an asterisk (*) to search for all
values or enter the appropriate value and grants belonging to a Principal
click the Add (right arrow) button. Investigator or Organization code.

d. Click Period. Select it from the list of
values and click the Add (right arrow)
button.

e. Click Principal Investigator. Select it Use an asterisk (*) if you entered a
from the list of values or enter the specific grant code in (c) or to see all
appropriate value and click the Add (right | grants that belong to an organization.
arrow) button.

f.  Click Responsible Organization. Select | yse an asterisk (*) if you entered a
it from the list of values or enter the _ specific grant code in (c) or a specific
appropriate value and click the Add (right | pj i, ).
arrow) button.

g. Leave the VDR Date field blank.

14. Click the OK button. NOTE: It may take several minutes
to run the report.
15. To print the report, follow these steps.

a. Click the Print button on the toolbar (not
the browser’s Print button).

b. Select the Open with Adobe Acrobat
option on the pop-up window.

c. Click the OK button. This opens the report
as a PDF.

d. Print the PDF by selecting Print from the
File menu.

e. Click the Print button.

16. To save the report, follow these steps.

a. Click the Export button on the toolbar.

b. Select Export Document As.

c. Choose Excel.

d. A pop-up window asks if you want to open
or save the file. Select Open with
Microsoft Excel.

e. Click the OK button. This opens the report
as an Excel file.

f.  Click the Save button.
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