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APPROPRIATE USE AND SECURITY OF CONFIDENTIAL AND
SENSITIVE INFORMATION

Due to the integrated nature of the various Human Resources, Finance and Student modules in Banner and the reporting
information in the Enterprise Data Warehouse (EDW), you may have access to information beyond what you need to
perform your assigned duties. Your access to Banner and the EDW has been granted based on business need, and it is
your responsibility to ensure the information you access is used appropriately.

Here are some reminders of good data stewardship to help you carry out your responsibility:

e Do not share your passwords or store them in an unsecured manner. Do not leave your workstation unattended
while logged on to administrative information systems. You are responsible for any activity that occurs using your
logon ID.

¢ Do not share confidential and sensitive information with anyone, including colleagues, unless there is a business
reason.

e Retrieve printed reports quickly, and do not leave the reports lying around in plain view.
e Secure reports containing confidential and sensitive information (e.g., FERPA, EEO, or HIPAA protected data).

e When disposing of reports containing confidential or sensitive information, shred the documents in a timely
manner.

Your responsibilities regarding the protection and security of administrative information are outlined in the University of
lllinois Information Security Policy for Administrative Information and Guidelines posted at
https://www.obfs.uillinois.edu/bfpp/section-19-business-systems-access-security/section-19-5. Any violation could subject
you to disciplinary action, which could include dismissal or, in those cases where laws have been broken, legal action.
You should have signed a compliance form that indicates you have read, understand and agree to comply with the
University's Information Security Policy for Administrative Information. If you have not already signed the compliance form,
please see your Unit Security Contact, who is responsible for maintaining these forms.
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Overview

Encumbrances provide financial forecasting functionality that users currently use to manage funds over
the course of a fiscal year or project. Encumbrances can be used to earmark funding for specific
purposes, such as anticipated salary or purchases. Encumbrances reduce the budget balance available
for the associated Fund, Organization, and Program code accounting string combination.

Payroll encumbrances are created from job records entered into the Employee Jobs Form (NBAJOBS)
or the HR Front End (HRFE). An encumbrance is created for each employee job record based on the
beginning and end date of the job (if applicable based on employee class). The Banner labor and fringe
encumbrance functionality was previously limited to the current fiscal year (through June 30). However,
grant funds and federal appropriations typically span multiple fiscal years. This multi-year labor
encumbrance enhancement creates separate labor encumbrances representing labor and fringe charges
to be incurred in future fiscal years. This feature gives users a reliable method for tracking and managing
future salary charges on grant funds and federal appropriations which span multiple fiscal years.

Grants & Contracts OBFS
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Setup for Multiple Year Labor Encumbering

The setup and maintenance required for multiple year labor encumbrances is transparent to most users
and does not require business process changes in the departmental units. Payroll encumbrances are
created from job records entered on NBAJOBS or the HR Front End. However, anticipated labor
charges on grant funds are now obligated for the entire project or funding period of the grant.

The following describes how grant and federal appropriation funds are identified for multiple year labor
encumbering in Banner.

The new enhancement includes an Encumber Multi Year Labor checkbox on the Fund Type
Maintenance form (FTMFTYP) in Banner. All sponsored project fund types: 4A, 4C, 4E, and 4G are set
up to encumber multi-year labor. Federal appropriations (Fund Type 4Y) also has this configuration.

=
£ Oracle Developer Forms Runtime - Web: Open > FTMETYP EIE‘El
File Edit Opfions Block fterm Record Query Tools Help ORACLE
BOEHAAEE ¥ @ @EE GEE J
g8 Fund Type Mairtenance FTMFTYR & IE) =
Chart of Accounts: El [ Active Status Last Activity: 30-NON-2003
Fund Type: 8, E Title: |Sponsored Prog-IUS Gow G &C
Effective Date: 30-MOV-2009 @ Termination Date: @ Next Change:
Internal Fund Type: 40 [E Current Restricted
Predecessor Fund Type: 40 E Current Restricted
Capitalization Fund: E [~
Capitalization Equity Account: =] K
Default Querride: =
< ¥ Encumber Multi Year Labor > -
Keys Budget Control
Fund: |— |
Organization: |— |
Account: |— |
Program: r |
Control Period: [=)
Severity Control: |—E||
[w Encumbrance Budget Override
-
Cwverrides exist for Encumbrance and Budget Roll for this Fund Type. |
Record: 1/7 | | ... | List of valu.., | | «05C=
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In addition to the Multi Year checkbox on FTMFTYP, there is a new Encumber Multi Year Labor
checkbox on FZMRFND, a form used to set up grant funds. The Multi-Year indicator defaults from the
fund type so all sponsored project funds, by default, encumber all future salary charges (regardless of the
fiscal year the salary charges are incurred). The Grants Office has the option to uncheck the box for
individual funds. (No action is needed by the departmental units.) Certain federal appropriations also
have this box checked.

B oracle Developer Forms Runtime - Web: Open = FZMREND E”E|E|

File Edit Options Block Item Record Query Tools Help ORACLE-

= lﬁ@@.'%}%ﬂ'@%%l%l@.'@iﬂt (BI@1 01X
" FZMR 8.0 3 ( LIC

Chart of Accounts: E [~
Fund: ALRD1F E Study of Aging Fund Grant: |ALRDl Study of Aging
Effective Date: 21-DEC-2009 Termination Date: Next Change Date:

Budget Period Start Date: |01-Jun-2009 Budget Period End Date: | 31-mavY-2010

< ¥ Encumber Multi Year Labor >

Cost Share Basis: D Cost Share Rate Code: E
Cost Share Credit Account: [_ Cost Share Distribution From Code: E -

Billing Information

Billed Accounts Receivable: 53002 Accounts Receivable Billings
Cash Receipt Bank Code: Retainage Accounts Receivable:

Revenue Account: 303010 Retainage Amount:

Unbilled Accounts Receivable: 53001 Retainage Percent:
Indirect Cost Codes
Basis Rate Charge Distribution
4 ] ] ]

1MTD1 50.00 198130 1244 [~]

[ [ [ [

[ [ [ [ o

[ I [ 1 =
T e L R RN [T
Enter Chart of Accoynt [
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Date Logic

The multiple year encumbering process uses various Finance and HR dates to determine the start and
end dates of the encumbrance calculation. It is important for units to have a working knowledge of the
date logic used to calculate salary and fringe encumbrances.

Start Date

The multiple year encumbering process uses the logic below to determine the encumbrance start date.

Encumbrance Start Date is the greater of:

1st day of the current fiscal year
NBAJOBS Job Begin Date
NBAJOBS Contract Begin Date
NBAJOBS Labor distribution change

NBAJOBS Latest recast date (most common) —
on the Job Labor Distribution tab, this is the Banner process that tracks the
next work days not yet paid.

End Date

The multiple year encumbering process uses the logic below to determine the encumbrance end date.

1.

If the Budget Period End Date on the Research Accounting Fund Maintenance Form
(FZMRFND) is populated, the encumbrance end date is the earliest of the following:

FZMRFND Budget Period End Date (most common)

FZMFUND Termination Date

NBAJOBS Encumbrance Override End Date

NBAJOBS Job labor distribution FOAPAL changes in the active FY
NBAJOBS Contract End Date

NBAJOBS Job End Date

Maximum Fiscal Year defined on Fiscal Year form, NBAFISC

Maximum Payroll Year/Payroll ID defined on Payroll Calendar Rules form, PTRCALN

OBFS Grants & Contracts
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2. If Budget Period End Date on FZMRFND is NOT populated, and the Project End Date on
FZAGRNT is populated, the encumbrance end date is the earliest of the following:

e FZAGRNT Project End Date

e FZMFUND Termination Date

¢ NBAJOBS Encumbrance Override End Date

e NBAJOBS Job labor distribution FOAPAL changes in the active FY
e NBAJOBS Contract End Date

e NBAJOBS Job End Date

¢ Maximum Fiscal Year defined on Fiscal Year form, NBAFISC

e Maximum Payroll Year/Payroll ID defined on Payroll Calendar Rules form, PTRCALN

3. If the FZMRFND Budget Period End Date and the FZAGRNT Project End Date are not
populated, no MYE is calculated. The earliest of the following is used when calculating the end of
the current year encumbrance:

e FZMFUND Termination Date

¢ NBAJOBS Encumbrance Override Date

o NBAJOBS Job labor distribution FOAPAL changes in the active FY
e NBAJOBS Contract End Date

¢ NBAJOBS Job End Date

e End Date of the Active Fiscal Year

Grants & Contracts OBFS 5
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Setup and Maintenance of Dates used in Multiple Year
Encumbrance Calculations

In most cases, two dates that the Grants Office maintains are the dates used for encumbrance end date
calculations: the Grant Budget End Date on FZMRFND and the Grant Project End Date on FZAGRNT.
The definitions and process for entering and maintaining these dates is as follows:

Research Accounting Fund Maintenance Form (FZMRFND)

B oracle Developer Forms Runtime - Web: Open > FZMRFND EIE'E'
File Edit Options Block Item Record Query Tools Help ORACLE
| HREEE ¥ RO A S EE G E SR
%F!H:.Hdﬂ,.h Accounting Fund Maintenance Form FZMRFHD 8.0 [MC:50.3 YE) (1UIUC)
Chart of Accounts: E [~
Fund: ALRD1F E Study of Aging Fund Grant: |ALRD1 ‘Study of Aging
Effective Date: 21-DEC-2009 " Mext Change Date:
Budget Period Start Date: |01-JUN-z2009 Budget Period End Date: |z1-MaY-2010 >
[ Encumber Multi Year Labor
Cost Share Basis: E Cost Share Rate Code: EI
Cost Share Credit Account: E Cost Share Distribution From Code: EI -
Billing Information
Billed Accounts Receivable: 53002 Accounts Receivable Billings
Cash Receipt Bank Code: GA Retainage Accounts Receivable:
Revenue Account: 303010 Retainage Amount:
Unbilled Accounts Receivable: 53001 Retainage Percent:
Indirect Cost Codes
Basis Rate Charge Distribution
] ] 4] 4]
1MTDL 50.00 196130 1244 =
[ I [ I
4] X e B P e D PP D (N
Enter Chart of Accoynt |3

FZMRFND: Budget Period End Date
o Represents the obligated funding period.

e Grants Office maintains as the funding period changes.
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Grant Maintenance Form (FZAGRNT)

@ —
B oracle Developer, Forms Runtime - Web: Open > FZAGRNT |’L”E|E|
File Edit Options Block Item Record Query Tools Help DRACLE
BOEIBEAEE @ &

%3 Grant Maintena

Grant: ALROL =] Proposal: I Text Exists: W

Grant Agency Location Cost Code Personnel Billing User Defined Data  Effort Reporting

Chart of Accounts: E Responsible Organization: 244000 EP"IVSIES

Long Title: [study of Aging
Title: |Study of Aging [ Requires Effort Certification
Agency: @01545333 ¥ |[Mational Association for Sport & Physical Education

Principal Investigator ID: |651146716 BlKamerer, John 2,
Project Start Date: 1-Jun-zo0s &) Project End Date: 31-Mav-2014 () Proposal: =]
Termination Date: = ate: -

Expenditure End D

Status: il ENEW [JPass Through Indicator
Alternate Description: | Status Date: |21-DEC-2009 @

Current Amount: Cumulative Amount: Maximum Amount: 50,000.00
Total Recipient Share:

Related Grant: | |
Grant Type: FE Category: ’EE Sub Category: 1100 E
CFDA Number: E Sponsor ID: ‘

A D

Enter Chart nf cennnte: | 15T ie availahle [

FZAGRNT: Project End Date

o Reflects the entire project period of the grant.
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Use of Grant Dates in Multi-Year Labor Encumbering
Example

A sponsored project award has a five year period of performance: 6/01/2009 through 5/31/2014, with
budget currently obligated for the first year. The Grants Office enters Project and Budget End Dates as
follows:

e FZAGRNT Project Start Date: 6/01/2009
e FZAGRNT Project End Date: 5/31/2014
e FZMRFND Budget Period Start Date: 6/01/2009

e FZMRFND Budget Period End Date: 5/31/2010
(Grants Office updates as additional years of funding are obligated.)

In most cases, the multiple year encumbering process for this example encumbers salary and fringe
through 5/31/2010. However, as described previously, other factors such as a job end date earlier than
5/31/2010, a terminated fund, etc., will impact the encumbrance calculation end date.

8 OBFS Grants & Contracts
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Encumbrance Calculation Examples

Example 1 — Multiple Year Projection with a Change in the Labor
Distribution during the Current Fiscal Year

The fiscal year is 7/1/2009 to 6/30/2010.

An employee is appointed to a position as of 7/1/2009, paid monthly, with an annual salary of $60,000,
and charged to one C-FOAP funded from institutional funds. Assign Salary is $5,000 (salary per pay
period from NBAJOBS).

The employee is assigned to work under a grant effective 2/16/2010. Therefore, a labor distribution
change is entered effective 2/16/2010 moving from institutional funds to a grant fund. The grant obligated
funding period runs for two years from 10/16/2009 to 9/15/2011.

Encumbrance process is run with a Recast Date of 1/16/2010.

The encumbrance calculation determines that, as of the Recast Date, the 7/1/2009 institutional C-FOAP
has a current encumbrance amount of $5,000 (Assign Salary x Number of Pays left = $5000 x 1). The
encumbrance process also determines that the 2/16/2009 FOAPAL has a current encumbrance amount
of $22,500.00 (Assign Salary x Number of Pays left = $5,000 x 4.5), and a future encumbrance of
$72,500 (Assign Salary x Number of Pays left = $5,000 x 14.5).

Example 2 — Multiple Year Projection with a Job End Date Prior to End
of Grant Funding Period

The fiscal year is 7/1/2009 to 6/30/2010.

An employee is appointed to one C-FOAP with a grant fund on 7/1/2009 with an NBAJOBS Job End
Date of 3/15/2011. The employee is paid monthly with an annual salary of $12,000. Assign Salary is
$1,000.

The grant fund has obligated funding through 5/15/2011. The Budget Period End Date on FZMRFND is
5/15/2011. Encumbrance process is run with a Recast Date of 1/16/2010.

The calculation determines that, as of the Recast Date, the current encumbrance amount for this
employee for this fiscal year is $5,500 (Assign Salary x Number of Pays left = $1000 x 5.5). The process
also determines that the future encumbrance is $8,500 (Assign Salary x Number of Pays left = $1,000 x
8.5).

The grant funding period allows for another two pays through 5/15/2011, but because a Job End Date of
3/15/2011 exists, the future year encumbrance is limited to that date.

Grants & Contracts OBFS 9
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Example 3 — Multiple Year Projection with Multiple Labor Distribution
C-FOAPs
The fiscal year is 7/1/2009 to 6/30/2010.

An employee is appointed to a position as of 9/1/2009, paid monthly, with an annual salary of $60,000,
and the Assign Salary is $5,000. The labor distribution is assigned to one institutional fund at 66.67% and

one grant fund at 33.33%.
The grant funding period runs from 9/16/2009 to 8/15/2012.

The encumbrance process is run with a Recast Date of 9/16/2009. The calculation determines that, as of
the Recast Date, the current encumbrance of the job is $47,500 (Assign Salary x Number of Pays left =
$5,000 x 9.5). The process also determines that the future encumbrance for the grant funded portion is
42,495.75 (Assign Salary x Number of Pays left x Grant C-FOAP% = $5,000 x 25.5 x .3333).

10 OBFS Grants & Contracts
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Multiple Year Encumbrance Data in Banner

Future year encumbrances post to Banner within the currently active fiscal year and period.

Grant Inception to Date Form (FZIGITD)

——
B Oracle Developer Forms Runtime - Web: Open > FZIGITD |'-_||'E|E|
File Edit Options Block Item Record Query Tools Help ORACLE-

AEIEEER W

)

S @ 1@ I X

B &I EE T ER S
1

ion To Date Form =
Chart of Accounts: _F Grant: _— _Fu S (1) (36 3 G £ Y Grant Year: l_
Index: [~ Fund: [+ organization: [~ C Fund Summary
Program: [T Activity: F Location: [T [ Hierarchy
Account Type: _[T Account: F Account Summary: | Al Levels [ By Sponsor Account
Date From {(MMFYY): ’; ! ’E Date To {(MM/YY): ’; ¥l ’E [ Include Revenue Accounts
Account Type Adjusted Budget Activity Commitments Available Balance d
T [& [materials and supplies \ 50,000.00 | o.00| 0.0 ao,00000 -
[124000 [E [Laboratery/Scientific Supplies [ .00 5,002.23 0.00 Soszza |
(140000 [E [services \ 32,000.00 0.00| 0.00 32,000,00
(163000 [E [capitalized Equipment =4339 \ 22,500.00 0.00| 0.00 22,500.00
[163060 [E [cap Mon-Electron Seiflab Eq =499 | o.00 19,558.91 | Nl -19,358.91
(198132 [E [Fac and Adm Costs-MTDC UIUC FY0 | 167,482.00 | 7,433.32 / 22@57‘4?\ 137,991.21
(210000 [L [Personnel Services [ 138,597.00 | 0.00 0.00 138,597.00 -
[z11300 [L [dministrative/Professional salary | .00 9,554.78 42,735.94 sz29072
(219000 [L [penefit Costs \ 35,697.00 000 000 3s,697.00
(219120 |L [sURs Retirement Benefit \ 0.0 923,66 4,158.21 -5,087.89
[219210 |L [Medicare Matching [ 0.00 132,67 519,68 75235
’m |L—|Emplnyer Paid Health/Life Insurance | 0.00 1,045.36 | \ BJDLD! 10,646 40
’m |L—|Wnrker5 Compensation [ 0.00 8.03 00| .03
[z15260  [L [Termination Sick Leave Other [ 000 68,79 | 0,00 5879 o
Net Total: \ 476,276.00 45,023.77 78,272.34 352,979.89 o

4 [N

Press Key Dun Record for Grant Detail Transachion | )

Encumbrances for current and future years for a specific grant C-FOAP can be viewed in total using the

FZIGITD form.

Grants & Contracts OBFS
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Detail Encumbrance Activity Form (FGIENCD)

@ —
B oracle Developer Forms Runtime - Web: Open = FGIENCD [’Llrglgl
File Edit Options Block Item Record Query Tools Help DRACLE

B0ERCEER % & (G & [ @S <
%E‘\Etall Encumbrance Activity FGIENCD 8.0 b (LUIUC) ekl PO |
Encumbrance: PRLOOO04 [T Encumbrance Period:
Description: [Encumbrance Salaries  (orig) status: [0 Type: L
Date Established: |28-aUG-2009  Balance: 52,582,241 .51 vendor: | [
Item: | 31 |No description found
Sequence: 492 Fiscal Year: |10 Status: E Commit Indicator: W k4 Encumber Multi Year Labor =
CoA Index Fund Orgn Acct Prog Actv Locn Proj
[ [ [segazs 231000 219210 [191100 [ [ [ .
Encumbrance: I—ZEQ.% Liquidation: | 0.00  Balance: I—ZSQAE j
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
16-DEC-2009 HOA FO155797 r | 259 46 | 25946 4
. [ [ L | |
[ [ [ [ [ [
[ [ [ [ | |
[ [ [ [ | |
r [ [ [ | |
. [ [ L | | B
L [ [ L | | v -
A e e e DD
mblas o R oo pe e ous Rennnd o conl cpunting ansantion detals L

The Detail Encumbrance Activity Form (FGIENCD) is used to query detailed transaction activities
against encumbrances. The form displays useful information such as encumbrance status, creation date,
and overall balance. With the multiple year encumbering enhancement, details of both current and future
year labor and fringe are available and delineated by unique encumbrance item numbers.

Current Fiscal Year Encumbrance Item Numbers

0 Gross Salary

11 Medicare

12 OASDI

13, 14, 15 Retirement

16 Federal Retirement

17,18, 19 Health, Life, Dental

20 Urbana Grad Assistant Health Benefit
21 Chicago Grad Assistant Health Benefit
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Future Fiscal Year Encumbrance Item Numbers

3 Future Year Gross Salary

31 Medicare

32 OASDI

33,34, 35 Retirement

36 Federal Retirement

37, 38, 39 Health, Life, Dental

40 Urbana Grad Assistant Health Benefit
41 Chicago Grad Assistant Health Benefit

OBFS
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Reports

Several reports incorporate future year encumbrance data and dates used in multiple year encumbrance
calculations.

e Asset/Liability Detail and Summary Statements and the Revenue/Expense/Transfer Detail
and Summary Statements: Budget Period Start and End Dates from FZMRFND are available.

¢ Revenue/Expense/Transfer Detail and Summary Statements Inception to Date: Reflects total
(current and future year) encumbrances.

¢ HRPAYO00098 Payroll Encumbrance by Person Pay Period: FZAGRNT Project Start and End
Dates, FZMRFND Budget Period Start and End Dates, and Fund termination date are available.
Current and future year personnel encumbrance totals are separated.

e HRPAY00102 Payroll Encumbrance by Person Month End: FZAGRNT Project Start and End
Dates, FZMRFND Budget Period Start and End Dates, and Fund termination date are available.
Current and future year personnel encumbrance totals are separated.
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Appendix A: Support and Resources

For questions, contact your university Grants and Contracts office or University Accounting and Financial

Reporting.

e Urbana Grants & Contracts
Post Award at gcopostuiuc@uillinois.edu or 217-333-2186

e Chicago Grants & Contracts
at gcopostl @uillinois.edu or 312-996-3373

e Springfield Grants & Contracts
Rebecca Jones at rjonel@uis.edu or 217-206-7849

e University Accounting and Financial Reporting
Nick Unser at nicku@uillinois.edu or 217-244-6676 or
David Andersen at danderse@uillinois.edu or 217-333-7460

Grants & Contracts OBFS
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