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Navigation Quick Reference 
 

About These Instructions 
•= The [Enter] key and the [Tab] key are interchangeable – most of the time. 
•= The mouse can be used – most of the time – to move from field to field.  The 

instructions use the [Tab] key to move from field to field.  Remember, in some 
situations the use of the [Tab] key is required. 

•= A NEXT BLOCK function can be performed a number of ways. 
1. Click on Block on the menu bar, and then click on Next. 
2. Click on a > caret if it is visible on the bottom left corner of the screen. 
3. Press the [Control] and [Page Down] keys simultaneously. 
4. If the I-beam is visible, click on the area of the form that represents the NEXT 

BLOCK. 
5. Click on the NEXT BLOCK icon  

•= A NEXT RECORD function can be performed two ways: 
1. Click on Record on the menu bar, and then click on Next. 
2. Press the [ ] key. 
3. Click on the NEXT RECORD icon  

A Query can be performed in a couple of ways. 

•= ENTER QUERY 
1. Click on Query on the menu bar, and then click on Enter. 
2. Click on ENTER QUERY icon  
3. F7 on the keyboard. 

•= EXECUTE QUERY 
1. Click on Query on the menu bar, and then click on Execute. 
2. Click on EXECUTE QUERY icon  
3. F8 on the keyboard 

See the Navigation section of this manual for additional information.  
 

Accounting Periods 
01 July 
02 August 
03 September 
04 October 
05 November 
06 December 
07 January 
08 February 
09 March 
10 April 
11 May 
12 June 
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Grant Personnel Inquiry Form 
(FRIPSTG) 

Purpose:   The Grant Personnel Inquiry Form (FRIPSTG) displays all awards/activity 
by Principal Investigator. 
 
Required Fields: in 
the header block are: 
 
Personnel ID: Use 
the List of Values 
button to search by PI 
name and select the 
correct ID number for 
the PI. 
 
Once the ID has been 
selected, perform a 
Next Block function 
to display the awards 
for the PI.   
 
Optional Fields: in 
the display block are: 
 
You may want to 
narrow the search by 
Description, Amount, 
or Status.  Enter 
Query and enter the 
criteria under the correct column, then Execute Query.  Example:  If you want to narrow 
the search to only active awards, Enter Query, type A in the Status column, and 
Execute Query.  The block will now show only Active awards.  
 
Drill Down Buttons:   
 
The Grant Ledger button links to the Grant Inception to Date (FRIGITD) form.   
The Proposal and Grant buttons are unavailable at this time. 
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Grant Inception to Date Form 
(FRIGITD) 

Purpose:  The Grant Inception-to-Date form (FRIGITD) displays account information 
including adjusted budget, actual inception to date activity, encumbrance activity, and 
available budget for an award.   
 
Required Fields: in the 
header block are: 
 
COA: Chart of 
Accounts - defaults 
with 1 
 
Grant: Grant Code 
Fund: Fund Code 
Orgn: Organization 
 Code 
 
Optional Fields: in the 
header block are: 
 
FOAPAL String: 
These codes can be 
entered to narrow a 
query to a specific 
FOAPAL string or 
left blank to retrieve 
information for the 
entire grant. 
 
Date Range: If the information requested is only for a specific date range, enter the 
range here to narrow the information displayed in the display block. 
 
View Options: 
 
The information displayed in the display block can be viewed in a couple of different 
ways by marking the box next to the appropriate view title. 
 
Fund Summary: displays information on all funds the grant is linked to.  A list of the 
Fund Code along with the Fund description is provided with the account information for 
that fund.   
 
Sponsor Account: displays the information according to the Sponsor’s Account Code 
structure.  This feature is not in use at WPI at this time. 
 
Hierarchy: displays the information for a higher level Fund, Organization, and Program 
Code.  This feature will be rarely used. 
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Include Revenue Account: displays the revenue information along with the expense 
information.  When this view is selected the information displayed in the Net Total field 
will be the total of Revenue less (Expenses plus Transfers).  Normally, the Net Total 
field displays the sum total of expenses and transfers.  It is recommended this box 
remain blank for ease of reading the screen information. 
 
Once the criterion has been entered for the query, perform the  NEXT BLOCK function 
to retrieve the information for the display block. 
 
Drill Down Buttons: 
 
The  button accesses the Grant Transaction Detail form (FRIGTRD). 
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Grant Transaction Detail Form 
(FRIGTRD) 

Purpose: The Grant Transaction Detail Form (FRIGTRD) is a “query only” form which 
displays a detailed list of transactions for the selected account or accounts for the grant. 
 
Required Fields: in the 
header block 
 
COA: Chart of Accounts 
– defaults with 1. 
 
Grant: Grant Code 
Fund: Fund Code 
Orgn: Organization 
 Code 
 
Optional Fields: in the 
header block 
 
FOAPAL: Any 
information entered 
into the FOAPAL 
string fields will 
narrow the search or 
information 
displayed in the 
display block. 
 
To display the 
information for the criterion entered in the header block, perform a  NEXT BLOCK 
function then  EXECUTE QUERY. 
 
If you wish to narrow the query down 
even further, criteria may be entered in 
the display block in the appropriate 
column.  For example, if you want to see 
all invoices for $100, enter INNI (type 
code for Invoices) in the Type Column 
or I% (% is the wildcard in Banner) in 
the Document Column (for all invoices) 
and $100 in the Amount Column.  Then 
perform the  

 EXECUTE QUERY function. 
 
Use the horizontal scroll bar to view 
Program, Activity Date, Type, Document 
Number, Description, Fund, Activity, 

Location, and Transaction Date 
information. 
 
Drill Down Buttons: 
 
The  button links to the 
Document Retrieval Inquiry Form 
(FGIDOCR).   
The   button links to 
the Detail Encumbrance Activity Form which 
is currently unavailable.   
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Grant Budget Codes Inquiry Form 
(FRIBUDG) 

Purpose: The Grant Budget Codes Inquiry Form (FRIBUDG) displays budget 
information associated with a grant.   
 
Required Fields: No 
key is necessary 
to perform a query 
although you may 
want to perform a 
query to locate a 
specific award.  
 
Optional Fields: 
Use these fields if 
you wish to 
narrow the query 
to a specific 
award or budget 
code.  An award 
that spans more 
than one year 
may have only 
one grant code 
but multiple 
budget codes, 
one for each year 
of the award.  For 
example a 
National Science Foundation award may be for three years, each year having a 
separate budget.  The award would be created with one grant code but with three 
budget codes. 
 
Perform an  ENTER QUERY function to enter the criteria for the following areas, then 

 EXECUTE QUERY to display the requested information. 
 
Grant:  Grant Code 
 
Budget:  Budget code associated with the grant budget. 
 
Use the scroll bar to view Budget Description, Proposal & Description, Proposal Budget 
& Description, Chart of Accounts, Project Value, Type, Begin and End Dates. 
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Grant Budget Totals Form 
(FRIBUTG) 

Purpose: The Grant Budget Totals Form (FRIBUTG) displays grant budgets by 
account code or account type.   
 
Required Fields: in 
the header block 
 
A query is 
performed by 
entering values 
for the following: 
 
Grant: Grant 
Code  
 
Budget: Budget 
Code 
 
List of Value 
(LOV) buttons are 
located on the 
form to assist in 
obtaining the correct 
value.  
 
Optional Fields: in 
the header block 
 
Use the Display By indicators to specify the query.   
 
By Institution means by Account Codes specific to WPI.   
 
By Sponsor is currently not in use by WPI.  
 
By ATYP Level 2 and ATYP Level 1 means by account type and will be used only 
when information by expense category (i.e. Salaries, Supplies/Materials, etc.) is 
required. 
 
Perform a  NEXT BLOCK function to display requested information. 
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Grant Budget Distribution Inquiry Form 
(FRIBDSG) 

Purpose: The Grant Budget Distribution Inquiry Form (FRIBDSG) displays budget 
line items by Budget Code and FOAPAL or by budget type.  
 
 
Required Fields: in the 
header block 
 
Grant:  Grant Code 
 
Optional Fields: in the 
header block 
 
Budget  Code: 
 
Type:  Budget Type. 
Valid Budget Code 
Types are A – Active 
(used in most cases) 
and  

W – Working. 
 
COA: Chart of 
Accounts – defaults 
with 1 
 
FOAPAL:  Include 
the FOAPAL string if 
a specific string information is required. 
 
Once the required and optional information has been entered, perform a  NEXT 
BLOCK function to display the information requested. Use the scroll bar to view Title, 
Account Class code, Fund, Organization, Program, Activity, Location, Budget Code, 
Budget Description, and Budget Type. 
 
Drill Down Buttons: 
 
The Budget Totals button links to the Grant Budget Totals Form (FRIBUTG). 
 
 
Special Notes: 
 
Any cost share budget entered by a Journal Voucher will not be displayed here.   
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Grant Event Inquiry Form 
(FRIEVNG) 

Purpose: The Grant Event Inquiry Form (FRIEVNG) displays assigned events by User 
ID.  Events can be anything from a technical report due date to a special task to be met. 
 
Required Fields: in the 
header block 
 
User ID: This is your 
login name.  There is 
no List of Values 
available for use 
even thought the 
button is there.  This 
is to protect the 
security of login 
names. 
 
Optional Fields: in the 
header block 
 
Grant: Grant Code 
 
Once the criteria has 
been entered, 
perform a  NEXT 
BLOCK function to 
move to the display 
block. 
A query may be performed in the display 
block to narrow down the information 
retrieved.  To do this you must perform 
an  ENTER QUERY function, then enter 
the information in the correct column, 
then  EXECUTE QUERY.  For example, 
you only want to see the events that are 
pending.  ENTER QUERY, enter P in 
the Status column, and  EXECUTE 
QUERY.  

The Status Indicator can be P - 
Pending, S – Satisfied, or C – 
Cancelled. 
Use the horizontal scroll bar to view the 
Responsible User (or the person to 
complete the task), User Name, 
Secondary User (or back up person), 
Approved by, Date Satisfied or 
Cancelled, Grant Code, and Description. 
Drill Down Buttons: 
The Event Action button links to the 
Grant Event Action Form (FRAEVNG).
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Grant Event Action Form 
(FRAEVNG) 

Purpose: Once an event is satisfied, the user will use the Grant Event Action Form 
(FRAEVNG) to indicate the completion of the event.  Changing the Status to S - 
Satisfied and saving the change will update the information on the Grant Event Inquiry 
Form  (FRIEVNG).   
 
Required Fields: in the 
header block 
 
Grant Code: Enter 
the grant code for 
the grant which the 
event is tied to. 
 
Once the grant code 
is entered,  NEXT 
BLOCK will move you 
to the display field so 
that the status may 
be updated.   
 
In the display block 
you can update the 
Status to S – 
Satisfied along with 
the User ID of the 
person approving the 
update and the Date the 
event is satisfied.  
Research 
Accounting must do the cancellation of an event. 
 
Remember to SAVE your changes to the event. 
 


