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Navigation Quick Reference

About These Instructions
e The [Enter] key and the [Tab] key are interchangeable — most of the time.

e 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.

e A NEXT BLOCK function can be performed a number of ways.

Click on Block on the menu bar, and then click on Next.

Click on a > caret if it is visible on the bottom left corner of the screen.

Press the [Control] and [Page Down] keys simultaneously.

If the I-beam is visible, click on the area of the form that represents the NEXT
BLOCK.

=i
5. Click on the NEXT BLOCK icon _[ﬁﬂ

POM=

e A NEXT RECORD function can be performed two ways:
1. Click on Record on the menu bar, and then click on Next.
2. Pressthe[ ]key.

3. Click on the NEXT RECORD icon EJ
A Query can be performed in a couple of ways.

e ENTER QUERY
1. Click on Query on the menu bar, and then click on Enter.

2. Click on ENTER QUERY icon %I
3. F7 on the keyboard.

e EXECUTE QUERY
1. Click on Query on the menu bar, and then click on Execute.

2. Click on EXECUTE QUERY icon %J
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.

E}f"‘ Banner2000 | [3] x|
Required Fields: in Action  Edit Option: Block Field Becord Ouey Help  Window
the header block are:  E2"E[=l@E% [ == ISl u[B|€ 1 =)= @ )|
T Gran Pesomne iy Form (FRIPSTG 3 g B

Personnel ID: Use
the List of Values
button to SearCh by Pl t=re e e | I@DDDDDDDG IPavlicek,Cynthia A
name and select the
correct ID number for
the PI.

Description Propaosal hax Amount Status Date
Early childhood Diseas |[HHS 30:1 150,000,000 Q& 01-MAT-1995 =

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:

T T IE

|4

Tatal: 150,000.00

You may want to | | N
narrow the search by Grant Ledger Proposal Grant Rollback Exit i

Description, Amount, Al B
Press duplicate record to see Grant.

or Status. Enter Count: =1 |

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.

# Banner2000
Required Fields: in the Action Edit Optiohe Block Field Becord Queny Help  Window

B[ =[ =01 8% 0= <[ el 8 @ = e 50 @< )

header block are:

¢ Grant Inception To Date Form [FRIGITD 3.1){Upard]

COA: Chart of r S
Accounts - defaults SIS 1 (Eif=iy | TESTL ITestlng thiz stuff Yoar I_
. [FEx: Sk TESTL (o it
with 1
ErE; At [zt
ACCHIRE I_ LSt Accaunt Summary: |4l Levels j

Grant: Grant Code

Date From (MSre): IDS ! |98 T Fund Summary [T By SponsarAccount

= B3

Fund: Fund Code Date To (M) IF ! IE [T Hierarchy [T Include Revenue Account
Orgn: Organization
Code T Desc Adlj Budget Activity Corritment  Awail Bal
IL_ Reimrursed & 10000, 00 -5000. 00 0. 00 15000.00 =]
Optional Fields: in the 5131 IL_ aduin-FT Exe .00 106000. 00 0.00 -108000, 00
header block are: 7181 IE_ Lab & Instru 70000. 00 10000.00 0.00 £0000.00
7182 IE_ Lab & Instru 0.00 0.00 0.00 0.00
FOAPAL String: 7811 IE_ Indirect Cas 1000. 00 67630, 00 0.0 —66630.00
These codes can be 7831 IE_ Cost 3haring -35000, 00 5000, 00 0,00 -30000.00
entered to narrow a [ [
query to a specific Met Total: 45000, 00 17363000 0,00 -1Z7630. 00
FOAPAL string or , ,
&= el | Grant Detail Follback Exit |

left blank to retrieve
information for the 4

Press Key Dup Becord for Grant Detail Tranzactions

entire grant. Court: *6

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.

=i
Once the criterion has been entered for the query, perform the _[ﬁﬂ NEXT BLOCK function
to retrieve the information for the display block.

Drill Down Buttons:

The ___SrantDemil |y o, 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.

# Banner2000 M= 3
Required Fields: in the Action Edit Optiong Block Field Becord Query Help Window
header block B[ = =0e|® % 0= =Pl ol @ @f T =@ -k IﬁIWIﬂﬂI
4}’"‘ Grant Transaction Detail Form [FRIGTRD 3.1)(Upgrd)
COA: Chart of Accounts
— defaults with 1. (S (Gt | Iife]=s | =i | Orot | Acct | g | Aty | [ty |Cmt
[rEsTL | [rEsT1 | |za4010 | | 210 | |
Grant: Grant Code Yo Prd
Fund: Fund Code I_ l_ Diate Fram: lm Diate To: lm
Orgn: Organization
Code Acct Orgn Prog Acty Date Type Document | Fld Arnount D/
244010 210 15-MAT-1998 GREY J0000330 IH S000.00 |+_ 1=
Optional Fields: |n the 5311 244010 zl0 13-MAT-1993 GREY JO0000324 IE 1100.00 |+_
header block 5311 244010 | |z10 12-MA¥-1995 | |GRRY @ [J0O00321 IH 167530.00 |+_
5311 244010 210 12-MAT-1998 GREY JO000320 IH -3376.50 I—_
5311 244010 Z10 12-MAT-1998 GREY JO000320 IH §376. 50 |+_
_FOAPAI_-: Any 61z 244010 | |z10 13-Ma¥-1898  [BDOL | |JOO0O0329 | |OED 10000. 00 |+_
information entered £1z4 244010 | |z10 12-MA¥-1995 | |JELS @ [J0O00320 IH -5000.00 I—_
into the FOAPAL 6131 244010 | |z10 13-MAY¥-1995  |BDO1 | |J0000328 | |OBD 1000.00 |+_
string fields will 6131 zaq010 | [z10 13-MAY-1998 | [BDO1 | [Tooooaz? | |0BD -1000.00 |—_ =
narrow the search or 4| I v [Tatal 178630.00 F
information Grantlhfarmetion
diSpIayed in the Tatal | Document Queny | Encumhbrance Detail Raollback | E:xit |
display block. 4 M
Presz K.ey Dup Item for Document Queny Forms; Count Query for Encumbrance Detail
Count: 3 W

To display the
3

information for the criterion entered in the header block, perform a .%J NEXT BLOCK

function then %I EXECUTE QUERY.

If you wish to narrow the query down Location, and Transaction Date

even further, criteria may be entered in information.

the display block in the appropriate

column. For example, if you want to see Drill Down Buttons:

all invoices for $100, enter INNI (type

code for Invoices) in the Type Column The _ Document Query |button links to the

or 1% (% is the wildcard in Banner) in Document Retrieval Inquiry Form

the Document Column (for all invoices) (FGIDOCR).

22(:ro$r:£?h'2 the Amount Column. Then The _ Encumbrance Detei | o ke

%l . jthe Detail Encumbrance Activity Form which
EXECUTE QUERY function. is currently unavailable.

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

E}f"‘ Banner2000 M=l E
Required Fields: NO Action  Edit Optiors  Block  Field Becord Query Help  Window

key is necessary |")|+§|*§I%||%|§<I*§|*§|5'?‘1]'@'['1'%'@-@'|Ea|§1m|3[l &= |
to perform a query | EHE e X e - =1
although you may
want to perform a

Grant Title Budget Description
query_to locate a Student Projects at Go |CURR Current Year Budget ;I
SpeCIﬂC award' 213050 Student Projects at Go [VRL Tear 1 Budget Adjustment
2130504 Student Projects at Go |TOTAL Total Budget

Optional Fields: 2130508 Student Projects at Go |[TOTAL Testing Nasa B

Use these f|e|dS If 213050C Student Projects at Go |TOTAL Teat Naza C Budget

you wish to Z13050E | |Student Projects at Go, |TOTAL Testing Wasa E

narrow the query Z13050F | |$tudent Projects at Go |TOTAL Testing Nasa F

to a specific

award or budget

code. An award

that spans more

than one year

may have only

one grant code [

but multiple LI 2
Select | Pollback | Exit |

budget codes,

one for each year — :
Of the award ] For Eglf;dntfﬂgﬂﬂ This function iz not currently available.

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 %I ENTER QUERY function to enter the criteria for the following areas, then
%l 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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account code or account type.

# Banner2000

ReqUIred Fields: In Action Edit Opfions  Block Field Becord GQuery Help

the header block

Window

Grant Budget Totals Form
(FRIBUTG)

Purpose: The Grant Budget Totals Form (FRIBUTG) displays grant budgets by

= B3

FIEEE Fal=lEY RS =1 TR ElE]E R |EH|Q|W|E11.

4}’"‘ Grant Budget Totals Form [(FRIBUTG 3.1){Upgrd)

A query is

=]

performed by
entering values
for the following:

(&= TESTL

Testing this stuff

CTRE

Grant Eudget Sanle:

Dizplay By:

Current ¥Year Budget 19935

& Ingtitution ©  Sponsar L

Grant: Grant

ATYP Level 2 e

ATYP Lewvel 1

Code

Account
Cude,’T wpe

Froposed

Title Budget

Budget: Budget

Cost
+ Sharing =

Froject

Yalue

|Adnin-FT Exempt 1,000

Code

1,000 -~

Lab & Instructional 1,125

1,500

Indirect Cost 100

List of Value

100

(LOV) buttons are

located on the

form to assist in

obtaining the correct
value.

Totals: 2,225

Optional Fields: in

Kl

375 |

Follback |

2,600

Exit |

the header block

Count; *3

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.

3
Perform a .%J NEXT BLOCK function to display requested information.

07/17/98
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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

# Banner2000

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.

Action Edit Optiong Block Field Becord Query Help Window

FIEIEE FEE=EY SIS |I’|?H‘I%IMI%|@-E|-|EE|S‘”|Bﬂ|'~’ﬁ|W|ﬂﬂ.

= B3

4}’"‘ Grant Budget Distribution Inquiry Form [FRIBDSG 3.1]){Upagrd)
Eir e TEZT1 Testing this stuff
i et Conles CURR. Current Vear Budget 1998 TpE II
COA, 1 [alE: | =i | L8 e | Acct | ha | e | [Lacr
Account Proposed Cost Project
Budget -+ Sharing = Yalue
Title Cls
Indirect Cost |1_ 100 0 100 =]
6131 | [admin-FT Exeupt l_ 1,000 0 1,000
7182 | [tab & Instrucrional Eg l_ 1,125 375 1,500
ol [ ] 2,225 3?5| 2,600
BudgetTotals | PRolback |  Edit | [T
4« [»
Count: *3

a specific string information is required.

Once the required and optional information has been entered, perform a .@ﬂ 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.

6-9
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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.

# Banner2000 H=] B3
Required Fields: in the Action  Edit Options  Block  Field Hecord Query Help  Window

header block EIEIENE Tall=lES EEEEEE =1 ] %|@-“|-|Ei|sm|ﬁﬂ|n|w|ﬂ].

“}” Grant Event Inquiry Form  [FRIEVYNG 3.1])[Upgrd)

User ID: This is your , -

. . == s LMEOULEAT | |Denize Roulesm
Iogln_ name. There 1S (Gt TESTL Testing this atuff
no List of Values
available for use
even thought the
button is there. This Event  Description Seq Status Due Fesp User Title Prowxy
iS tO prOteCt the FIN Finanial Eepo ll_ IP_ 30-JUL-2000 DMEOULEAT |[Denise Roule [AEPARTRIDL ﬂ
security of login [T
names. ll: ll:
Optional Fields: in the [ [
header block ||: ||:
Grant: Grant Code F F
Once the criteria has J ' b 2
been enterec:, EventAction | Select | Rolback | Bit | [
perform a .%J NEXT 0 I ~
BLOCK fu nction to Egej:t:d;plicate iter to see Event Action |
move to the display
block.
A query may be performed in the display The Status Indicator can be P -
block to narrow down the information Pending, S — Satisfied, or C —
retrieved. To do this you must perform Cancelled.
an _I ENTER QUERY function, then enter Use the horizontal scroll bar to view the
the information in the correct column, Responsible User (or the person to

complete the task), User Name,
Secondary User (or back up person),
Approved by, Date Satisfied or

then %l EXECUTE QUERY. For example,
you only want to see the events that are

pending. i ENTER QUERY, enter P in Cancelled, Grant Code, and Description.
the Status column, and _I EXECUTE Drill Down Buttons:
QUERY. 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).

= E3

. . . d"_‘
Required Fields: in the Rl _ :
Action  Edit Options Block Field Becord Query Help Window

header block FIEEE Y SR e e TR
£ Grant Event Action Forn (FRAEVNG 31)MUpgd) M=),
Grant Code: Enter

the grant code for Grant Coda: | I ITesting this stuff
the grant which the

event is tied to.

Once the grant code Seqg#: I_ Ewvent | I Due Date: I =
. i R ible User ID:
is entered, .%JNEXT - !

. Status: I_ Approved By: I Diate: I
BLOCK will move you
to the dISpIay field so Seqgi: I_ Ewent: | I Due Date: I
that the status may Fesponsible User 1D: I
be updated. Status: I_ Approved By I Date: I
In the dISpIay block Seq l— Ewvent: I I Due Date: I
you can update the Responsible UserID: |
Status to S — Status: I_ Approved By: I I Date: I
Satisfied along with =
the User ID of the
person approving the Ted | Polback | Save | Ext |
update and the Date the
eve nt iS Satisﬁed En Pen-gng events exist for this Grant.

) ourt:

Research

Accounting must do the cancellation of an event.

Remember to SAVE your changes to the event.
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