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SECTION 1:   Introduction

The introduction of the Banner Finance module at WPI enables financial managers to
perform on-line balance inquiries and print reports at any time.  The system requires a
new chart of accounts.

The purpose of this Banner Finance User’s Guide is to explain the structure of the new
chart of accounts and to provide step-by-step directions to successfully navigate
through the system.  It provides detailed instructions on how to make on-line balance
inquiries and print reports.  A Banner Hotline, extension 5850, is available to assist you.

This guide is intended to be a reference tool for all financial managers.  As the Banner
Finance system is updated, revisions to the User’s Guide will be available to Banner
users.

We hope you find this guide useful and welcome your comments and suggestions.

Yvonne Harris, Assistant Controller
Denise Rouleau, Manager Sponsored Research Accounting
Debbie Dexter, Computer Trainer
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FOAPAL Structure

FOAPAL Components
Banner Finance processes, queries and reports information based on FOAPAL strings.
A FOAPAL string is a combination of a Fund, Organization, Account, Program, Activity
and Location.  Each of these items may be up to six alpha-numeric characters.  All
components of a FOAPAL are NOT required.  See chart below for FOAPAL component
requirements:

Component Is it required? Purpose Example:
Fund Yes, except

11001 (gen’l
operations)

Source of $ Sponsored Research, Gifts

Organization Yes, except if 1st

digit of account
<= 4

Responsibility of $ Dept. Operations

Account Yes Classification of rev/exp Supplies, Equipment
Program No, system

default
Classification of org. Acad. Oper, Student Svcs

Activity No, optional Track function expense Open House
Location No, optional Track location expense Morgan Hall

Hierarchy
The fund, organization, account and program are arranged in a hierarchical order.  This
means that items roll-up, or report, to higher levels within the fund, organization,
account and program.  This structure provides the ability to summarize information from
several organizations into a report or query.

Usually the higher level codes are non data enterable (shown in all caps).  This means
that it may not  be used to process individual financial transactions (check requests,
dept. transfers, etc.).  Non data enterable items are used to summarize financial
transactions from lower level organizations. These items may only be used to print
reports or to perform on-line queries.
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Listed below is a portion of the Humanities department organization as an example of
an organization hierarchy.

Organization Code Description Data Entry
01 PRESIDENT N
  20   ACADEMIC AFFAIRS N
     240     ACADEMIC DEPARTMENTS N
        2700        LIBERAL ARTS N
           27000           HUMANITIES & ARTS N
              270000              Humanities Operating Y
              270010              Humanities S/R Y
              270020              HU - OTHER N
                  HU                  Humanities Y
                  LF                  Fontanella, Lee Y
                  WAA                  Addison, W A Y
                  FB                  Bianchi, F W Y
                  JYB                  Brattin, J J Y

The Humanities department rolls up to Liberal Arts (along with Social Science and
Policy).  Liberal Arts rolls up to Academic Departments, which rolls up to Academic
Affairs.  Academic Affairs rolls up to the President organization.
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Funds
The following table outlines the structure of the funds  at WPI:

Fund Code Description
11001 General Operating Fund
12XXX Internally Designated Funds
   12280    Dept. Special Funds
   12670    Professional Dev. Funds
   12680    Professorship Funds
   12700    Project Advising
   12770    Start-Up Funds
   17020    Overhead Return
200XXX Sponsored Research Funds
   200XXX    NSF
   210XXX    DHHS
   213XXX    NASA
   214XXX    Dept. of Defense
   216XXX    Dept. of Education
   217XXX    USDA
   218XXX    Dept. of Energy
   219XXX    Other Federal Funds
   220XXX    State & Local Funds
   221XXX    Industry Sponsored Research Awards
   227XXX    Foundation Sponsored Research Awards
   229XXX    Other Research Funds
   23XXXX    Other Sponsored Programs
   24XXXX    Financial Aid
250XXX-252XXX Department Gifts
253XXX MQP’s
255XXX Scholarships-Unendowed
270XXX Scholarships-Endowed
4XXXX Loan Funds
5XXXX Endowment Funds
7XXXX Life & Trust Income Funds
8XXXX Student Organization Funds
9XXXX Plant Funds

Organization
All departments, academic and administrative, have an organization code.  Faculty
members have an organization code to associate with internally designated funds
(professorship, overhead return, project advising).  For ease of use, faculty advising
initials are used as faculty organization codes.
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Accounts
The following table outlines the structure of the Accounts  at WPI:
1XXX Assets
2XXX Liabilities
3XXX Control Accounts
4XXX Fund Balances
5XXX Revenue
6XXX Expense - Payroll and Benefits
7XXX Expense - General Operating
8XXX Transfers

Program
Programs are categories of organizations used to summarize financial information.
Examples of programs include Instruction, General Administration, Student Services,
Operation and Maintenance of Plant.  Programs are hard coded in the system and are
not required on the paper forms (check requests, etc.).

Activity - Optional
Activities are used to summarize transactions, within a fund or an organization,
designated to a specific activity.  Activities vary by department and cannot contain a
budget.  An example of an activity is Open House.  The Admissions office uses this
activity to track expenses such as printing, postage and food related to an open house.
To establish a valid six character activity code for a fund or organization, contact the
Banner Hotline, ext. 5850.

Location - Optional
Similar to activity, location is used to summarize transactions related to a specific
location.  Many locations are already established in Banner.  Click on Location button,
available on most query screens, to display valid location codes.
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Grant Structure

The structure of the grants is very similar to the structure of the Organization
Codes.  In Banner, every research award has a Grant Code and a Fund Code.  The
Grant Code is used to query balance information.  The Fund Code is used when
processing transactions for that research award.  To ease confusion between the two
codes, we have created the Grant Code and Fund Code to be the same number.  Most
research awards will have a one to one relationship between the Grant Code and the
Fund Code.  The exception will be if the terms of the research award require WPI to do
financial reporting per year, such as Whitaker Foundation awards, or if the award is a
multi year award that would have had separate account numbers in FRS, such as some
Department of Education awards.  In these cases, there will be one Grant Code to a
hierarchy of Fund Codes.  The hierarchy will be structured according to the following
example:

Grant Codes Fund Codes Description Data Enterable
221300 221300 An overview of all the years N
221300 221301 Year 1 of the award Y
221300 221302 Year 2 of the award Y
221300 221303 Year 3 of the award Y

Paper forms (check requests, etc.) will be completed using the Fund Code for the
grant, the department’s Sponsored Research Organization Code, and Account Code
(e.g. 7111 – Supplies), and if desired, an Activity/Location Code.  Grant Codes are used
to query balance information on-line.

Research award budgets are entered into Banner through the use of a Budget
Code.  The Budget Code is used on some screens when querying and is also used on
some reports (both are discussed later in this manual).  The Budget Codes utilized at
WPI are listed in the table below along with a description of when they are used>

Budget Code Description
TOTAL Used when the award has one budget for the life of the award.
YR1 Year 1 budget of a multiple year award with separate budgets

for each year.
YR2 Year 2 budget.
YR3 Year 3 budget.

The querying of grant information is not limited to the Grant Information Menu forms.
Any form or report discussed in this manual can be utilized to access grant information
by using the Fund Code for the Award


