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Executive Summary

Introduction

During the on-site sessions, participants first reviewed current process information, followed by the Banner functional consultant giving a high-level overview of appropriate Banner functionality and answering any participant questions.
Future state models were constructed to represent how participants believe current processes might look once Banner is implemented, understanding these may change once they have a more comprehensive understanding of the software. These models are intended as high-level process maps and were composed and validated by session participants.
Finally, recommendations are made based on our experience with similar institutions and represent “successful practices”.  These recommendations are not an absolute blueprint for system configuration; they are rather recommendations to guide you in your choices as you build your own system.
Summary of Key Findings and Recommendations
The following high-level Finance processes were examined during on-site information gathering interviews held November 11 - 13, 2008:
1. Managing Financial Operations
2. Managing Miscellaneous Non-Student Accounts Receivable
3. Procuring Goods and Services
4. Paying for Goods and Services
5. Managing Construction Accounting
6. Developing and Controlling the Budget
7. Managing Grants and Sponsored Projects

In general, almost all of the institution’s Finance processes can be accommodated by SGHE Banner Finance baseline functionality. Process improvements will be seen immediately because of the integrated architecture of the new information system.  The remainder can be accommodated by a combination of Banner Finance and/or certain accessory products, in particular Finance Self Service, Workflow, Banner Document Management Suite, Luminis, and FormFusion.

Here are the overarching findings identified during the sessions:

Managing Financial Operations

Banner provides one system that can maintain all data coming from different areas of the college. It enables each section of the college to grant access to this information to other sections of the college in a query or data entry mode depending on the requirements. All data entered by any entity of the college is kept in the one system, eliminating the problem of multiple systems.
Managing Miscellaneous Non-Student Accounts Receivable

The Non-Student Accounts Receivable module automates the process of tracking payments that are owed and received. Banner is able to accept payments made online from third party software, which is fed directly and automatically. Banner does keep track of all transactions that are charged and payments that are received by date, providing the necessary data for accurate aging reports.
Procuring Goods and Services

Banner enables staff to procure goods and services completely electronically if so desired. The process also includes electronic approvals which can be turned on or off at most of the above steps. Banner provides several inquiry forms in which all data can be tracked by date and all other documents that are connected are accessible. 
Paying for Goods and Services

Banner provides an approval process that can be completed on the requisition, purchase order and/or invoice. With the approval process in place the documents will be approved by the proper authority prior to being available for payment within the Accounts Payable Department. Banner provides staff the ability to research online all purchase orders, enabling them to quickly gain insight as to the purchase order number, the amount left on the purchase order and the amount left in the department’s budget. 

Managing Construction Accounting

Banner will provide real time data such as purchase orders, vendor invoices, vendor payments, payroll charges and funding deposits all within one system. Construction project managers can use the Banner Grants Module, providing the ability to keep track of separate construction projects without the added cost of a different system. 

Developing and Controlling the Budget

Banner provides the ability to use current year budget as a basis for developing the following year budget. Once the budget is developed and loaded Banner keeps track of the original budget and budget variances separately. Finance Self Service provides all budget managers with the ability to view accurate real-time budget information. This includes the original budget, budget adjustments, less requisitions and purchase orders, less vendor invoices which provide a remaining balance.  This is all online and can be downloaded into a spreadsheet by the budget manager. 

Managing Grants and Sponsored Projects
Banner will provide real-time data such as purchase orders, vendor invoices, vendor payments, payroll charges and funding deposits all within one system. The management of this data is within the Grants Module. This module provides the ability to track granting agencies funds that are received and how they are spent. 
Within this report, specific recommendations are made as to how to apply technology to ameliorate some of the technical concerns articulated during the interviews.  However some “outside of the box” brainstorming will need to be applied to some of the human relations issues discussed above.  The Banner Finance implementation process itself, because of its cross functional nature, may be a good platform for the frank discussion of these issues. 

	Process Name:
	Managing Financial Operations

	
	

	Interview Date:
	November 11, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Bret Watson
	Grants Monitor
	Budget

	
	Joni Hayes
	District Financial Analyst
	Budget

	
	Gina Bailey
	Purchasing Services Supervisor
	Purchasing

	
	Hector Quinonez
	Controller
	Accounting

	
	Margaret Michaelis
	Director
	Budget and Personnel

	
	Martin Varela
	Senior Accountant
	Accounting

	
	Ellen Lyon
	Supervisor
	Accounts Payable

	
	Teri Gerard
	Budget Analyst
	Budget & Personnel (DA)

	
	Laureen Wong
	Budget Analyst
	Education Resources (FH)

	
	Annette Perez
	Senior Buyer
	Purchasing

	
	Jeanine Hawk
	Vice President 
	Educational Resources College Operations (DA)

	
	Bernata Slater
	Budget Director
	Budget

	
	Chien Shih
	Director of IT & Operations
	Budget

	
	Tonette Torres
	Acting Supervisor
	Accounting & Plant Services

	
	
	
	

	
	

	Notes on Current Process:
	· Chart of Accounts development

· Some grants are coded to a top code

· Uses three digits for the generic fund

· Foundation is currently on a separate chart

· User Security

· Manual with lots of interventions

· Paperwork to HR for new hire.  HR enters data in their system (takes 2 - 3 weeks).  Must go through orientation before requesting a new account.  

· Supervisor requests FI access for the employee – as well as separate access to VAX access.

· Feeds from subsystems

· De Anza’s current FI system.  Could be crosswalked to Banner.

· Recording receipts – including manual entries

· Currently TouchNet for Student receivables only.

· Cash – not integrated

· Multiple sites for cash collection points

· Different systems for the collection points

· Recording journal entries – including manuals

· JE – all paper

· Recording encumbrances

· Funds not encumbered until entered as a PO.  Currently not recorded.

· Certain amounts will be encumbered – work orders, at HR (look like work orders) – set asides for training.  Look like JEs.  Don’t get dis-encumbered in AP.  Must be done manually.

· Currently encumbrances can occur without budget to back it up.

· Charge backs for phones

· Foundation is encumbering to a non-budget account and then doing charge backs to the correct account.

· Reconciling banks

· Manual with Excel. 

· Extracts data from bank into Excel. 

· Reporting transactions to government authorities

· 311 report – currently manual

	
	

	Staff Concerns / Hindrances:
	· Chart of Accounts development

· Too many systems doing too many things.

· Lots of waiting on others to complete their tasks.

· User Security

· Takes too long to set up

· Review the overall system access process and determine where it could be streamlined to give employees the correct access to the system in the quickest amount of time.

· Feeds from subsystems

· Not real time currently.

· Recorded receipts – including manual entries

· Think about the Lock Box concept.

· Recording encumbrances

· Encumbrances are manual in the current system.

· Encumbrances aren’t allowed unless there is budget.

· Charge backs on phones – not posting to an account on a monthly basis.

· Reconciling banks

· Lots of accounts and it is very manual.

· Labor intensive.

· Reporting transactions to government authorities

· Year-end expense reports for EOPS, BFAP, matriculation, DSPNS, Calworks, PELL, FISAP, VTEA, Economic Development, IPEDS

· General reporting and financial statements developed on a monthly basis for for-profit entities.

	
	

	Improvements:
	· Chart of Accounts development

· Set-up grants as an Org

· Workflow for grants org requiring an activity

· Can FHDA track everything without using the activity code?

· Users should be able to retrieve their own information – not always asking FI to retrieve it for them

· Eliminate the bill (charge) backs - HR (extra step) and thus eliminate the corresponding reconciliation.

· (If two chart of accounts, need good talking points for justification)

· Be aware of end user education and familiarity with COA.  Make the chart(s) similar to each other.  Accounts should be the same for both charts.

· User Security

· Ability to audit ITs assignment of access to roles/employees. FHDA should set this up with IT now, so they know auditing will occur.

· Workflow for setting up a new hire into their proper role and security in Banner.

· Access should be distributed (one person on each campus to give system access to employees)

· Develop a way to audit system security access.

· Workflow for system security access?

· Limit number of employees allowed to enter Journal Entries

· Feeds from subsystems

· Cross walk De Anza’s FI data to Banner – if the decision is made to maintain a separate chart.

· Recorded receipts – including manual entries

· Integrated system for a payment gateway.  Currently TouchNet for students only.

· If TouchNet is expanded, make sure it is comprehensive.

· Recording journal entries – including manuals

· Workflow for incomplete documents

· Recording encumbrances

· Encumbrances aren’t allowed unless there is budget currently…

· Can encumbrances be taken with a PR?

· Tie encumbrances to position control (from an HR perspective)

· Ability to encumber monthly (such as charge backs for phones)

· FHDA should review the phone bill (or all utilities) process separately.

· NSF authority

· Limit visibility to some accounts based on the role.

· Reconciling banks

· Take BOA banking features and incorporate them into Banner to better automate the reconciliation process.

· Can you feed the BOA best method or reconciliation into Banner?

· Auditors want exact matches between what is being picked up and what is being deposit.  Detail level of deposits

· Images of deposits from BOA coming back.

· Reporting transactions to government authorities

· Generate the data in the format they request it.

· Feed the data to Sacramento in the format they are requesting it.

· 1099s for reportable payments for individuals – feed it electronically.  Department of employment development. (Deadbeat parents)

· Interface between Banner and state/federal agencies

· All electronic: Year-end expense reports for EOPS, BFAP, matriculation, DSPNS, Calworks, PELL, FISAP, VTEA, Economic Development (quarterly reports), IPEDs (?),Career and Transfer Center

· Fund accounting to GASB 430

	
	

	Interfaces:
	Wire transfers

	
	

	Stand-alone databases:
	· Smart card (cash to card system)

· Bookstore (Missouri Book system)

· Excel

· Quickbooks

· Blackbaud

· Donor Works

· Community Ed

· Food Services – POS (part of Missouri Book system)  - Summary of transactions are recorded in MBS)

· Cash receipt for wire transfers – draw down

	
	

	Potential Policy Changes:
	Will there be two separate charts of account?  How does that impact invoice payments from the two?
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Current State Model

Description of tasks and decisions associated with the process

1. Purchasing process occurs (see the Purchasing Goods and Services model further down in this document.
2. Reviews & validates account activity

Finance reviews and validates the account activity

3. Posted within Banner?

Finance determines if this activity was posted within Banner.  If NO, go to #4; if YES, go to #6.

4. Manual?

If Finance determines the activity was not posted within Banner (#3 NO), determines if the posting is manual.  If NO, go to #5, if YES, go to #7.

5. Runs Banner transaction upload process

If Finance determines the transaction is not manual (#4 NO), runs the Banner transaction upload process to move the transactions into the General Ledger.

6. Completes review process

If Finance determines the activity was posted within Banner (#3 YES), completes the review process.  Go to #10.
7. Completes online JV request

If Finance determines the transaction is manual (#4 YES), the department completes an online Journal Voucher (JV) request.

8. Receives notification from other offices

Finance receives notifications from other offices.

9. Creates a JV, posts & reconciles transactions

Finance creates a JV, posts it and reconciles the transactions.

10. Reviews & approves transactions

Finance reviews and approves transactions in Banner.

11. Problems?

Finance determines if there are any problems.  If YES, go to #12; if NO, process ends.

12. Notifies dept. of re-classed transactions & resolution

If Finance determines there are problems (#11 YES), notifies departments of the re-classed transactions and any resolution.

13. Receives notification

Department receives notification of re-classed transactions requiring additional documentation.

14. Sends required documentation
Department sends required documentation to Finance.

15. Re-classes (corrects) transaction

Finance re-classes (corrects) the transaction.  Process ends.
Recommendations 

Banner provides one system that can maintain all data coming from different areas of the college. It enables each section of the college to grant access to this information to other sections of the college in a query or data entry mode depending on the requirements. All data entered by any entity of the college is kept in the one system, eliminating the problem of multiple systems. Banner provides security on many different levels and may be controlled either from the system wide level or the module level. Banner provides the ability to set up interfaces from other systems either automatically or manually. 

To assure the processing of transactions with the best efficiencies it is recommended to use: Banner Finance, Finance Self Service, Workflow, Banner Document Management Suite, Luminis, and FormFusion.  The combination of these products will allow the following:

Banner Finance:

· The ability to establish a Chart of Accounts that will allow more detailed analysis. 

· FTMCOAS – (Chart of Accounts Code Maintenance Form) - Enables you to define and maintain FOAPAL (Fund, Organization, Account, Program, Activity, Location) code data for each chart of accounts.

· The ability to record journal voucher transactions. These will include transfer of monies within one fund, transfers of monies between funds, budget transfers and recording of cash receipts. 

· FGAJVCD – (Journal Voucher Entry Form) - Enables you to make journal entries into the Finance ledgers. 

· FGAJVCQ – (Journal Voucher Quick Form) - Provides a quicker way to enter journal vouchers.
· FGAJVCM – (Journal Voucher Mass Entry Form) - Enables you to enter multiple journal entries into the Finance ledgers.

· The ability set automatic journal vouchers
· FGAAUTO – (Automatic Journal Voucher Form) - Enables you to specify routine or recurring journal transactions for the Finance ledgers, such as month-end accruals. You can also use the entries you make on this form for reversing journal transactions.

· The Budget Directors will be able to query all budget dollars for organizations (departments) within their responsibilities. 

· FGIBDST (Organization Budget Status Form) - Enables you to view an online query of the budget availability by organization code.
· Upon review, the Budget Director will be able to enter the budget adjustment. 

· The setup of Security within Banner INB will ensure that only the Budget Director or their proxies will be able to complete the budget adjustment for their organizations. 
· FOASYSC (System Control Maintenance Form) – Used to turn on or off security within the Finance section of the Banner System. 

· FOMPROF (User Profile Maintenance Form) – Used to link user IDs to funds and organizations. 

· Rule Group Security – Used to limit what the end-user is permitted to do within a form, in particular, the FGAJVCD and FGAFVCQ forms. 

· FOMRGRC (Rule Group/Rule Class Security Maintenance Form) – Used to create and maintain rule groups

· FOMUSRG (Rule Group Security Maintenance Form) – Used to assign rule groups to user IDs. 

· FOMPRRG (Form/Process to Rule Group Maintenance Form) – Used to assign rule groups to forms and processes. 

· FOMUSFN (Fund / Fund Type Security Maintenance Form) – Used to assign funds and / or fund types to user IDs. 

· FOMUSOR (Organization Security Maintenance Form) – Used to assign organizations to user IDs. 

· The setup of Approvals within Banner INB will ensure that only the appropriate persons are approving budget adjustments. For example; have all budget adjustments containing salary dollars go to the appropriate Department Head for approval. All approvals are online. 

· FOASYSC (Finance System Control Form) – Used to “turn on” the approvals feature. 

· FTMAPPQ (Approval Queue Maintenance Form) – Used to specify whose approval is required for this queue, and what amounts they are authorized to approve. 

· FOMAQRC (Approval Queue Routing Codes Form) – Used to route documents to a particular queue. Documents can be routed by document type, rule group and FOAPAL.

· FORAPPL (Approval Process) – Is the process that reviews completed documents and maps their approval requirements, i.e., assigns them to the queues that have been created. 

· FOIAINP (Approvals Notification Form) – Used to list the types and number of documents awaiting approval. 

· FOAUAPP (User Approval Form) – Used for the actual approval or disapproval of a document. 

Finance Self Service

· Ability to review in detail budgeted areas of responsibility

· Ability to complete budget transfers

· Ability to approve, disapprove and view documents awaiting approval, as well as view approval history.

· Uses Banner Finance Fund/Org security.

· Allows users to “drill-down” to the source document to identify what made up a balance in the operating ledger.

Workflow:

· Ability to trigger the proper path of approval for addition, deletion or maintenance of a Chart of Accounts element (Fund, Organization, Account or Program. 

· Triggers an alert that backup documents need to be scanned after it has been completed.

· Can send email to approver if document needs to be approved.

· Can send email if document has been disapproved (needed for Finance Self Service users that do not have access to Banner Finance).

· Can send email when document has been posted.

Banner Document Management Suite can index scanned backup documents to requisitions and purchase orders.

Luminis:

· Enhance Workflow by using a Luminis channels to identify what documents need to be approved or disapproved instead of emails.

· Enhance Banner Finance and Finance Self Service by using a single sign-on through Luminis and creating a link to these systems.  

	Process Name:
	Managing Miscellaneous Non-Student Accounts Receivable

	
	

	Interview Date:
	November 11, 2008

	
	

	Institution:
	Foothill-De Anza CCD

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Bret Watson
	Grants Monitor
	Budget

	
	Joni Hayes
	District Financial Analyst
	Budget

	
	Gina Bailey
	Purchasing Services Supervisor
	Purchasing

	
	Hector Quinonez
	Controller
	Accounting

	
	Margaret Michaelis
	Director
	Budget and Personnel

	
	Martin Varela
	Senior Accountant
	Accounting

	
	Ellen Lyon
	Supervisor
	Accounts Payable

	
	Teri Gerard
	Budget Analyst
	Budget & Personnel (DA)

	
	Naoko Harada
	Director
	CDC

	
	Linda Koyama
	Administrative Assistant
	CDC

	
	Nancy Chao
	Cashiering Supervisor
	Finance (DA)

	
	

	Notes on Current Process:
	· Non-Student AR

· Billing nothing that has to do with students such as:

· Tuition payments for child development program

· Late fees to parents who pay late in the child development program

· Internship charges – provide students to work at off site companies (FHDA pays for salaries and is reimbursed.

· Business industries (contract education) – outside education (workshops)

· COBRA

· Retirees’ benefits (surviving spouse)

· Grants – billing private companies (not “Grant Billing”).  Restrictive program.

· Facilities rentals – bill backs from 3rd party receivables, for profits are one rate, non-profits at another rate, multiple facilities, etc., including services such as security, maintenance, etc.

· 3rd party billing

· Bookstore (now – but not in the future…)

· Computer loan program (take back through payroll deduction)

· Employee overpayment

· Print shop (outside service)

· Catering – possibly part of Facilities

· Community Theatre

· Advertising:

· Community Education

· School Newspaper

· Foundation pledges

· Insurance claims, i.e., construction claim (off books)

· Legal – any type of settlements (contractors, etc.) (off books)

· Capital projects for the state (State Capital Outlay)

· Bill domestic partners retirees

· Unique aspects of FHDA Non-Student AR:

· 2nd children get a discount

· Staff gets a discount

· Place holds on folks who do not pay

· Different facility rates for non-profit and for profit

· Child Development s/w does the entire billing system

	
	

	Customer Concerns / Hindrances:
	· Can’t pay online

· Manual process

· Lack of automation

	
	

	Staff Concerns / Hindrances:
	· Unable to get an aging, do not know what their collections are

· Manual process

· The system is not integrated

· Don’t know the details if someone owes two FHDA entities.

· There is only one aging for the entire district.

· Unable to recognize revenue during the ongoing proper period.

· Inability to get accurate writeoffs

	
	

	Improvements:
	· Ability to bill the appropriate retirees (if payment isn’t made send them a statement)

· Customers are able to pay online

· Students able to pay everything online

· Standardize writeoff procedures

· Standardize collections procedures

· Ability to recognize deposits (such as pre-pay), e.g., Child Development gets a deposit in May for September start.

· Timely recognition of revenue

· Automated AR reconciliation

· Creating automated reports (AR aging, Program aging, by date, by quarter)

· Automated deposit releases (e.g., child development, foreign student billing)

· Ability to process late fees

· Specialized formatting of certain bills/invoices (by student, or each student in alpha order.

· Special billing terms Net30, Net 45, etc.

· Ability to give discounts for early payments

· Auto numbering for invoice number

· Specialized billing document number

· Explore the possibility of using eChecks

	
	

	Interfaces:
	None indicated 

	
	

	Stand-alone Databases:
	· Donor Works – Foundation

· Excel - for Child Development group

· Real World – Flint Center 

· Word

· Quickbooks for Child Development group

· Filemaker Pro for Child Development group

· MBS – Missouri Billing System – Bookstores POS (Foothill and De Anza) 

·  Bookstores and De Anza Dining Service GL

	
	

	Potential Policy Changes:
	Explore the possibility of adding services fees to non-students who do not pay or pay late
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Description of tasks and decisions associated with the process

1. Submits proposal

Outside vendor submits proposal for revenue producing contract or services agreement.

2. Reviews proposal

Approver reviews proposal.

3. Grant related?

Approver determines if the proposal is grant related.  If YES, go to #4; if NO, go to #5.
4. Consults Grants; receives input

If the approver determines the proposal is grant related (#3 YES), consults Grants and receives input.

5. Approve?

If the approver determines this proposal is not grant related (#3 NO), decides whether to approve.  If NO, go to #7; if YES go to #8.
6. Notifies outside vendor

If the approver decides not to approve the proposal (#5 NO), notifies the outside vendor.

7. Receives notification

Outside vendor receives the notification.

8. Sends to Legal/Risk Mgmt; & receives feedback

If the approver decides to approve the proposal (#5 YES), sends it to Legal and Risk Management for review and feedback.

9. Approve?

Approver decides whether to approve the proposal after feedback from Legal and Risk Management.  If NO, go to #10. if YES, go to #11.
10. Receives notification

If the approver decides not to approve the proposal (#9 NO), outside vendor receives notification.

11. Provides copy of contract

If the approver decides to approve the contract after feedback from Legal and Risk Management (#9 YES), provides a copy of the fully executed contract to the department.

12. Dept. establishes AR records in Banner

Department establishes Accounts Receivable records in Banner.

13. Establishes detail codes for services & links

Finance establishes the necessary detail codes for services and links them to the general ledger.

14. Dept. enters charges

Department enters charges.

15. Dept. generates bill

Department generates bills (either paper or e-bill).

16. Receives paper pmt, e-bill pmt or receives EFT

Finance receives paper payment, e-bill payment or receives Electronic Funds Transfer (EFT).

17. Applies payment to acct., producing receipt

Finance applies payment to the account, producing a receipt.

18. Attaches documentation to record

Finance attaches documentation to the record using Banner Document Management Suite (BDMS).

19. Balances & reconciles transactions

Finance balances and reconciles the transactions.

20. Runs acctg. feed process

Finance runs the accounting feed process in Banner.

21. Account paid in full?

Finance determines if the account is paid in full.  If YES, process ends; if NO, go to #22.

22. Runs aging process (monthly)

If Finance determines the account is not paid in full (#21 NO), runs the aging process monthly.

23. Creates a statement

Finance creates a statement.

24. See Collections & Write-off Processes

25. Receives notification of collection account

Outside vendor receives notification of collection account.  Return to #21.  Process ends.

Recommendations
The Non-Student Accounts Receivable module automates the process of tracking payments that are owed and received. Banner is able to accept payments made online from third party software, which is fed directly and automatically. Banner does keep track of all transactions that are charged and payments that are received by date, providing the necessary data for accurate aging reports. Campuses can be categorized separately, providing separate aging possibilities.   

To assure the processing of manual non-student accounts receivable with the best efficiencies it is recommended to use: Banner Finance, Workflow, Banner Document Management Suite, Luminis, and FormFusion.  The combination of these products will allow the following:

Banner Finance:

· Ability to centralized accounts receivable cashiering on each campus so the administration can keep track of total accounts receivable aging is owed to the college. 

· TFADETL (Account Detail Form) - This form is the ledger card of every A/R transaction and is used for entry of charges, payments, deposits, memos, and account comments. It is the primary, single customer, transaction form.
· Ability to create and categorize customer profiles so that customer statements and a summary listing by customer category can be run in a batch for ease of management.

· TTVECAT – (Entity Category Code Validation Form) - The Entity Category Code Validation Form is used to enter a code and description to categorize accounts for billing and reporting purposes. This form is used to add, update, and delete entity category codes. The entity category code for an account is entered on the Customer Profile Definition Form (TGACPRF).
· TGACPRF – (Customer Profile Definition Form) - The Customer Profile Definition Form is used to identify a customer with an entity category for non-student billing and reporting purposes, to set a credit limit for the customer's account, and to establish a default address type. This form also allows entry of free-format comments associated with the customer. The information on this form is optional.
· Ability of running customer invoices in batch by category. 

· TFRBILL – (Invoice/Statement Report) - This process is used to print invoices based on the invoice number of current charges (when run in INVOICING mode), print a billing statement (when run in STATEMENT mode), and assess recurring receivables without printing an invoice or statement (when run in ASSESSCHG mode).

· Ability to have detailed aging of receivables reporting should be utilized to provide a means of identifying slow paying accounts and invoke due diligence in collections.

· TGRAGES – (The Aging Analysis Report) - is used to analyze past due accounts. This report produces a list of accounts by billed date, due date, or effective date with up to three age date range options. TGRAGES lists unpaid account balances within each age date range in addition to future balances. The Billing Statement Process (TSRCBIL) and the Invoice/Statement Report (TFRBILL) must be run in STATEMENT mode to use billed or due dates.
· Ability to centralize the collection process. 

· TGACOLC (Collections Form) - The Collections Form is used to assign delinquent accounts to a collection agency. All accounts, assigned to a particular agency and the date when the account was assigned, are displayed on the form. You may query on the ID and Name fields.
· TGICOLC – (Collections Query Form) - The Collections Query Form is used to perform specific queries about individuals assigned to a collection agency. A list of individuals assigned to the specified collection agency is displayed for the initial query. The user then has the option to restrict the query by providing specific criteria (i.e., ID, Name, Collection Date, Bill Code, Delinquency Code, and Account Balance).

· Ability of supervisors having approval of write-offs.

· Installment Plans can be developed which would give the customer the options of making several installment payments on the charge. The installments due dates have many different possibilities. 

· TRAISTL – (Installment Plan Form - Finance) - The Installment Plan Form is used to establish installment payment plans for an account. Installment plans may function either as loans or time payments. Default information for a plan comes from the Installment Plan Control Form and may be overridden. Installment plans must be defined using the Installment Plan Control Form (TFAISTC) before an installment payment plan may be established for an individual account.
· Ability to have recurring receivable set up within the Banner INB. This would be useful for customers that have regular charges with unchanging amounts such as retirees. 

· TGARRAS – (Recurring Receivables Assignment Form) - This form is used to define recurring receivables for an account. A recurring receivable is a charge that is assessed to an account at a regular time interval. For example, monthly rental fees are considered to be recurring receivables, because a rental charge would be assessed to an account on a monthly basis.

· The ability to process and post deposits for customers is another option that is available. 

· TGADEPC – (Deposit Detail Control Form) - The Deposit Detail Control Form is used to establish the detail codes which may be used as deposit detail codes on the Account Detail Form (TFADETL or TSADETL) and the Billing Mass Data Entry Form (TSAMASS or TFAMASS).
· The ability to have Third Party billing.  

· Ability to enter mass charges or payments for several customers can be done within Banner INB. The possibility to charge rent to several customers each month can be done with a mass entry. This would eliminate having to go into each account and charge rent one by one. 

· TFAMASS – (Billing Mass Data Entry Form - Finance) - The Billing Mass Data Entry Form is used to quickly enter charges, payments, deposits, and memo items to multiple accounts which have a specific effective date. Once the information is entered, the appropriate accounts will be updated. Transaction totals for each transaction type verify that the entered transaction amounts are correct. This form will also generate invoice numbers for each transaction upon request.
· Ability to keep track of Non-Sufficient Checks by customer. Banner INB Non-Student Accounts Receivable will keep track of all NSF checks and the number of those checks by each customer that is set up. It also has the ability to automatically charge a NSF fee for all returned checks. 

· TGARETC – (Returned Check Code Control Form)  The Returned Check Code Control Form allows the user to define the detail charge codes used to reinstate a charge paid by a returned check, and to define whether a penalty charge should be assessed for a returned check. If a penalty code is associated with the returned check code, a charge will automatically be assessed using the amount in the Penalty Amount field of this form. Entry of a returned check detail code onto an account will cause the NSF (non-sufficient funds) flag to be incremented.
Workflow:

· Triggers an alert that backup documents need to be scanned after it has been completed.

· Can send email when document has been posted.

Banner Document Management Suite can index scanned backup documents for cash receipts. 

Luminis:

· Enhance Workflow by using a Luminis channels to identify what documents need to be approved or disapproved instead of emails.

· Enhance Banner Finance by using a single sign-on through Luminis and creating a link to these systems.  

FormFusion:

· Enhances printed output to be used with laser printers.

· Provides the ability to format printed documents to the college’s specifications.

	Process Name:
	Procuring Goods and Services

	
	

	Interview Date:
	November 12, 2008

	
	

	Institution:
	Foothill-De Anza CCD

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Bret Watson
	Grants Monitor
	Budget

	
	Gina Bailey
	Purchasing Services Supervisor
	Purchasing

	
	Hector Quinonez
	Controller
	Accounting

	
	Martin Varela
	Senior Accountant
	Accounting

	
	Ellen Lyon
	Supervisor
	Accounts Payable

	
	Teri Gerard
	Budget Analyst
	Budget & Personnel (DA)

	
	Tonette Torres
	Accounting Supervisor
	Accounting & Plant Services

	
	Asha Harris
	Educational
	FF&E

	
	Jeanine Hawk
	Vice-President
	Educational Resources & College Operations (DA)

	
	Laureen Wong
	Budget Analyst
	Educational Resources (FH)

	
	

	Notes on Current Process:
	· Pro card – limit varies – standard is $2K and varies by person – with $15 max on the high side.  Over 10 purchases or reach the limit it is declined.

· Independent contractor agreement (ICA)

· Request for checks

· After-the-fact purchases – end user trying to determine which method of payment to use

· Petty cash

· Capital equipment cannot be purchased on the pro card

· Travel reimbursement 

· Travel advances

· Mileage

· PO and Check with order

· Purchase requisition

· RFP

· ITB – Invitation to bid

· RFQ

· Online purchasing (turned into POs)

· Library bill – has their own system and their own POs – Does SIRSI have it’s own methodology – code referencing

· MBS ordering for the bookstore

· Food services

· Traveling reqs

· Standard form of agreement

· Agreement for services

· Pre-paids – deposits that indicate the vendor will work with you

· CODs

· Wire transfers (rare)

· The PO process is centralized 

· For much of the district is decentralized (lots of pro cards out there)

· Centralized receiving and drop ship, e.g., Desktop delivery

· Centralized receiving also receives items that were not a part of the PO process

· Stores requisitions

· Online ordering

· Foundation as their own check requests

· California History Center – batched pre-paids must be entered into the system

· Purchasing for POs for Measure C must be separate.

· Different numbering systems for different types of POs.

· Change order – could be:

· PO revision increase/decrease

· IC change order

· Liquidating (finalizing) budget

· Changing object codes, etc.

	
	

	Employees/Department Concerns/ Hindrances:
	· The process takes too long

· The process is paper driven

· There are too many approvals

· There is no tracking – even when it gets to Purchasing

· Dates for open POs are a challenge

· Unable to finalize closing out of orders (dis-encumbering)

· Year-to-year carry over

· Multi-year orders (such as copiers)

· Budget availability – don’t know if budget is available

· Not everyone is trained to use the system

· Volume is too high

	
	

	Staff Concerns / Hindrances:
	· No electronic POs or reqs

· Will everybody follow policy?

· Will we be able to keep entities separately?

· Cannot do pre-paids with POs 

· When starting a new year – POs are not out there yet.

· Bond – capital equipment – (multi-year) prepaid warranties on initial purchases.  Cannot hit balance sheet accounts, can only hit expense accounts.  When coded to fixed assets it is difficult to track.

· The system needs the ability to manage Multi-fund orders.

· Trying to get all of the Grant funds processed.  Encumbered or spent by June 30th.

· When encumbering Multi-year POs the system will only encumber 2 years.  Unable to encumber longer.  The current system does not split the encumbrance the right way.

· Staff has to make multiple paper copies for Measure C.

· POs that reside in Plant are very late.  

· Receiving information that is incomplete (documentation, approvals, etc.)

· Receiving requisitions before the Board has approved it.

· Incomplete requests

· POs run out of money and reqs are being created against them.

· Reqs to increase POs when the PO is out of money.

· Incomplete requisitions are sent to purchasing

	
	

	Improvements:
	· Explore the possibility of decentralized purchasing for all campus activities using only Banner FI

· Discuss with the Bookstore to determine if they can move to the Banner FI purchasing system.

· Is the Library system interfaced (talking to) the vendor system?

· Retain the ability separate the other entities – Purchasing doesn’t need to be accountable for other entities

· Need a system that handles accruals

· Are there certain parameters of purchase reqs that can be turned into POs at a decentralized level?  Currently set-up because of the discount for bulk buying.

· Create a PO at the beginning of the year, e.g., for Office Depot, and charge against it during the year.

· Measure C POs (and other POs) have a lot of paper involved at multiple levels – can the paper be automated in Banner?

· Pay invoices quicker.  Streamline the signature approval process.

· Invoices go everywhere and should be more easily tracked

· Independent contractors who are/were prior employees IRS requirement) need to be tracked/treated differently

· Make sure voids and credit re-encumber the PO.

· Construction: ability to cut payments (joint checks) – do it in the system and liquidate the PO.

· Currently have a trade-in discount in the PO system.

· Deductive change orders

· Demand checks (same day)

· Escrow and retention on construction.

· The system needs to handle master orders (agreements) – put a PO for a vendor (multi funds) against it and encumber as you go?

· Reoccurring Payments

· RFPs – standardized boilerplate wording so everyone is looking at the same thing.  This would help the review process.

· Ability to handle multiple addresses for vendors – even with one tax ID number – Remit to:

· Electronic POs

· Ability to send quotes directly and electronically to vendors

· Ability to manage electronic invoices.

· Comment or notation capability to list prior year numbers on POs – such as when a PO crossed fiscal years.

· Tax IDs need to be on service orders – should be a mandatory field.

	
	

	Interfaces:
	· Prompt system (construction): Accounting side – tracking POs

· Invoices – tracking

· BOA – pro card data

	
	

	Stand-alone databases:
	· Excel – petty cash spreadsheets, Fixed Assets

· Filemaker Pro

· BMS – Bookstore procurement 

· SIRSI – Library procurement

· Blackbaud – Student Accounts

· Prompt (push pull system)

· Police dept has a couple of system

· Escape – receiving system

· Hyperion – the reporting tool

· BidNet – bids

· Foundation

· California History Center

· Printshop

· Plant Work Order System

· Gas Boy

	 
	

	Potential Issue:
	Explore whether mixed funds and time (Measure C) can be tracked and handled properly
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Description of tasks and decisions associated with the process
1. Identifies need for goods or service

Requisitioner identifies a need for goods or a service.

2. Purchase req.?

Requisitioner determines if a purchase requisition is needed.  If YES, go to #3; if NO, go to #13.

3. $1,000 or less?

If the requisitioner determines a purchase requisition is required (#2 YES), determines if the item is $1,000 or less.  If NO, go to #4; if YES, go to #6.
4. Between $1,001 & 10K?

If the requisitioner determines the purchase is not $1,000 or less (#3 NO), determines if the purchase is between $1,001 and $10,000.  If YES, go to #5; if NO, go to #6.
5. Obtains 1 RFQ

If the requisitioner determines the purchase is between $1,001 and $10,000 (#4 YES), obtains 1 Request for Quote (RFQ) from a recommended vendor.

6. Completes requisition online

If the requisitioner determines the purchase is $1000 but under $10,000 (#3 YES & #4 NO), completes online requisition.

7. Obtains required approval(s)

Requisitioner obtains required approval(s).

8. See the RFQ/Bid & Requisition process

9. Reviews

Purchasing reviews the online requisition.

10. Creates PO from requisition

Purchasing creates PO from approved requisition.

11. Modifies PO if needed

Purchasing modifies the PO as needed.

12. Sends PO to vendor

Purchasing sends PO to the vendor.

13. Obtains item*

If the requisitioner determines a purchase requisition is not needed (#2 NO), obtains item*.  

*Note: purchases not requiring a purchase requisition may be obtained via the ProCard, a check, Independent Contract Agreement (ICA) or cash.

14. Receives goods or service & updates Banner

Department receives goods or service and updates Banner of receipt of item.  Process ends.
Recommendations
Banner enables staff to procure goods and services completely electronically if so desired. This includes having the requisitioner process a requisition, Purchasing turning that into a purchase order, the Receiving Department receiving the items, and Accounts Payable processing the invoice and making vendor payment. The process also includes electronic approvals which can be turned on or off at most of the above steps. Banner provides several inquiry forms in which all data can be tracked by date and all other documents that are connected are accessible. Banner provides the ability to enter budgets at either the budget line or budget pooling level and will automatically stop a transaction from completing if there are insufficient funds. Banner offers the ability to enter purchase orders for the new year early as long as the fiscal period is open and the ability to roll purchase orders from year to another is activated.
To assure the procurement of goods with the best efficiencies it is recommended to use: Banner Finance, Finance Self Service, Workflow, Banner Document Management Suite, Luminis, and FormFusion.  The combination of these products will allow the following:

Banner Finance:

· Ability for vendors to be assigned different vendor types such as minority status, have different address which can be used to pay invoices with or send purchase order to, and be made inactive.
· FTMVEND (Vendor Maintenance Form) - Enables you to add, change, or terminate vendor information. Consists of a main window and four additional windows. 

· FTMVTYP (Vendor Type Maintenance Form) – Enables you to add, change, or delete vendor type designations.

· Interfaces with Accounts Payable: both modules use the same vendor numbers and accounts payable can pay off of a purchase order directly.

· Ability to check the Budget availability for requisitions, purchase orders, and change orders.

· FGIBDST (Organization Budget Status Form) - Enables you to view an online query of the budget availability by organization code.
· Ability to automatically reserve funds with requisitions. 

· FPAREQN (Requisition Form) - Enables you to initiate the procurement process and to define the requestor, vendor, commodity, and accounting information. 
· FPIREQN (Requisition Query Form) - Displays purchase requisitions which are completed, approved, closed, cancelled, or in process.

· Ability to automatically encumber funds with purchase orders. 

· FPAPURR (Purchase Order Form) - Enables you to create or modify purchase orders. 

· FPIPURR (Purchase Order Query Form) - Displays purchasing requisitions which are completed, approved, closed, cancelled, or in process.

· Ability to tie account codes to commodity codes.

· FTMCOMM (Commodity Maintenance Form) - Enables you to create and maintain commodity codes and default account relationships.

· Ability to use commodity level requisitions and purchase orders which allows users to charge a commodity to a specific accounting distribution.

· Ability to set up automatic buyers to automatically route requisitions based on commodity code or organization to specific buyers.

· FTMBUYR (Buyer Code Maintenance Form) - Only authorized users may use the Buyer Code Maintenance Form to create and designate buyer definitions and restrictions. You may also view and change existing buyer data on this form. Use this form to link buyers to commodity-organization, combinations for increased, effectiveness of the purchase, management function within the installation. This form also gives you the option to use the Automatic Buyer Assignment feature. To use this feature, check the Automatic Buyer Assignment box on the System Control Maintenance Form (FOASYSC). Be aware of the significance of altering system-wide control features. Specify the buyer code and the buyer name. You may assign a commodity and/or organizational relationship. Select Next Block. Select Assign Commodities from the Navigation frame or select Next Block to access the Automatic Buyer Assignment By Commodity Window. Select Assign Organization from the Navigation frame to access the Automatic Buyer Assignment By Organization Window. When you finish, click or select Save to complete and post this record.

· Ability to limit buyer to only purchase goods up to a particular dollar value.

· Ability to set up agreements that are tied to commodity codes so the correct price will be used on the requisition or purchase order.

· FTMVPRD (Vendor Products Maintenance Form) - Enables you to link vendors with commodities to create an electronic catalog. This form also provides you with the agreement numbers for vendor contractual references.

· FPIVPRD (Vendor Product Query Form) - Enables you to query vendor/commodity relationships.

· Ability to use a Purchase Card and process the invoices electronically. 

· Turn on approvals to allow automatic forwarding of:

· Approved documents

· Disapprove documents

· View documents awaiting approval

· Satisfy NSF conditions

· View approval history

· Receive disapprove message (Banner Finance only)

· Build queues that can route documents to various approvers based on the accounting distribution used and 

· Set up approvers and back up approvers to approve documents at various dollar amounts.

· FOASYSC (Finance System Control Form) – Used to “turn on” the approvals feature. 

· FTMAPPQ (Approval Queue Maintenance Form) – Used to specify whose approval is required for this queue, and what amounts they are authorized to approve. 

· FOMAQRC (Approval Queue Routing Codes Form) – Used to route documents to a particular queue. Documents can be routed by document type, rule group and FOAPAL.

· FORAPPL (Approval Process) – Is the process that reviews completed documents and maps their approval requirements, i.e., assigns them to the queues that have been created. 

· FOIAINP (Approvals Notification Form) – Used to list the types and number of documents awaiting approval. 

· FOAUAPP (User Approval Form) – Used for the actual approval or disapproval of a document. 

· FTMCOAS (Chart of Accounts Maintenance From) – Used to designate whether NSF conditions are to be treated as Error or Warning.

· FOIAPPH (Document Approval History) – Used to display the approval history for a specific document. 

· Turn on Fund/Org security to prevent end users from entering transactions in areas over which they have no authority.

· FOASYSC (System Control Maintenance Form) – Used to turn on or off security within the Finance section of the Banner System. 

· FOMPROF (User Profile Maintenance Form) – Used to link user IDs to funds and organizations. 

· Rule Group Security – Used to limit what the end-user is permitted to do within a form, in particular, the FGAJVCD and FGAFVCQ forms. 

· FOMRGRC (Rule Group/Rule Class Security Maintenance Form) – Used to create and maintain rule groups

· FOMUSRG (Rule Group Security Maintenance Form) – Used to assign rule groups to user IDs. 

· FOMPRRG (Form/Process to Rule Group Maintenance Form) – Used to assign rule groups to forms and processes. 

· FOMUSFN (Fund / Fund Type Security Maintenance Form) – Used to assign funds and / or fund types to user IDs. 

· FOMUSOR (Organization Security Maintenance Form) – Used to assign organizations to user IDs. 

· Allows users to “drill-down” to the source document to identify what made up a balance in either the general ledger or the operating ledger.

· Ability to enter, evaluates, maintain and award bids.

· FPACTBD (Bid Creation Form) - Enables you to consolidate existing requisitions into a single bid. In addition, this form provides a mechanism for you to track bid requests.

· FPABIDH (Bid Header Form) - Enables you to establish a bid for items that you request.

· FPAPRBD (Prospective Bidders Form) - Enables you to identify bidders who participate in the bid process. When you complete the form, generate the bid documents. You can then send these documents directly to the vendors for price information.

· FPABIDD (Generating Bid Request Form) – Prints either a specific bid or all bids which have been approved but not printed.

· FPABIDE (Bid Entry Form) - Enables you to enter vendor pricing data to make bid comparisons.

· FPABAWD (Bid Award Form) - Enables you to assign a vendor for each commodity and to assign a purchase order number.

· FPIBIDC (Bid Comparison Query Form) - Provides an online display of comparative vendor data.

· FPRBEVL (Bid Evaluation Report) - This report provides a summary of bid data for comparison of vendor unit pricing on a particular bid.

· FTIABID (Bid Alpha Search Form) - Provides an alphanumeric bid search capability based on a portion of the Bid Description.

· FTIBIDS (Request for Bid List Validation Form) - Provides a list of all the bids in the purchasing system.
· Establish standard clauses that indicate general terms and conditions on purchase orders.

· FOACLAU – (Clause Entry Form) - Enables you to create and maintain clauses for requisitions, purchase orders, and blanket orders.

· Have online receiving that is required based on the amount of the purchase order.

· FPARCVD – (Receiving Goods Form) - Enables you to enter or view receipt information from a packing slip or receiving document.

· FPIRCVD (Receiving Goods Query Form) - Enables you to view committed receiving documents.

· Ability to set the amount of goods a receiver may over receive.

· Various online screens to view and search: open requisitions by buyer or by account, open purchase orders by buyer or by account, and look up vendors.

· Various canned reports to view open requisitions, open purchase orders, and vendor buying.

Finance Self Service

· Ability to enter requisitions (limited to five (5) commodity lines and (5) accounting lines per document) – best application for end user who enter in requisitions infrequently because they do not have to remember Banner navigation techniques.

· Ability to approve, disapprove and view documents awaiting approval, as well as view approval history.

· Uses Banner Finance Fund/Org security.

· Allows users to “drill-down” to the source document to identify what made up a balance in the operating ledger.

Workflow:

· Triggers an alert that backup documents need to be scanned after it has been completed.

· Triggers an alert to send notifications for bid notices or tasks that need to be achieved in order to complete the bid process.

· Can send email to approver if document needs to be approved.

· Can send email if document has been disapproved (needed for Finance Self Service users that do not have access to Banner Finance).

· Can send email when document has been posted.

Banner Document Management Suite can index scanned backup documents to requisitions and purchase orders.

Luminis:

· Enhance Workflow by using a Luminis channels to identify what documents need to be approved or disapproved instead of emails.

· Enhance Banner Finance and Finance Self Service by using a single sign-on through Luminis and creating a link to these systems.  

FormFusion:

· Enhances printed output to be used with laser printers.

· Provides the ability to format printed documents to the college’s specifications.

	Process Name:
	Paying for Goods and Services

	
	

	Interview Date:
	November 12, 2008

	
	

	Client Attendees:
	Information not available

	
	

	Notes on Current Process:
	· 2 way match – POs

· 3 way match – POs

· Demand checks – from PO or other form

· Spreadsheet feeds from petty cash, Medicare (from HR),

· Multiple feeds

· Check requests – pays for orders, booking reservations, membership fees, conferences, reimbursements, printing, etc.

· Independent Contractors

· Mileage travel

· Trip vouchers

· Travel advance

· Honorariums

· Stipends

· Library bills – invoices

· DGS – Dept of General services

· Foundation

· History center –records checks

· All utilities come as invoices

· Phone bills (115 phone number accts.)

· Confidential payments (check request)

· Wire transfers

· Construction payments

· Credit memos 

· Voids

· Payroll adjustments

· Prints payroll warrants

· Part time payroll advance – once/yr in October

· Payroll stipend

· Financial Aid – voids & reissuing (prints the checks)

· All warrants for the district (FH and DA) by fund – issued by the county.  Transactions originate from either…

· Bookstore cuts their own checks

· History center writes their own checks

· Student government, student body, writes their own checks

· Chargebacks, services to the student body

· Benefits – check request

· Pro cards – to the banks

· $1,000 or more on grants requires grants monitor or grants accountant approval.

· Checks are run daily

	
	

	Customer Concerns /Hindrances:
	· Rules and regulations

· Policy and procedures

· Board approved signature authority not on check request, must be returned for proper signature.

· Budgeters are not necessarily authorized signers.  Communication of who is who may not be occurring to those who need to know.

· Stub information may not have everything the end user needs

· Takes too long for people to get paid – (may be part of the signature process)

	
	

	Staff Concerns / Hindrances:
	· Internal paperwork is not always complete, slowing down payment.

· Routing of documentation is cumbersome

· Not enough staff to do everything needed

· AP gets demands for payment from vendors when the documentation may be stuck on someone else’s desk (Workflow…)

· When invoice is submitted, the PO does not have sufficient funds, stalls the payment process.

· Sometimes invoices arrive and there is no PO# referenced.  

· Invoice is old and the PO is closed.

· Too much paper in the process

· Proof of payment: cannot reimburse employees based on their word.  Must have documentation.

· Mileage must be calculated to see if they are correct.

· Travel – to determine if per diem is included.

· PE depts. take entire teams out for trips, but do not include all of the attendees.

· Issue stipends to a whole group without a list of who is in the group.

· Missing W9 and/or federal tax ID.

· Missing EIN

· B notices from the IRS 

· Not set-up to validate information with Social Security.

· Withholding for out-of-state contractors

· No automated processing of sales tax

· Once $1500 in payments is reached (out-of-state) withholding must occur

· Vendor name field is too short in the current system.  1099 only allows a shortened name on the document.  

· Dollar limit authorization

	
	

	Improvements:
	· Automate as much of the process as possible including authorized approvals.

· Eliminate as much paper in the process as possible

· Electronic signatures

· Eliminate physical signatures on invoices on two way match

· Decentralized receiving system

· e-Commerce – electronic invoices

· Scan invoices routed through the system

· Workflow for moving BDMS documents (invoices) through the process

· Prompt integration into Banner

· Set-up recurring payments on a schedule (automatic payments)

· Ability to retract payments (direct deposits on payroll)

· Ability to re-encumber funds on a PO

· Stop cutting checks to “yourself” (the campus…)

· Signature authority communication – possibly look at the process.  Is it functioning effectively in the current process and will it work efficiently in the future process.

· Workflow – to route a “check request” through the system and automatically populate the proper fields in Banner.

· Use the encumbrance portion of FI for direct pays so it doesn’t go through the purchasing staff.

	
	

	Interfaces:
	· Prompt

· FRS electronic file to the banks

· Bottom Line – interfaces with FRS

	
	

	Stand-alone databases:
	· Excel spreadsheets – used for uploading to the current system

· Hyperion

· Blackbaud

· MBS

	
	

	Potential Policy Changes:
	None identified
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Description of tasks and decisions associated with the process

1. Receives invoice or credit memo

Accounts Payable (AP) receives invoice or credit memo.

2. Enters invoice or credit memo in Banner

AP enters invoice or credit memo in Banner.  Go to #4.
3. Maintains vendors

Purchasing maintains vendors (may add vendors if needed).

4. PO?

AP determines if this involves a PO.  If NO, go to #5; if YES, go to #6.
5. (Direct pay) routes to authorization

If AP determines this does not involve a PO (#4 NO), Direct pay routes the information for authorization.

6. Match?

If AP determines this involves a PO (#4 YES), Banner determines if there is a match.  If NO, return to #1; if YES, go to #7.

7. Posts to ledger

If Banner determines there is a match (#6 YES), posts the information to the general ledger.

8. Runs report to determines invoices to be paid

AP runs a report to determines the invoices to be paid.

9. Determines checks and direct deposits are ready to print

AP determines checks and direct deposits that are ready to print.

10. Selects payments

AP selects payments.

11. Prints checks & register

AP prints checks and check register.

12. Is check valid?

Finance determines if the check is valid.  If NO, go to #13; if YES, go to #15.
13. Cancels check

If Finance determines the check is not valid (#12 NO), AP cancels the check.

14. Re-establish payable?

AP determines whether to re-establish the payable.  If YES, return to #2; if NO, go to #16.

15. Runs check posting, distributes check to vendor

If Finance determines check is valid (#15 YES), AP runs check posting and distributes the check to the vendor.  Process ends.

16. Posts to ledger

If AP determines not to re-establish the payable (#14 NO), Banner posts it to the general ledger.  Process ends.
Recommendations
Banner provides an approval process that can be completed on the requisition, purchase order and/or invoice. With the approval process in place the documents will be approved by the proper authority prior to being available for payment within the Accounts Payable Department. Banner provides staff the ability to research online all purchase orders, enabling them to quickly gain insight as to the purchase order number, the amount left on the purchase order and the amount left in the department’s budget. Banner along with Intel-a-Check provides the ability to design the check and check stub to include all desired information. Banner has the ability to automatically process California Sales Tax and provide the proper reporting and printing of 1099 forms. 

To most efficiently handle the process of paying for goods and services, it is recommended to use: Banner Finance, Finance Self Service, Luminis, Banner Document Management Suite, Workflow, and Intelicheck.  The combination of these products will allow the following:

Banner Finance:

· Process vendor invoices that are direct pays, against purchase orders, and general encumbrances.

· FAAINVE (Invoice/Credit Memo Form) - Enables you to create invoice documents. This form accommodates Direct invoice transactions (invoices that do not involve a purchase order), Regular invoice transactions (invoices that involve a purchase order), and General Encumbrance invoice transactions (invoices that liquidate a General Accounting Encumbrance).

· FAIINVE (Invoice/Credit Memo Query Form) - Displays accounting, commodity, currency conversion, and tax information about a specified invoice.
· Utilize various online screens to determine outstanding, paid, suspended and on hold invoices and check history.

· FAIVNDH (Vendor Detail History Form) - Provides an online list of vendor invoice/credit memo/payment transactions for all vendors in the system including terminated vendors.

· FAIVINV (Vendor Invoice History Form) - Enables you to view detailed information about a vendor invoice even when the invoice document number is unknown.

· FAIINVL (Invoice/Credit Memo List Form) - Provides a list of invoice transactions by status.

· FAIVHIS (Vendor History Query Form) - Enables you to display and query invoice/credit memo history information for a selected vendor by fiscal year.

· Invoice requires receiving before being posted.

· Ability to have dollar limit set on how much more an invoice may be issued above the purchase order amount.

· FOMPROF (User Profile Maintenance Form) - Enables you to establish a user's global security access and overage allowances.

· Ability to process checks against open invoices.

· FAABATC (Batch Check Print Form) - Enables you to create and enter the parameters for checks.

· Ability to cancel checks and re-establish invoices.

· FAACHKS (Check Cancellation Form) - Enables you to cancel a check which has been previously created and posted.

· Provide canned reports that can close open encumbrances in a batch and display open encumbrances.

· Ability to record both social security and 1099 numbers for a vendor.

Finance Self Service:

· Ability to view invoices and check numbers issued against an invoice.

Luminis:

· Enhances Workflow by using a Luminis channel to identify what documents need to be approved or disapproved instead of emails.

· Enhances Banner Finance and Finance Self Service by using a single sign-on through Luminis and creating link to these systems.  

Banner Document Management Suite can index scanned original and backup documents to Banner invoices.

Workflow:

· Triggers an alert that backup documents need to be scanned after it has been completed.

· Can send email to approver if document needs to be approved.

· Can send email if document has been disapproved (needed for Finance Self Service users that do not have access to Banner Finance).

· Can send email when document has been posted.

Intelicheck:

· Ability to issue laser printed checks.

	Process Name:
	Managing Construction Accounting (discussion)

	
	

	Interview Date:
	November 12, 2008

	
	

	 Client Attendees:
	Information not known

	
	

	Notes on Current Process:
	· Multiple systems and multiple points of entry

· Multiple accounting systems

· Will be a pull-push payment system by the end of November

· Two components:  

· Furniture Fixtures & equipment, & technology

· Construction:

· Bonds

· Capital outlay

· Scheduled maintenance

· Req goes through FHDA system.  Then PO is scanned by Prompt.  Dual entry purchasing

· Invoice arrives, scanned and entered into Prompt.  Routed for authorization (3 way match).  Checks sales tax.

· (Web based dashboard)

· AP reviews line by line on web based dash board

· Rejects go back to the beginning of the process.

· AP approvals go through the FRS system to produce a check file and is sent a file to Prompt telling “them” which checks were cut.  

· One screen captures on two systems.

· Hand-written paper PR is scanned into the system and depending upon the type of item, each specific section goes to a specific route (work flow).

· It’s manual now but will become electronic by end of November.

· Becomes a PO after the routing is complete and in Purchasing (in FRS).

· Currently when the PR (non-construction) comes in, must be manually input into the system.  Then scan and attach the paper to the PR.  Once it comes in as a PO it is re-entered into the system.  Actual PO is scanned and attached to the FRS document.

· ICAs are paid via PO or non-PO 

· Check requests for DSA, permits, Repro Graphics and legal fees

· Multiple approval levels for payments.  Done by PO.  Have their own bank.  Many signatures required but being reduced through the new signature matrix.  Some of the signature requirements are for non-District employees.

· Schedule maintenance pool accounts.  Campuses have chosen to pool the accounts in the project.

	
	

	Customer Concerns / Hindrances:
	None identified

	
	

	Staff Concerns / Hindrances:
	· Unable to tie the systems together (Prolog and FRS)

· Information is not real time

· Information doesn’t match

· Black hole in interoffice mail

· Current system is too expensive.

· Because these are bond measures, it is difficult to keep track of labor and time (HR).

· Dual entry and redundancies
· Timeliness and inaccuracy of the reporting.  Done in Prompt and not in FRS.  Takes time to reconcile and report.

	
	

	Improvements:
	· Explore the possibility of an interface between Prolog and Banner

· Enter construction and non-construction PRs directly into Banner.

· Eliminate copies, dual entries and redundancies

· Full blown financial statements on construction

· Track overhead.

· Tracking for capital outlay.

· Ability to produce and send reporting easily and as automated as possible.

· Capture project and fund to be able to pull out anything you want.

· Ability to pull out short payments (progress) out of Banner.

· Payment to – two vendor accounts same bank. 10% to escrow, 90% to vendor.

· Equipment funds on the reporting side, by location etc. (developed in the FOPAL).

	
	

	Interfaces:
	None identified

	
	

	Stand-alone databases:
	· Prolog Web Portal

· Prompt – Accounting system

	
	

	Potential Policy Changes:
	None identified


Recommendations
Banner will provide real time data such as purchase orders, vendor invoices, vendor payments, payroll charges and funding deposits all within one system. Construction project managers can use the Banner Grants Module, providing the ability to keep track of separate construction projects without the added cost of a different system. 

To manage construction projects with the best efficiencies it is recommended that to use: Banner Finance, Finance Self Service, Workflow, Luminis, and Banner Document Management Suite.  The combination of these products will allow the following:

Banner Finance

· Set up the system to allow for different projects: status codes, categories, and sub-categories.

· FGAGRNT – (Grant Maintenance Form) - Use this form to enter or update grant (construction) information. 

· Maintain and track key construction information, budgets and events.

· FRABUDG – (Grant Budget Form) - Use this form to create grant budgets. There are three ways to create a grant budget: • By manually entering grant budget information on this form • By copying information from a proposal budget • By copying information from another grant budget When copying information from a grant or proposal budget, you can change the budget information as needed prior to saving the new grant budget.

· Turn on Fund/Org Security to prevent end users from moving or viewing budgets/expenditures for grants over which they have no authority.

· Use rule codes to prevent end users from moving budgets/expenses out of revenue accounts or limit them to only use budget pools.

· Ability to have a project tracked over multiple years.

Finance Self Service:

· Allows end users that do not have access to the baseline Banner Finance Research Accounting module to view construction project information, record budget transfers, or requisitions.

Workflow:

· Sends email to the construction management staff when project is due to close and email the finance staff so they can close the fund. 

Luminis:

· Enhances Workflow by using a Luminis channel to identify what needs to be satisfied instead of emails.

· Enhances Banner Finance and Finance Self Service by using a single sign-on through Luminis and creating link to these systems.  

Banner Document Management Suite:

· Can index scanned original and backup documents for construction projects.

	Process Name:
	Developing and Controlling the Budget

	
	

	Interview Date:
	November 13, 2008

	
	

	Client Attendees:
	Information not available

	
	

	Notes on Current Process:
	· Budget system is manual and not tied to HR or Finance

· Everything is done on Excel spreadsheets

· Begins in November and finishes in July when it is loaded

· Actual budget is loaded in July

· Board of trustees must adopt the budget in September, public session is in August.

· Close fiscal year working day of August

· Prior year data entered in August along with new data

· BOT has a few weeks to discuss.

· Budget must be in the system in July

· Budget adjustments are done in the first quarter

· A budget = Wages & benefits

· B budget = the org budget (discretionary)

· Rolled in HR to the next fiscal year and then reconciled (May)

· Utilities, leases (operational)

· Tentative budget is locked and goes out in June

· Performs second reconciliation in June (for budget movements like HR changes)

· Pool accounts (budget level) – automatic budget allocation

· Adopted budget plus any transfers and revisions.

· Every budget revision has to go for approval under Title V.

· Float for budget positions - handled in HR

	
	

	Customer Concerns / Hindrances:
	· Budget is not real time

· FRS is confusing and a lot of people don’t go there.

· Reports are half a month old once they get it.

· PRs are not encumbered

	
	

	Staff Concerns / Hindrances:
	· System is not integrated

· Must go back to original budget when there are variances

· Reporting is poor and cumbersome (and confusing)

· Reporting is very manual and requires a lot of Excel spreadsheets

· Lots of ins and outs and cannot see what the actual budget is

· A lot of items just total on the bottom line.

· Difficult to explain a debt/credit concept to a non-finance user.

· Closing around 10th or 13th of the month but budgeters cannot determine if they have any funds left over or what has been encumbered since the ending fund balance.

· Because of foundation bill backs, there is a 5 month delay in what is reflected in the foundation.  Interfund transfers occur on the district side but don’t hit the foundation account until months later.

· When viewing expenditures there is not enough detail.  Can make guesses but not knowing for sure without asking someone for more detail.

· Better descriptions are not entered in the current system

· Currently detail screen has everything in it.

· Space limitations in current descriptions

· Misuse of object codes (wrong accounts are being used)

	
	

	Improvements:
	· Desire to see variances and the budget level.

· Ability to accommodate different needs at different times

· Automate budget transfers that go to the Board.

· Set up some securities to insure changes are done properly.

· Streamline transactions so everyone doesn’t have to see all of the details.

· Is there a way to feed the mid-month payroll (hourly charges)?

· Consider running one payroll instead of two

· Ability for budget to do multiple year scenarios or projections based on various “what if” scenarios.

· Better comment space and attachments (pdf or Excel spreadsheets

· Ability to pay in different fiscal years – real time

· Better variance reports

· Online budget adjustments

· Ability to break out reports by A, B and C (specific object codes grouped for separate expense reporting – by account)

· Position control should be tied to budget real time.  

· Real hours for where folks worked – especially in Construction budgeting

· Ability to charge a dollar amount of a person’s salary, rather than a percentage.

· Ability to accommodate grant limits when its dollar related and not necessarily a percent.

· Ability to increase budget by percentage or amount – in budget development.

· Ability to have and kill “dream worlds”.

· Ability to see original budget vs. revised budget with encumbrances and actuals split out – in summary or in detail.  For grants and multi year projects be able to see original vs. budget etc.

· Reports with budget adjustments/revisions. Budget transaction summaries.

· Ability to see multi-year budget as well as current year budget for some accounts.

· Ability to see revision history.

· Ability to carry over encumbrances and corresponding budget from one fiscal year to the next. Revised budget – not original

· Memo encumbrance (Is there a way to view adopted, revised, etc.?)

· Ability to see fund balances throughout the year.  Ability to know where they are cash balance.

	
	

	Interfaces:
	· Mac User Interface

· FR( HR

	
	

	Stand-alone databases:
	· Hyperion/Brio

· Excel

· Research database – data warehouse

	
	

	Potential Policy Changes:
	None identified
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Description of tasks and decisions associated with the process

1. Downloads prior year budget

Budget Office downloads prior year original budget to Excel or Self Service.

2. Creates 4 budget phases

Budget Office creates four budget phases. These include:

· Phase 1 – Salaries

· Phase 2 – Benefits

· Phases 3 – Operations & Revenue

· Phase 4 – B budget

Note: tasks 2 and 4 move back and forth during the beginning portion of the process.

3. Researches compensation issues

Human Resources researches compensation issues.  Note: tasks 3 and 8 move back and forth during the beginning portion of the process.

4. Receives B allocations

Campus and Central Services receives B allocations.

5. Creates dept. budget & reviews internally

Campus and Central Services creates departmental budgets and reviews internally.

6. Reviews & provides input

Campus and Central Services reviews and provides inputs on budget.

7. Manages Phase 3 Ops & Revenue

Budget Office manages Phase 3 Operations and Review.

8. Combines all 4 phases

Budget Office combines all four budget phases.

9. Generates tentative budget for Board

Budget Office generates a tentative budget for the Board.

10. Reviews tentative budget

The Board reviews the tentative budget.

11. Finalizes temporary budgets

Budget Office finalizes the temporary budgets.

12. Loads adopted budget

Budget Office loads the adopted budget into Banner.

13. Runs final report for Board in Excel

Budget Office runs final report for the Board in Excel.

14. Reviews & approves final budget

Board reviews and approves the final budget.

15. Creates final reports

Budget Office creates final reports.

16. Rolls final approved budget into Banner

Budget Office rolls final approved budget into Banner.  Process ends.
Recommendations
Banner provides the ability to use current year budget as a basis for developing the following year budget. Once the budget is developed and loaded Banner keeps track of the original budget and budget variances separately. Finance Self Service provides all budget managers with the ability to view accurate real-time budget information. This includes the original budget, budget adjustments, less requisitions and purchase orders, less vendor invoices which provide a remaining balance.  This is all online and can be downloaded into a spreadsheet by the budget manager. 

To develop the budget with the best efficiencies it is recommended to use Banner Finance, Budget Development Module of Finance Self Service, Luminis, and Workflow.  The combination of these products will allow the following:

Banner Finance:

· Ability to create multiple Budget IDs and phases to track the various stages or “what if” scenarios in developing a budget.

· FTMOBUD (Operating Budget Control Form) - Establishes valid budget phases within budget IDs for budget development purposes.

· Ability to use Spreadsheet Budgeting to mass load or down load budgets using Excel worksheets.

· May be used to download information over a period of time to track trends.

· Ability to view or alter data in Budget ID and phases.

· FBABPRC (Budget Process Control Parameters Form) - Establishes a record for each phase of the budget process for which a roll from another phase is required. This form defines the Base Budget and/or Phase from which each phase will be created or rolled. This form also provides for the deletion of any phase or the activation of the phase that is to be rolled to the General Ledger. The parameters entered on this form are used to run two RPTs: FBRBDBB and FBRBDRL.

· Ability to load completed budget in the new fiscal year.

· Ability to view budgets, expenditures, commitments and available budgets online.

· FGIBDST (Organization Budget Status Form) - Enables you to view an online query of the budget availability by organization code.

· Ability to receive authorized budget from Banner Human Resources

· Turn on Fund/Org Security to:

· Prevent Departments from viewing or creating budgets in areas over which they have no authority.

· Give Finance the ability to lock completed budgets.

· Allow automatic numbering of budget adjustments.

· Give the submitter the ability to discover problems such as, incorrect accounting information, message if NSF condition and/or document does not balance.

· Turn on approvals to allow:

· Automatic forwarding of approved documents

· Disapprove documents

· View documents awaiting approval

· Satisfy NSF conditions

· View approval history

· Receive disapprove message (Banner Finance only)

· Build queues that can route documents to various approvers based on the accounting distribution used and

· Set up approvers to approve documents at various dollar amounts.

· Use rule codes to prevent end users from moving budgets or expenses out of revenue accounts or limit them to use Budget Pools.

· Ability for multi-year projects to roll budgets from fiscal year to fiscal year and post transactions into the prior fiscal year when the accrual period is open.

· Ability to post expenditures to a accounting distribution without a budget if:

· The budget checking is turned off for that document type.

· The budget checking is set to warning.

· An NSF override is used on the document when the budget checking is set to error.

Budget Development in Finance Self Service:

· Ability to enter new budgets or change posted budgets (against a Budget ID and Phase that is unlocked) into an electronic budget worksheet.

· Ability to create “what if” scenarios on line without posting the budget.

· Ability to track history of changes made to a budget.

· Ability to download information into Excel.

· Ability to compare one budget phase and ID to another budget phase and ID.

· Ability to view budgets in summary format using organizational hierarchy.

Workflow:

· Can send email when document has been posted

· Trigger an alert that backup documents need to be scanned after it has been completed.

· Can send email to departments when budgets need to be completed based on when the budgets are made available in the Budget Development Module of Finance Self Service.

Luminis:

· Enhances Workflow by using a Luminis channel to identify what documents need to be approved or disapproved instead of emails.

· Enhances Banner Finance and Finance Self Service by using a single sign-on through the Luminis portal and creating links to these systems.
	Process Name:
	Managing Grants and Sponsored Projects

	
	

	Interview Date:
	November 13, 2008

	
	

	Client Attendees:
	Information not available

	
	

	Notes on Current Process:
	· Idea developed by someone for a grant

· OTI – occupational training institute

· Manual approval form (future WF?) Dean, VP, ETS, Research Area, Grants monitor (accounting).  If Foundation funds, Foundation director must sign.

· Proposal is written (works with grants to develop the budget)

· Submits proposal (via federal agency, state chancellors office, foundations, etc.)

· NSF.Gov and FASTLANE

· Either awarded or is returned with some revisions (requested to do it for less funds).  May need to be downsized.  Then resubmits.

· Grant is awarded

· Notification grant received

· Account string created

· Budget loaded

· Notification for account string

· Ongoing monitoring of grant and account

· Reports (quarterly and annual) such as:

· Quarterly showing budget and YTD

· Annual progress Budget YTD with narrative

· Monthly report to those who are holding the grant (showing balances etc.)

· Invoicing (billing) for OTI grants, private internship program, 

· Draw downs for federal proposals (National Science Foundation – NSF)

· G5 system

· State reporting CTEA (Perkins)

· Economic development – Quarterly report with expenses-to-date.

· Annual report on construction and equipment – scheduled maintenance

· Restricted funds

· Manual clean up occurs after the close date

· Indirect is posted manually then acct. is zeroed out and frozen to prevent anyone else from doing anything on it.

· Match is done off book – items not tracked in the system (1 on 1 match, 3:1, etc.) – Cost share 

· Final report to the particular agency with narrative, budget and actual expenses

· Communicates with outside parties (collaborators with FHDA in the lead).  Uses standard contract with other entities attaching other necessary documents.

· FH could be a sub for DA…

· DA can hold the contract with FH as the sub

· Archiving – boxed and warehoused

	
	

	Customers Concerns / Hindrances:
	· All open orders were held until the grants were entered (held for three months).  Certain grants needed to expend or lose the money.

· System is manual.  Some of the documents are in grants and maybe the grant director.  If someone wants to see the data, they must contact a person to look at the file.  There is no real information on the current system.

· Training:  There is now where for new people to go to find out what the process is for actually doing a grant (writing it, getting approvals, understanding the details, etc.)

· When the grants are freezes accounts and it’s tied to a project, there is no way to see what year a transaction is in if it needs to be researched.  Even though it’s dormant, you can’t see much history.

	
	

	Staff Concerns / Hindrances:
	· Unknown where signatures are in the process.

· Cannot see approvals (electronically)

· Cannot see details of the grant

· Process isn’t followed when there is a fire drill because it is so manual or could be a new player in the grant for the first time.

· Don’t check the elements before they move forward with it.

· Top down makes it hard to assign an Dean to the project.

· The process is out there but could be updated and made a bit easier to find on the web.

· Reports couldn’t be read (MER) because it was so complicated.  They only wanted to see what they had spent up to that point.  Staff had to create another report that was easier to understand.

· FRS set-up is confusing in the current state.

· Date in the reports is never in real time.

· Grant runs out of money but Payroll still runs.

	
	

	Improvements:
	· Ability to flag accounts in order to pull them back.

· Explore the internal reporting possibilities (FH and DA separate when one or the other may be the sub)

· Change budget in revised column to show them what they are allowed to spend.  And then shift it back at the end of the year.

· Put a Grants channel on Luminis.

· Ask HR to include a view of the Grants channel during pertinent new hire orientation (faculty, deans etc.)

· Develop a Workflow for the grants form with the trigger being in the Luminis channel to email the grants coordinator.

· Electronic approvals via Workflow for grants proposal in Banner.

· Quarterly reports – certain funds needed to be spent, faculty didn’t know and the funds were lost.

· Electronic reminders about quarterly reports and spending funds (the WF trigger being a specific date).

· Ability to track reports and have a print-out of what lies ahead (events and calendaring).  Activity by quarter reporting.

· Ability to tie sub contract to the lead grant and track the sub contracts.

·  Reminder about time keeping and labor for documentation and labor (duty certification).

· Jean – Timesheets for grants? Different for classified, management and faculty…

· Develop a way of reporting time (from the payroll side) for grants.

· Eliminate Excel reports in Grants reporting.

· Get indirects automatically

· Post automatic indirect when closing an account.

· Develop a way to stop payroll if a grant’s funding is fully expended.

· Red flag for overspending an entire grant.

· When moving money at year end with funds left in matriculation.  Grants move positions with FTE but it is all manually tracked (labor re-allocations)

· FRS and HRS don’t talk to each other, causing manual intervention, work and reporting.

· Is there an easy way to write a report to capture FTE data?

· Ability to track e-con and federal equipment that meets requirements.

· Foundation gets funds for a grant.  They hold the funds (to earn interest).  Is there a way to get funds moved over as expenses are occurring?

· Ability to get detail on a receivable

· Ability to track annual budgets on a multi-year grant.

· If expense is over 1K route automatically to the grants administrator (in the rules)

	
	

	Interfaces:
	· Upload things using Excel

· Grants.Gov, 

· Fastlane

· Chancellor’s office interface (website)

· T tip

· G5 – federal U S Dept. of Ed, title III Grant, Pacific Islander

	
	

	Stand-alone databases:
	· Excel

· Brio/Hyperion

· Filemaker Pro

· Word

· PDF

	
	

	Potential Policy Changes:
	None identified
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Description of tasks and decisions associated with the process

1. Develops grant idea

Department develops a grant idea and discusses it with the Dean.

2. Completes approval form & notifies

Department completes the approval form & notifies the Grants Monitor via Self Service.  Go to #2 and #3.
3. Works on budget dev. with Grants Office

Department works on the budget development of the project with the Grants Office.  Go to #5.
4. (VP) reviews

Vice President reviews the grant proposal.

5. Obtains final signature & submits

Finance/Grants Monitor obtains the final signature and submits the proposal to the agency.

6. Awards proposal

Agency awards the proposal.

7. Receives notification of award

Principal Investigator (PI) receives notification of the award.

8. Obtains board approval

PI obtains board approval for grants over 72.4K.

9. Updates proposal info in Banner & scans

Finance/Grants Monitor updates proposal information in Banner and scans appropriate documents via the Banner Document Management Suite (BDMS).

10. Begins notifications of award
PI begins notifications of the award.

11. Establishes grant code & fund & links proposal

Finance/Grants Monitor establishes the grant code and fund in Banner for the award and links them to the proposal.

12. Enters/updates all info.

Finance/Grants Monitor enters, updates budget, billing and cost-sharing information.

13. Sets up security & builds org & rule codes

Finance/Grants Monitor sets up security and builds org and rule code edits for budget access rights.

14. Updates grant budget information

Finance/Grants Monitor updates grant budget information.

15. Submits ePAF to fill position

Department submits an ePAF to fill the position for the grant.

16. Receives ePAF notification

HR/Payroll receives the ePAF notification.

17. Updates job information & budget data

HR/Payroll updates job information and budget data in Banner.

18. Submits requisition/PO & scans

Department submits requisition/PO for goods and services and scans the back-up documents via BDMS.

19. Routes req/PO to appropriate approvers

Department routes the requisition or PO to the appropriate approvers.

20. Reviews items over 1K & approves

Finance/Grants Monitor reviews items over 1K and approves.

21. See Purchasing Goods & Services process

22. Posts transactions

Finance/Grants Monitor posts the transactions in Banner.

23. Conducts grant research

Department conducts the grant research.

24. Reviews/updates grant info & budget

PI reviews and updates grand information and it’s associated budget.

25. Reviews & updates T&E

Department reviews and updates Time and Effort (T&E).

26. Generates labor & expenses report(s)

PI generates labor and expenses report(s).

27. Reviews & validates report

PI reviews and validates the labor and expense report.

28. Notifies Grants Monitor of necessary changes

PI notifies the Grants Monitor in Finance of any necessary changes.

29. Makes any adjustments

Finance/Grants Monitor makes any adjustments.

30. Generates grant financial reports

PI Generates grant financial reports.

31. Reviews, certifies & submits reports

Finance/Grants Monitor reviews, certifies and submits reports.

32. Creates invoices & requests PI review

Finance/Grants Monitor creates invoices and requests PI review of those invoices.

33. Submits progress report to Agency

Finance/Grants Monitor submits progress report on the grant to the granting agency.

34. Processes invoice for payment

Agency processes invoices for payment.

35. Receives & processes payment

Finance/Grants Monitor receives and processes payments, while also updating the receivables.

36. Begins Reconcile, Posting & Finance update

Finance/Grants Monitor begins the reconciliation, posting and finance updates.

37. Sends final financial report

Finance/Grants Monitor sends the final report to the agency.  Process ends.
Recommendations
Banner will provide real-time data such as purchase orders, vendor invoices, vendor payments, payroll charges and funding deposits all within one system. The management of this data is within the Grants Module. This module provides the ability to track granting agencies funds that are received and how they are spent. 
To manage grants with the best efficiencies it is recommended to use: Banner Finance, Finance Self Service, Workflow, Luminis, and Banner Document Management Suite.  The combination of these products will allow the following:

Banner Finance

· Set up the system to defer indirect cost and cost share calculations until a Banner report (FGRGRNT) is run (this aids in audits and keeps the number of transactions down in the system).

· FTMBASI (Basis Definition Code Maintenance Form) - Enables you to define and establish the base for indirect cost (F & A) and cost sharing calculations. The basis may be linked to a proposal for calculations within the Proposal Budget Form (FRABUDP).

· FTMINDR (Indirect Cost Rate Code Maintenance Form) - Enables you to define the indirect cost (F & A) rate.

· FRHINDR (Indirect Cost Rate History Form) - Enables you to query a history of changes on indirect cost (F& A) rates.

· FTMINDA (Indirect Cost Charge Code Maintenance Form) - Enables you to enter the accounts and percentages for overhead charge calculations. Indirect Cost Charge Accounts represent the debit side of the posting transaction for indirect costs (F & A) to the grant fund.

· FTMINDD (Indirect Cost Distribution Maintenance Form) - Enables you to enter the FOAPAL distribution for the recovery of indirect charges. This form creates transactions used for the credit side of indirect costs (F & A) in the ledgers. All of the FOAPAL elements are defined on this form.

· FTMCSTR (Cost Share Rate Code Maintenance Form) - Enables you to enter Cost Share Rate Codes and their related descriptions. This form is also used to record the rate or lump sum amount for cost share calculations.

· FTMCSTA (Cost Share Credit Code Maintenance Form) - Enables you to enter the accounts to which cost share amounts are to be credited or to enter a fund code that can be used as an alternate fund to track cost share activity.

· FTMCSTD (Cost Share Distribution Maintenance Form) - Enables you to define the FOAPAL elements used to reflect the cost (or debit) side of the cost share calculations on the unrestricted fund.

· Set up the system to allow for different proposal and grant: status codes, categories, and sub-categories.

· FGAGRNT – (Grant Maintenance Form) - Use this form to enter or update grant (construction) information. 

· Set up the system for various indirect cost and cost share calculations.

· Maintain and track key proposal information, budgets and events.

· FRABUDG – (Grant Budget Form) - Use this form to create grant budgets. There are three ways to create a grant budget: • By manually entering grant budget information on this form • By copying information from a proposal budget • By copying information from another grant budget When copying information from a grant or proposal budget, you can change the budget information as needed prior to saving the new grant budget.

· Maintain and track key grant information, budgets and events.

· Set up system wide grant billing defaults for: 

· College address

· Refund clearing account 

· Deferred revenue account

· Payment holding account

· Payment holding fund and 

· Various billing exceed parameters

· FRASYSC (Research Accounting System Control Form) - Enables you to create and maintain system control records that store general billing information about grants such as payee name, address, and other system-level defaults.

· Set up billing and report codes (i.e., 270B, 272B, 269R, 272R, 1034).

· Set up Letter of Credit payment codes.

· FRVPMSC (Payment Management System Code Maintenance Form) - Enables you to create and maintain payment management system codes that link together grants that have the same reimbursement requirements and were received from the same sponsoring agency.

· Set up billing exclusion parameters.

· FRVBECL (Billing Exclusion Validation Form) - Provides a list of defined exclusion codes for query purposes.

· Set up events.

· Run bills and reports.

· Set up grant account receivables.

· Turn on Fund/Org Security to prevent end users from moving or viewing budgets/expenditures for grants over which they have no authority.

· Use rule codes to prevent end users from moving budgets/expenses out of revenue accounts or limit them to only use budget pools.

· Allow the grants department to make entries into a grant after the grant has terminated but before the grants expenditure end date.

· Ability to have a project/grant tracked over multiple years.

Finance Self Service:

· Allows end users that do not have access to the baseline Banner Finance Research Accounting module to view grant information, record grant budget transfers, or grant requisitions.

Workflow:

· Sends email to a proposal approver to review proposal and collaborative agreement.

· Sends email to the PI when grant is due to close and email the grants department to print the final report.

Luminis:

· Enhances Workflow by using a Luminis channel to identify what needs to be satisfied instead of emails.

· Enhances Banner Finance and Finance Self Service by using a single sign-on through Luminis and creating link to these systems.  

Banner Document Management Suite:

· Can index scanned original and backup documents to Banner Proposal or Grant.
�
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