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BANNER OVERVIEW  
 

 

× Important Banner Forms 

Á F R A G R N TðGrant Maintenance  

Á F R I G I T Dð Grant Inception to Date 

Á F R I G T R DðGrant Detail Transaction Activity 

Á F G I T R N DðDetail Transaction Activity 

Á F G I D O C RðDocument Retrieval Inquiry 

Á F G I E N C DðDetail Encumbrance Activity 

Á F G I O E NCðOrganizational Encumbrance List  

Á N H I D I S Tð Labor Distribution Data Inquiry 

 

× Accessing E-Print Reports 
 

× Important Banner Reports 

Ą  The following reports will be what you will have 

access to in E-Print 

 

Á F G R B D S CðBudget Status (Current Period) 

Á F G R O D T AðOrganization Detail Activity 

Á F R R G I T DðGrant Inception to Date Report 

Á F G R F A A Cð Fund/Account Activity Report 

Á Z F R P S R VðPersonnel Services Report 

Á Z F R F A D Nð F&A Cost Report 

 

× Extracting Payroll Data 

Ą  Detailed Payroll informationðdetails of who was paid 

from a particular Index, Fund, etc.ðwill not be included 

in the E-Print reports.  The following form must be used: 

 

Á N H I D I S Tð Labor Distribution Data Inquiry 

 

× Quick Reference Guide 

Á Cross-Reference for FRSĄBanner Values 

Á Common FRS SubcodesĄBanner Account Codes 
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F R A G R N T ðGrant Maintenance 
 

 

F R A G R N T  is a form to use to view how the Sponsored Programs Accountant set up 

an award in Banner.  Once the Sponsored Programs Office receives the award approval, 

the Contract Administrator submits the documentation to the Controllerôs Office so the 

Banner indexes can be assigned. In F R A G R N T  you can view the following: 

 

 The Project Period approved by the agency 

 The award Status and the date that status was updated 

 The funded amountsðincluding current, cumulative, and the anticipated 

maximum 

 Approved Grant TypeðCost Reimbursable, Fixed Price, etc. 

 Grant Categoryðthe type of funding agencyðFederal, Private, State, etc. 

 Grant Sub-CategoryðSpecial project conditions 

 

 

 

You can also find out which Sponsored Programs Administrator and Sponsored Programs 

Accountants have been assigned to your award by going to:  

 

Options Ą Personnel Information  
Or by clicking the 

    Personnel Tab on the Main tab line 

           
 You can use the scroll bar to obtain all of the 

personnel information for your grant 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

An example and a detailed explanation of 

the FRAGRNT  form can be viewed on 

the next page 
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F R A G R N T ðGrant Maintenance 
 

 
 

 

 

 

 

 

 

 

 

 

 

Status Codes: 

 
A = Awarded 

B = Precontract Cost Authorized 

C = Closed 

D = Termination ï Default 

G = Letter of Guarantee 

P = Closeout in Progress 

S = Stop Work Order in Effect 

T = Termination ï Convenience 

X = Contract Documents Destroyed 

I = Inactive 

Grant Types: 

 
A = Agreement - Cost Reimbursable 

B = Agreement - Fixed 

C = Contract - Cost Reimbursable 

D = Contract - Fixed 

F = Subcontract - Fixed 

G = Grant - Cost Reimbursable 

H = Grant - Fixed 

O = Purchase Order - Fixed 

P = Purchase Order - Cost Reimbursable 

S = Subcontract - Cost Reimbursable 

X = Other 

Category Values (funding type): 

 
A, B, D, G, M, P, D, G, T, U 

   = Various types of Private Funding 

F = Federal 

I = International 

L = Local 

O = Other State 

R = Research Foundation 

S = State 

Sub-Category Values: 

 
ADDS = Additional Space 

ANIM = Small or Large Animals 

BIOH = Biohazardous Material 

HUMA = Human Participant 

ITRS = Info Tech Resources 

NARC = Narcotics 

RADM = Radiation Materials 

RDNA = Recombinant DNA 

TOXA = Toxic Agents/Carcinogens 

1 2 

3 

4 

1 

2 3 4 

Enter the Grant Number 

(formerly the USU 

Control Number, without 

dashes) 

 

Click Next Block 

Total Amount of the 

entire Award 

(example: if the 

award is for 5 years 

this will be the total 

for the entire 5 

years) 

The Termination Date is set as two 

months after the end of the project ï 

This is the last date expenditures 

can be posted to the award 

 

Cumulative of all the 

previous Budget amounts 

(total of year 1+2) 

Current Budget Amount 

(example could be year 2) 

  # # # # # #   # # # # # # 

ORG 

PI ID PI NAME 

Miscellaneous Comments 

Miscellaneous Comments 
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F R I G I T D ð Grant Inception to Date 
 

F R I G I T D  is a form to use to view an accountôs current statusðcurrent budget, 

cumulative expenses, cumulative encumbrances by account code, and the available 

budget balance. 

 

You can search for the status of a particular account based on the following attributes: 

 

 Grant Codeðformerly the USU Control Number (without dashes) 

 Index Number 

Ą  If you enter an Index Number, the Grant, Fund, Orgn, and Prog fields will 

automatically be populated 

 

 
 

Time Periodðyou can determine what time period you want information retrieved for.  

You can change both the Month and the Year fields for the Date From and the Date To in 

order to customize your search.  The default is inception-to-date. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Monthly Information ðYou can obtain this same informationðreporting finalized 

transactions for each month of the fiscal yearðin E-Print.  This information will be 

contained in the F R R G I T D ðGrant Inception to Date Report.  This report will be 

discussed in detail later. 

In order to obtain your true budget, 

expenditure, and balance information, you 

will need to use the scroll bar and make sure 

you are at the bottom of the data.  You will 

notice your totals will change as you scroll 

down.  The totals only reflect the cumulative 

of the data that has been viewed on the 

screen at a point in time.  

 

 Get in the habit of always scrolling to the 

bottom to obtain your true balances. 
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F R I G I T D ð Grant Inception to Date 
 

 

 
 

 

 

 

If you want to know the detail that makes up the activity that you see, you can click on 

the line you are interested in so that line becomes highlighted.  Then you go to the 

following: 

 

Options Ą Grant Detail Information 
 

From here, the form F R I G T R D  will be displayed and will show all of the transactions 

that have posted to that particular Account Code.  An example is shown on the next page 

to show what transactions have posted in the account code 751300ðOut-of-State Travel. 

 

 

You can search for 

activity in a particular 
year or leave it blank 

and activity for the life 

of the project will be 

retrieved. 

After you enter the 

Grant Number and the 
Index Number  click on 

 

Next Block 

 
The bottom half of the 

formðwith the datað

will then be populated 

Scroll down to 

reach the bottom of 
the data and obtain 

your true balances 

Once you have reached the BOTTOM  of your data, your true current activity totals and balances are shown 

This lets you know what type of expense each item 

is classified as (particularly how it is classified in 
the bottom totals of the E-Print reports). 

 

L = Labor (salaries, wages, & benefits) 

E = Expenses (other than labor) 

R = Revenue items 
 

T= Transfers 
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F R I G T R D ð Grant Transaction Detail Form 
 

Example of all activity that has posted to account code 751300ðOut-of-State Travelðfor 

this Grant & Index 

 

 
 

 

 

 

 

 

 

 

Common Transaction Types: 

 

BD%%ðbudget entries/adjustments 

E010ðPost original encumbrance 

E020ðEncumbrance adjustment 

E032ðEncumbrance liquidation 

FT01ðInterfund transfer (Journal Voucher) 

GRRVðGrant Accrued Revenue 

HB%ðHR benefits entries 

HEAðPayroll encumbrance adjustments 

 

 

 

Common Transaction Types cont: 

 

HESðHR salary encumbrance 

HPEðPayroll expense 

HRRðHR Recast (reallocation) 

HSEðSalary Expense 

INEIðInvoice with encumbrance 

INNIðInvoice without encumbrance 

JE1ðJournal entry 

J020ðBudget Carry Forward Journal 

 

Common Transaction Types cont: 

 

OCEðOn Campus Expenditure 

PCLQðCancel POðreinstate request 

PCRDðCancel PO 

PLIBðPurchase Card liability 

POLQðPOðRequest Liquidation 

PORDðEstablish PO 

RCQPðCancel Requisition 

REQPðRequisitionðReservation 
 

Use this scroll bar to view more of the details available for each transaction.  For this 

example, we needed to scroll across to obtain a Transaction Date for each item 

Use this scroll 

bar to move up 

and down 

through the 

various 
transactions 

1 

1 
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F G I T R N D ðDetail Transaction Activity  
 

This form is very similar to the form described aboveðF R I G T R D .  You can go here 

to find out all of the transactions that have posted to a particular Index during a specific 

fiscal year.  If you want to know all of the transactions that posted to a particular Account 

Code for a particular Index for a fiscal year, you can indicate which Account Code in the 

Acct field.  The default is to keep the Acct field blank. 

 

 
 

 
 

 

Ą In the detail information, you will see a Date column.  This date does not necessarily let you know what 

month the transaction posted (particularly during the week overlap in a new month prior to the standard 

month end).  If you want to see what actually posted in a particular month, then you will want to type in 

one of the following codes in the Prd field:  

 

 

 

Enter the FY value, followed 

by the Index and the Acct (if 
desired) 

 

Then click on 

Next Block 

Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun

01 02 03 04 05 06 07 08 09 10 11 12
1 

Execute 

Query Button 

At first, it may appear 

like there have been no 
transactionsðin order 

to retrieve the detail, 

you need to 

Execute a 

Query  

 
(F8 or click on the 

Execute Query Button) 

 
**the message at the 

bottom of the form 

also prompts you to 

execute a query** 

Use this scroll bar to view more of the detail available for each transaction. 

1 
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F G I D O C R ðDocument Retrieval Inquiry 
 

In this form, you can view the detail for a particular document reference number.  For 

example, if you notice a transaction posted to your account with a document number of 

JExxxxxx, and it does not seem familiar to you, you can go to this form to see more of 

the detail that was processed with the JEðincluding both the Debit and the Credit Index 

Numbers, Funds, and Orgns.  

 

 

 
 

 

 

 

 

 

 

Use the scroll bar to see all of 

the transactions that posted 
under this Document Number.  

This example is a Journal Entry 

so for every line on the journal 
entry, there are two sequences 

(Seq) here: 

 
(1)  Showing the Debit side of 

the transaction [D] 

 

(2)  Showing the Credit side of 

the transaction [C] 

Enter the Document Number 

you wish to see the detail for 
 

Click Next Block 

Month the document was 

processed 

Number of lines processed 

in this document 

Indicates you are looking at record/line item number 4 ï 

which is the same as the Seq number that is highlighted 

JE###### 
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F G I E N C D ðDetail Encumbrance Activity 
 

In this form, you can view the status of a particular encumbranceðincluding the balance 

remaining.  You can also see the amount obligated on multiple indexes and the respective 

activity and balances. 

 

 
 

 

 

 

 

 

 

 

 

Enter the encumbrance number you wish 

to see the detail on 

 

Click Next Block 

 

All of the information about that 
encumbrance will then be retrieved and 

displayed in the fields below 

 
 

Identifies the Vendor this encumbrance is with 
Balance left on the  

EncumbranceðPO  

The Sequence indicates how many Indexes are being used to pay for 

this particular PO.  In this example, there are 2.   
 

Use the scroll bar to identify what Indexes are being used and the total 

that has been encumbered against each Index 

 
 

TOTAL obligated on this Index  TOTAL liquidated (paid/reduced)  Balance on Index 

Transaction detail for activity posting to the 

Index in Sequence 1  
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F G I O E N C ðOrganizational Encumbrance List 
 

In this form, you can view all of the encumbrances that are obligated against a particular 

Index.  If you want to know more information about a specific encumbrance, then you 

can click on the encumbrance to highlight it, then go to: 

 

Options Ą  Query Detail Encumbrance Info 
 

This will then take you to form F G I E N C D ðDetail Encumbrance Activityðthat 

was discussed on the previous page.  You can also just make note of the encumbrance 

number and go directly to this form. 

 

 

Enter the Index #, 

Orgn #, or Fund # you 

wish to search by then 

 

Click Next Block 
 

(You do not have to enter 

all three numbers) 
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N H I D I S T ðLabor Distribution Data Inquiry  

 
 

In this form you will be able to view the people specifically were paid on a particular 

index and account code for a specified period of time, however the default is from 

inception to date. 

 

 

 

 

Tab past this Finance 

Document Number to enter 

the values you wish to 

query by 

COA will 

always = ñUò 

Enter the desired time 

period. Default is to 

leave these blank 

Generally, you 

will want to know 

the Expenses 
Category.   

Type in the 

desired Index 

Number for your 

Query   

Once the search 

criteria has been 

entered 

Click Next Block 
You will then see 

the first line in the 

bottom section 

highlighted 
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To view the payroll information, you will then need to Execute 

the Query by clicking the Execute Query Button or pressing F8 

 

 

Execute 

Query 

Button   

A listing of the 

personnel paid (and his 

or her respective 

amounts) on this fund 

during July, 2004 is 

then displayed   

 

ID # Last Name First Name 

TOTAL payroll paid during 

July for this particular Fund. 

If there were more than one 

employee paid, this would 

sum the totals of all 

employees 

Use this scroll bar to obtain more detail such as 

Position Number, Fiscal Year, Orgn, Account 

Code, Document (Reference) Number, etc. 
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Accessing    

E-Print 

Reports 
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Accessing E-Print Reports 

 
Monthly reports will no longer be printed and distributed to campus.  Each PI will need 

to obtain his or her monthly reports by logging into E-Print.  E-Print will be the storage 

facility for every monthly reportðrecent reports will not overwrite older reports.   

 

Once you are logged into E-Print, you will have the ability to see the list of your reports 

so you can then view or print the desired reports.    

  

NOTIFICATION  
  

When a new version of the E-Print report is ready, the E-Print server will notify you by 

email.  The notification email list has been established from the email addresses collected 

and then setup with the Banner User IDôs.  This notification message will be sent to all 

Banner Users who have query access in Banner Finance.    

 

LOGGING IN TO E-PRINT  
  

E-Print is accessed through a web browser.  To open E-Printðin a browserðcomplete 

the following steps: 

1. Type in   http://eprint.usu.edu   in the browserôs address bar  

2. Type in your login information 

 a. User ID = Your Banner User ID (firstname_lastname)  

 b. Password = Your Banner Password  

 c. The default selection is the Production (FINANCE ZPROD) 

Repository  
d. Click on the Enter button  
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L IST OF REPORTS 

 
After logging into E-Print, you will see a list of reports available for you to access.  This 

list is the most recent version of all available reports.  The Date column on the right-

hand side indicates the date the report was created.   

 

  

The following example will show how to access the F G RBD S C 

ReportðCurrent Budget Status Report: 
 

  

1. Click on the Drill Icon next to the report you want to view.  This will open the 

Report Detail: F G R B D S C screen  

Drill Icon 

Date the report was 

created 


