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Introduction

mEEm

Course goal

The goal of this workbook is to provide you with the knowledge and practice to accurately
calculate and assign cost of attendance values to applicants based on budget types using
the various functions in the Banner Budgeting module. This workbook is divided into three
sections:

1. Introduction

2. SetUp

3. Day-to-day operations

Intended audience

Financial Aid office administrators and staff

Prerequisites

To complete this course, you should have

o completed the Education Practices computer-based training (CBT) tutorial
“Banner 8 Fundamentals,” or have equivalent experience navigating in the Banner system

o completed the Financial Aid Overview training workbook
o a minimum working knowledge of SQL for building rules
. administrative rights to create the rules and set the validation codes in Banner.
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Process Introduction

Introduction

Applicant budgets reflect the approximate costs that an applicant is expected to incur while
attending the institution. These costs are different for different categories of students; for
example, on-campus versus off-campus, graduate versus undergraduate. An individual
applicant can have at most two different budgets, one for Pell Grants and a second for non-

Pell programs.

Flow diagram

This diagram highlights where the budgeting process occurs within the overall Financial Aid

process.
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Setup

mEEn

Overview
[ |

Introduction

The Budgeting module calculates and assigns cost of attendance values to each applicant
based on budget components in effect at the institution (e.qg., tuition, fees, room and board,
etc.) This module provides these features:

. Budget Component Assignment — assigns a pre-defined set of budget categories
(components) and values to students according to their budget group.

. Mixed Enrollment — creates a budget that is a weighted average of two or more
budgets. This is useful for a student who is on-campus for half a year and off-campus for
the other half.

° Multiple Budgets — based on user-defined rules, a student can be assigned a Pell
budget plus one additional budget.

. Transaction Log — maintains an online log of all budget and budget group
changes.
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Objectives

At the end of this section, you will be able to

. create budget components, component amounts, budget groups, and budget
types
. define aid periods

. establish valid budget types by budget groups

. establish valid budget components by budget groups, budget type, and aid
period combinations

. define budget group assignment rules for each budget group established.
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Aild Period Validation Form
[ ]

Purpose

The Aid Period Validation Form (RTVAPRD) is used to maintain valid aid periods,
descriptions of each period, percent of full academic year costs assigned for budgets for this
aid period, the percentage of the student’s annual Pell award that may be awarded for this
aid period, the Expected Family Contribution (EFC) percentage for the period, and the
activity date of the maintenance.

Banner form

’2;2_.5'-.\:! Period Validation RTWAPRD 8.0 (BANS) -

Budget Full Pell Full EFC Activity
Code Description Year Percent Year Percent Percent Date

|summer-fall-spring-summer 133.333 100 133.333 14-JUM-1999 *
[1TERM [t2 man in L term for UKD 133,333 100 [ 133333 [16-sEP-1908
|3TERM |3 term aid period for testing 133.333 o 126 18-AG-2005
latERM  [4TERMS 133,33 0 133,333 09-1UL-1999
[STERM  [Angel's 5 term test 133.33 0 [ 133.33 [og-mav-zonz | |
= [surnmer semester 25 os-MaR-z002 ||

.
o
=}

28-MAR-2003 |

|BROCK |fa||-spring

|DRT |Testf0r Dartmouth 66.666 66.666 66.666 26-JAN-2006
|F.fS |Fa\|-spring Quarters 66.666 66.666 66.666 07-JUL-1999

66.666

66.666 21-AUG-1991
33.333 Z1-3EP-1990 =
21-MAR-2003

|F.fW |Fa\|-wmter Quarters 66,666
[FaLL [Fall quarter 33,333

33.333

[Fa-s  [Fall semester

RRNARRRRAECCHANRRN

$2L LBl el e

eeeee

eeeee

eeeee

BT

so

[Fas |Fall Semester - na Spring 50 12-34N-2001
[FasPsu [Fall 10 Spring 20 Summer 30 99,999 o [ 1o [z5-mar-2004
[Fspsu [Fall Spring Summer 3 0 133 D1-JUN-1999
[FuLe [Full dcademic Year 0 0 100 25-MAR-2004
|FULL2 |Fu\| year - 2 dish./per term 100,001 1] 100 04-NOW-2002
[Fun [summer 25 26-MAR-2003
[Fws [Fall winter Spring quarters 75 21-NOW-2002
[Fwssu [Fa o1 wi 02 sp 03 su 04 133.333 10 133.333 17-AFR-2003
[eLop [rEsT 99.999 100 99,999 23-1AN-2003 -
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Steps

Follow the steps to create a cost of attendance budget for each of the various groups of
students who attend your institution.

1. Access the Aid Period Validation Form (RTVAPRD).
2. Perform an Insert Record function.

3. Enter a unique aid period code in the Code field.
Note: Maximum of six characters.

Example: You can enter FA/SPR, which indicates an aid period of fall-spring
semesters.

4. Enter a brief description of your aid period in the Description field.

5. Enter the percentage of the aid year that this aid period represents in the Full
Year Percent field.

Example. Fall Only = 50% or Fall/Spring = 100%.
Note: Banner only allows one aid period in this column to equal 100 percent. All
other aid periods must be a variation of 100 percent, either higher or lower. Enter

99.999 percent when an additional aid period should equal 100 percent.

6. Enter the percentage of the annual scheduled Pell Grant that a student may be
awarded for this aid period in the Pell Full Year Percent field.

Note: Each percentage entered may not exceed 100 percent, but you may have
more than one entry of 100 percent in this column.

7. Enter the percentage of the effective family contribution (EFC) calculation that
you wish to associate with this aid period in the EFC Percent field.

Note: This field is used only when the Use EFC Proration box on ROAUSIO is
checked.

8. Click the Save icon.

9. Click the Exit icon.
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Aild Period/Term Rules Form
[ ]

Purpose

The Aid Period/Term Rules Form (RORTPRD) enables you to specify the terms that you
want to associate with an aid period. In addition to defining aid periods, the form must also
be built to define the valid terms within aid periods. These terms have been defined on the
Term Validation Form (STVTERM). This form appears in the Common Functions Control
Menu.

Banner form

‘maid Period/Term Rules RORTPRD 8.0 (BANB) (i i e e e e e e oo € K|

Aid Year: |0703 E Aid Period: EI

Aid Period Base Information

EFC Percent: Percentage of Full-Year:

EFC Proration: |— Pell Percentage of Full-Year:

Aid Period/Term Code Rules

Term Code Term Description Start Date End Date Activity Date

T

4
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Steps

Follow the steps to create a cost of attendance budget for each of the various groups of
students who attend your institution.

1. Access the Aid Period/Term Rules Form (RORTPRD).

2. Enter the code in the Aid Year field for the aid year for which you are specifying
terms or select it from the LOV.

3. Enter the aid period in the Aid Period field for which you are specifying terms or
select it from the LOV.

Note: For practice, enter or select the aid period you defined in the last exercise.
4. Perform a Next Block function.

5. Enter the first term code in the Term Code field that you want to associate with
this aid period or select it from the LOV.

6. Repeat for each term that should be associated with the aid period.
Example: The Fall/Spring aid period needs a Fall term code and a Spring term code.
7. Click the Save icon.

8. Click the Exit icon.
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Budget Component Validation Form

Purpose

The Budget Component Validation Form (RTVCOMP) enables you to define and maintain
standard budget component codes. These budget component codes represent items that
you frequently encounter when you estimate a student's cost of education (cost of

attendance).

Banner form

‘z_s Budget Component Walidation RTWCOMP 2.0 (B

Component

Code Description Default
|test comp [
|Test cormponent [
|Chris' component [
|Tuitinn & Fees [
|Tuiti0n J
|Genera| Allowance [
|R00m & Board [
|Books & Supplies [
|Fees [
|Persnna| Expenses v
|Transpor‘tati0n v
|N0n-res Fee [
|Chi|d Care Expenses [
|Tuition & Fees [
|Ronm % Board [
|Bool<s & Supplies [
|Persona| Expenses [
|Transp0r‘tati0n [
|Other Fees [
|GK'5 component du jour [
|Less Than Half-Time Component O

Print Used for Used for
Order Aalt Pell <172 Pell

[ [

gl alalslsfelslelals LI

-
15}
=}

B
I | w
=1E=]

._.
I
o

e o o O A A

e o o O A A

T4

Activity
Date

05-MAYT-2003
13-aUG 1957
28-APR-2004
16-1UN-2004
2 an1390
12-SEP-1991
21-AUG-1991
eananos
28-0CT-1998
25-1UN-1990
e
12-SEP-1991
01-MAY-1990
Ty
21-AUG-1991
21-AUG-1991
[oa-ren-1591
01-FER-1991
26-DEC-2001
(o7 mar-z0m
07-MAR-2008
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Steps

Follow the steps to build standard components to be used in constructing cost of attendance
budgets.

1. Access the Budget Component Validation Form (RTVCOMP).
2. Enter a unique code in the Component Code field.
3. Enter a brief description for the new component in the Description field.

4. Click the Default checkbox if you want the system to automatically copy the
component into each budget that you define.

5. Enter a numerical value (1- 999) in the Print Order field to establish the print
order.

6. Click the Used for <1/2 Pell checkbox for each component to be used to
calculate a less-than-half-time Pell Grant budget automatically for the student.

Result: When the Used for <1/2 Pell field is checked, Banner sums the total of
those components that are in the student’s assigned Pell budget. The calculated
<1/2 Pell budget total for the student displays on the Applicant Pell Grant Form
(ROAPELL).

7. Click the Save icon.

8. Click the Exit icon.

(Note: Alternate Pell is no longer authorized by the U.S. Department of Education)

© SunGard 2004-2009 Budgeting
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Budget Type Validation Form
[ ]

Purpose

The Budget Type Validation Form (RTVBTYP) enables you to define and maintain standard
budget type codes.

Banner form

'E_E Budget Type Yalidation RTWETYP 2.0 (BAN

Type Default Activity
Code Description EFC Campus Pell Institutional State Other Date

v & & £ O [2t-avceiser =)
rd [ [1s-nov-zona

1z-DEC-2002

09-AlJG-1990

[15-3uL-2004

24-5EP-1990

1z-DEC-2002

[z5-3un-1990

|Campus-hased
|CGK |Chris' code
[Hank  [hank

[msT  [mnstitational

q

Ky

pack st
[oTHR [other
[PELL  [Pell-based
[sTaT  [State

Y

q
OO0 0O0omd
<
O oO0O0on
O oo

<

<

OooDoDoo0oDoOoOooOO0oOooOann

e B o A A A R |
I O o A o A
O o A A
0 i o A A A

() ) e el (e e e [l
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Steps
Follow the steps to establish standard budget type codes.

1. Access the Budget Type Validation Form (RTVBTYP).
2. Enter a budget type code in the Type Code field.
3. Enter a brief description of the code in the Description field.

4. Enter the appropriate effective family contribution (EFC) code in the Default
EFC field.

e |f the EFC is federal methodology, enter F.
e |f the EFC is institutional methodology, enter /.
e Click the appropriate checkbox for the budget type.

Note: Institutional Methodology schools must create one budget with the
Institutional field checked.

5. Click the Save icon.

6. Click the Exit icon.

© SunGard 2004-2009 Budgeting
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Budget Group Validation Form

Purpose

The Budget Group Validation Form (RTVBGRP) enables you to create and maintain standard
budget group codes. These budgeting groups allow you to categorize students with similar
budgeting considerations into the same designated groups.

Banner form

wH Budget Group Validation RT:

Group Group
Code Description Priority

|mew Group | 2
|UGINON |Ungrad Resident On-campus | 2
|UGONIM |Undergrad an-campus IM | z
|UGINOF |Ungrad Resident Off-campus | 10
[uGINHM [Ungrad Resident At-home [ 15
|UGOSON |Ungrad Mon-resident On-campus | 20
|UGOSOF |Ungrad Mon-resident Off-campus | z5
[Tommy [1ackie's test 4/18/03 | 23
|UGOSHM |Ungrad Mon-resident At-home | 30
|GRINON |Grad Resident On-campus | 35
|GRINOF |Grad Resident Off-campus | 40
[GRINHM |Grad Resident at-home | 45
|GROSON |Grad Mon-resident On-campus | 50
|GROSOF |Grad Mon-resident Off-campus | 55
[cRosHM |Grad Non-resident At-hame | &0
[zampLE [Alpha comp List | 70
[HsTEST |HS Test Group [ 75
[cary [cart | 100
|keema [keemna | 100
[TesT [Test | 100
[suEL [sue Test group | 101

R R ARRRARRRTRRRRR

Activity
Date

13-NOW-2003
o5 Fep 2006
14-APR-2003
[s-apR-1999
[13-APR-1995
19-4PR-1999
19-APR-1999
[os-mar-z008
19-APR-1989
[7aan-zo0s
19-4PR-1999 =
19-4PR-1999
19-APR-1999
[1o-aPR 1995
19-APR-1999
ls-apR-198
[o3-maR-2003
18-NOW-2004
15-JUL-2004
[i7an-z008
25-MAR-2004 -

I3
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Steps
Follow the steps to establish standard budget group codes.

1. Access the Budget Group Validation Form (RTVBGRP).
2. Enter a budget group code in the Group Code field.

3. Enter a brief description of the budget group code in the Group Description
field.

4. Enter a numerical value (1-999999) as the budget group priority in the Priority
field.

5. Click in the Group Active field if you want to determine the record active.
6. Click the Save icon.

7. Click the Exit icon.

© SunGard 2004-2009 Budgeting
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Financial Aid Selection Rules Form
|

Purpose

The Financial Aid Selection Rules Form (RORRULE) enables you to write rules for group
selection, fund management, and satisfactory academic progress based on the rule type
that you enter.

Banner form

o Financial Aid Selection Rules RORRULE 8.0 (BANSI i e e e L e e et e e T Lo DD el x|
Rule Type: |T=Requirements Tracking Group
Aid Year: 0708 (¥ 2007-2008 id Year
Group Code:  |EF [* FEmaLE [ Active
Fund Code: [T
Selection Criteria
(" Table Name [*] columnname [¥] operator [  ~| value') AND/OR
|RCRAPP1_TITLE =2 (=]
Copy To @ v Rule Active
Steps

Follow these steps to write a budget grouping rule.

1. Access the Financial Aid Selection Rules Form (RORRULE).

2. Select Budget Group Assignment from the drop-down menu in the Rule Type
field.

3. Enter the code in the Aid Year field for the aid year you are defining or select it
from the list of values (LOV).

© SunGard 2004-2009 Budgeting
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4. Enter the group code in the Group Code field you defined in the Budget
Group/Type Rules Form procedure or select it from the LOV.

Note: Do not enter a fund code.

5. Perform a Next Block function.

6. Enter one of the selection criteria below to define your budget group.
Sample rules:
Undergraduate Living with Parents:
o (RCRAPP1_YR_IN_COLL BETWEEN '1' AND '5' OR
e RCRAPP1_YR_IN_COLL IS NULL) AND
e (RCRAPP1_INST HOUS CDE =‘1' OR
e RCRAPP1_INST_HOUS_CDE IS NULL) AND
e RCRAPP1_CURR_REC_IND =’
OR
Graduate Living in an Apartment:
e RCRAPP1_YR_IN_COLL IN (‘6’,’7',’8','9",’0") AND
e RCRAPP1_INST_HOUS_CDE = '3' AND
e RCRAPP1_CURR_REC_IND = ‘Y’
7. Click the Save icon.

8. Click the Exit icon.

© SunGard 2004-2009 Budgeting
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Budget Group/Type Rules Form
[ ]

Purpose

The Budget Group/Type Rules Form (RBRGTYP) enables you to identify which budget types
are valid for students in a particular budget group.

Banner form

‘mBudget Group/Tyne Rules RERGTYP 8.0 (BANE) i e e L e L e e et € K|

Group Code: |UGINON FUngrad Resident On-campus

Type Description Default  Activity Date

(7]
oGl Campus-based Z27-APR-1990
03-MAR-2003
12-DEC-2002

|+

INST  Institutional
Pell-based

IRRRNARRRRRRNNNRGE
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Steps
Follow these steps to complete the process.

1. Access the Budget Group/Type Rules Form (RBRGTYP).

2. Enter the budget group code in the Group Code field that you defined in the
Budget Type Validation Form procedure.

3. Enter the budget type code in the Type field that you defined in the Budget
Type Validation Form procedure or select it from the LOV.

4. Enter Yor Nin the Default field to indicate whether this is the primary budget
type that you use for calculating need.

Note: Only one budget type can be defined as the default. For Institutional
Methodology schools, the Institutional budget must be the Default budget.

5. Click the Save icon.

6. Click the Exit icon.

© SunGard 2004-2009 Budgeting
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Budget Component Rules Form
[

Purpose

The Budget Component Rules Form (RBRCOMP) associates a set of budget components
with a budget group/budget type/aid period for a specified aid year and assigns dollar
amounts to the components.

Banner form

"¥EBudget Component Rules F.!.E-F.!_EZ e D e O S O TS C OSSN x|
Aid Year: 0708 F 2007-2008 Aid Year Percent of Full Year: |50
Group Code: |UGINON FUngrad Resident On-campus [ Default Prorated Amounts
Type Code: CAMP F Campus-based
Period Code: |FALL-S FFaII Semester
Budget Component
Adjustment Adjustment
Code Description Amount Percent Amount Activity Date
M

FEE  Books & Supplies | 275 | | [17-0cT-2008 ]
FEES Fees | 75 | | [17-0cT-2008

PERS  Personal Expenses | 375 | | [17-0cT-2008

R+B  Room & Board | 1,775 | | [17-0cT-2008

TRAN  Transportation | 250 | | [17-0cT-2008
TUIT  Tuition | 10,000 | | [17-0cT-2008

| | | |
Total: 12,750
Copy To
Aid Year: E‘ Group: E Type: B Period: EI @ Copy
Steps

Follow the steps to define cost of attendance budgets.

1. Access the Budget Component Rules Form (RBRCOMP).

2. Enter the code in the Aid Year field for the aid year for which you are associating
a set of budget components or select it from LOV.

3. Enter the group code in the Group Code field you defined in the Budget
Group/Type Rules Form procedure or select it from the LOV.

© SunGard 2004-2009 Budgeting
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4. Enter the type code in the Type Code field you defined in the Budget Type
Validation Form procedure or select it from the LOV.

5. Enter the period code in the Period Code field you defined in the Aid Period
Validation Form.

6. Perform a Next Block function.
Result: This inserts components with the default field checked on RTVCOMP.

7. Enter the budgeted monetary amount in the Amount field for the component
code.

8. Click the Save icon.

9. Complete the fields in the Copy To block to copy existing budget data to another
group/aid period/type as needed.

10. Click the Exit icon.

© SunGard 2004-2009 Budgeting
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Comment Category Code Validation Form
[ ]

Purpose

The new Comment Category Validation Form (RTVCCOM) allows you to define category
codes that can be used for comments entered on the Applicant Comments Form
(RHACOMM).

Banner Form

(B |eubamy [ 7]

Steps

Follow these steps to define category codes for comments.

1. Access the Comment Category Validation Form (RTVCCOM).
2. Enter the code in the Category Code field or applicant comments.
3. Enter the description of the comment category code in the Description field.

4. Click the Save icon.

© SunGard 2004-2009 Budgeting
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Message Code Validation Form
[

Purpose

The Message Code Validation Form (RTVMESG) permits the maintenance of message-
related codes and text. This form is found on the Common Functions Control Menu.

Warning: When creating message text DO NOT use double quotes “ “, or other characters

in the text. Miscellaneous characters within the text create problems with the Letter
Generation process and printing of letters.

Banner form

Message Code: |FLSU Info Access: [ Activity Date: |09-JUN-2004

|»

Text

Faor the Fall Semester, you have $x of eligibility for Federal Direct Student Loan -

M|

Message Code: |8 Info Access: [ Activity Date:  |02-APR-2003
Text
four budget was determined based on being a graduate in-state student residing =
off-campus. If this is incorrect, please notify the Financial Aid Office at once.

© SunGard 2004-2009 Budgeting
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Steps
Follow these steps to create a budget group message.

1. Access the Message Code Validation Form (RTVMESG).

2. Perform an Insert Record function.

3. Enter a code in the Message Code field for the new message.

Note: For practice, create a message code for the budget group defined.
4. Enter the free-form text message in the Text field.

5. The Info Access box is not enabled for budget group messages.

6. Click the Save icon.

7. Click the Exit icon.

© SunGard 2004-2009 Budgeting
Page 26



Message Rules Form
[

Purpose

The Message Rules Form (RORMESG) enables you to associate budget message codes with
a budget group. This allows you to print explanatory messages on letters to further
describe the student's budget.

Banner form

TEMessage Rules RORMESG B0 (BAN S [l el T T T T T T
Aid Year: |0708 [7 Type: |Budogeting Code: |[UGIMOM FUngrad Resident On-campus
Message Code Message Description Activity Date
M
|m |Y0ur budget was determined based on being an in-state student and residing on-campus. If this information is incorrect, |1?-OCT—2006

Follow these steps to associate a budget code and message to a budget group.

1. Access the Message Rules Form (RORMESG).
2. Enter code for the aid year in the Aid Year field or select it from the LOV.
3. Select Budgeting in the Type field.

4. Enter the budget group code in the Code field to which you want to add the
message or select it from the LOV.

5. Enter the code in the Message Code field for the message that you created in
the Message Code Validation Form (RTVMESG) procedure.

Note: This message can be associated with this budget group on any letter to a
student. However, budget messages are not displayed on Self Service.

6. Click the Save icon.

7. Click the Exit icon.

© SunGard 2004-2009 Budgeting
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Self Check

Directions

Use the information you have learned in this workbook to complete this self check activity.

Question 1

Once you have established an aid period on the Aid Period Validation Form (RTVAPRD), you
will then complete the

a. Aid Period/Terms Rules Form (RORTPRD).

b. U.S. Specific Institution Financial Aid Options Form (ROAUSIO).
c. Financial Aid Term Code Inquiry Form (ROITERM).

d. Aid Year Inquiry Form (ROIAIDY).

e. Budget Component Validation Form (RTVCOMP).

Question 2

You will establish budgeting group selection criteria on the
a. Budget Component Rules Form (RBRCOMP).
b. Financial Aid Selection Rules Form (RORRULE).
c. Budget Group Validation Form (RTVBGRP).
d. U.S. Specific Institution Financial Aid Options Form (ROAUSIO).

e. Budget Component Validation Form (RTVCOMP).

© SunGard 2004-2009 Budgeting
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Question 3
You will associate a message with a budget group on the
a. Message Code Validation Form (RTVMESG).
b. Applicant Comments Form (RHACOMM)
c. Message Rules Form (RORMESG).
d. Budget Group/Type Rules Form (RBRGTYP).

e. Budget Group Validation Form (RTVBGRP).

Question 4
The final step for putting all of the pieces of a budget together is on the
a. Budget Component Rules Form (RBRCOMP).
b. Budget Group Validation Form (RTVBGRP).
c. Budget Component Validation Form (RTVCOMP).
d. Budget Type Validation Form (RTVBTYP).

e. Budget Group/Type Rules Form (RBRGTYP).

Question 5

Click the default checkbox on the RTVCOMP for each component you want to display
automatically when creating budgets on the RBRCOMP form.

True or False
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Answer Key for Self Check

Question 1

Once you have established an aid period on the Aid Period Validation Form (RTVAPRD), you
will then complete the

Aid Period/Terms Rules Form (RORTPRD).

Question 2

You will establish budgeting group selection criteria on the

Financial Aid Selection Rules Form (RORRULE).

Question 3

You will associate a message with a budget group on the

Message Rules Form (RORMESG).

Question 4

The final step for putting all of the pieces of a budget together is on the

a) Budget Component Rules Form (RBRCOMP).

Question 5

Click the default checkbox on the RTVCOMP for each component you want to display
automatically when creating budgets on the RBRCOMP form.

True
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Day-to-day Operations
@)

mEEm

Overview
B

Introduction

The purpose of this section is to explain the day-to-day or operational procedures to handle
applicant budgeting at your institution.

Objectives

At the end of this section, you will be able to

. place a student in a budget group
. change a student’s budget group to reflect mixed enroliment
. determine whether components were system generated, manually assigned, or

generated as a result of mixed enrollment.
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Process Introduction
[ |

Flow diagram

This diagram highlights the processes used to assign budgets and modify budget amounts.

"R B84

Submitted ISIR Admits the Requests Creates cost of Creates award
with housing and student verification attendance Verifies the file package and
attendance plans documents budget sends to student

'# Legend
ﬂ = Student

&ﬂ= Admissions
%= Financial Aid
Office

What happens

The stages of the process are described in this table.

Stage |Description
1 Student submits an ISIR to the college with housing preferences and attendance
plans.
2 Admissions admits student to the institution.
3 FAQ requests verification documents from the student, if required.
4 FAOQ creates a cost of attendance budget.
5 FAO verifies the file, if required.
6 FAO creates an award package to send to the student.
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Assigning a Budget with the Create Budget

Function
[ ]

Purpose

The Applicant Budget Form (RBAABUD) enables you to assign a set of budget components
to a financial aid applicant for a specified aid year. The form also allows you to assign a
budget group to a student for a specific aid period. The aid period defines the portion of
the aid year that the student will attend.

Banner form

manplicant Budget REASBUD 8.0 (BANEY [ririrlir il il Ll e e L L L L o o e L o L L DT K

Aid vear: [[HE v 1D: |

Percent of Full Year:

E Create Budget
[ Group Lock Indicator [f&l— Delete Budget

Budget Type

Type: E EFC Method: |— System Indicator: |—
Budget Components System
Code Description Amount Activity Date User ID Indicator
M
[ r [ [ L=
[ . [ [ [
[ r . [ [
[ r r r [
[ r r r [
[ r r [ [
- r - ] 0 &

Total:
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Steps
Follow these steps to assign a budget group and budget components.

1. Access the Applicant Budget Form (RBAABUD).

2. Enter code in the Aid Year field for the aid year for which you are assigning
budgets or select it from the LOV.

3. Enter the ID of a student you used in a previous exercise in the 1D field.
4. Perform a Next Block function.

5. Enter the appropriate Budget Group in the Group field for your student or select
it from the LOV.

6. Enter the fall/spring aid period in the Period field or select it from the LOV.

7. Click the Create Budget icon to insert the default components and associated
dollar amounts.

Note: The default listed on RBRGTYP will be the budget type displayed when
automatically creating the budget components.

8. Note the System Indicator field at the end of each budget component line.
Result: The System Indicator field will show:

e Mwhen requirements are manually entered/updated.

e Swhen requirements are automatically entered/updated.

e B when requirements are assigned using the batch posting process

e Xwhen mixed enroliment is being used.

Note: The Mixed Enrollment tab allows for instances where students have mixed
enrollment.

Example: A student may be an undergraduate student for the fall term and a
graduate student for the spring term. The Mixed Enrollment tab will allow you to
enter the student in an undergraduate group for 50 percent and a graduate group
for 50 percent.

9. Click the Exiticon.
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Assigning a Budget with On-Line Immediate

Processing
. :

Purpose

The Applicant Immediate Process Form (ROAIMMP) is used to assign an applicant’s budget.

Banner form

.‘?;9_.55.[:![:!|il::-3l'lt Immediate Proc WOAIMMP 2.0 (BAMNE)

aid year: o708 [7 ID: |ALLEM [ [mr. matthew & allen, Ir.

Term Current Status Completion Date
Tracking Group Assignment: - ’—E
Budgeting Group Assignment: E‘
Packaging Group Assignment: E
[ sAP Calculated From: E

Effective: E

[28-MaR-z008

Packaging Fund Assignment: m

Meed Analysis Calculation: (Nonel -

['Immediate Pell Calculation
[ Dishursement Date Update

Il

[ muthorize or Disburse Available aid B |
Letter Generation
Letter Code: EI
Term Code: =]

Wait Days:

’_
Initial Code: EI
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Steps
Follow the steps to complete the process.

1. Access the Applicant Budget Form (RBAABUD).

2. Enter code in the Aid Year field for the aid year for which you are assigning
budgets or select it from the LOV.

3. Enter the ID of a different practice student in the 1D field.

4. Perform a Next Block function.

5. Select Assign Budget Group from the Options menu.

Result: This will take you to the Immediate Process form (ROAIMMP).

6. Select Immediate from the drop-down menu in the Action Indicator column
for the Budgeting field.

7. Click in the Term Code field to default the current term.

8. Click the Save icon.

Result: The grouping process executes the rules entered on RORRULE for budget
groups. When it is finished, the results are displayed in the auto hint line.

9. Click the Exit icon.
Result: The system will exit ROAIMMP and return to RBAABUD.

10. Review budget data for the student on the RBAABUD form.
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Assigning Budgets with the Batch Grouping

Process
B :

Purpose

The Automatic Group Assignment Process (RORGRPS) is used to assign a budget to groups
of students.

For more explanatory information about the job parameters, see the Banner Financial Aid
User Manual.

Banner form

Process: |RORGRPS F|Automatic Group Assignment Parameter Set: F

Printer Control

Printer: || EI Special Print: Lines: Submit Time:

Parameter Yalues

Number Parameters Values
4 4
[or  [aid vear code |os0s B
E ‘Group Type Indicatar |BTP
[03 [Term code [z00610
’K ‘Process Indicator |B
E ‘App\icant jin] | ]
E ‘Use all Applicants Indicator |Y
’F ‘App\ication jin] |
’F ‘Selection jin} | -

LENGTH: 4 TYPE: Character O/R: Required M/S: Single
Walidfactive Ald Year Code

Submission

[ Save Parameter Set as Mame: Description: ' Hold ® Submit

© SunGard 2004-2009 Budgeting
Page 37



Steps
Follow the steps to complete the process.

1. Access the Automatic Group Assignment Process form (RORGRPS).

2. Double-click in the Printer field and select Database from the Printer Validation
Form (GTVPRNT).

3. Enter these values in the parameters indicated here.

Note: All characters must be entered in upper case.

Parameter Description

Parameter 01: Aid Year Code Enter 0809 (or practice aid year)
Parameter 02: Group Type Entera B

Indicator

Parameter 03: Term Code Enter a term from STVTERM for 0809
Parameter 04: Process Indicator Enter a B

Parameter 05: Applicant Leave this field blank for this exercise
Identifier

Parameter 06: Use All EnteraY

Applicants Indicator

Parameter 07: Application Code Leave this field blank for this exercise
Parameter 08: Selection ID Leave this field blank for this exercise
Parameter 09: Creator ID Leave this field blank for this exercise
Parameter 10: User ID Leave this field blank for this exercise

4. Click the Save Parameter Set as checkbox.
5. Leave the Name and Description fields blank for this exercise.
6. Click the Save icon.

7. View the Auto Hint line at the bottom of the form and note the sequence number
assigned to the job.
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8. Select Review Output on the Options menu.

Result: The Saved Output Review form will display and you will see the name of the
job (RORGRPS) and the sequence number that you noted in the Hint line.

9. Double click in the File Name field.

Result: This will display a .log and a .lis file for the process.
10. Select the .log file.

Result: Information about how the job functioned is displayed.

11. Select the Rollback function to access the Key block of the Saved Output Review
Form (GJIREVO).

12. Double click in the File Name field.
13. Select the .lis file.

14. Select Show Document, Save File or Delete from the Options menu.

Viewing results

You can also check the results of the process by looking at the Group Inquiry Form
(ROIGRPI). This inquiry form displays the cumulative results from all executions of
RORGRPS. With each run of the job, the numbers will increment according to the
population processed.
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Banner form

oup Inquiry ROIGRPI 2.0 (BI[NEHI=lnay -

Aid Year: |o7os [T 2007-2008 Aid vear Group Type:
Term: -
Group Group Award Rules Rules Information Student Activity
Code Description Active Priority Priority Exist Active Access Count Date
'm |Ungrad Resident On-campus [ ’—2 ’— [ [ [ | 10 |09-FEB-2006 =
[nEwGRP | [Mew Group rd z m m m | 1 [t3-Nou-z003
[ugommm  [undergrad On-campus IM rd z m m m | 1 [14-aPR-2003
[ustnoF  [ungrad Resident off-campus v [« [ O I I | 1 [15-aPR-1999
|ustnm  [ungrad Resident at-hame " 15 O O O | 0 [1o-aPR-1999
|usoson  |ungrad Nan-resident On-campus "3 20 O O O | 1 [19-aPR-1999
[UGos0F | [Ungrad Mon-resident off-campus I [ [ O M M | 0 [13-aPR-1999
[Tommy  [1ackie's test 4/18/03 rd 29 [ [ [ | 0 [o5-mar-zoos | |
[ugosHM  [Ungrad Mon-resident At-heme rd 30 m m m | 0 [19-aPR-1999
[eRinon | [Grad Resident on-campus I [ =5 [ O I I | 0 [t7-34n-2008
|eRInOF  [Grad Resident Off-campus "4 40 O O O | 0 [15-aPR-1999
[eRInHM  [Grad Resident At-home 7] 45 O O O | o [1o-aPR-1999
[zROSON | [Grad Mon-resident On-campus "3 [ = [ O [ [ | o [13-aPR-1939
[5ROSOF  [Grad Mon-resident Off-campus rd 55 [ [ [ | 0 [19-aPR-1999
[zROSHM | [Grad Mon-resident t-home rd &0 m m m | 0 [19-aPR-1999
[samPLE  [alpha comp List 2 [ = [ O I I | 0 [19-aPR-1998 |~
Student Count == Total: 25 Query: 14

Steps
Follow these steps to view the Group Inquiry Form (ROIGRPI).

1. Access the Group Inquiry Form (ROIGRPI).
2. Verify the aid year information is correct.
3. Perform a Next Block function.

Result: The number of students associated with each group is displayed in the
Student Count field.
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Adding Budget Components, Locking a Budget
Group
[ ]

Purpose
The Applicant Budget Form (RBAABUD) is used to review the documentation, make manual

changes on a case-by-case basis, and lock the budget group to prevent the budget from
being changed during the batch grouping process.

Banner form

" applicant Budget RBAABUD 8.

Aid vear: [o70s  [v ID:  |@00014309 [ [Cayelan C Carey

Applicant Budget [REIEEERS 0yl

Budget Group and Period

Group:  |UGINON EIUngrad Resident On-campus Percent of Full Year: 100
Period:  |FULL EIFuII Academic Year [@_ Create Budget
[ Group Lock Indicator ["3“_ Delete Budget

Budget Type

Type: CAMP [*]campus-based EFC Method: |F— System Indicator: |S—
Budget Components System
Code Description Amount Activity Date User ID Indicator

EES) Fees 150 31-MAR-2005 FAISUSE
PERS  Personal Expenses 750 31-MAR-Z008 FAISUSR
+B  Room & Board 3,550 31-MAR-Z005 FAISUSR
TRAN  Transportation 500 31-MAR-2008 FAISUSR
TUIT  Tuition 20,000 31-MAR-2008 FAISUSR
r r
r -
Total: 24,950

RNRERE

1]
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Steps

Follow these steps to add budget components and lock a budget group.

1.

2.

10.

11.

Access the Applicant Budget Form (RBAABUD).

Enter the aid year in the Aid Year field for the aid year for which you are
assigning budgets or select it from the LOV.

Enter an ID number of a student in the 1D field.

Enter the budget component code in the Code field of a component you want to
add or select one from the LOV.

Enter the monetary amount for this component in the Budget Components
Amount field.

Click the Save icon.

Go to the Budget Components Amount field for another budget component
and change the amount.

Click the Group Lock Indicator checkbox in the Group Data block.
Click the Save icon.

Access the Applicant Data Log Inquiry Form (ROIALOG) and review entries for
your budget changes.

Click the Exit icon.
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Changing a Budget Group and Aid Period
[ ]

Purpose

The Applicant Budget Form (RBAABUD) is used to change a budget group and aid period.

Banner form

v Applicant Budget REAABUD 8.0 (B

aid vear: [o7os  [v ID:  |@oo014309 [~ [cayelan C Carey

Applicant Budget WEEEE Ryl

Budget Group and Period

Group: |UGINON EIUngrad Resident On-campus Percent of Full Year: 100
Period: |FULL EFU” Academic Year [@_ Create Budget
[/ Group Lock Indicator [@_ Delete Budget

Budget Type

Type: CAMP ECampus-based EFC Method: |F— System Indicator: |S—
Budget Components System
Code Description Amount Activity Date User ID Indicator

335 Fees 150 31-MAR-2008 FAISUSR
PERS Personal Expenses 750 ’m ’W
+B Room & Board 3,550 31-MAR-2005 FAISUSR
TRAN  Transportation 500 31-MAR-2008 FAISUSR
TUIT Tuition 20,000 31-MAR-2005 FAISUSR
r . [
. L L
Total: 24,950

RRREEE =
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Steps
Follow these steps to change a budget group and aid period.

1. Access the Applicant Budget Form (RBAABUD).

2. Enter the aid year in the Aid Year field.

3. Enter an ID number of a student in the ID field.

4. Select the appropriate budget group in the Group field.
5. Select the correct period in the Period field.

6. Click the Create Budget icon.

Result: This will default in the budget consistent with group and aid period from
RBRCOMP.

7. Review the resulting change in EFC on ROASTAT and RNARSLT.

Note: The student and/or parent EFC will adjust automatically if you have the Use
EFC Proration field checked on the ROAUSIO form. If you are not using EFC
proration, enter the number of months of budget duration on the RNAOVxx form and
click Calculate Need on the Options menu to adjust the EFC.
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Purpose

The Applicant Comments Form (RHACOMM) is used to enter comments about an applicant’s
changes in his/her budget.

Example: When a budget is modified, you want to document the changes in Banner.

Banner form

mapplicant Comments RHACOMM B0 (BANE iriririririririri i T e XK
D: | ]l
Aid Year: EI Category Code: E Created: Activity Date: User: =
=2
Comment:
Aid Year: [T Category Code: F Created: Activity Date: User:
27
Comment:
Aid Year: [7 Category Code: [7 Created: Activity Date: User:
Bl
Comment:
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Steps
Follow these steps to complete the process

1. Access the Applicant Comments Form (RHACOMM).

2. Enter an ID number of a student in the ID field.

3. Enter the aid year in the Aid Year field for the aid year or select it from the LOV.
4. Enter the category code created above for budget adjustments.

5. Enter a free-form text comment in the Comment fields for the budget
adjustment.

6. Click the Save icon.

7. Click the Exit icon.
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Entering Mixed Enrollment Budgets
|

Purpose

The Applicant Budget Form (RBAABUD) is used to make adjustments to the student cost of
attendance.

Banner form

ma ppplicant Budget RBAABUD 8.0 (BANS

aid vear: [0708 [¥  ID: [@00014309 (¥ [Cayelan C Carey

Applicant Budget  WEEEEN=ll=1{lnl=ls

Budget Group

Code Description Percent

]

UGINOM Lingrad Resident On-campus

—

L

Steps
Follow these steps to complete the process.

1. Access the Applicant Budget Form (RBAABUD).

2. Select an aid year in the Aid Year field.

3. Enter an ID number of the student in the ID field.
4. Perform a Next Block function.

5. Select the Mixed Enrollment tab.

6. Select a budget group code in the first Code field.

7. Enter the percentage of the student’s enrollment in the Percent field of the
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student’s enrollment accounted for by this group.

8. Select another budget group code in the next Code field.

9. Enter the percentage of the student’s enrollment in the Percent field of the
student’s enrollment accounted for by this group.

Note: The total percentage must equal 100.

10. Click the Save icon.

11. Perform an Insert Record function.

Result: The Applicant Budget tab is displayed. Notice that Xis displayed in the
System Indicator field for each mixed budget component in the Budget

Components block.

12. Click the Exit icon.
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Self Check
[ ]

Directions

Use the information you have learned in this workbook to complete this self check activity.

Question 1

The two fields that must be populated in the Budget Group/Period block of the Applicant
Budget Form (RBAABUD) in order for Banner to calculate a budget for a student are the

a. Group and Aid Period.
b. Group and Term Code.
c. Group and Prorate Indicator.
d. Budget Type and Aid Period.

e. Budget Group and Budget Type.

Question 2

A mixed budget exists if the indictor in the Sys/Man column is marked with a
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Question 3

Below are three methods for creating a student budget on the Applicant Budget Form
(RBAABUD).

1. Access the Group Data window, enter a budget group and aid period and click
the Create Budget icon.

2. Access the ROAIMMP form and perform immediate on-line budget grouping.

3. Run the batch RORGRPS Batch Grouping process.

True or False

Question 4

The name of the form you will use to document changes to a student’s budget is the

a. Applicant Comments Form (RHACOMM).

b. Applicant Budget Form (RBAABUD).

c. Applicant Requirements Tracking Form (RRAAREQ).
d. Message Code Validation Form (RTVMESG).

e. Message Rules Form (RORMESG).
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Question 5

You prevent the student’s group and budget from changing during the batch grouping
process by

a. doing nothing because once a student is in a budget group, the grouping process
cannot change the student’s budget group.

b. accessing the Mixed Budget window on the RBAABUD form and clicking the
Group Lock checkbox.

c. accessing the Group Data window on the RBAABUD form and clicking the Group
Lock checkbox.

d. accessing the Group Data window on the RBAABUD form and inserting a record.

e. accessing the Group Data window on the RBAABUD form and saving the record.
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Answer Key for Self Check
[

Question 1

The two fields that must be populated in the Budget Group/Period block of the Applicant
Budget Form (RBAABUD) in order for Banner to calculate a budget for a student are the

a) Group and Aid Period.

Question 2

A mixed budget exists if the indictor in the Sys/Man column is marked with a

b) X.

Question 3

Below are three methods for creating a student budget on the Applicant Budget Form
(RBAABUD).

True

Question 4

The name of the form you will use to document changes to a student’s budget is the

a) Applicant Comments Form (RHACOMM).
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Question 5

You prevent the student’s group and budget from changing during the batch grouping
process by

c) accessing the Group Data window on the RBAABUD form and clicking the Group Lock
checkbox.
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Appendix

EEEn

Forms Job Aid

[

Form Full Name Use this Form to...

RTVAPRD Aid Period Validation Maintain valid aid periods, descriptions of each period, percent of full
academic year costs assigned for budgets for this aid period, the
percentage of the student’s annual Pell award that may be awarded for
this aid period, the Expected Family Contribution (EFC) percentage for the
period, and the activity date of the maintenance.

RORTPRD Aid Period/Term Rules Specify the terms that you want to associate with an aid period.

RTVCOMP Budget Component Validation Define and maintain standard budget component codes.

RTVBTYP Budget Type Validation
Define and maintain standard budget type codes.

RTVBGRP Budget Group Validation Create and maintain standard budget group codes.

RORRULE Financial Aid Selection Rules
Write rules for group selection, fund management, and satisfactory
academic progress based on the rule type that you enter.

RBRGTYP Budget Group/Type Rules
Identify which budget types are valid for students in a particular budget
group.
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Form Full Name Use this Form to...

RBRCOMP Budget Component Rules
Associate a set of budget components with a budget group/budget
type/aid period for a specified aid year and assigns dollar amounts to the
components.

RTVCCOM Comment Category Validation
Define category codes that can be used for comments entered on the
Applicant Comments Form (RHACOMM).

RTVMESG Message Code Validation Maintain message-related codes and text.

RBAABUD Applicant Budget Assign a set of budget components to a financial aid applicant for a
specified aid year.

ROAIMMP Applicant Immediate Process Assign an applicant’s budget.

RORGRPS Automatic Group Assignment
Assign a budget to groups of students.

RHACOMM Applicant Comments
Enter comments about an applicant’s changes in his/her budget.
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