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TECHNICAL COLLEGE SYSTEM OF GEORGIA

BANNER PROCEDURES MANUAL

This procedure applies to technical colleges for billing purposes for a Third Party Entity
Banner Third Party Contracts

General:
Third party sponsors must submit a signed authorization letter or complete a company authorization form addressed to the College.
All authorizations must contain the following:

1. Include student name and school ID and/or Social Security number
2. Indicate the start and end date of the sponsorship

3. List all fees the organization will cover

4. Indicate the maximum amount that will be paid, if applicable

5. Include any special billing instructions

6. Include the complete billing address of the organization, including a primary contact name, email address, phone and fax numbers

7. Be signed by an authorized official

NOTE: You must ensure a W-9 is on file at the college or the third party is already established at TCSG.
Banner Contracts
A third party sponsor must first be established in Banner on the Identification Form (SPAIDEN) as a non-person. The Contract Authorization Form (TSACONT) is used to establish third party contract authorizations for student accounts. Third-party contracts are billed via the Third Party Invoice/Statement Process (TSRTBIL).

Once a third-party sponsor exists in Banner as a non-person. Individual contract numbers are entered under the third party sponsor using the Banner TSACONT form. For each Banner charge code that a sponsor will pay there will exist a numbered contract for that Banner code. For example:

‘ABC Company’ is entered into Banner as a sponsoring third party. The company will only pay for a student’s tuition and book charges. Thus, the ‘ABC Company’ will have two contracts listed in TSACONT one for the tuition charges and another for the book charges. At any level of TSACONT the contract may be based on a percentage and a maximum amount to be paid by the sponsor.

The ‘ABC Company’ example above would only have two contracts. The following example is of a YOUTHCHAL Sponsor with many individual contract numbers. 
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After all contracts are established for a third party sponsor, students can then be assigned to each applicable contract on the TSACONT form. Students may also be added to a contract using the TSAACCT form in Banner. Contracts must be established before the Billing process begins.
Contracts are processed and billed using the Banner Third Party Billing Process (TSRTBIL). The TSRTBIL process has three different available run modes. These run modes can be run on all third party contracts at once or you can choose which contracts and/or which third party sponsor you want to process.

· The ‘INVOICING” run mode will create an authorized memo balance on the student account. This balance is considered on most Account Receivable reports used to determine a balance due from the student. It will also place any available bookstore funds to be recognized by the Nebraska software. Allowing the student to charge books to a third party contract.
· The “APPLYCRED” run mode will perform the task of entering a payment from a third party contract directly on the student account and placing a third party charge on the third party sponsor account and the payment on the student account. At this time, you should be ready to bill the sponsor. 

· The ‘STATEMENT” run mode will generate an invoice number and create an invoice/statement for the Third party sponsor. 
To create and invoice/statement for the Third Party Sponsor:

· You can copy and paste the created Banner invoice to a school letterhead for a professional appearance. The statement will list each individual student and will break down the charges by term and type and calculate each student total billed. When you paste the invoice on a letterhead you can manually enter any additional information needed.
· You may also enter contract text on the base contract (TSACONT > Options > Contract Text) to print any additional information you wish to print on the invoice, such as address, phone number, email, tax id, etc.

Steps
Create and post a third-party payment on a student’s account for tuition and fees.
Access the Contract Authorization Form (TSACONT)
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1. Enter the ID of the non-person account that was created on SPAIDEN for the third party sponsor.
The name will appear in the field to the right.

2. Enter “1” in the Contract Number field. It is highly recommended that you keep all contract numbers the same per Banner code. Example: on all contracts #1 should be TUITION, #2 should be ACTIVITY, etc…
3. Enter the term in which you are building this contract for.

4. Control Page down. This will take you to the Contract Base Information block.
5. In the Contract Information block, enter a description of what this contract will be paying. 

If your contract number was “1” you will want this contract to cover tuition. 

Example of Description: THIRD PARTY TUIT PAYMENT
6. List the values for the Payment Detail Code. You can click the down arrow, which will pull up all detail codes. Query for a third party payment code. Once you are in the TSADETC screen click F7 this will get you ready to enter a new query. Enter the student’s charge code such as “TUIT” click F8 to execute the query. Note the priority number. Click F7 again for a new query enter ‘P’ in the Type field and the correct priority code in the priority field. This will query will display all payment codes that are for that priority.  Third Party payment codes are either X%%P, X2%P, V%%P, J%%P, SC%%. These codes can be set up using the TCSG Banner Matrix for Misc. Banner codes.  http://intranet.tcsg.edu/acct.php#bann  (Banner External Documentation) 

NOTE: Please ensure that the charge and payment detail codes used for this contract are inline with PeopleSoft fund codes. Your detail codes used for payment on the contract should correspond correctly to the federal, state or other money fund sources. For example, if you will be using X%%P detail codes, you will need to make sure that you will be booking this to PeopleSoft as a Third Party fund source. You need to ensure that the detail code you use corresponds correctly to the federal, state or other money fund sources. 
7. List the values for the Charge Detail Code. Follow the same directions as the payment but use ‘C’ instead. Make sure you enter the corresponding charge code.

8. Enter an Expiration date if any and click Save.

9. Control Page down three times. You should land on the Detail code Level Authorization block. Here is where you will enter what detail code or codes will attach to the contract number. If your contract number is “1” (which is usually for tuition) your codes will be TUIT, TUHS, TUTD. You can also set a percentage here that the sponsor will pay or set up a dollar amount they will pay. If there are several students on the contract for TUIT and the sponsor is authorizing different amounts you will want the percent at 100%, the Maximum amount set really high, and when you enter the student on the tuition contract you can enter a set amount. Enter a maximum amount if you want to apply the amount to all students on the contract. Maximum amount is not required and can be left blank.
10. Control page down once. This is where you can enter each student on the sponsors TUIT contract make sure to place a Y in the authorized field. The priority number will automatically default to the number of contracts the student is listed on. Enter a maximum amount if any. If you are dealing with a book contract for Nebraska or Follett, a maximum amount is required. 
11. Once you build all your contracts you can add the student to the contract on individual contracts or you can add all of the student contract authorizations on the TSAACCT form.

Process the Third Party Billing (TSRTBIL)
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1st step after your contracts are set up and the students are added either individually on TSACONT or by detail code authorization on TSAACCT. You are ready to run the INVOICING run mode. This process places a memo on the student’s account of how much a third party is covering and it allows the Nebraska/Follett software to recognize any book authorizations so the student will be able to charge that amount in the bookstore.  Remember you can run all contracts and /or all Third Party Sponsors. It’s up to you. Just pay close attention how you enter each parameter. 

Parameter 1 thru 3 = Complete to run a population selection if applicable.

Parameter 4 = Enter the term you wish to create memos for
Parameter 5 = Enter today’s date or 01/04/2022
Parameter 6 = All Address Hierarchy’s should be entered on this parameter. You can enter multiple number 6                         parameters one for each hierarchy.

Parameter 7 = Enter the Banner ID for the Sponsor contract you want to process.

Parameter 8 = you can enter a single contract number for the Sponsor entered above or you can enter % and run all contracts for that sponsor.
Parameter 9 -10 = you can leave those blank

Parameter 11 = INVOICING – This will generate memos for your Third Party Contracts. This should be run on a daily basis until you have completed your purge process.  Always check your data after you run a process. 

Parameter 12 -14 = Enter N
Parameter 15 =Make sure to enter the correct billing date. You will probably want this date to reflect the current date.

Parameter 16 = Enter the number of days in your billing cycle

Parameter 17 = Enter -9999999.99

Parameter 18 = Enter %

Parameter 19-20 = Enter Y

Parameter 21 = Enter 

Running in APPLYCRED Mode:

· Run TSRTBIL in INVOICING (Parameter 11 = INVOICING) mode periodically, until you are ready to bill. 

· NOTE: If a staff member accepts any charges on TSASPAY once a memo is created, that memo will be posted immediately to the student account. USE CAUTION WITH THE USE OF TSASPAY.
· Ensure your state funds are posted and applied to the student accounts.

· Run TSRTBIL in APPLYCRED (Parameter 11 = APPLYCRED) mode for contracts that pay BEFORE PELL.

· Ensure federal money (PELL, SEOG, LO%, etc.) is posted and applied to the student accounts.

· Run TSRTBIL in APPLYCRED (Parameter 11 = APPLYCRED) mode for the rest of the contracts that pay AFTER PELL.

Running in STATEMENT Mode:

· Run TSRTBIL in STATEMENT (Parameter 11 = STATEMENT) mode for your contracts. STATEMENT mode generates an invoice number and adds a bill date and due date to each transaction billed.
It is recommended that when you run each TSRTBIL mode, click Options review output then options show output and review your data. 

NOTE: These procedures do not include instructions on any customizations to the invoice. Use forms TTVTPRC, and TSATPRL to add student schedules, student summary, student text, or billing messages to your invoice.
Rolling Contracts from one term to another or copying contracts from one Banner ID to another. (TSRROLL)
When you are ready to set up the next term or if you have another third party sponsor that will use the same contract numbers and codes you can copy the detail from one third party sponsor to another using the TSRROLL process in Banner. Using this process will save time when setting up Banner third party contracts. 

Note: If this process is used the original contract must have a greater expiration date than the one you are copying to. 

The following are common parameters used when processing TSRROLL.
Parameter 1 = Enter term you are copying from

Parameter 2 = Enter the term you wish to create

Parameter 3 = Enter either ‘A’ for audit or ‘U’ for update. It’s always a good idea to run a process in audit mode prior to update so you have a chance to review data before it is actually processed.

Parameter 4 = If you want to copy all of the contracts from one term to the next you must enter a ‘Y’.

Parameter 5 = Enter the Banner Non-person ID of the sponsor you want to copy contracts from.
Parameter 6 = Enter the Banner Non-person ID of the sponsor you want to add the copied contracts to

Parameter 7 = Enter ‘Y’ if you want to roll the contract numbered text. (This means individual code descriptions)
Parameter 8 = Enter ‘N’ if you do not want to roll the students.
Parameter 9 = Enter ‘N’ if you do not want to roll the copied contract exemptions.
