INSTRUCTIONS FOR PAYMENT DETAIL CODE MAINTENANCE FORM

1) Enter the detail code to be changed or deactivated.  New detail codes are determined by the Bursar’s Office.

2) Indicate the action to be taken:  set up a new detail code (check New) or deactivate an established detail code (check Deactivate).

3) Enter the description of the detail code to be set up or deactivated.  The description that is entered into Banner is what will appear on student statements.  If a new detail code is being requested, provide as much descriptive information as possible within a 30 character limit.  Note that the description may be changed as deemed necessary.

4) Enter the Financial Aid Fund code.  This applies to Financial Aid Office personnel only.

5) Type = P (payment to student bursar account)
6) Enter Y if the detail code is identified as a Title IV detail code or N if the detail code is not identified as a Title IV detail code.  This applies to Financial Aid Office personnel only.

7) Identify and enter the category of the detail code using the pull-down list on form TSADETC next to Category.

8) Identify and enter the Fund Number or the Organization Number for Account A using the appropriate pull-down list on form TSADETC (Next Block twice to the General Ledger Interface to BANNER Finance).

· To request a fund number for new non-institutional grants/scholarships, call 745-2013.

· To request an organization number for new institutional grants/scholarships or programs, call 745-3637.

Identify and enter the Account number for Account A using the pull-down list on form TSADETC (Next Block twice to the General Ledger Interface to BANNER Finance).

Identify and enter the Program number for Account A using the pull-down list on form TSADETC (Next Block twice to the General Ledger Interface to BANNER Finance).

        9) Enter the requester’s name and department.

       10) Enter the date of the request.

       11) Enter the reason why the detail code is being created or deactivated, for example,

             new scholarship, different FOAP, no longer used, etc.

CONTACT DEBBIE SCHNEIDER AT EXT. 4833 OR SCHNEID@XAVIER.EDU WITH QUESTIONS.
