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Agenda

• Communicating a New Award

• The Chart of Accounts (COA)

• What are Account Codes?

• Choosing the Best Account Code 

• Banner Finance Reports



Communicating a New Award

• After OSP receives the fully executed award document 
(i.e., all parties have signed), we “set up” the award.

• GCA will email the PI (and associated support 
personnel) with award documents.

• Know who in your department/unit assists with 
purchasing and hiring.



Award Setup Complete 

Abbreviations: FE = Fully Executed | COA = Chart of Accounts | PI = Principal Investigator | 
PD = Project Director

Internal Budget Final Award Document

Chart of Accounts

Save these attachments.
Share with the individual(s) that support grant operations in your office and college.



The Chart of Accounts (COA)

• A template spreadsheet used to translate the internal 
budget to Banner and includes additional important 

information (start & end dates, final report dates, 
sponsor names, etc.).

• Compare the internal spreadsheet to the COA to 
understand where budgeted line items are coded in 

Banner. 



Fringe not allowed per sponsor 



What are Account Codes?
Account Codes are used to describe Budget and 

Expenses

• Account Codes have a hierarchy system

• Budget is typically located in “pool” codes

• You choose from codes that fall under an account “pool” 
that align with the expense.



What are Account Codes cont.

• Sometimes the budget is specific to a code, and 
spending needs to be as well, such as food.

• If you are spending according to the grant’s approved 
budget, expenditures will align with where the budget is 

coded in Banner. 



Internal Budget Example from GCA 
Training



Example from GCA Training: COA



Choosing the Best Account Code

Expense: $2,333 Bus rental for participants to travel 
to an activity.

• Internal Budget/Justification: Participant Support Travel 
to this event is described

• Banner/COA: Shows $7,500 available in 77900 – PS 
Pool

• Code the Expense: 77916 – PS travel 



Expenditure Best Practices

Do not spend if 
there WAS budget 

but it is now 
depleted

Don’t spend if it 
isn’t a line item 
in the approved 

budget

Be consistent with 
codes used during 

grant period



Banner Finance Report

• The PI and support staff have access to run Banner 
Finance Reports. (If you need access, contact 

gca@wku.edu)

• The account codes in Banner will align with the COA.

• Run monthly reports to reconcile expenses with the 
budget. 



Chart of Accounts 
Banner



Chart of Accounts 
Banner



Chart of Accounts 
Banner



Making Changes
Reallocation Request form

Or just ask us! 

The post award team can 
be reached at 

post.award@wku.edu

https://www.wku.edu/sponsoredprograms/reallocation.php
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