Request for Feed to Banner Financial Information System 
This form is used to request a financial transaction feed to Banner Finance General Ledger (the University’s accounting ledger) and/or to Banner Finance Sub Ledgers:  Student Accounts Receivable, Finance Accounts Receivable, and Accounts Payable. One form can be used when requesting access to all ledgers/sub-ledgers.

Section A:  Business Case and Employee(s) Authorized to Transmit Feed 
Employee(s)’ name   




     Employee ID:  ____________________

Employee(s)’ email: 



______________   Banner ID: ____________________
Unit/Department: _____________________
______      Phone number: _______________________
Request to feed:
Banner Finance General Ledger and Merchant CSR Feed:   [image: image1.emf] 

  Feeds-Gl Acct feeds-gl.acct@mcgill.ca
Banner Finance Sub Ledgers:  Accounts Payable: [image: image2.emf] 

   APInfo@mcgill.ca
Student and Finance A/R: [image: image3.emf] 

 security-ar.finserv@mcgill.ca.
Please indicate detail code if assigned ___________ ______

Off-set FOAPALS: (optional) 






_________________

(not applicable to A/R)
      Fund       Org         Account      Prog        Activity     Location 
Wrong charge FOAPALS:                       
Approximate # of transactions (monthly): ___________ ______ Approx. dollar value (monthly): $ _____________
Purpose of feed (i.e. brief description of the business activity, including goods/services you are offering, who your customers will be).  Attach all pertaining documents AND provide the Merchant number for the Merchant CSR Feed request.  
____________ 






____



 _____






_____



Please note: For Feeds/IDCs charging expenses to Research Grants and Contracts, the originating unit must have the written authorization (email/memo/form) of the Principal Investigator to charge their Research Grant prior to providing the service(s) or good(s) and processing the Feed. This authorization must be kept for a minimum of 7 years in the event of an audit.
Section B: Unit Head Authorization

Unit Head Name: (Director, Chair, Dean) (please print): __________________________




Unit Head Title: _______________________________     Banfeed directory: _____________________________

Unit Head Signature: ______________________________________________ _ Date: ____________________

I authorize that the above mentioned individual be granted access to the Banfeed directory and consequently process feeds to Banner Finance (General Ledger and/or Sub Ledgers) in accordance with the University Policy “Financial Transaction Feeds to Banner Finance”.   

Financial Services accepts the transmission of this feed to the Banner Finance General Ledger.  We agree this is the most efficient and effective method of posting a high volume of cash receipts and journal entries on a timely basis.
The “UNIT/FACULTY”, i.e.  “the client”, as the holder of these system IDs, owns the data uploaded and consequently is accountable for these transactions.

The feed mechanism bypasses Banner approval queues (central and local), it is thus imperative that adequate controls are in place in order to ensure that the transactions are valid, accurate, timely, properly authorized and that back-up is available to substantiate the transactions.  

The client remains the authority for the explanation of charges to their customer.

Faculty Finance Officer Name and Signature:  






_______________

If an employee leaves the University or no longer requires access to Banfeed; please advise Financial Services immediately.
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