GRA Tuition and Health Insurance
Procedures

GRA tuition and health insurance amounts are provided by Graduate Studies.  They receive some of their information in the form of a spreadsheet from the Bursar’s Office.  This information is input into Banner and a report is created from that information.  A spreadsheet of tuition and insurance charges is created from this report by the Payroll Office and is sent to ITS to be fed to Banner INB.
The GRA tuition and health insurance is charged in one lump sum at the beginning of each semester.  The GRA tuition and insurance distribution charges are obtained from the Labor Report provided by the department for the GRA’s stipend for the first full pay period of each semester.  Since the feed is only posted in Banner Finance and not HR, a manually entered description for the Budget Report states the student’s name, fiscal year, and the semester.  If the department chooses to have the tuition and/or insurance charged to an org other than the org the stipend is charged to a comment needs to be made on the Labor Report or ePaf for Labor.  This comment should direct where the tuition and/or insurance should be charged in accordance with the contract or grant the GRA is working on.  
If Retros are submitted for a GRA, a manual journal entry is prepared and entered in the system by the Budgets Office to move the tuition and insurance to the correct org.  A year-to-date budget report from Self-Service and the Retro are used for documentation.

Please contact Whitney Keelon for additional information.

Whitney Keelon
Associate Director, Payroll Services
SKH 151
Phone:  (256) 824-2824 
Email:  wmk0001@uah.edu
Fax:  (256) 824-6069
