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Organization and Account Hierarchy

The following tables will generally outline the organization hierarchy for Banner.

Example: 121800 Organization Code

1% digit

2" digit
2/3 digits
2/3/4 digits
5/6 digits

1. First Digit

1 = Appropriated Funds

2 = VPAA
21 = College of Arts & Humanities
218 = Music

00 = Music Dept.

The first digit identifies the revenue source.

First Digit

2. Second Digit

O ~NOTWN -

Description

General Revenue/lncome Fund — (old ledger 1)
Local Funds (old ledger 2)

Revenue Bond (old ledger 3)

Restricted Funds/Grants/Gifts (old ledger 5)
Plant Funds/Equipment Reserves (old ledger 7)
Agency Funds/Foundation/Alumni (old ledger 9)

The second digit identifies the President/Vice President’s Area.

Second Digit Description

Update 4/28/06
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President’s area

Vice President of Academic Affairs area
Vice President of Business Affairs area
Vice President of Student Affairs area
Vice President of External Relations area
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Banner Form Naming Conventions

A Banner form is an online document where you can enter and look up information in your
database. Forms visually organize information so it is easier to enter and read. Every form in
the Banner system has an abbreviated 7-character form name (e.g. FGIBDST). Each position in
the form name tells you something about the form. The naming convention is consistent across
all Banner systems: Finance, Human Resources, Student, and Financial Aid.

The naming conventions relevant to the Finance system are included here. The bold letters
within the tables identify the FGIBDST (Budget Status Form).

F G |1 | B D S T
Finance J ———— Budget Status
General Inquiry

1. Position 1 (FGIBDST)
Position 1 identifies the primary system owning the form, report, process, or table.

Letter Description
Finance

General

Position Control
Payroll

Financial Aid
Student (shared)

WO TTZ20T

2. Position 2 (FGIBDST)

Position 2 identifies the application module within the primary system (Finance) owning
the form, report, process, or table and is unique to the Finance module.

Letter Description
Accounts Payable
Budget Development
Fixed Assets
General Ledger

Investment Management
Operations
Purchasing/Procurement
Research Accounting

DUTO—0OTw>
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3. Position 3 (FGIBDST)

Position 3 identifies the type of form, report, process or table. The codes are the same
for all SCT Banner products.

Letter Description

Application (enter, update, query information)
Inquiry

Maintenance (enter, update, query, information)
Query (look up existing information)

Rule Table, Repeating Table, Report or Process
Validation (view a defined list of values)

<TOLZ —>

4. Position 4, 5, 6, 7 (FGIBDST)

The last four positions identify a unique 4-character code for the form, report, process or
table. The following are some examples of 4-character form names.

e *™PBDST ---Budget Status
e *RCVD --- Receiving Goods Document
e *REQN --- Requisition
e *™PDOCH --- Document History
e *™PBSUM --- Budget Summary
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Accessing Banner

Internet Native Banner (INB) is a means to access Banner using a web browser.

Before you use INB for the first time, you will need to download a program called Java J
Initiator. This program should download automatically the first time you try to access Banner
through your web browser. You may need to call Information Technology Services (ITS) to
assist you in installation.

1. Logging on to Banner

To log on to Banner, open your web browser (Netscape or Internet Explorer versions 6
or later) and go to:

http://syserp10.eiu.edu:7777/forms90/f90serviet?config=eiutrng (Training)
OR
http://syserpl0.eiu.edu:7777/forms90/f90serviet?config=prod (Production).

2. Inthe Production channel, click Internet Native Banner (INB).

Logon

Usernarme: ||

Password: |

Datahase: |

Connect] Cancel

Screen 1. Banner Log In

3. While you are using Banner, two windows will be open in your web browser. Both must
be kept open to use the application. One window will be blank. This window is running
the Java J Initiator. The other window is the application window, where you will actually
be working in Banner.

Note: If you need to access the Internet while using Banner, you must open an entirely
new session of your web browser. (e.g., Start > Programs > Internet Explorer).
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Banner Main Menu and Access to Forms

The Banner Main Menu will be displayed after successfully logging on to Banner. You may
navigate to the desired form by using Banner's menus, by Direct Access, or using the search
function.

Main Menu

Menu navigation is choosing a form from the Main Menu. The Main Menu is an arrangement of
Banner objects (forms, menus, etc.) in a logical hierarchy, by system and then by module.

To open a system menu, click the + next to the menu name. A list of module menus for that
system will appear. Underneath the module menus are submenus or lists of forms. Once you
see the form that you wish to access, double-click the name of the form.

& Oracle Developer Forms Runtime - Weh El@lgl
File Edit Options Block Item Record Query Tools Help
I EE el =" I EIgI 2@ X

"7 General Menu GUAGMNU 7.2 (TEST) - Monday April 03, 2006

GoTo... [*] welcome, TASTMS products: [~] Menu | Site Map | Help Center
_1My Banner My Links

SCT Banner

[Jstudent [*STUDENT] Change Banner Password

LlAdvancement [*ALUMNI]
L IFinancial [*FINANCE]

Check Banner Message

Personal Link 1
L 1Human Resources [**HRS] e

LIFinancial Aid System Menu [*RESOURCE] Personal Link 2
L 1General [**GENERAL]
L IBanner XtenderSolutions [*BXS]

Personal Link 3
Personal Link 4
Personal Link §

Personal Link &

My Institution

SUNGARD SCT HIGHER EDUCATION

Banner Broadcast Messages

Enter the object name; Press CQUERY for messages, LIST for listing
Record: 111 [ | | | =a5C=

Screen 2: General Menu (GUAGMNU)

@ Note: You will only see the names of forms to which you have access.
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Displaying Form Name on Menu
You may display Form names in Banner next to the folder titles if you choose to do so.

Click on File.>Preferences.

Click on the box next to Display Form Name on Menu.

Click Save.

Click X to close.

Click X to close out of the General Menu.

Bring up the Banner Multi-Instance page. This is the other screen running with your
Banner.

Click the Go button on the top right of the screen to reload your Banner.

...OR...

Click your Refresh button to reload your Banner.

8. Follow instruction on Accessing Banner beginning at 2, on page 5 of this manual.

& Oracle Developer Forms Runtime - Web: Open > GUAUPRF le

File Edit Options Block Item Record Query Tools Help

ogrwnNE

N

(BYE RABE ¥9 B@E Q& BE ¢ 4@
[IEEIEYRelEM Directory Options My Links Menu Settings AR
Display Options User Interface Color Settings
v Display Form Name on Title Bar Description: ‘Enter the RGE color code for non iconic buttons. [~
! Default Value:  r204g9204b153
¥ Display Form Name on Menu
User Value: ‘ B
|« Display Release Number on Title Bar
Description:  [Enter the RGE color oode for the canvas,
¥ Display Database Instance on Title Bar Default Value: ‘r255g255h255
User Value: ‘ EI
Alert Options Description: Enterthe RGB color code for code/description prompts.
Default Value: rOgob0
¥ Prompt Before Exiting Banner User Yalue: E‘ =
¥ Display Additional Confidential Warning Description: ‘Enterthe RGE color code for the menu links canvas,
Default Value: [r255g255b255
¥ Display Additional Deceased Warning
User Value: ‘ EI
Description: [Enter the RGE colar code for the menu broadeast message canvas.
Default Value: [r2559255b255
User Value: ‘ EI -
Checkto have farm name display on window title |
Record: 141 [ . | | <osC~

Screen 3; General Users Preference Maintenance (GUAPMNU)

My Banner Menu

You may establish a personal menu within Banner called My Banner that is tied to your Banner
ID. My Banner should contain forms that you access most frequently. Using My Banner allows
you to find these forms quickly, so that you can access them without going through all the
system and module menus.

Your My Banner can be accessed from the Main Menu under the My Banner listing at the top of
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the Main Menu structure.
Adding Forms to My Banner
1. Atthe Banner Main Menu, open the My Banner folder.
2. Double-click the file Empty; Select to Build (GUAPMNU).
The My Banner Maintenance form is organized in a two column format. The left column

lists all the forms that are available to you. These forms are organized alphabetically by
form description (not the 7-character object name).

£ Oracle Developer Forms Runtime - Web: Open > GUAPMNU

File Edit Options Block Item Record Query Tools Help

TRAIND4's Personal Menu

Type: | Oracle Forms module -] @ Object Description

Object Description

D

|TSA1EI‘93 ‘1UQS—T Tax Information

[FrmrTve (1099 1ncame Type Code Maintenance

[Fan1nss (1099 Reporting

[Foaz09a [1099-m15C Magnetic Tape Transmitter b
[pxa1099 [1099-r
[PTvinss [1099-R Distribution Cods validstion

|RNAOU01 ‘ZUUU—ZUUl Applicant Override

[rnRGLOL [2000-2001 1NAS Glabal Palicy Options RY

[RmIms01 [2000-2001 Miscellaneous Resuits Tnquiry

|RNANAUI ‘ZUUU—ZUUl Meed Analysis

@F &

[RmavRO1 [2000-2001 Need Analysis Document veri =

[RmaPROL [2000-2001 Heed Analysis Processing

|RNASLUl ‘ZUUU—ZUUl Student Loan Data

[rmasu01 [2000-2001 Supplemental Need Analysis

[rraovoz [2001-2002 Applicant overrids

|RNRGLUZ ‘ZUULZUUZ INAS Global Policy Options Ry

[rmiMs0z [2001-2002 Miscellaneous Results Inquiry

[RranAcz [2001-2002 Heed Analysis

|RNAURUZ ‘ZUULZUUZ Meed Analysis Document Veri

[rnaproz [2001-2002 Need Analysis Pracessing |

[rEADINZ [2001-2002 Pell Disbursement/Acknowled |~ a

4] I D B P P PP D DD D
FRM-40350: Query caused no records to be retrieved. \
Recard: 111 [ N | | =05C=

Screen 4: My Banner Personal Menu (GUAPMNU)

3. Use the scroll bar to the right of the form list to find the form you would like to add to your
My Banner Menu.

4. Double click on the form name (the name will turn light blue when selected).

5. Click the right arrow in the middle of the form (>). This will move the form into your My
Banner menu on the right side of this form.

6. Continue this process to add more forms to your My Banner menu.
7. You may delete forms from My Banner by doing the opposite.

e  Click on the form on the right that you wish to delete.
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e  Choose the arrow to the left.
e  The form is gone from My Banner.

When finished, click Save to save your choices, click X (exit) to return to the Banner
Main Menu.

For the updated My Banner menu to load, you must log out and then log in. When you
log in again, your My Banner menu will list the forms you recently added.

£ Oracle Developer Forms Runtime - Web: Open > GUAPMNU
File Edit Options Block Item Record Query Tools Help

BOE BEEE 3T ZEE &I

’%;F-!r‘-'h-‘ Banner Maintenance GUAPMNU 7.2

TRAIND4's Personal Menu

Type: [Oracle Farms module -] [@ Description

Requisition £

Object Description

[tsa1098 [1098-T Tax 1nformation B

[Frvmerve (1099 1ncome Type Cade Maintenance
[Fario9s (1099 Reporting

[Foa10es [1093-M15C Magnetic Tape Transmitter D.

[rxa109e [1095-R
[PTvinas [1099-r Distribution Code validstion

[ruacvz [2001-2002 Applicant override 4 =]

|RNRGLDZ ‘ZDDI—ZDDZ INAS Global Policy Options RU

[rHIMsDz [2001-2002 Miscellanzous Results Tnquiry

|RNANAD2 ‘ZDDI—ZDDZ MNeed Analysis @

|RNAVRUZ ‘2001—2002 Need Analysis Document Verii o0 @
[rHapROZ [2001-2002 Need Analysis Processing

READIOZ |2001-2002 Pell Disbursement/acknowled

REAQROZ |2001-2002 Pell Origination/Acknowledger
RMASLOZ |2001-2002 Student Loan Data

RMASUOZ |2001-2002 Supplemental Need Analysis

RMAOWYO3 |2002-2003 Applicant Override
RMRGLOZ |2002-2003 INAS Global Policy Options Ru

RMIMSO3 |2002-2003 Miscellaneous Results Inguiry

RMANADS |2002-2003 Need Analysis
|RNAVR03 2002-2003 Need Analysis Documnent Veri |+ ‘ o

£ IR XN XN II D
Enter Object Mame; Listto Search |
Record: 111 |1 M | | <08C=

Screen 5: My Banner Personal Menu (GUAPMNU) updated with forms

Updating the My Banner Menu

You can add or remove forms from the My Banner menu at anytime. To do so, double-click
Organize My Banner (GUAPMNU) under the My Banner menu. To remove forms, reverse the
process to add a form:

1.

2.

Click the form name in the middle column.

Click the left arrow in the middle of the form (<).
Click Save to save your choices.

Click X to exit the form.

To fully update the My Banner menu, log off and log on again.

Update 4/28/06 My Banner/Navigation

Page 9



Banner Form Design

Banner is composed of forms. Think of Banner forms as paper forms. Each form represents a
specific body of information, such as a name and address form or purchase order form.

A form is an online document where you can enter and look up information in your database. It
visually organizes information so it is easier to enter and read. Banner forms are similar to a
paper form, except information is entered once and then used by other forms, reports and jobs.

Every form has the following parts:

e Menu Bar e Blocks — Key and Information
e Toolbar e Auto Hint
e Title Bar e  Status Line

Every form has a unique 7-character name (e.g., FGIBDST) and a description of the form (e.g.,
Organization Budget Status form). For information about how Banner forms are named, see
page 3 & 4. The title bar of all Banner forms shows the form name, description, version number
and database.

"m0rganization Budget Status Form FGIBDST 7.0 (TEST) i

Screen 6: Banner Form Title Bar (FGIBDST Form)

Information in Banner forms, like paper forms, is arranged in blocks. Understanding Banner
navigation and the many functions a form has will better help you in retrieving data.
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# oracle Developer. Forms Runtime - Web: Open = FGIBDST E|@|E|
Menu Bar \b File Edit Options Block Item Record Query Tools Help
B0 CEAEE ST 3@
TOOlbal’ /v ’E?\Zw‘-;xam:atu:n'w Budget Status Form FGIBDST 7.0 (TEST) © T el
/ Chart: ’E—E Organization: E
. Fiscal vear: ’IE Fund: E
Tltle Bar Index: ’—E Program: —[E
/< [ Query Specific Account Account; 4
¥ Include Revenue Accounts “E‘i“'_l"t Type: [
Key Block U commit rvve . —
( Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
r |
.
informat 2
nformation
Block(s) —>< F
i
| Ll | | | \
| Ll | | | \
— | | | |
- N | Ll | | | \ o
AUtO Hlnt \ MNet Total: | | | ‘ B
] R e e eI IR | -
Status Line Pl oo 111 | | Listofvalu.. | | <08C= l J
Screen 7: Banner Form Components
1. Menu Bar
Every form in Banner contains a menu bar. The menu bar provides an alternate method
of navigating through Banner. If a menu or a selection on a menu is dimmed, then it is
disabled. If a menu or menu selection is disabled, you cannot select it at that time.
File Edit Block Item Query Tools Help
Screen 8: The Banner Menu Bar
To close a form in Banner, you must click X (exit). (Banner does not use the close
button in the upper right corners of forms or browser windows). Refer to Appendix A:
Button & Key Guide on page 18 for additional information.
2. Options Menu
The Options menu of each form contains quick links to blocks on that form as well as to
related forms. When the choice in the Options menu links to another form, that form’s
name will be in brackets after its description. As an example, here is the Options menu
for FGIBDST, the Organization Budget Status form:
Update 4/28/06 My Banner/Navigation
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& Oracle Developer Forms Runtime - Web: Open > FGIBDST

File Edit gelalalulgt-#l BElock Itern Record Query Tools Help
Budget Summary Information [FGIBSUM] fx
"z_s GrgEm Qrganization Encumbrances [FGIOENC] |
Transaction Detail Information [FGITRND]
Format Display Preferences
Chart: ET Organization: [131z00 [7 Purchasing
Fiscal Year: EF Fund: 110020 [7 Income Fund
Index: [7 Program: 60 [7 Institutional Suppart
[ Query Specific Account LETE F
[# Include Revenue Accounts Account Type: (7]
Activity: [7
Commit Type: Location: [*]
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
1000 I [salary and wages [ 15,039.99 [ 0.00 [ 0.00 [ 15,039.99 A
|E\121EI f ‘c.s‘ Regular Salary | 0.00 | 30,724.30 | 0.00 ‘ -30,724.30
|71213 E ‘Gn\f outings Expense | 1,800.00 | z00.00 | 0.00 ‘ 1,600.00
[r1215 [E [cable Tv. [ 0.00 [ 0.00 [ 5,777,764,215.95 | -5,777,784,219.95 B
|71221 E ‘Repa\r and Maint Furn/offic | 0.00 | 0.00 | 191.11 ‘ -191.11
|71223 E ‘Repa\r and Maint Real Propi | 0.00 | 2,717.20 | 18,043.00 ‘ -20,760.20
[r1224 [E [Repair and Maint Mach/Mec | 0.00 [ 0.00 [ 286.67 [ 28667
|71226 E ‘Laundrv Services | 0.00 | -7,110.00 | 4,667.20 ‘ 2,442,830
|71227 ’?‘Insta\\mentlntar&st | 0.00 | 0.00 | 0.00 ‘ 0.00
[r1229 [E [Repair and Maint Other [ 0.00 [ 0.00 [ 7,239.95 [ -7,239.95
|7123D E ‘Repa\r and Maint In House | 0.00 | 100.00 | 4,210.00 ‘ -4,310.00
|71233 E ‘Rental Real Praperty | 0.00 | 0.00 | 456.00 ‘ -456.00 -
Met Total: | -25,350.99 [ -45,303.04 [ 6,800,445,178.65 [ B
£ IR D
Dup tern for Detail, Count @uery for Orgn. Summary, Dup Rec for Encurn. List | J
Record: 1150 [ | | | <08C>

3. Blocks

a.

Update 4/28/06

Screen 9: Organization Budget Status (FGIBDST) option menu

Key Blocks

The Key Block contains information that makes each record unique. For
instance, on the Organization Budget Status form (FGIBDST), the Key Block
contains the search parameters for the query. These parameters include Fiscal
Year, Organization code, Fund, Program, etc.

The Key Block determines what is entered or displayed on the rest of the form.
All information on the form refers to the Key Block data. The Key Block stays on
the form as subsequent blocks appear, though occasionally, another window
may appear on top of the Key Block if the window is unusually large or if the Key
Block is not pertinent to the window.

To change information in the Key Block (i.e., to access another record), you must
click the Rollback button. It is good practice to click the Rollback button before
exiting every form.

Information Blocks

Each record will have one or more Information Blocks. Most information blocks
have a title. There are two exceptions:

e |f aform has only one block, the block does not have a title.
e If a form has a key block and only one information block, the information
block does not have a title.

My Banner/Navigation
Page 12



& oracle Developer Forms Runtime - Web: Open > FGIBDST

File Edit Options Block Item Record Query Tools Help
NE BEABRE BT EEE QI &EE <
%73 Ornanizatinn RurdnAt Statis Form FETR =
Chart: EE Organization: 131200 [E Purchasing
Fiscal Year: EE Fund: 110020 E Income Fund
Key BIOCk Index: B Program: 60 B Institutional Suppart
[ Query Specific Account Secount E
¥ Include Revenue Accounts Account Type: E
Activity: b
Commit Type: N
—
T Wccount Type  Title . Adjusted Budget  YTD Actvity | Commitments  Available Balance &
AN Ol [ [ l | P
2 Ol | | | | :
| Ol | | | [ -
Information [—»= I H I I I }
Block . .
) [ —u | | | | :
H N Ll | | | \ :
N Ol | | | [ :
i N Ll | | | \ .
] Ll | | | \ .
N Ol [ [ [ | :
] Ol | | | \ o
H Net Total: | [ [ \ H ]
D L L L L e
:4 start 73 2 Inkernet Explorer - [ @ 1nbox
c. Fields and Items
Within the Key Block, the labeled spaces are called fields. Examples of fields are
Fiscal Year, Org, Fund, Account, etc. These are also fields you can enter
information.
Within the Information Blocks, the fields are called items, as in an item of
information. Several items make up a record.
d. Records
A record is a group of items that make up a logical unit. An address record, for
example, is made up of several fields: Street Address, City, State, and Zip Code.
A vendor, for example, may have multiple address records. In the screen
capture on the following page, the record is composed of several items.
Update 4/28/06 My Banner/Navigation
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& Oracle Developer Forms Runtime - Web: Open > FGIBDST

File Edit Cptions Block Item Record Query Tools Help
BOECBRABE BT EIEYETICICN
& Organization Budget Status Form FGIBDST 7.0 (TEST)
Chart: EB Organization: [131z00 [E Purchasing
Fiscal Year: EE Fund: 110020 [E Incorne Fund
Index: [E Program: 60 [E Institutional Suppart
[ Query Specific Account ecount E
¥ Include Revenue Accounts Account Type: ]
Activity: ’—[E
Commit Type: Location: ’7[3
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
ltem l u | > ] | \ 3
| [l | | | \
| Ll | | | \
| Ll | | | \
| Ll | | | \
| [l | | | \
| Ll | | | \
| D | | | \
Record r —_ - - - 1
| ml | | | [ ]
| Ll | | | \
| Ul | | | \ &
Net Total: | | | ‘ B
4] [N -

75 2 Internet Explorer = | @) Inbox d E )6 (5, g £ BE 7:04 M
mple

4. Auto hint and Status Line

Enter a Receiver Document Code or NEXT'
Recard: 171

. =(05C=
Screen 12: Auto Hint and Status Line

The Auto Hint at the bottom of the form may contain the following information for the field
where the cursor is located:

Brief field description

Error and processing messages

Keyboard shortcuts

Instructions for accessing other blocks, windows or forms from the field

HINT: If you have typed something that is not allowed in the field, read the
message on the Auto Hint line. To clear the message, click the Help button once;
this will re-display the original information about that field.

The Status Line, directly under the Auto Hint, can contain one or more of the following
messages:

My Banner/Navigation
Page 14

Update 4/28/06



e Record n/n: Shows the number of the current record followed by the total

number of records in the current block.
window, the total appears as a question mark (for example, 3/?) until you scroll to

If there are more records than fit in the

the last record in the block. Once the last record is displayed, the total appears
as a number (for example, 3/15).
Indicates the field has a List of Values.

e List of Values:
Enter-Query:

5. Toolbar Buttons

Indicates the form is in query mode.

Banner toolbars contain sets of iconic buttons that perform common functions. ToolTips
appear as you move the mouse pointer over the buttons.

A block is a section of a form or window that contains related information.

If a form or

window contains more than one block, each block (except the Key Block) may be
enclosed in a beveled box.

Save

Select

Remove

\

\ 4

Record

Next
Record

Previous
Block

Execute
Querv

Print

\ 4

.

Help

Exit

/

lﬂﬂaﬁl[%%[@.@}f&l%lk *slt-l—--l@lx

rg A
|

Rollback

Update 4/28/06

Insert
Record

Previous
Record

Next
Block

Enter
Query

Cancel
Query

Screen 13: Toolbar Buttons
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Query Techniques

You can query (search) many Banner forms to see what information is already stored in the
database.

Some forms are already in query mode when you open them. If this is the case, the message
ENTER QUERY will be displayed in the Auto Hint. When a form opens in query mode, it is
usually because the number of records that would have to be retrieved is so large that there
would be a significant delay in displaying them. Opening the form in query mode allows you to
specify search criteria to narrow the search.
1. How to Query
a. Go to the form you want to use to query information.

b. If the form opens in query mode, go directly to step 3. Otherwise, click Enter
Query button to put the form in query mode.

c. Once the form is in query mode, you can enter query criteria.

d. If you can move the cursor to a field, you can query information in that field.

e. You can use the wildcard (%) when you enter criteria.

f. Once you have entered all the query criteria you want, click Execute Query.

g. The form will search the database. When it has retrieved all the records that
match the query criteria, it displays them. If no records match the query criteria,
you will see a message saying so in the Auto Hint line.

2. Using Wildcards
Wildcards take the place of one or more characters that you do not know in a query.

Banner uses the % (percent sign) as the wildcard character that % can stand for any
number of characters.

To get these results Enter these criteria
All entries that begin with ma Ma%
All entries that contain ma % ma%
All entries that have ma as the final two characters %ma
Update 4/28/06 My Banner/Navigation
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Logging Off Banner

To log off Banner, you must close all forms first by clicking X (Exit). When all forms are closed,
you will be at the Main Menu. Click X (Exit) again and you will see the following dialog box:

SCT Banner
& Are you sure you swant to exit this SCT Banner session?

Yes

[0

Screen 14: Logoff Confirmation

Click Yes and you will exit the browser. Close any INB-related windows.
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Appendix A: Button & Key Guide

Toolbar buttons and keyboard shortcuts in Internet Native Banner.

Basic Functions

Function Key(s) Menu Bar Toolbar
Save F10 File/Save =
Print Shift + F8 File/Print =]
Rollback Shift + F7 File/Rollback

Exit Form/Query Ctrl + Q File/Exit

Online Help N/A Help

Clear Field Cul+U N/A N/A
Display Error Shift + F1 N/A N/A
Down Ctrl+Lor N/A N/A
Scroll Down Page Down N/A N/A
Scroll Up Page Up N/A N/A
Show Keys Ctrl + F1 N/A N/A

Up Ctrl+Por % N/A N/A
Block Functions

Function Key(s) Menu Bar Toolbar
Next Block Ctrl + Page Down Block/Next

I

Previous Block

Ctrl + Page Up

Block/Previous

[_b-_&lx

Clear Block Shift + F5 Block/Clear N/A
Record Functions

Function Key(s) Menu Bar Toolbar
Next Record Down Arrow Record/Next - |
Previous Record Up Arrow Record/Previous =
Clear Record Shift + F4 Record/Clear N/A
Insert Record F6 Record/Insert » J
Duplicate Record F4 Record/Duplicate N/A
Remove Record Shift + F6 Record/Remove lﬁ
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Query Functions

Function Key(s) Menu Bar Toolbar
Enter Query F7 Query/Enter Es
Execute Query F8 Query/Execute =
Count Query Hits Shift + F2 Query/Count Hits Ew
Cancel Query Ctrl + Q Query/Cancel N/A

Update 4/28/06
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Entering a New Requisition

General Menu

& Orache Developer Forms Runtime - Web

u [— =] wWalcome, KEMCELWEE
£l open Requisition by FOAPAL Query [FPIORQF]
Bl Buyar Assignment [FRAARBLIY]

[ Bid creation [FPACTBOD)

user approval [FOAUAPR]

Bl raquisition [FRAREQN]

2 organize My Banner [GUARMNU]
BT Banne

istudant [*STUDENT]

Advancement [*ALUMNI]

AFinancial [*FINANGE]

—IHuman Resources [*HRS]

JFinancial Aid System Menu [*RESOURCE]

AGeneral [*GENERALL

—Iaanner XtendarSolutions [*BXS]

Banner Broadcast Messages

Starting a Requisition

1.
Products: [~
Personal Link 5
Parsanal Link &
2.
3.

Entie i ptjict namie. Priss COUERT o messages, LST for listing
Recond: 11 || | | «08C»

FPAREQN form — Requestor/Delivery Information Block (completed)

& Oracle Developer Forms Runtima - Wab: Open » FPAREON
File Edit Qptons Rlodk Jrem Becord

FELLIER: 1.
ition Entry: Reguastor/D
Requisition: [rooo10s0 2
Order Date: 03-AFR-2006 0| Transaction Date:  [03-apk-2006 5 In Suspense
Oelivery Date:  [03.4p0.2006 | Commen s [ Documen T Text
Commodity Total: o0 Accounting Total: 0
# Dacument Level Accounting
Wendor i < 3
Requestor: [kay E McEimee con: £ [ 7)Eastern lieais Unevarsity
@rganization: 13100 [*]|Purchasing Emall; |kemcelwendeiuedy
Phone: [e27 [so17260 Extension: Fax:  [217 |5016015  Extension:
Ship To: e |
Street Line 1: [Fastarn Thncrs Univerity
Street Line 2: 4-
Street Line 3:
Building: Floor:
City:
State or Province: i Tip or Postal Code: 61520
Nation: | 5
Telephone: Extenslon:
Contact:
Attention To: [Menty Beneete
Entie i pasensian |
Recard 11 | | «08Cx

Updated: 4/28/06

In the General Menu next to Go To type
FPAREQN to access the Requisition
form.

...OR...

Select from the drop down menu: SCT
Banner/Financial/Purchasing and
Procurement/Request
Processing/Requisition

...OR...

Select from the drop down menu: My
Banner/Requisition.

Press Enter.

Click Next Block to go to the
Requestor/Delivery Information block.

Requestor/Delivery Information Block

The Order Date field (can overwrite)
and Trans Date field default to today.

In the Delivery Date (required), type
the date (day-mon-year format: 24-
MAR-2005) or use the calendar at the
side.

Use the Comments field (max 30
characters) for instructions to
Purchasing when converting the
requisition to a PO. Click Next Block.
The Requestor field defaults to the
person entering the requisition (may
overwrite).

The COA (Chart of Account) should

always default to E.

In the Organization field (required),
type the organization code to be used.
A search may be done by clicking the
drop down button.

The Email field populates with defaults
for user ID.

The Ship To field populates with default
shipping address for the Ship-To Code.

In the Attention To field, type the name

of the individual requesting product (this

name prints on the PO). Click Next

Block.

Requisition Condensed Version
Page 1



FOAPOXT form — Procurement Text Entry

& Orache Developer Forms Runtime - Web: Open > FPAREOMN - FOAPOXT

Eile Edit ok | B s Help

vendor:

Modify Clause:

[This ie & tastline of tat [ v
B0 WeT print this bne

[change line & ta cahnge order of print [ -
[Te print this line first anter 1-9 as line number v

.I | 2 |

Default Increment: | 20

Requisition:
Order Date:

HO0O1050
fo3-arn-zo0e ()
03-4PR-2006 5|
Commoity Total: | oo

Transaction Date:  |03-apk-z006 15

Delivery Date: Commen ta:

Accounting Total: | 0

In Suspense
Document t Text

¥ Document Level Accounting

Requestorfoeivery Information [ TRENRTET <

E03307855 |~ |[Gateway Companies tne
o =] Sequence: | 1%

Astr Tearm Hllings

1414 Cenessee

vines: Mo 2ip or Postal Code: 54107 nation: |

Extension:
Fak: [ Extension: |
Brent's Lt Se493

Discatin t: =
Tax Graup:
Current: ¥ =

Updated: 4/28/06

Adding Document Text

1. From the menu bar, choose Options >
Document Text (FOAPOXT).

2. Click your cursor in the first blank text
line of the Text box to type in document
text. If you run out of room on the line,
click down to the next line to continue.

3. Leave the Print check box checked if
text is to print on PO or uncheck for
internal notes to Purchasing.

4. Click the disk icon (save).

5. Repeat steps 2, 3, and 4 for additional
text lines if needed.

6. Click X (exit) to go to the Vendor
Information Block.

Vendor Information Block

1. Inthe Vendor field, type a Vendor ID
or Vendor alias (if known) and go to the
Next Block.

...OR...

2.  Click the Search button to conduct a
vendor search.

3. If conducting a vendor search, click on
the search button. Click Entity
Name/ID Search (FTIIDEN).

4. Tolook at all vendors press Control
F11.

5. To do a partial name search type the

part of the name you know followed by

a %. Ex. Gate% (search is case

sensitive). Click Execute Query. It

will show all vendors that start with

Gate. Double Click on the Vendor

requested. You may see two vendors

with the same name. If the vendor
number starts with E, use that vendor.

However, if there is a vendor number

that starts with a number and the type

says LGCY you may use that one as
well. It will just revert to the vendor

number that begins with an E.

Vendor field is now populated.

Make sure the Address Type is BU.

If the address is not the address you

wish to use for this vendor, Click on the

drop down menu next to Sequence to
find the correct address. If it is not
there, complete a Vendor Create form
and send to the Purchasing Office.
9.  Click Next Block.

© N

Requisition Condensed Version
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FPAREQN — Commodity/Accounting Information Block

& Oracle Developer Forms Runtima - Wab: Open » FPAREON
B

File Edit Qouons Blodk |

Requisition:
Order Date:

ROUOLUSD

fo3-arn-zo0e ()

03-4PR-2006 ZH|
1,570.00

Delivery Date:
Commaodity Total: |

 Requestor/Delivery Infarmation
ufM

Mem [ 1 of | 1 [Ea
Commaodity Description

[o7ause [Computer Equip GT 100 LT 5000

FOAPAL af |

COA Year  Index  Fund Orgn Acet

‘endor Information Lo
Tax Group
- |

Commen ta:

Remaining Commodity Amount: |

Transaction Date:

Accounting Total:

¥ Document t Text

Unit Price

Quantity
| 1% 1578

Commaodity Text
Itom Toxt

Add Commadity  Document Commodity Total: |

Distribute

Extended:
Discount:
| I Additlonal;
Tax:

FOAPAL Line Total:

Document Accounting Total: |

Cammadity Line Tatal: |

Enter discount amoun Lo e
Retard 11 11

Updated: 4/28/06

Commodity/Accounting Information
Block

1. The Document Level Accounting
field indicates whether document
accounting or commodity accounting
will be used. Uncheck the box to use
commodity accounting. If it is
document accounting, all items are
charged to a certain FOAPAL or
FOAPALs . Ifitis commodity
accounting, each line would be
charged to a separate FOAPAL.

2. The cursor appears in the Commodity
field. Type the commodity code or
click the Search button next to
Description field to search for the
correct Commodity. ...OR... Tab over
to the Description field and begin
typing what is to be purchased.

3. Tabto Description and type in
description of what is to be ordered.

4.  Inthe U/M field, type a unit of measure,
or use the Search button to select valid
units.

5. Inthe Quantity field, type the correct
amount.

6. Inthe Unit Price field, type the correct
price of the U/M.

7. Tab to the Extended field to auto-
calculate the extended costs.

8. Inthe Discount field, enter any
discounts for this item, if applicable.

9. Inthe Additional field, enter any
shipping charges for this item, if
applicable.

10. Click Next Record and repeat steps 1-
7 to enter additional items.

11. Click Next Block to go to the FOAPAL
window.

Requisition Condensed Version
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FOAPOXT form — Item Text

[hooo1us0

ries I
Commnd dity Description:  |Compater Equip GT 100 LT 5000

Modify Clause: Default Increment: 10
Text Clause Numb Print L
(Gateway Laptop per sttached ¢ 10
[sateway quote # 0307802.C [ v |20
[5ae sttached specifications [ - [T
i 5
Recand 44 | | «0gC

FPAREQN form — FOAPAL window

& Oracle Developer Forms Runtima - Wab: Open » FPAREON

[rooo10s0
fo3-arn-zo0e ()
Oelivery Date:  [03.4p0.2006 |
Commoity Total: | L,570.00

Requisition:

Order Date: Transaction Date:  |03-avk-z006 0] In Suspense

Comme s ¥ Document t Text

Accounting Total: | 0

¥ Document Level Accounting

FRequastor/Delivery Infarmation ‘endor Information ting Balancing/Comgplation
ufm Tax Group Quantity Unit Price
Mem | 1 oof | 1 [ea [= [ [ 1% 1578 Extended: | 1,578.00
Commodity Description LI I !
- S Additional: i
o705 ‘Compatar Equip GT 100 LT 5000 Commaodity Text Tax:
o tam Toxt commodity Line Total: | 1,578.00
Add Commadity  Document Commodity Total: | 1578.00
Distribute
roapaL | of [ 0 Remaining Commuodity Amount: | NSF Override ™ usn
SULI Extended: 157000
COA Year  Index  Fund  Orgn  Acet  Prog Aty Locn  Proj oiscount: [ | )
LI e I Y 1 ) O ) . I I I Additlonal: w0
E o6 1i0ez0 | [1a1zon | [fas | 6o Taw: I =
FOAPAL Line Total: 1,578.00
Document Accounting Total: | =)
Ghick o ealcutate dollar amount basid on percentage
Recond: 11 | | «0gC

Updated: 4/28/06

Adding ltem Text

1. From the menu bar, choose Options >
Item Text (FOAPOXT).

2. Click your cursor in the first blank text
line of the Text box to type in
document text. If you run out of room
on the line, click down to the next line
to continue.

3. Leave the Print check box checked if
text is to print on PO or uncheck for
internal notes to Purchasing.

4.  Click the disk icon (save).

5. Repeat steps 2, 3, and 4 for additional
text lines if needed.

6. Click X (exit) to go to the
Commodity/Accounting Information
Block.

FOAPAL Window

1. Enter the correct fund (1000 = general
fund)

2.  Tab through the FOAPAL fields; Fund,
Orgn & Program fields are defaulted
but may be overwritten. Some of the
defaults may be overwritten.

3.  Enter the Account number or use the
search button to select valid Account
numbers.

4.  Press Tab four times to go to the USD
Extended check box.

5.  Press Tab again to allocate all
expenses to this FOAP
...OR...

Type the exact dollar ($) amount to be
charged to this FOAP

...OR...

Select the check box to allocate by %.
Press Tab. Type the percentage to be
allocated to this FOAP.

6. Inthe Discount field, enter the amount
of discount reflected in Commodity
block to be distributed to this FOAP (%
or $ amount).

7. Tabto Additional field and enter
shipping charges if applicable.

8. Entered in the Commodity block to be
distributed to the FOAP (% or $
amount).

9.  Continue to tab through fields until
back to COA (Chart of Accounts).

Requisition Condensed Version
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FPAREQN form — Balancing/Completion Block

& Orache Developer Forms Runtime - Web: Open > FPAREON

File Edit Qptions Blod joer

@ H Qs s

N Becord QO
-
L

Hequisition: ROUOLUSD
Order Date: 03-arR-2006 0|

2006 GH

Delivery Date: 03-4FR
Commodity Total:

Transaction Date:

Comments:

Accounting Total:

03-apR-2006 )|

"

1,570.00

¥ Document Level Accounting

In Suspense

Document Text

Requestor/Delivery Information endor Inf <
Vendur: E03387855 [Gateway Comguaenns ne Reguestor: Kap E MeElune
COA: E |Eastern llingis University
Organization: 131200 Furchasing
Currency: [ [
Exchange Rate: Commaodity Record Count: |
Input Amount: 1578.00 Converted Amount:

Input Commaodity Accounting Status

Approved Amount: 1,570.00 1,570.00 1,570.00 BALANCED
Discount Amount: 00 a0 o0 IBALAKCED
Additional Amount: A0 00 00 BALANCED
Tax Amount: o0 a0 o0 BALANCED
Camplete: InProcess: (I

SOl 10 mark this docurnint “Comphise”

Retard 11 11

Updated: 4/28/06

10.

11.

12.

13.

14.

To enter second FOAP, Click Next
Record (Down Arrow) and repeat
steps 11-15 until amount displayed in
Remaining Commodity Amount = 0.
Type a new Org; tab the Fund code. If
only the account is being changed, the
Fund can be entered, tab to Acct, over-
write with correct account.

Tab through the FOAPAL fields. The
remaining amount will be allocated
unless a new % or amount is entered.
To view FOAPAL information between
line items, Click Previous Block and
then Click Next Record until you find
the line you want to view the FOAPAL
information. Then click Next Block.
Click Next Block to go to the
Balancing/Completion block.

Balancing/Completion Block

1.

2.

Review all information displayed on
this screen for accuracy.

Verify document is balanced. If not,
return to previous block to make
corrections.

Check message line at bottom of
screen for budget status.

Click Complete to finalize document
and send through approval process
...OR...

Click In Process to return later to
complete or correct.

Requisition Condensed Version
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Conventions Used in this Manual

The following formatting conventions are used throughout this manual:

Text entry is printed in monotype (Courier New) font.
Example: Type FPAREQN in the Direct Access Field.

Field names are in bold face.
Example: Type 99771111 in the ID field.

Button names are in bold face.
Example: Click the Execute Query button.

Specific block names (but not “Key Block”) are in bold face.
Example: Inthe Addresses block, click inside the Zip Code field.

Form names are in all capital letters.
Example: Navigate to the FPAREQN form.

Keyboard keys are in all capital letters.
Example: Press ENTER.

Menu navigation is listed as Menu > Menu Option.
Example: To count the query hits, choose Query > Count Hits.

Updated4/28/06 Requisitions
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Creating an Online Requisition
(FPAREQN)

The diagram below highlights the five stages in the purchasing and procurement process.

e —_—
Requestor: Purchasing: Buyer: Vendor:
Creates and Reviews requisition and Creates Fills order
completes assigns buyer purchase order

requisitions
To initiate the procurement process and to define the requestor, vendor, commodity and
accounting information use the Requisition Entry Requestor/Delivery Information form
(FPAREQN).

1. Access the Requisition Entry Requestor/Delivery Information (FPAREQN) form one of
two ways:

a. Use the menus: SCT Banner > Financial > Purchasing & Procurement >
Request Processing > Requisition (FPAREQN)

b. Type FPAREQN inthe Go To... field at the top of the Banner main screen and
press ENTER.

2. There are three (3) options in the Requisition field:
a. Start a New Requisition
b. Retrieve a Started (but incomplete) Requisition

c. Copy from an Existing Requisition (See Appendix A: Copy from an Existing
Requisition on page 28)

Updated4/28/06 Requisitions
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Starting a New Requisition

1. Leave blank for new system-assigned requisition code and Click Next Block to go to the
Requestor/Delivery Information block ...OR...

2. Type NEXT and Click Next Block to go to the Requestor/Delivery Information block.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block Item Record Query Tools Help

FEEEEEEIE RS By & E @ X

’@F‘Equi-_f.itu:m Form FPAREQMN 7.1 (TEST) !

Requisition: EI @

Enter NEXT or leave BLANK for automatic assignment or enter document number; Press MEXT FIELD 1o activate copy function. |
Recard; 141 |1 . | | =osC=

Screen 1. Requisition (FPAREQN) Form

Retrieving a Started (but incomplete) Requisition

1. Type a requisition number to retrieve a previously started requisition and Click Next
Block to go to the Requestor/Delivery Information block ...OR...

2. Click the Search button (down arrow) to list all incomplete documents.

Updated4/28/06 Requisitions
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Completing Requestor/Delivery Information Block

Use this window to set the transaction and delivery dates; identify the requestor, the chart of
accounts, and the organization; or enter and view document text.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN EIEIEI

File Edit Options Block Item Record Query Tools Help

(BVECECGEER B BER Q& FE ¢
'}'_EF!equl-_:.ltu:m Entry: Requests = Mest Block £ 5
Requisition: MEXT
Order Date: 04-APR-2008 @ Transaction Date: 04-APR-2008 @ [/In Suspense
Delivery Date: 04-APR-2006 @ Comments: RUSH " Document Text
Commodity Total: Kili) Accounting Total: Kili)
|« Document Level Accounting
Reguestor/Delivery Information wendor Information ComrmodityAccounting Balancing/Completion
Requestor: [kay E MoElwee coa: [e [7][Eastern Tliinois University
Organization: H Bl Email: |kamce|wee@5iu‘edu
Phaone: 217 |5817268 Extension: Fax: 217 ||5816015 Extension:
Ship To: E1L =]
Street Line 1: [Eastern Lllinis University
Street Line 2: ‘CEntraI Receiving
Street Line 3: ‘Unwers\ty Drive & Hayes
Building: Floor:
City: Charleston
State or Province: |IL Zip or Postal Code: |61920
Nation:
Telephone: Extension:
Contact: ‘
Attention To: ‘
Organization code is required |
Record: 141 [ . | | <osC~

Screen 2: Requestor/Delivery Information Block

1. The Order Date field defaults to today; this may be overwritten with a future date.

2. The Trans Date field defaults to today.
This date controls the fiscal year in which the transaction will encumber.
Change this date only if ordering for a different fiscal year.

3. Inthe Delivery Date (required), type the date (day-month-year format:
i.e. 24-MAR-2006).

° The short-cut for today’s date: T + Enter (or T + TAB)
° Delivery Date must be the same or be beyond Order Date.
Updated4/28/06 Requisitions

Page 4



Use the Comments field for instructions to Purchasing when converting the Requisition
to a PO, such as Standing Order, RUSH order, or See document text. This field will not
print on the purchase order.

Click Next Block to go to Requestor Information.

Requestor: This defaults to the person entering the requisition. You may override the
name of the person requesting the item.

The COA (Chart of Account) should always default to “E”. DO NOT change Chart of
Account.

In the Organization field (required), type the organization code to be used. A search
may be done by clicking the drop down button. These are sorted numerically. A search
may be done by scrolling down to the correct organization number. Double click on the
one you select. ...OR... A name search may be done by clicking Enter Query icon.
Click on the first row of the title column. Type % and the entire name or partial name of
account followed by %. Ex. %Purchas%. Itis case sensitive. Click Execute Query
icon. All names with those criteria should show up. Double click on the one you want.
You must have security access for the Organization code you enter.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN Qﬁlgl

File Edit Options Block Item Record Query Tools Help

(BoE PABE %G BEE @& [ ¢

Use the Auto
Hint / Status
Line to help
you through
the process

%F:Enqul::ltu:m Entry: Requestor/Del[SEudzhdd mation FRAREQMN 7.1 (TEST) -
Requisition: MEXT
Order Date: 4-aPR-2006 [E) Transaction Date:  |04-APR-2005 |2 [1n Suspense
Delivery Date: 04-APR-2006 @ Comments: RUSH [ Document Text
Commodity Total: fili] Accounting Total: fili]
¥ Document Level Accounting
‘Delivery Information wendor Informatian Commodity/Accounting Balancing/Completion
Requestor: Kay E McElwee coa: B [7][Eastern Tliinis University
Organization: | El Email: |kemce|wee@e|u‘edu
Phone: 217 |5817268 Extension: Fax: 217 ||5E81601% Extension:
Ship To: EIU =]
Street Line 1: [Eastern Llinois University
Street Line 2: [central Recaiving
Street Line 3: [university Drive & Hayes
Building: Floor:
City: [Charleston
State or Province: |IL Zip or Postal Code: |61520
Nation:
Telephone: Extension:
Contact: ‘
Attention To: ‘

Qrganization code is required |
@ | | <o5c=

Screen 3: FPAREQN Form. Requestor/Delivery Information, Organization field

Updated4/28/06 Requisitions
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9. The Email field auto populates with default email for user ID. Do not change this field.

10. The Phone and Fax fields pre-fills with default phone for user ID. Do not change this
field.

11. The Ship To field pre-fills with default shipping address for the Ship-To Code.

12.1n the Attention To field, type the name of the individual requesting product. This will be
the name that displays on the PO. This is a required field.

13.If you are not adding Document Text, click Next Block to go to Vendor Information
Block and follow directions on Completing the Vendor Information Block. If adding
Document Text, Go to directions on Adding Document Text..

& Oracle Developer Forms Runtime - Web: Open > FPAREQN
File Edit Options Block Item Record Query Tools Help

FREIEEEEIE I

% Requisition Entry: Regu

Requisition: MEXT

tion FRAREQM 7.1 (TEST) .-

Order Date: 04-APR-2008 @ Transaction Date: 04-APR-2008 @ [/In Suspense
Delivery Date: 04-APR-2006 @ Comments: RUSH " Document Text
Commodity Total: Kili) Accounting Total: Kili)

|« Document Level Accounting

Reguestor/Delivery Information wendor Information Commodity fAccounting Balancing/Completion
Requestor: [kay E MoElwee COA: |E—E|Eastern Tllinois University
Organization: ‘1312uu Bl?umhasing Email: |kamce|wee@5iu‘edu
Phaone: W’m Extension: ’7 Fax: W’m Extension: ’7
Ship To: ’EILI—E
Street Line 1: [Eastern Lllinis University
Street Line 2: ‘CEntraI Receiving
Street Line 3: ‘Unwers\ty Drive & Hayes
Building: ’7 Floor: ’—

City: Charleston

State or Province: |IL Zip or Postal Code: |61920

Nation:
hone: Extension:

tact: ‘
Attention To: ‘Mnnty Bennet]
Enter name for Attention-ta label on Ship-to address |
Record: 11 | L | | =05C=

Screen 4: FPAREQN Form — Requestor/Delivery Information Block, Attention To Information.

Updated4/28/06 Requisitions
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Adding Document Text

1. From the menu bar, choose Options > Document Text (FOAPOXT). The following
window appeatrs:

® Oracle Developer Forms Runtime - Web: Open > FPAREQN - FOAPOXT E=]X)

File Edit Options Block Item Record Query Tools Help

BYE RAER % REE &SI E R ¢

1@ X

f;’_& Procurement Text Entry
Text Type: ’EF Code: WF Change Sequence: ’7 Ttem Number: ,7
vendor: ‘ |
Commodity Description: ‘
Modify Clause: ’—F [ Copy Commodity Text Default Increment: 10
Text Clause Number Print Line
‘Th\s is a test line of text | rd ’T =]
‘DD NOT print this line | O W
[change line # to change arder of print [ 7] [ 2
[To print this line first enter 1 up ta 9 as line # | "] [
| | @ [l
\ | o [ |
\ | o [
\ | o [
[m (]
O []
O []
O (]
| | o [
| | o [
| [ o [
| | o [
\ | = [ ~
Y
Record: 55 [ . | | <osC~

Screen 5: Procurement Text Entry (FOAPOXT) form

2. Click your cursor in the first blank text line of the Text box to type in document text. If
the document text surpasses the allowable number of characters, arrow down to the
next blank line to continue typing the message.

Note: Use data standards when entering non-printing text — mixed case,
standard abbreviations, etc.

3. Leave the Print check box checked if text is to print on PO or uncheck for internal notes
to Purchasing.

4. Click Save.

5. Check the message in the status line to ensure that the transaction is complete.

Updated4/28/06 Requisitions
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indicates the order in which the text prints. If you wish to add a line that should precede
a previously entered text line when printed, you can manually assign a number that
would reorder the lines when printing. Document text can be entered from any
block/window until Requisition has been completed, once complete, no further text can
be added to the requisition.

@ Note: The system will assign a Line number when you save. The line number

6. Click the Exit button (X button).

7. Click Next Block to go to Vendor Information block.

Updated4/28/06 Requisitions
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Completing the Vendor Information Block

The first four lines in this window display information established from the previous forms.
Notice that the Requisition number is now assigned. Also, the check boxes on the far right
indicate if the document is in suspense (copy from requisition) or if Document Text exists.
When a requisition is created by copying another requisition, the Commodity Total and
Accounting Total will also be displayed.

& Oracle Developer Forms Runtime - Web: Open > FPAREON
File Edit Options Block Item Record Query Tools Help DOCUment
(AnE RAEBE %% BEE &8 RE Text check
The first 4 "7 Requisition Entry: & QM 7.1 (TEST) box is
Iines Of th|S Requisition: ROOD1054 | ChECk_ed
block are Order Date: 04-APR-2006 [ Transaction Date:  [04-aPR-2006 [ [} meaning that
information Delivery Date: 04-APR-Z006 @ Comments: RUSH ¥ Document Text text iS
you haVe Commodity Total: .00 Accounting Total: .00 B inCIUded.
+ Document Level Accountin:
entered ’
preViOUSly. Reuuestg/\“«{ry Infarmation Commodity Accounting Balancing/Completion
~
1Y)
[ vendor: | B
Address Type: liEl Sequence: FEI
Street Line 1: |
Street Line 2: |
Vendor Street Line 3: [
Information — _ _ _
BIOCk \ State or Province: ’_ Zip or Postal Code: Nation:
< Phone: ’_ Extension:
Fax: ’_ Extension:
Contact: |
Email: |
Discount: l_El
Tax Group: | Fl
Currency: | E”
Enter Requisition vendor. Use LIST 1o call FTIDEN. Use COUNT HITS to call FTMYEND. |
Record; 111 | =0sC> J
Screen 6: Vendor Information Block
1. Inthe Vendor field, type a Vendor ID number and go to the next block (arrow #1 on
Screen 6 above)
..OR...
2. Click the Search Button to conduct a vendor search (arrow #2 in Screen 6 above).
3. Continue on to the next page for directions on Conducting a Vendor Search.
Updated4/28/06 Requisitions
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Conducting a Vendor Search

1. Click the Search button to display a pop-up window with two options.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block [tem Record Query Tools Help

EEAEE T BEE @B E G @ X

‘ga Requisition Entry: Vendor Information FRAREQN 7.1 (TEST)

Requisition: RO0O01054
Order Date: 04-APR-2006 EE
Delivery Date: 04-aPR-2006 [ Comments:

grEatnting Total:

4].@3 n List

Reguestor/Delivery Information “fandor

Commodity Total:

Entity Name/ID Search (FTIIDEN)

Vendor Maintenance (FTMYEND)

VYendor:

Address Type: A
Street Line 1:

Street Line 2:

Street Line 3:

City:

State or Province: 7|

Phone:

Cancel

[JIn Suspense
[¥/Document Text

“Document Level Accounting

Balancing/Completion

Fax:
Contact:

tensmoms

Email:

Discount: i

Tax Group: -

Currency: b

Record: 111 [ | | <0sc-

Screen 7: Vendor Search Screen

2. Click Entity Name/ID Search (FTIIDEN) to bring up the Entity Name/ID Search window.

3. Type part of vendor name (e.g. for Gateway Companies Inc. type %Gate% in the Last

Name field). This is case sensitive.

HINT: Enter the wildcard symbol (%) both in front of and after the item name to

conduct a thorough search.

Updated4/28/06
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& Oracle Developer Forms Runtime - Web; Open > FPAREQN - FTIIDEN E=]X)
File Edit Options Block Item Record Query Tools Help

BB BABEE % REE &SIk E

’EgEmtlt‘a-‘ Mame/1D Search FTIIDEM 7.0 (TES
 vendors [ Grant Persannel [ Financial Managers [ Agencies
[ Terminated Yendors [JProposal Personnel [ Terminated Financial Managers Oan
Middle Entity Change
ID Number Last Name First Name Name Ind Ind v F A G P Type
E‘ =]
% Stocks %) [ ] r B B B B B B
[ ] [ O 0O 0 0 0 0
[ ] [ O 00000 C
L) O [ 5 O R I R R
\ \ | [ O 0 16 O O A 6
[ [ | ] [ 0 5 O [ 0 A 6 I O
\ \ | L1 0O g oo g g g .4
[ [ | [ O U U oo b g .4
\ \ | [ 0O U U 0 b g .4
\ \ | () 0O g o oo 00 ]
[ [ | L1 O U 0 o g o g .4
[ [ | L1 O U 0 o g o g .4
L] 0O [ 5 O R O O N
[ ] [ O 0O 0 0 0 0
[ ] [ O 0O 0 0 0 0
L) O [ 5 O R I R R
L] O U U 0000 CJw
¥ - Yendors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel
Record: 141 | | Enter-gu.. | | | <o5c= l J

Screen 8: Entity Name/ID Search Example

4. Click the Execute Query button.

5. Scroll down the list to the correct vendor #.

correct information, complete a Vendor Create Form located at:

@ Note: If you are entering a requisition and do not see your vendor listed with the
http://www.eiu.edu/purchase/Forms/forms.htm and send to the Purchasing Office.

6. Double click to select vendor and return to the requisition. The vendor ID will come
forward onto the requisition.

E, use that vendor. However, if there is a vendor number that starts with a number and
the type says LGCY you may use that one as well. It will just revert to the vendor
number that begins with an E.

@ Note: You may see two vendors with the same name. If the vendor number starts with

7. Verify the vendor address code (as shown in the screen capture below) is BU (Business
Address). Ifitis not, but the address is correct and there is not a BU code for the
address you need, complete a vendor create form and send to Purchasing.

Updated4/28/06 Requisitions
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10.
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& Oracle Developer Forms Runtime - Web: Open > FPAREQN
File Edit Options Block Item Record Query Tools Help
(@YE REABER 9 B

% Requisition Entry: Vendar Information FPAI

Requisition:
Order Date:

Delivery Date:

RO0D1054
04-aPR-2006 [
4-aPR-2006 [

Transaction Date:
Comments:

Accounting Total:

Commodity Total: Kili)

Requestor/Delivery Information

Wendaor Information

0d4-APR-2006 @
RUSH
0o

Commodity fAccounting

[In Suspense

[¥ Document Text

|« Document Level Accounting

Balancing/Completion

vendor:

Address Type:
Street Line 1:
Street Line 2:
Street Line 3:
City:

State or Province:

|Enazarzes []stocks 1o

’EE Sequence: ’71@
|02 = Courtry Fair Drive

|

|

Champaign

L

P

Zip or Postal Code: |s1521

Nation:

Phone: Extension:

Fax: Extension:

Contact: |

Email:

Discount: liE”

Tax Group: | Fl

Currency: | E|
Enter name of primary contact for the vendor. |
Recard; 141 |1 . | | =osc-

Screen 9: FPAREQN Form: Vendor Information Block, Verify Vendor Address

If the correct Address is not displayed, click the Search button for Seq #. Double click
to select the correct address.

Verify default contact is correct. If not, over-write with the correct contact name.

Click Next Block to go to Commodity/Accounting Information block.

Requisitions
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Completing the Commodity/Accounting Information Block

In this section you will enter your line items to be purchased as well as all accounting
information. The first three lines of this block display information relative to selections made in
previous blocks/windows.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block [tem Record Query Tools Help

(@ EEEFEIE YT TY
2 o ol o nting FPAREQM 7.1 (TEST) -~
) Note
Use this button Requisition: [Fonz0sa] +—1 Status
to search Order Date: 04-aPR-2006 [ Transaction Date:  [04-aPR-z00s |EE) In Suspense Indicators

commodity (step
two below)

Delivery Date: 04-4PR-2006 @ Comments: RUSH v Document Text

maodity Total: .00 Accounting Total: .00

¥ Do ent Level Accounting

Reguestor/Delivery I mation wendor Information Commod Balancing/Completion

UM Tax Group Quantity Unit Price
Item ,7 of ,70 yiEl ’7 x = Extended:
Commodity Description Rt
7] ] additional:
Commodity Text Tax: ’7
Item Text Commodity Line Total:

Add Commodity Document Commodity Total:

Distribute

FOAPAL ’7 of ’7 Remaining Commodity Amount: NSF Owverride LTS uso
NSF Suspense  Extended: ’7

COA Year  Index Fund Orgn Acct Prog Acty Locn Proj Discount:

-] 5d] 5d] 5] 5d] & -] & 4] Additional:

H | | | | | | | | Tax:

’_ | | | | | | | | FOAPAL Line Total:

’7 | | | | | | | | Document Accounting Total:
Enter cammodity code . Use COUNT QUERY HITS to call FPVPRD. |
Record: 111 [ | | | <0sc- J

Screen 10: FPAREQN Commodity/Accounting Information Block

1. The Doc Acctg field indicates whether document accounting or commodity accounting
will be used. Uncheck the box to use commodity accounting.

e Commodity accounting MUST be selected if multiple accounts “types” are used
(for example, Computer (fixed asset) & Software (expense).

e Use commodity accounting when specific item are to be charged to specific
FOAP(s). For example, a computer charged to Equipment Reserve and a printer
charged to Purchasing Department.

Note: The accounting type cannot be changed once a Requisition has been
completed.

2. The cursor appears in the Commodity field. Type the commodity code or click the
Search button next to Description field to search for the correct Commaodity. ...OR...
Tab over to the Description field and begin typing what is to be purchased. If you type
in the commodity code, the Account defaults down below in the FOAPAL window.

Updated4/28/06 Requisitions
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Searching Commodities

The Description Search button will take you to the Commodity/Alpha Search (FPIACOM)

window.

1. Inthe Search Value field enter the name of the item you wish to purchase. This field is

case sensitive.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN - FPIACOM

File Edit Options Block Item Record Query Tools Help

FEEEEEEEIE T EIEEIEEIRIEY R

@ Commaodity Alpha Search FPIACOM 7.0 (

Search Value:  [Equinment]

Commuodity Code Stock Description Effective Date

c
=
=

Activity Date

R

Commodity sounds like or contains ...
Recard; 141 |1 . | | =osC=

Screen 11: Commodity Alpha Search (FPIACOM) Form

a. Click Next Block to populate the selection table.

Updated4/28/06
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& Oracle Developer Forms Runtime - Web: Open > FPAREQN - FPIACOM

File Edit Options Block Item Record Query Tools Help

BB EAER 9 REE @ &IEE

Search Value: ‘Euumment
Commuodity Code Stock Description us/mM Effective Date Activity Date
74010 ] [athistic supplies Equipment s | e e B
n7anis ] [computer Equipment ce s000 Ea | [05-FeB-2008 [05-FeB-2008
[z000000000 [] [Equipment [Ea | [p1-0cT-1988 [04-2PR-1995
[orioaa 0 |Equipment under $100 Ea | |0a-FeR-z006 |0a-FeR-z006
2200000000 [] [Equipment, classroom s | [01-0CT-1888 [04-npR-1295
[zz10000000 [] [Equinment, Classroam, Capital [Ea | [01-0cT-1388 [04-aPR-1395
2220000000 [] [Equipment, classraom, non-capital s | [o1-0cT-1980 [04-apR-1995
2100000000 [] [Equipment, office s | [o1-0cT-1980 [04-aPR-1995
lz1i0000000 [] Equipment, Office, Capital s | 01-0CT 1988 04-APR-1095
2120000000 ] Equipment, Office, Non-Capital Ea | 01-0CT-1988 04-APR-1995
2310000000 ] Equipment, Other, Capital Ea | 01-0CT-1988 05-MAY-1395
2320000000 [] Equipment, Other, Non-Capital [Ea | 01-0CT-1988 05-MAT-1995
71360 0 [as & il for off Road Equipment Ea | [05-FeB-2006 [05-FeB-2006
n7anin ] [office Equipment GE s000 Ea | [05-FeB-2008 [05-FeB-2008
[praoas ] [w) [other Equipment GE 5000 [Ea | [08-FER-2006 [08-FER-2006
0 W |other Equipment 6T 100 LT 5000 Ea |oa-Fez-z006 |oa-Fez-z006
0 [rental 0P equipment s | [0s-FeR-2006 [0s-FeR-2006
(1 L1 |
O L |
0 C | -
Listis available. | J
Record: 1617 [ . | | =05C>

Screen 12: Commodity Alpha Search (FPIACOM) Form

b. Double click the Commodity. The Description will fill in on the requisition
based on the commodity selected (see Screen 13). You can type over the
default description.

Updated4/28/06 Requisitions
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& Oracle Developer Forms Runtime - Web: Open > FPAREON
File Edit Options Block Item Record Query Tools Help

EIEY

Requisition: ROOO1054
Order Date: M@ Transaction Date: MI@ [In Suspense
Delivery Date: M@ Comments: RUSHi ¥ Document Text
Commodity Total: T m Accounting Total: T m
¥ Document Level Accounting
Reguestor/Delivery Information wendor Information Commo Balancing/Completion

ufmM Tax Group Quantity Unit Price

Item ,7 of ,70 ’?E ’7 ,71 X ’7310 = Extended: ’ﬁ

Commodity Description DEconnt oo

[+ =] Additional: | .o

[o71070 [other Equipment GT 100 LT 5000 [ commodity Text Tax: T m

| | [ Item Text Commodity Line Total: 310.00
| | [ 'add Commodity  Document Commaodity Total:

[ [ | Distribute

FOAPAL ’_ of ’_ Remaining Commodity Amount: '7 [ NSF Override [T
[T NSF Suspense  Extended: [ ’7

A Year Index Fund Orgn Acct Prog Acty Locn Proj Discount: [
2T .4 N .4 I 6.4 B 4 Cl Cl additional: [

| | | | | | | | Tax: o
| | | | | | | | FOAPAL Line Total: |
| | | | | | | | Document Accounting Total: ’7

1198
T

Enter additional charge amount of itern. |
Record: 141 [ | | | =0sC~

Screen 13: Requisition Entry: Commodity/Accounting (FPAREQN) Form

2. Enter item text to expand the item description (be sure the correct item is highlighted).

a. From the menu bar, choose Options > Item Text (FOAPOXT).

Updated4/28/06 Requisitions
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Indicates the
specific
commodity or
line item the
text applies to.

Updated4/28/06

& Oracle Developer Forms Runtime - Web: Open > FPAREQN - FOAPOXT

File Edit Options Block Item Record Query Tools Help

FEEEEEEEIE I FIEYEIEEL @1 X
’ﬁ!F‘an:‘urEn’wE-nt Text Entry FOAPOXT 7.0
Text Type: EF Code: WF Change Sequence: ’_ Item Number: l_l
‘‘‘‘‘ wendorz- T 3387268 [stocks Ine
... cnmmggigx_ggfcriptiUH: Other Eguipment GT 100 LT 5000 et *
Modify Clause: I [Copy Cummudit‘!}"T"t;;t Default Increment: 10
Text Clause Number Print Line
| v 10 B
| 0 [
| 0 [ |
| 5 [
| 5 [O
[m (]
O []
O []
O (]
\ | 0 [
\ | 0 [
\ | O [
\ | o [
\ | 0 [
\ | o [ |
\ | o [
\ | o [ =
Y
| =05C>

Screen 14: Procurement Text Entry (FOAPOXT) Form

b. Type text on first blank line of the Text field/column.

c. Leave the Print check box checked if text is to print on PO or uncheck for
internal notes.

d. Click Next Record to add more lines.
e. Click Save.

f. Click the Exit (X) button.

Note: The system will assign Line number when you save or enter a next record.
The line number indicates the order in which the text prints. If you wish to add a line
that should precede a previously entered text line when printed, you can manually

assign a number. This will determine the order in which the lines are printed.

Requisitions
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& Oracle Developer Forms Runtime - Web: Open > FPAREQN

The Item Text
check box on
the requisition
now indicates
that text exists
for this item.

N

File Edit Options Block Item Record Query Tools Help

G

(BYE AAEE 7 ZEE @ S KKE (@1 X
’@F‘Equi-_f.itu:m Entry: Commod nting QN 7.1 (TEST) -0
Requisition: ROOO1054
Order Date: 04-APR-2006 @ Transaction Date: 04-APR-2006 @ [In Suspense
Delivery Date: 04-APR-2008 @ Comments: RUSH ¥ Document Text
Co dity Total: 310.00 Accounting Total: .00
¥ Document Level Accounting
Reguestor/Delivery Information wvendor Information C Balancing/Completion
ufmM Tax Group Quantity Unit Price
Item 1 of 1 =] 10X 310 = Extended: 310.00
Commodity Description Discount: =
[+ =] Additional: | .o
071070 |other Equinment GT 100 LT 5000 ‘AC.Cummudlgy Text Tax: .00
| | :.' v Item Text ": Commodity Line Total: 310.00
| | "F-Ad.d.cammﬁditv Document Commodity Total: 310.00
[ [ | Distribute
FOAPAL of Remaining Commodity Amount: 310.00 [ NSF Override [T uso
[T NSF Suspense  Extended: [
COA Year  Index Fund Orgn Acct Prog Acty Locn Proj Discount: [
] 2T .4 N .4 I 6.4 B 4 Cl Cl additional: [
’_ | | | | | | | | Tax: O
’_ | | | | | | | | FOAPAL Line Total:
’_ | | | | | | | | Document Accounting Total:
Enter additional charge amount of itern. |
Record: 141 | | | =05C>

Screen 15: FPAREQN Form with Item Text Selected

In the U/M field, type a unit of measure, or use the Search button to select valid units.
This field should auto populate from commodity.

Tab to the Quantity field and enter the correct amount.

Tab to the Unit Price field and enter the correct price of the U/M.

Tab to the Extended Cost field to auto-calculate the extended costs.

In the Discount field, enter any discounts for this item, if applicable.

Tab to Additional field and enter any shipping or additional fees/charges for this item, if

a|

pplicable.

Requisitions with a shipping line will be converted to a PO with an FOB of
Prepay & Add

Requisitions without a shipping line will be converted to a PO with an
FOB of Prepaid Shipping — No Charge to University.

Note: Enter trade-in value or gross discounts as a negative (-) value in the
Additional field. Always enter TEXT to explain amounts in Additional field.

Updated4/28/06
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9. Click Next Record and repeat steps 1-8 to enter additional items.

G

Note: All charges will be charged to the same Account unless the Document Level
Accounting box is unchecked.

10. Click Next Block to go to the FOAPAL window.

G

Note: When you Next Block into the FOAPAL accounting block, be sure that the
highlighted commodity line is NOT your freight line. Which ever line you are on in

the commodity block will determine the account that will default in for the FOAP.
(Account 71115 = Shipping).

& Oracle Developer Forms Runtime - Web: Open > FPAREQN g@lgl
File Edit Options Block Item Record Query Tools Help
(BYE AAEER ¥% BE@E Q&1 BB ¢ 4 @
Y= Requisition Entry: Commo caunt AREQN 7.1 (TEST) [-iriririeiiel
Requisition: ROO0O1054
Order Date: 04-APR-2006 @ Transaction Date: 04-APR-2006 @ [In Suspense
Delivery Date: 04-APR-2006 @ Comments: RUSH ¥ Document Text
Commodity Total: 341,66 Accounting Total: .00 Defaults
|« Document Level Accounting
from
Requestor/Delivery Information Yendor Information G Balancing/Completion / CommOdlty
ufm Tax Group Quantity Unit Price
Defaults from Item [ 1| of z a7 1 x 5100 = Extended: | 310.00
Or anization Commodit: Description e o
en?ered on G - il S
71070 |other Equipment &T 100 LT S000 ] Commodity Text .00
ReqUGStOF/ X\l&zss |supplies office & Library I Item Text 310.00
DeIivery N\ | ocument Commodity Total: 341,66
Information
Block.
341.66 | NSF Override L usD
[CNSE Suspense  Extended: [
COA Year  Index Prog Actv Locn Proj Discount: [
& & & = & & additional: [
[os 110020 (131200 71499/ &0 Tax: O
’7 ,7 FOAPAL Line Total:
’_ l_ Document Accounting Total: .00
Enter Chart of Account code |
Record; 141 | .. | Listorvaiu.. | | =0sC= J
Screen 16: Requisition Entry: Commodity/Accounting
The Chart will pre-fill to your default chart, Year will pre-fill based on the Transaction
Date and Fund, Orgn, and Prog will pre-fill based on the Organization entered on the
Requestor/Delivery Information block. Banner will use the default account assigned to
the commodity selected.
Updated4/28/06 Requisitions
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G

Note: If you enter an incorrect transaction date, Year in FOAP may be blank and the
system will not accept the document. To correct the date, you must delete data,

block by block until you return to the header information. If you use the Previous
Block command and do not delete data, the document will go into suspense.

11.Press Tab to go through the FOAPAL fields, some of the defaults may be overwritten as

specified below.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block Item Record Query Tools Help

=

(@w

REEE w68

%F:Enqul::ltu:m Entry: Commod counting FPAREQM 7.1 (TEST) [-iri-ii-iril
Requisition: ROOO1054
Order Date: 4-aPR-2006 [E) Transaction Date:  |04-APR-2005 |2

Reqguestor/Delivery Informatian

wendor Information

B IS &I [ I

1@

[1In Suspense

Delivery Date: 04-APR-2006 @ Comments: RUSH ¥ Document Text
Commodity Total: 341.66 Accounting Total: .00

¥ Document Level Accounting

Balancing/Completion

Quantity

ufm Tax Group Unit Price
Item [ 1 of 2 Ea |[7) ] 1 X 300 = Extended: 310.00
Commodity Description LT 00
- [=] additional: .00
071070 |other Equipment GT 100 LT so00 [ Commodity Text Tax: 7@
|D71265 |Supp|ias Office & Library ¥ Item Text Commodity Line Total: S 310,00 "..

[ Add Commodity

Document Commodity Total: "._ 341,66 ..:

[ [ [ Distribute ke
FOAPAL ’7 of ’70 Remaining Commodity Amount: l—:::ﬁ“lﬁ [ 'NSF Override LT uso H
e <0 [NSE Suspense  Extended: [ 341,66
(EQA Year Irﬁx Fund orgn Acct Pﬁq Actv Lﬁn Pﬁj Discount: r :o.0o
hd h h h h hd h h h Additional: | :o.00
FOAPAL e Jos | [1100z0  [131z00 [ri4e3  [e0 [ [ Tax: m ’—VW
. IRy | | | | | | | FOAPAL Line Total: S omles
FleldS ’_ '_ | | | | | | | | Document Accounting Total: fiﬂﬂ
Check to calculate dollar amount based on percentage | J
Record: 141 | | | =osC=
Screen 17: Requisition Entry: Commodity/Accounting FOAPAL Fields

e COA = Chart of Account: This should always default to “E”. DO NOT
change Chart unless specifically directed by Accounting to do so.

e Year = Fiscal Year: Code representing the fiscal year transaction will post
against. You cannot change this value, it is predetermined by the transaction
date.

e Index: Not currently used.

e Fund: Identifies source of funding, i.e. Appropriated Funds, Grant Funds,
etc. Please refer to Crosswalk to identify correct FOAP.

e Orgn: Identifies the Organization. Please refer to Crosswalk to identify
correct Org.

Updated4/28/06 Requisitions
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e Acct: Defaults from Commodity (may be overwritten) and identifies the
expenditure account to be charged, i.e. supplies, equipment, etc. Use the
Search button to query: or refer to Crosswalk to identify the correct account.

e Prog: Identifies the correct state-defined program code for the Orgn entered.
Budgets are allocated at this level. It is critical that the correct program
code for the Fund/Org is used. Please refer to Crosswalk to identify correct
FOAP.

e Actv = Activity: Not currently used.
e Locn = Location: Not currently used.

e Proj = Project: Not currently used

HINT TO QUERY ON ACCOUNT: Enter 7% in the Search Value to limit results to
only Supply & Expense account codes.

12.Press Tab twice to go to the USD Ext field.

13. Press Tab again to allocate all expenses to this FOAP (see screen 19 on previous page)
...OR... Type the exact dollar ($) amount to be charged to this FOAP ...OR... Select the
check box to allocate by %. Press Tab. Type the percentage to be allocated to this
FOAP (Screen 20).

& Oracle Developer Forms Runtime - Web: Open > FPAREON

File Edit Options Block Item Record Query Tools Help

(BOERAEE &9 BEE Q& kK-

T4 1 @1 X

%F‘Equizitu:m Entry: Commod nting QM 7.1 (TEST) -0
Requisition: ROOO1054
Order Date: 04-APR-2006 @ Transaction Date: 04-APR-2006 @ [/In Suspense
Delivery Date: 04-APR-2006 @ Comments: RUSH [ Document Text
Commodity Total: 341.66 Accounting Total: .oa
¥ Document Level Accounting
Reguestor/Delivery Information wvendor Information C Balancing/Completion
ufmM Tax Group Quantity Unit Price
ttem | 1 of z Ea [ 10X a1n = Extended: 310.00
Commodity Description Discount: .
[*] [~] Additional: .00
071070 |other Equinment GT 100 LT S000 ] Commodity Text Tax: .00
|D?1265 |Supp||es Office & Library [ Item Text Commodity Line Total: 310.00
| | [Iadd Commodity  Document Commaodity Total: 341.66
[ [ [ Distribute
FOAPAL of 0 Remaining Commodity Amount: 341.68 [ NSF Override [T uso
[MSE Suspense  Extended: ¥ 50.
COA Year Index  Fund Oorgn Acct Prog Acty Locn Proj Discount: [
(7] o N 2 . N G I 7] ] M additional: [
’E_ 06 | |11EIEI2EI |1312EIEI |71499 |E\EI | | | Tax: L
’_ | | | | | | | | FOAPAL Line Total:
’_ | | | | | | | | Document Accounting Total:
Enter amount for distribution and press NEXT FIELD |
Recard; 141 |1 . | | =osC=

Screen 18: Example of Allocating Expense by %
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14.Press Tab to go to the Disc field and enter amount of discount reflected in Commodity
Block to be distributed to this FOAP (% or $ amount).

15.Press Tab to go to Additional field and enter amount of additional charges entered in
the Commodity block to be distributed to this FOAP (% or $ amount).

16. Continue to press tab through fields until back to C (Chart of Accounts).

17.To enter second FOAP, Click Next Record and repeat steps 11-15 until amount
displayed in Remaining Commodity Amount = 0.

The same defaults will prefill on the FOAP line. If a different Orgn is being used, the
new Orgn must be entered prior to entering the Fund for the correct Prog code to
default.

18.Type a new Orgn; tab for correct Prog code to default, then type the Fund code. If only
the account is being changed, the Fund can be entered, tab to Acct, over-write with
correct amount.

19.Tab through the FOAPAL fields. The remaining amount will be allocated unless a new
% or amount is entered (as shown in Screen 21 on the next page.

A HINT: When using “document accounting” the system will not allow you to mix

v expenses and fixed assets accounts. To use both account types you will need to
use Commodity Accounting. (See instructions Commodity Accounting in
Appendix B).

Note: To view FOAPAL information between line items, Click Previous Block and
then Click Next Record until you find the line you want to view the FOAPAL
information. Then click Next Block.
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% Oracle Developer Farms Runtime - Web: Open = FPAREQN
File Edit Options Block Item Record Query Tools Help

(REER F 2]
AmOL.Jn.t Requisition: ROOO1054
remalnlng tO be Order Date: 04-APR-2006 @ Transaction Date: 04-4PR-Z006 @ [1n Suspense
a”ocated tO Delivery Date: M@ Comments: ,RLISHi [v Document Text

new FOAP Commodity Total: 341,66 Accounting Total: 170,83

¥ Document Level Accounting

N
Nesturﬁ'Delwery Information wendor Information Balancing/Completion
us/M Tax Group Quantity Unit Price
Item ,72 ’?F ’7 ,71 X ’m = Extended:
Commodity Description DIScount
- [~] Additional:
071070 Cther Eq%nt GT 100 LT 5000 [ Commodity Text Tax:
071285 Supplies OHIDEM&W [ Ttem Text Commodity Line Total:
[ add Commodity Document Commodity Total:
[ Distribute

FoapaL | of [ 1

. [ NSF Override LTS
[ WSE Suspense  Extended: [

B

B

COA Year  Index Fund Orgn Acct Prog Actv Locn Proj Discount:

[] & & & & ] & & = Additional:
[ fos || [110020 [131200  [71499 | [en [ [ [ Tax: [m
[ s | [110020  [131100  [r1z0s  [EE [ I ‘ FOAPAL Line Total:
0 |

| | | | | ‘ ‘ Document Accounting Total:
] O

Enter program code

Record: 212 |1 N | | <05C>

@ Opening http: [/ syserp20, eiu. edu: 9099iForms 90/ 190serylet; jsessionid=0b4309d7ce6 222039M0601 7490906 1 18041 235501 21 .gRzNnISKax0InkzP

Screen 19: Remaining Commodity Account

20. Click Next Block to go to the Balancing/Completion block.

Updated4/28/06
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Completing the Balancing/Completion Block

1. Review all information displayed on this screen for accuracy.
2. Verify document is balanced. If not, return to previous block to make corrections.

3. Check message line at bottom of screen for budget status.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN
File Edit Options Block Item Record Query Tools Help

BYE REER HE REE DS EE

M 7.1 (TESTY 00

1@ X

'm= Requisition Entry: Bala

Requisition:

RO0O1054

Order Date: 4-apr-z00s (G
Delivery Date: 4-apR-z00s (EH)

Commodity Total: 341 66

Transaction Date: 04-APR-2006 @
RUSH

341.66

Comments:

Accounting Total:

[ In Suspense

¥ Document Text

|« Document Level Accounting

Requestar/Delivery Information wendor Information Commodityfaccounting

Balancing/Completion

vendor: |En3z87263 [stocks ne Requestor: [<ay E McElwes

coa: [E [Eastern Tinais university

Organization: |131znu |Pumhasing

Currency: | ‘

Exchange Rate:

Commodity Record Count: 2

Input Amount: 341.66 Converted Amount:
Input Commodity Accounting Status

Approved Amount: | 341,66 [ 341 .66 341,66 BALANCED

Discount Amount: | .00 ‘ .00 .00 BALANCED

Additional Amount: | 00 [ 00 00 BALANCED

Tax Amount: [ 00 [ 0 00 BALANCED

Complete: | In Process: @
L R\ iiieriiieri e e e D
Selectto markthis document"Complete” |

11 | | <osC>

Screen 20: Balancing/Completion Block with Message Line

4. Click Complete to finalize document and send through approval process (see Screen 23

Note: Once a requisition has been completed it can NOT be edited or changed

on the next page) ...OR... Click In Process to return later to complete or correct.
@ unless an Approver denies it and it is put back “in process”.

Updated4/28/06 Requisitions
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% Oracle Developer Farms Runtime - Web: Open = FPAREQN
File Edit Options Block Item Record Query Tools Help

BOEEBAEE & WA B 6 I & T [

% Requisition Form FRAREQN 7.1 (TEST)

=

Requisition: | E

< Cocument ROO01054 completed and forwarded to the Posting process
P

Wendor Mu... down by ye.. Messenger 20012005 ..

Screen 21: Message Line Indicating Requisition is Completed.

A HINT: If you forgot to write the REQ # down before completing your requisition,

v you can still identify the number by looking in the message line of the new
FPAREQN form. On the bottom of the screen, there should be a message that
says “Document R0O000---- completed and forwarded to the Approval process.
This is the number of the Requisition that was just completed.

Updated4/28/06 Requisitions
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Other Forms You May Find Helpful

Form Name

FPIREQN

FOIDOCH

FOAAINP

FPIREQS

FPIORQF

FOADOCU

FPIPURR

FPIOPOV

FGIOENC

FGIENCD

FGIDOCR

FPIEOCL

GUAMESG

Updated4/28/06

Description

Requisition Query Form — Displays purchase requisition which are
completed, approved, closed, cancelled, or in process.

Document History Form — Displays the processing history of purchasing and
payment documents. It identifies and provides the status of all documents in
the processing path for the document you selected.

Approval Query Form — Displays document approval status and indicates
current queue.

Requisition Suspense List Form — This query displays all requisitions that are
in suspense at either the header level or the commaodity level.

Open Requisition by FOAPAL — This query provides an online list of open
requisitions by accounting distributions. This includes any combination of
fund, organization, account, program, activity, and location (FOAPAL).

Document by User Form — Displays a list of documents originated by a
specific user. If a document is pending approval, the originating user can
deny the document and change the status to Incomplete in order to make
corrections or delete.

Purchase/Blanket/Change Order Query Form — Displays purchasing
requisitions which are completed, approved, closed, cancelled or in process.

Opens POs by Vendor Form — Provides an online display of open purchase
orders by vendor.

Open Encumbrance Query Form — Displays an online list of all
encumbrances by organization.

Encumbrance Detail Query Form — Provides an online query of detailed
transaction activity for an original encumbrance entry (i.e. balance
remaining on a Standing Order).

Encumbrance, Reservation Postings Query Form — Provides an online query
capability for all transactions processed by the system.

Encumbrance Open/Close Query Form — Encumbrance open/close list form.

Retrieve and view messages.

Requisitions
Page 26



Appendix A: Copy from an Existing Requisition

1. From the menu bar, choose Options > Copy Requisition ... OR ... Click the Copy button.
In the pop-up window (as shown in the screen capture below). Type the requisition
number to copy from and click select OK or Cancel.

& Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block Item Record Query Tools Help

(BYE RAEE %9 BEE & S REI¢ £ @0X

%F:Equl::ltu:m Form FPAREQM 7.1 (TEST)
Copy button
Requisition: | NEXT - [Ex]
%acCopy FPAREQN 7.1 (TEST)

Copy From

Requisition: | =]

vendor: ‘ |

0K Cancel

Enter or Select requisition number ta be copied |
Record: 141 I | | | <osC=

Screen 22: Copy Pop-up Window (cropped)

This will copy the requestor, vendor, commodity, and accounting information from the old
document to the new document. All suspense flags are setto YES. You must navigate
through the new requisition to remove the document from suspense and complete it.

Note: The copy function will not check or update available balance until you
navigate through the form.

2. Click OK to go to Requestor/Delivery Information block.

Updated4/28/06 Requisitions
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Appendix B: How to Use Commodity Accounting

Follow the instructions up to the Commaodity/Accounting Information Block section (on page 13).

When you get to the Commodity/Accounting block, uncheck the Document Level

Accounting checkbox (as shown in the screen capture below).

& Oracle Developer Forms Runtime - Web: Open > FPAREQN
File Edit Options Block Item Record Query Tools Help

(BYE BABE % RE@R & &I FHEI - @1 X
’EgF:Equl::ltu:m Entry: Commod counting FPAREQM 7.1 (TEST) [-iri-ii-iril
Requisition: ROOOOZ14
Order Date: 20-FEB-2006 @ Transaction Date: 20-FEB-2006 @ [#In Suspense

Delivery Date: 20-FEB-2006 @ Comments: ¥ Document Text
Commaodity Total: .00 Accounting Total: .00

The Document
Level Accounting
checkbox is not
checked.

Reqguestor/Delivery Informatian wendor Informatian Commodity/Accounting Balancing/Completion
ufm Tax Group Quantity Unit Price
Item 1 of 1 FEI ’_ X = Extended:
Commodity Description DL
- E‘ Additional:
| | [ Commaodity Text Tax:
| | [ Item Text Commodity Line Total:
| | [ Add Commodity
[ [ I” Distribute

FOAPAL ’7 of ’7 Remaining Commodity Amount: [/NSF Override LT uso
| 'NSF Suspense  Extended: | ’7
OA Year Index Fund orgn Acct Prog Acty Locn Proj Discount: [
hd 5 I 4 I . R .3 B B & & Additional: [
’7 | | | | | | | [ Tax: (]
’7 | | | | | | | | FOAPAL Line Total:
’_ | | | | | | | | Commodity Accounting Total:
FRM-40200: Field is protected against update.
Record: 141 I | | | <osC=

Screen 23: Commodity Accounting Example

Continue to follow instructions for entering a commodity. Once the commodity has been
entered, Click Next Block to enter the FOAP information for that commaodity line only (may be

multiple FOAPs per commodity).

If there is a second commodity, click Previous Block and enter the next commodity, quantity,
and price information and click Next Block to enter the FOAP information for the second

commodity line only.

Continue to repeat these steps until all commaodities and FOAP have been entered.

Updated4/28/06
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Appendix C: Entering a Standing Order Requisition

Follow the instructions up to Requestor/Delivery Information Block. Type Standing Order
in the Comments field on the Requestor/Delivery Information Block. If there is additional
information, type See doc text in the Comments field for Purchasing to review the text.

FEX

& Oracle Developer Forms Runtime - Web: Open > FPAREQN
File Edit Options Block Item Record Query Tools Help

Requisition:
Order Date:

Delivery Date: @
Commodity Total: fili] Accounting

[1In Suspense

[ Document Text

¥ Document Level Accounting

Requestor/Delivery Information wendor Informatian Commodity/Accounting Balancing/Completion
Requestor: Kay E McElwee coa: B [7][Eastern Tliinis University
Organization: El Email: |kemce|wee@e|u‘edu
Phone: F’m Extension: ’— Fax: W’m Extension: ’—
Ship To: EIU =]

Street Line 1: [Eastern Llinois University

Street Line 2: [central Recaiving

Street Line 3: [university Drive & Hayes

Building: ’7 Floor: ’7
City: [Charleston

State or Province: |IL Zip or Postal Code: |61520

Nation:

’—
Telephone: Extension:

Contact: ‘

Attention To: ‘

Enter reguest order date(DD-MOMN-YYYY)
Record: 141 | | | | <o5c=

Screen 24: Comment Field

Continue the instructions to the Commodity/Accounting Information Block.

field, type 1; in the Unit Price field, type the dollar amount for the open PO.

Updated4/28/06
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& Oracle Developer Forms Runtime - Web: Open > FPAREON

File Edit Options Block Item Record Query Tools Help

EEREIENE - R0 FIEYETELE

N Entry: Comm iting 7.1 (TEST)
Requisition: ROOOOZ1S
Order Date: 20-FEB-2008 @ Transaction Date: 20-FEB-2008 @ [/In Suspense
Delivery Date: 20-FEB-2006 @ Comments: Standing Order [ Document Text
Commodity Total: .00 Accounting Total: .00
¥ Document Level Accounting
Reguestor/Delivery Information VEOELRIENGCIE  Commodity/Accounting (S Balancing/Completion

u/M Tax Group ; Unit Price
wem | of [ 0 ] T . x . ) = Extended:
Commodity Description e Discount: ’7
E E Additional:
[ Commodity Text Tax: ’7
[ Item Text Commodity Line Total:
[ Add Commodity Document Commodity Total:

| Distribute

FOAPAL ’_ of ’_ Remaining Commodity Amount: '7 [ NSF Override [T uso
[T NSF Suspense  Extended: [ ’7
Year  Index Fund Orgn Acct Prog Acty Locn Proj Discount: [
2T .4 N .4 I 6.4 B 4 Cl Cl additional: [
'_ | | | | | | | | Tax: O
'_ | | | | | | | | FOAPAL Line Total:
’_

| | | | | | | | Document Accounting Total:

BRENOE

Enter commodity code . Use COUNT QUERY HITS to call FPIWPRD. |
Recard; 141 |1 . | | =osC=

Screen 25: Quantity and Unit Price fields

When the requisition is converted to a PO, Purchasing will set the status to “standing” per the
comments on the document text. Standing POs do not reflect quantity, only commodity and
total amount.

Updated4/28/06 Requisitions
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Invoice Approvals

FOIAINP form — Approvals Notification form

& Oracle Developer Forms Huntime - Web - FOIRINS

Fila Edit Qptions Glack [tem Becoed Quary Tools Halp

& HEEE %D BEE G 8 =HE g @1 X
"iw Approvals Notfication Fomm FOLAINP 7.0 (ETUTRNIG) (= ieieie e -
Number of
Documents Document Type Message
1 [Invoice [Aeaiting your review
T s
[
[
[
[
|
Record: 111 | | | <G

FOAUAPP form — User Approval form

&Uldl:h.‘ullwhpﬁl Forms Huntime - Web - FOIKINE - FOALIAP
Eile Edit Qptions @lack ltem Eecord Query Tools Help
B0 AEEEB 3D D Q&S KEI ¢ @1 X

5 User Aggroval Form FOAAPPR 7.0 (EIUTRHG)

user 10:  EEER [Teresa & sims Document: |
Document Document Change Document Queue Next
NSF Type Number 0 User Amount Type  Approver
Approve: Disapprove: & oetail: [ Quewe: 5]
| |
Approve: [0 Disapprove: &' Detail: Queve:
Approve: [0 Disapprove: &' Detail: Queve:
Approve: |0 Disapprove: &' Detail: Queue:
|
approve: | Disapprove: |4 Detail: Queus:
approve: | Disapprove: |4 Detail: Queus:
Enser ussor i, Loawn blank for all usors |
Racord: 171 | | <050

Updated 5/2//06

Approvals Notification

After you open Banner and insert the form
you want to open, Click Next Block.

If you have invoices that you need to
approve, you will receive a notification
indicating that you have documents to
approve. This is the Approvals
Notification Form (FOIAINP).

To review and approve documents,
from the menu bar, select Options >
User Approval

...OR ...
Click the Exit button to close this view
and go to User Approval
(FOAUAPP) form.

User Approval Form (FOAUAPP)

1.
2.

Make sure the User ID is correct.

If you wish to see all documents that
you need to approve, remove the
check from the Next Approver
checkbox and Click Next Block.

Invoice Approvals
Page 1



FOAUAPP form —indicating documents needing approval FOAUAPP form —indicating documents
needing approval

fila gdit Qptions @lock [tem Becord Query Tools Help
B0 BEEEH P9 BEE @& KMHE ¢ @ X
S I 1. Click Next Block to populate the list of
userID:  [Tasimg Taresa A Sims Doeument: | “# Next Approver documents aWaltlng your approval
_ 2. Click on the Invoice you want to
Document Document Change Document Queue Next approve/dlsapprove'
NSF Type Number riginating User Amaunt Type  Approver B H
& oo | L N mE B - 3. Click the Detail button to go to the
— ] Oisapprove: (8 @ queues (5] FOQINVA (Invoice Approval) form.
O [ I ] [ [ O
Approve: [ Disapprove: & Detail: s Queue:
D | | N = N
Approve: [0 Disapprove: |4 Dotail: + Queve:
O | ] ] ] [ 1 O
apprave: | Disapprove: |4 Detail: [ Queue: |
[ [ [ [ [ [
Approve: [0 Disapprove: (& Detail: [ Queue: |
O — ] — . [ O
approve: [0 Disapprove: |&' oetait: [ Quewe: |
| ]
_Record: 111 1 | | | «05C» : J

Viewing Document Detail

Eile Edit Qptions @lack ltem Eecord Query Tools Help

GnD REEE 537 D06 @ & BE < @1 x 1. View the FOAP and commodity
O A * B information and make sure it is correct.
Document Number: 1556651 Credit Mema: [ Vendor: [Sims, Teress i 2. Click Exit to close this form and
return to the FOIAINP form.

Line Ttem Intormation

Item Commodity Transaction Date
[ 1 <hizage [o5-auL-2006

Accounting Information

Sequence Number COA Fiscal Year Index Fund Organization Account Program Activity Location
[ 1 [E [oz” [ [1200z0 [rzzom0 [zm m [ e
Project Bank Bank Description Income Type
] [52"  [Gnnnrat Bank 1
Previously Paid To Be Paid Invoiced Approved Discount
1 [ [ #1411 [
Tax Additional Net NSF
0.00 [ 0.00 n4.11 N NEF Override
L1
Chack 10 overmida the hon-Suficliant Funds condition |
_Record: 111 1 | | «05C» J

Updated 5/2//06 Invoice Approvals
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FOAUAPP Form Showing the Approved Text Box.

&Uul:lr:l}l:“:hpu}urmsﬂ.unlimn Web - FOIKING - FOAUAPP
File gdit Qptions Item Tools Help

oD BCED P B05 @8 BEI < $0X 1
i=User Approval Form FOAUAPP 7.0 (EIUTRNG)

Approving / Disapproving the Document

On the FOAUAPP form, click on the
invoice you want to approve or

disapprove.
User ID:  TASIMS Teresa A Sims Dacumient: ¥ Next Approver 2- If you Want to approve the |nV0|Ce, C|IC|(
on the check box to the left of Approve.
v et e sovme simis — vt S apoer A text box will appear displaying the
v 10000052 ~ o LMDAVIS 91411 oot T * message “Document iS Approved” .
Approve: [ RS , Ciccument anproval FOMMER 7.0 (EIUTRNG) - * 31 % You may also type a message in this pop-
. . Type: [y Numbear: 10000051 Submicsion: [0 up text bOX This message will rOUIe baCk
L Sl . to all prior approvers and the originating

Change Sequence: |

requisitioner. Click OK. To return to

FOAUAPP to continue approving

remaining documents.

prareves Fuaeey e == ...OR...

3. If you do not want to approve the

Invoice, click on the check box to the

right of Disapprove. A text box will

| i appear displaying the message

R T I T - ) “Document is Disapproved”.

You may also type a message in this
pop-up text box. This message will
route back to all prior approvers and
the originating requisitioner. Click OK
to return to FOAUAPP to continue
approving remaining documents.

4. Repeat steps 1 — 3 to continue
approving remaining documents.

5. Click X to close and return to
FOIAINP (Approvals Notification
Form).

6. Click X to close.

Approve: Disappr| | EEEMETNEREIITES

Approve: 5 Disapprove: & Oatall: Queus:

Apprave: 5 Disapprove: &' Detail: Quaa:

Updated 5/2//06 Invoice Approvals
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Conventions Used in this Manual

The following formatting conventions are used throughout this manual:

Text entry is printed in monotype (Courier New) font.
Example: Type FPAREQN in the Direct Access Field.

Field names are in bold face.
Example: Type 99771111 in the ID field.

Button names are in bold face.
Example: Click the Execute Query button.

Specific block names (but not “Key Block”) are in bold face.
Example: Inthe Addresses block, click inside the Zip Code field.

Form names are in all capital letters.
Example: Navigate to the FPAREQN form.

Keyboard keys are in all capital letters.
Example: Press ENTER.

Menu navigation is listed as Menu > Menu Option.
Example: To count the query hits, choose Query > Count Hits.

Updated 5/24/06 Self-Service
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Self-Service

The purpose of this training guide is to provide you with the procedures necessary to obtain
financial information. Please see FOAPAL cheat sheet for description of Banner department
structure. You may only view those accounts for which you have obtained secured access.

Accessing Finance Self-Service Banner

Finance Self-Service Banner (SSB) is a web-based program (https://syserpl11.eiu.edu:9093).
To proceed with the instructions and exercises, you need a User Identification Number (User ID)
and Personal Identification Number (PIN) provided by Information Technology Services.

Logon to the Secure Area of Self-Service:

1. Enter your User ID

2. Enter your Personal Identification Number (PIN)
3. Select Login

Access Self-Service:

Select Finance at the Main Menu

@ Note: Logins are case sensitive. The system timeout limit is 30 minutes.

Budget Queries Overview

The Budget Query link allows you to review budget information. You may build or retrieve three
different types of budget queries.

e Budget Quick Query
e Budget Query by Account (FOAPAL)
e Budget Query by Organizational Hierarchy

The following data options are available for selection in each query except Quick Query:

o Adopted Budget
e Budget Adjustments
o Adjusted Budget
e Temporary Budget
Updated 5/24/06 Self-Service
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Accounted Budget
Year to Date
Encumbrances
Reservations
Commitments
Available Balance

The Budget Query option in SSB permits you to access the same information about Budget
Status that you would review online in Internet Native Banner (INB) using the Executive
Summary (FGIBDSR) or the Organization Budget Status (FGIBDST) forms. There is a drill
down feature that allows you to retrieve further details on transactions. Data may also be
downloaded to a Microsoft Excel spreadsheet. These features are available in each of the
guery options except budget quick query.

Updated 5/24/06 Self-Service
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Budget Quick Query

The Budget Quick Query is the easiest option to view the current status of your budget.
However, it has more limitations than the other budget inquiry options. It provides current yearly
balances at the time you access the report. There is no option to select specific time periods or
a date range. The only data parameters displayed on this type of query are Adjusted Budget,
Year-to-date, Commitments and Available Balance.

@ Note: This report option does not allow you to compare fiscal periods, download
your query data or drill down for further details.

To Create a New Quick Query:

1. From the Finance menu, use your mouse to click on Budget Queries.

Finance

Budget Queries
Frcumbrance gdery
Approve Documents
Wiew Document

[ Budget Queries | Encumbrance Query | approve Documents | Yiew Document ]
RELEASE: 7.1

Screen 1: Banner Web Services Finance Menu

2. Under Create a New Query, from the Type drop-down menu, select Budget Quick
Query and Create Query.

Create a New Query

Type Budget Quick Query
Retrieve Existing Query
Saved Query Mone v

Retrieve Query

Screen 2: Budget Quick Query

Updated 5/24/06 Self-Service
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3. Enter the desired parameters and Submit Query.

Note: There is a Code Lookup feature that allows you to search for unknown
parameters. To access the search feature, simply click on the button of the unknown

parameter.
Fiscal year: 2007
[ Chartof Accournts | [E
131100
Commitment Type: | | v

[] Include Revenue Accounts

Save Query as:

[] shared

Screen 3: Parameters

@ Note: To save a frequently used query, enter a file name in the Save Query as box.
To allow other users to access the saved query, click the Shared box.

Updated 5/24/06 Self-Service
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Budget Quick Query Results

71,301.00
0.00

{ 700.00)

{ 55.00)

{ 600.00)

[ 165.00)

{ 4,651.60)
{ 155.00)
0.00

{ 17,500.00)
0.00

{ 41.60)

{ 1,500.00)
{ 99.00)
(37.14)
45,796.66
45,796.66
36,106.42

{ 5,001.00)
{ 4,689.24)

0.00
( 9,690.24)
36,106.42
36,106.42

Report Parameters
Organization Budget Status Report
Organization By Account
Code
Period Ending Jun 30, 2007
As of May 23, 2006
Chart of Accounts E Eastern Ilincis University Commitment Type All
Fund Program All
Organizatio 121100 Accountiog Activity Al
Account I Location 4l
Query Results
Account Account Title Adjusted BudgetYear to Date Commitments Available Balance
Direct Expenditure Pool 71,301.00 0,00 0.00
Accounts Golf Gutings Expense 0.00 0.00 0.00
able T\, 0.00 700,00 0.00
\ ental EDP equipment 0.00 50.00 5.00
71242 diting and Management Services 0.00 600.00 0.00
712432 Book Binding & Processing 0.00 165.00 0.00
71245 Priof/Artist Services 0.00 4,092.18 559,44
71273 Advertising 0.00 155.00 0.00
71280 Cppy Service Watts 0.00 0.00 0.00
71289 Chntractual Services Qther 0.00 17,500.00 0.00
71304 Supplies Office & Lbrary 0.00 0.00 0.00
This is a 2- upplies Educ & Instruct Materials 0.00 0.00 41.60
page format. Sup.phes Food . 0.00 0.00 1,500.00
Notice the Equip not exceeding $100 0.00 0.00 99.00
K S Commodities Cther 0.00 0.00 3714
running total. Screen total 71,301.00 23,262.16 2,242.18
Running total 71,301.00 23,262.16 2,242.18
\ _— | Report Total (of all records) 71,301.00 27,661.70 7,532.88
Query Results
Account Account Title Adjusted Budget Year to Date Commitments Available Balance
71401 Perm Improve GT 5000 LT 25000 0.00 4,39954 501,46
71410 Office EQuip GT 100 LT 5000 0.00 0,00 4,689.24
71795 Telephone Service 0.00 0.00 0.00
Screen total 0.00 4,399.54 5,290.70
Running total 71,301.00 27,661.70 7,232,868
Report Total (of all records) 71,301.00 27,661.70 7,532,668

Screen 4: Budget Status Report

Note: Return to the main query screen by selecting the back arrow on the top of the
tool bar or select Another Query box.

Updated 5/24/06
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Saving Queries as Templates

A query can be saved as a template on each screen. However, each time a query is saved,
only the information entered and queried up until that point is saved. You can enter a query and
save it on each screen under a different name creating several templates, each with its own
detail. This functionality enables you to save the query and retrieve it later for quick reference

or customizing.

Queries may be saved as Shared or Personal. Other users may access Shared queries;
Personal queries may be accessed only by the user who created them.

To Retrieve an Existing Query:

1. Choose an existing query by clicking the Saved Query drop-down menu and click on

Retrieve Query.

Updated 5/24/06

Create a New (juery
Type Budget Quick Query v

Create Query

Retrieve Existing Query
Saved Query

Current Budget Balance (Shared){ig

Retrieve Query

[ Budget Queries | Encumbrance Query | Approve Documents | Wiew Docu
RELEASE: 7.0.0.1

Screen 5: Retrieve Saved Query Menu

Self-Service
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Budget Query by Account

The Budget Status by Account Option provides:
o Retrieval of up to 10 data elements;
o Ability to extract and manipulate data by a downloading feature;

o Data comparison of different fiscal years at various points in time (monthly, quarterly,
annually);

o Four levels to access details of transactions and documents through a drill down feature:
o Account Detail;
o Transaction Detail;
o Document Detail;
o View the Document; and
e User-calculated columns on the report;
To create a New Query

1. From the Finance menu, click Budget Queries.

Finance

Budget Queries
E -

RS QUery
Approve Documents
Wisw Document

[ Budget Queries | Encumbrance Query | Approve Documents | Yiew Document ]
RELEASE: 7.1

Screen 6: Banner Web Services Finance Menu

2. Under Create a New Query, from the Type drop-down menu, select Budget Status by
Account and Create Query.

Create a New Query

Type Budget Status by Account >
Retrieve Existing Query

Saved Query Mone v

Screen 7: New Query Type drop-down menu

Updated 5/24/06 Self-Service
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3. Select the type of operating ledger data that you want to display on the report by clicking in
the box to the left of the data options. A check mark will appear in the box after selection.
These are the column headings that will display on the report.

Select the Operating Ledger Data columns to display on the report.

[] Adopted Budget Year to Date

[] Budget Adjustment [] Encumbrances
Adjusted Budget [] Reservations

[] Temporary Budget Commitments

[] Accounted Budget Available Balance

Save Query as:
[] shared

Screen 8: Operating Ledger Data Options

4. Click Continue; enter the appropriate parameters and Submit Query.

Fiscal year: 2007 v Fiscal period: 12 v
Comparison Fiscal year: |pgre « Comparison Fiscal period: | jjgne «
Commitment Type: all v

[ Chart of Accounts ] E

T

[ Include Revenue Accounts

Save Query as:

[] shared

Screen 9: Available Query Parameters

Note: The percentage sign (%) may be used as a wild card to query a group of
accounts (revenue, expense) and organization (department) codes or to search for a
code.

Updated 5/24/06 Self-Service
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Budget Query by Account Results

Query Results

Account Account Title FY07/PD12 Adjusted FYO07/PD12 Yearto FYO7/PD12 FY07/PD12 Available
Budget Date Commitments Balance
71000 Direct Expenditure Pool 71,301.00 0.00 0.00 71,301.00
71213 Golf Qutings Expense 0.00 0.00 0.00 0.00
71215 Cable T, 0,00 F00.00 0.00 ( 700.00)
71235 Rental EDP eguipment 0.00 S0.00 .00 ( 55.00)
71242 Auditing and Management 0.00 &00.00 0.00 ( 600.,00)
Services
71243 Book Binding & Processing 0.00 1&5.00 0.00 { 165.00)
71245 Proffartist Services 0,00 2, 5 559,44 { 4,651.60)
71273 Advertising 0.00 w 0.00 { 155.00)
71280 Copy Service Watts 0.00 000 0.00 0.00

Screen 10: Account Query Report

Note: To access transaction detail by the drill down feature, left-click mouse on

highlighted number.

Report Parameters
Organization Budget Status Detail Report
Summary Year to Date Transaction Report
Period Ending Jun 30, 2007
As of May 23, 2006
Chart of Accounts: E Eastern Ilincis University Commitment Type: All

Fund: All Program: All
Organization: 131100 Accounting Activity: All
Account: 71273 Advertising Location: All

Document List
Transaction Date Activity Date Document Code Vendor/Transaction Description Amount Rule Class Code
Jul 05, 2006 May 02, 2006 10000071 Cannon Cleaning Inc 100.00IMNEI

Jul 05, 2008 May 02, 2006 10000070 Cannon Cleaning Inc EHE-HY
Repaort Total {of all records): »

Available Budget Balance: { 155.00)

Screen 11: Drill Down Detail of Screen 10 Query

Updated 5/24/06
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Comparison Queries

1. Select the type of operating ledger data that you want to display on the report by clicking in
the box to the left of the data options. A check mark will appear in the box after selection.
These are the column headings that will display on your report.

Select the Operating Ledger Data columns to display on the report.

[] Adopted Budget Yearto Date
[] Budget Adjustment [] Encumbrances
] Adjusted Budget [] Reservations

[] Accounted Budget [] Available Balance

Save Query as:
[] shared

Screen 12: Operating Ledger Data Options

2. Click Continue; enter the appropriate parameters and Submit Query.

Fiscal year: o007 v Fiscal period: 19

Comparison Fiscal year: |oqpg + Comparison Fiscal period: | 15 -

Commitment Type: all v
:
131100

[] Include Revenue Accounts
Save Query as:

[] Shared

Submit Query

Screen 13: Comparison Report Parameters

3. Click Submit Query.

Updated 5/24/06 Self-Service
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Comparison Query Results

Query Resuits
Account Account Title
71000 Direct Expenditure Pool
71213 Golf Qutings Expense
71215 Cable T,
71235 Rental EDP equipment
71242 Auditing and Management Services
71243 Book Binding & Processing
71245 ProffArtist Services
71273 Advertising
71280 Copy Service Watts
7128% Conftractual Services Other
71304 Supplies Office & Library
71308 Supplies Educ  Instruct Materials
71360 Supplies Food
71394 Equip not exceeding $100
71399 Commodities Other
Soreen total
Running total
Report Total (of all records)

Mext 15=

Q.00

Q.00
700,00
S0.00
500,00
165.00
4,092.1¢
155.00
.00
17,500.00
Q.00

Q.00

Q.00

Q.00

Q.00
23,262.16
23,262.1¢6
27,661.70

FY07/PD12 Year to Date FY06/PD12 Year to Date Changes Between Years

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

0.00
700,00
50,00
500,00
165.00
4,092.1¢6
155.00
0.00
17,500.00
0.00

Q.00

Q.00

Q.00

0.00
23,262.16
23,262.16
27,661.70

Screen 14: Comparison Report

Downloading Query Data to a Spreadsheet

You can download data to a Comma Separated Value File (.csv) for use with Microsoft Excel.
This option is only available for the Budget Query by Account and the Budget Query by

Organizational Hierarchy.

This feature allows data to be edited or manipulated into a format that better meets your
reporting needs. Downloaded information consists of the headers followed by the query details.
The Download All Ledger Columns downloads all parameters whether they are selected in
the parameter selection or not. The Download Selected Ledger Columns downloads only
those parameters selected in the parameters menu.

Updated 5/24/06

71223 Repair and Maint Real Property 600,00 0.00 500,00

71225 Repair and Maint ECP Equip 0.00 0,00 0,00

71230 Repair and Maint In House 0.00 0,00 0,00
Screen total 32,386.34 0.00 32,386.34
Running total 32,386.34 0.00 32,386.34
Report Total (of all records) 268,388.66 0.00 268,388.66
G Download All Ledger Calumns ) | | ( Daownload Selected Ledger Columns ) |

Screen 15: Sample Downloading Query Data
Self-Service
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After clicking the Download button, a window will pop up giving you the option to open the file
or save to disk. If you choose open, the spreadsheet will open in Excel for immediate
formatting. If you select save, the file will save as a .csv (Microsoft Excel Comma Separated
Value) file.

Note: When downloading to Excel, do not close the browser window. Click the
Back button to return to Banner Web Services or you will close your Web Services
session.

User-calculated Columns

This feature provides the capability to add user-calculated columns to a query. You may add,
subtract, multiply, divide, or get a percentage of any two Operating Ledger Columns. You may
also choose to name and determine the location of the calculated column. These columns may
be removed, saved, or added from a query or template at any time.

Campute Additional Calumns for the query

Column 1 Operator Column 2 Display After Column New Column
Description

FY¥07/PD12 Year to Date | | minus ~| |FY0e/PD12 Year to Date ~ | |F¥06/PD12 Year to Date *|lhanges Between Years|

[ Perform Computation ]

Screen 16: User-calculated Columns (See Screen 14 for results)

@ Note: The user calculated columns cannot be downloaded into Excel because they
are just calculations.

Updated 5/24/06 Self-Service
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Budget Query by Organizational Hierarchy

The Budget Status by Organizational Hierarchy option allows you to roll up several
organizations (departments) into a single report. The same data can be retrieved on Internet
Native Banner on Form FGIBDSR.

To retrieve a Budget Status by Organizational Hierarchy Query:

1. From the Finance Menu, click Budget Queries.

2. Under Create a New Query, from the Type drop-down menu, select Budget Status by
Organizational Hierarchy and Create Query.

Create a New Query

Type ) 2t Status by Organizational Hierarchy [ig
Retrieve Existing Query

Saved Query MNone +

Screen 17: Budget Status by Organizational Hierarchy

3. Select the type of operating ledger data that you want to display on the report by clicking in
the box to the left of the data options. A check mark will appear in the box after selection.
These are the column headings that will display on the report.

[] Adopted Budget Year to Date

[] Budget Adjustment [] Encumbrances
Adjusted Budget [] Reservations

[] Temporary Budget Commitments

[] Accounted Budget A

Save Query as:
[] shared

Screen 18: Operating Ledger Data Columns

4. Click Continue, enter the appropriate parameters and Submit Query.

Updated 5/24/06 Self-Service
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Commitment Type: Al

Fiscal year: 2007 v

Comparison Fiscal year: | yone +

[ Chart of Accounts ] E

13

[ Include Revenue Accounts

Save Query as:

[] shared

Fiscal period:

Comparison Fiscal period: | jone +

W

12 %

Hierarchy Query Results

Screen 19: Available Query Parameters

Query Results
Organization Organization Title

FY07/PD12 Adjusted
Budget

FY07/PD12 Year
to Date

FY07/PD12
Commitments

13 ice President of Business
Affairs
120 Business Affairs 1,080,840.00 44,988.99
121 Treasurer's Office 3,571,505.00 129,415.33
132 Budget Office 1,479,478.00 0.00
133 Human Resources 2,321,216.00 42,695.41
1324 Information Technology 1,628,548.00 215,739.89
Services
135 Facilities Planning and 5,929,935.00 202,418.30
Managemesnt
13 Rollup 16,021,520.00 &35,257.92
| Download Al Ledger Columns |1 Download Selected Ledger Columns

I

786.00
10,734.55
0.00

0.00
55,750.00

153,500.00

220,770.55

FY07/PD12 Available

Balance

1,035,065.01
3,431,355.12
1,479,478.00
2,278,520.59
1,367,056.11

5,574,016.70

15,165,491.52

Screen 20: Organization Budget Status Report

Updated 5/24/06
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Encumbrance Query

An encumbrance query displays purchase order information such as original PO amounts,
adjustments, liquidations and current PO balances. The same data can be retrieved on Internet

Native Banner on Form FGIOENC or FGIENCD.

To Review All Encumbrances:

1. From the Finance menu, click Encumbrance Query.

Finance

Budget 5]
< Encumbrance Guery

wWiew Document

RELEASE: 7.1

[ Budget Queries | Encumbrance Query | &pprove Documents | View Document ]

Screen 21: Banner Web Services Finance Menu

2. Enter the appropriate parameters and Submit Query.

Updated 5/24/06

Fiscal year 2007 v Fiscal period 01 v
Encumbrance Status All

Commitment Type all v

[ chartof accounts | [E

Save Query as:

O Shared

Screen 22: Parameters

Self-Service
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Encumbrance Query Results

Report Parameters
0Organization Encumbrance Status Report

Period Ending Jul 31, 2006

As of May 23, 2006

Terre Haute, IN-

All Encumbrance Summary by Document, Account Distribution

Chart of Accounts E Eastern Illinois University Commitment Type All

Fund Code All Program Code All

orgn Code 131200 Purchasing Activity Code All

Account Code All Location Code All

Query Results

AccountDocument Description Original Encumbrance Encumbrance Yearto Current Lo cmt

Code Commitments Adjustments Liquidations Date Commitments Used Type

71231 TAZ6744 Chicago 7/16-05 500,00 00 [ 500.00) 500.00 00 100,00 U

71231  TAZE33¢ springfield-July 276.00 00 .00 .00 276.00 oo U

71292 TA12345 Sims-Florida- 1,250.00 00 [ 225.00) 225.00 1,025.00 18,00 U
Sept

71292 TA42134 Indy-july 765.00 00 [ 755.00) 755.00 10,00 9859 U

71292  TASBELSZE Muncie, IN-July 121.50 jals] .00 .00 121.50 oo u

71293 TAS73le Bloomilngton, 11 93.17 jals] .00 Hals] 93.17 oo u
-July

71294 TASS876 500,00 00 .00 .00 500,00 oo U

Screen 23: Encumbrance Summary Report

Specific Account (Sub-code) Search

To narrow your search so that you can view purchase orders under a specific account code,

enter that code in your report parameters.

Report Parameters
0rganization Encumbrance Status Report

Period Ending Jul 31, 2006

As of May 23, 2006

All Encumbrance Summary by Document, Account Distribution

Chart of Accounts E Eastern Ilinois University Commitment Type All

Fund Code All Program Code All

Orgn Code 131200 Purchasing Activity Code All

Account Code 71399 Commodities Other Location Code All

Query Results

Document Description Original Encumbrance Encumbrance Year to Current %9 cmt

Code Commitments Adjustments Liquidations Date Commitments Used Type

PKOOOOS2 Wy Wy Grainger 30.6006 .00 .00 .00 308.66 .00 u
Inc

PS000058 Lorenz 500.29 .00 ( 500.29) 5S00.87 .00 100.00 u
Wholesale Co

Report Total {of all records) 539.15 .00 ( 500.29) 500.87 38.86 92.79

Screen 24: Specific Account Query Results
Updated 5/24/06 Self-Service
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To get detail information on a transaction, click on the highlighted item.

Selected Dacument
Encumbrance Detail Status Report
By Document, Account Distribution
Period Ending Jul 31, 2006
As of May 23, 2006 PO j
IS
Chart of Accounts E Eastern Ilincis University Commitment Type Uncommitted . .
Cocument Number PS000058 Document Date  Jul 03, 2006 ] ||C]U|dated
Transaction Description Lorenz Wholesale Co
Document Detail
Document Rule Original Encumbrance Encumbrance Year Item Sequence Fund Orgdnization Account Progra
PO iS Code Class Encumbrance Adjustments Liquidations to Number Number
- Code Date

recorded & INEI .00 .00 00 .00 0 1110020 131200 71399 60
10000155 1 .00 jsls] { 496.00) .00 a] 1110020121200 71399 &0
PS000058 PORD 500.29 .00 .00 g a 1110020131200 71393 60 .
10000135 INEI .00 .00 (429 .00 0 1110020 131200 713938 60 Invoice
10000178  INEI .00 .00 00 .58 0 1110020 131200 713 | is paid
10000155  IMEI .00 els] .00 496.00 o] 71389 &0
10000135 INEI .00 jsls] 00 4.29 5] 1110020121200 71399 &0
PS000058 PORD .00 .00 .00 .00 a 3110020131200 71393 60
PZ000058 PORD .00 00 00 .00 Q 4110020131200 71393 &0

Screen 25: Document, Account Distribution
Updated 5/24/06 Self-Service
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Approving Documents

1. Click Approve Documents.

Finance

Budget Queries
Encumbrance Guery
Approve Documents
Wiew Document

[ Budget Queries | Encumbrance Query | approve Documents | Yiew Document ]
RELEASE: 7.1

Screen 26: Finance Menu

The Approve Documents Query View allows you to select documents for approval or to
display a list of documents awaiting your approval based on the selected query parameters.

The query defaults to Documents for which you are the next approver. This indicates
that all required prior approvals have been obtained. You may also select “All documents
which you may approve” to see documents still awaiting lower level approvals (See Screen
27 below).

2. Select appropriate radio button

...OR...
3. Type a document number in the Document Number field.
4. Click Submit Query.

Approve Documents

Enter Approval Parameters
User ID
Document Number:

@ Documents for which you are the next approver

¢ All documents which you may approve

Screen 27: Approve Documents Screen

Updated 5/24/06 Self-Service
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The next view displays the query parameters selected on the previous view and the Approve Documents
List. Information provided within the Approve Documents List includes the following information (See
Screen 28):

o Next Approver — this field will display a Y if you are the next approver for this document. If the field
is blank it is indicating that there are lower level approvals that have not yet been completed.

o Type —the document type, INV = Invoice, REQ = Requisition, CO = Change Order
e Original User — who created the document
e Amount — total dollar amount being approved
e Queue Type — DOC = document NSF = non-sufficient funds
e Document —displays the document number and linked to view the document
e History —link to display current approval history
e Approve - link to approve document
o Disapprove — link to disapprove document
From Document, History, Approve or Disapprove parameters, you may drill down for the following
details:
e View the document (click the link under Document)
e See document approval history (click the link under History)
e Approve (click the Approve link)
o Disapprove (click the Disapprove link)
Queried Parameters
User ID TIBABBS Tami ] Babbs
Cacument Mumber:
Documents Shown: All
Apprave Documents List
Next Approver Type NSF Change Sub# Originating Amount Queue Document History Approve Disapprove
Seq# User Type
hd REGQ ¥ KIRICE 125,000.00 NsF ROOOO027 History Approve Disapprove
¥ REQ Y MLCOBE 13,776.87 NSF  ROOOO02%2 History Approve Disapprove
¥ REQ Y FINTRNG2E 599,00 NSF  ROQOO0OZ7 History Approve Disapprove
Y REQ Y FINTRMG4 540,00 NSF ROOODD38 History Approve Disapprove
hd REGQ v FINTRMG1 5499.00 NsF ROO00040 History Approve Disapprove
¥ REQ Y ASSALLEE 7,350,00 NSF  ROQOOOS  History Approve Disapprove
Al PO A ASSALLEE 1,240.38 NSF CBOO0013 History Approve Disapprove
A PQ Y ASSALLEE 1,354.80 = CCO00013 History Approve Disapprove

Screen 28: Approve Documents List
By clicking on the underlined document number, you can view all the document details. The information is
presented in three blocks (as shown in Screen 29 below):

e Invoice Header
¢ Invoice Commodity
e Invoice Accounting & Accounting Distribution (FOAP)

Click the Back button on your Internet Explorer toolbar to return to the previous view.

Updated 5/24/06 Self-Service
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View Document

Requisition Header

Central Receiving
Charleston, IL 61920

Attention: Katie
Contact:

wendor:

Requisition Conmumodities

Total: 125,000.00
Requisition Accounting

1 E o7 110020131200 7151560 Ny ¥
Total of displayed sequences:

Requisition Order Date Trans Date Delivery Date Print Date Total
ROODOOCODZ7 May 01, 2006 Jul 03, 2006 Jul 03, 2006 125,000.00
Qriging BAMMER

Complete: it Approved: N Type: Procurement
Cancel Reason: Date:

Requestar: Katie I Rice 131200 Purchasing

Accounting: Document Level

Ship to: Eastern Illinois University

Item Commodity Description U/M Qty Unit Price Ext Amount
Disc  Addl Tax Cost
1073015 Computer Equiprent GE S000 EA 25 S000 125,000.00
uln] 0o 00 125,000.00

Seq# COA FY Index Fund Orgn Acct Prog Acty Locn Proj NSFSusp NSFOvr Susp  Amount

125,000.00
125,000.00

Screen 29: View Document

You will get to the Approve Document screen after you have selected a document and reviewed the

details.
5. To approve the document, click Approve Document.

6. To cancel the approval and return to previous view, click Cancel.

Approve Document

Document Information
Cocument Mumber: ROQO0027  Type: REQ
Change Seq# Sub#
Amount; 125,000,00
Comment:

Approve Document ] [ Cancel ]

This document has been approved.

Screen 30: Approve Document Screen

Updated 5/24/06

Self-Service
Page 21



When the approval has been processed, Banner will display an Approval Confirmation view. You may click
Continue to return to the Approve Document view, or select an action from the options listed at the bottom of
the view.

Docurnent Pending Approval

Docurnent (0000291 haz vour approwal.

Cortinue |

Screen 31: Approval Confirmation

Updated 5/24/06 Self-Service
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Terminology

Action Menu

Auto Hint

Bid Process

Block

Commit

Commodity

Commodity Level
Accounting

Database

Document Level

Accounting

Encumbrance

Updated4/26/06

A drop down menu listing navigation and command functions.

The automatic display of a message when the cursor enters a field on a
form.

This occurs when potential vendors compete for a contract to produce a
good or provide a service.

A section of a form containing related pieces of information — usually a
single database table. Blocks are usually separated by a solid line.

A command executed in Banner that saves changes made to
information.

The good or service that is being purchased. In Banner, commaodities
can be either user-defined, or the NIGP (National Institute of
Governmental Purchasing) code may be used.

A way of processing requisitions or purchase orders in which each “line”
(commaodity) of the requisition will have its own accounting distribution.
Supplies and equipment can still be ordered on one requisition.

A collection of tables used to store data.

A way of processing requisitions or purchase orders in which the
accounting distribution entered on the requisition applies to the whole
requisition.

This is the encumbering of funds against budget for a specific purchase
order. The encumbrance is established when a purchase order is
approved. The encumbrance is reduced or eliminated when invoice is
approved, or when the encumbrance is cancelled.
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Fixed Asset

FOAPAL

Form

Form Header

Function Keys

Job Submission

Key Block

Menu Bar

More...

Null

Updated4/26/06

Property or item of a lasting nature owned by the institution for its day-
to-day operations. Fixed assets are assets that cannot be instantly
liquidated. Examples of fixed assets include real estate and equipment.

The FOAPAL (pronounced “FOE-pul”) is “Banner-ese” for the
accounting code that replaces the FRS account number in Banner
Finance. It stands for Fund, Organization, Account, Program, Activity
and Location. Each of these FOAPAL elements tells us a specific piece
of information about the transaction (typically, an income or expenditure
item).

A screen used to query, enter, and/or update information.

The header of each Banner form is the title bar of the form. The header
contains the descriptive form, name, the 7-character form name, the
release number, and the database name from the Installation Control
Form (GUAINST).

Function keys are specific keystrokes or keystroke combinations that are
equivalent to a selection on a menu. For example, at your institution,
pressing F7 is equivalent to selecting Enter Query. To find the keyboard
equivalents, click the Show Keys button on the toolbar or select Show
Keys from the Help pull-down menu.

The way Banner runs reports or processes. For example, let's say you
want to find all of the purchase orders assigned to a certain vendor. You
would “submit the job” by entering your criteria for the report and then
telling Banner to go into the database and find the matching data.

Appears at the top of each Banner form and used as the query criteria
required to access data.

Located at the top of the screen, below the form name and Title Bar, the
Menu Bar has a list of a series of options (e.g. File, Edit, etc.) available
on a specific form.

Appears at the bottom right of a Banner form and indicates more
windows for this form.

Unknown or missing.

Terminology
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Object Search Use Object Search to access a form, job, menu, or Quickflow if you
know only part of the name, its description or type. When you use
Object Search from a form, the current form remains open. When you
exit the requested object, you return to the original form.

Oracle The database management software used by the Banner system to
store, manage, and retrieve information.

Oracle Errors Errors that occur in your system due to a function of the Oracle
database. You'll see the error message either in a pop-up window on
your screen or on the dialog line near the bottom of your Banner
window.

PIDM (Person The PIDM is an internal key field stored in the Person Identification table

Identification Master) (SPRIDEN). The PIDM may represent a student, vendor, employee,
beneficiary, alumnus, or other entity. A PIDM is created when a new
entity is added to Banner and cannot be changed. It is used to link
tables together. PIDM’s do not show up on end-user reports.

Purchase Order A commercial document used to request someone to supply a good or
service in return for payment.

Purchase orders can be of these three types.

Regular Purchase Order—Will encumber funds in Banner. All
commodities have quantity and a unit price.

Standing Purchase Order—Will encumber funds in Banner.
Commaodities have dollar values assigned to them. This type of PO
is useful when you are paying for contracts, services or travel.

Blanket Purchase Order—Does not encumber funds in Banner.

Commadities will be assigned quantity and unit prices to them.

Query A question in banner that looks at the data in the Banner database for
an answer. Banner queries use SQL (Structured Query Language),
which is an English-like set of commands for defining database objects.

Record A collection of information stored in a database table as a single unit.
One or more records may be included in a single block.

Requestor A person asking for certain goods or services.
Requisition A written request to purchase something.
Updated4/26/06 Terminology
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Reservation A reservation is created when a requisition is complete. It represents an
internal request for expenditures against budget. A reservation is
liquidated when a PO is created. An encumbrance is established by the
PO.

Rollback Allows changes and updates that have not been committed to return to
the previous state.

Scroll Bar A horizontal or vertical bar that appears at the side or button of a Banner
form window. Clicking the arrows at the ends of the Scroll Bar will move
the window and display additional information.

SPRIDEN ID Faculty, staff and student user ID’s also referred to as SPRIDEN ID’s.
Consists of a letter and eight digits and is a personal identification. ID’s
are no longer connected to any personal information such as first name,
last name or social security number (SSN). The SPRIDEN ID resides in
the SPRIDEN table.

Status Line Located at the bottom of a form, the status line provides information
about the current records being displayed. It also shows if all records
available are being displayed. The “*" denotes that all records are
shown.

Title Bar Located at the extreme top of a Banner form, the Title Bar displays the
full name of the form and its seven character identifier.

Tool Bar Located under the Menu Bar at the top of a form, the Tool Bar contains
icons that are used to navigate through the form.

Vendor A person or company selling goods or providing services to your
institution. Typically, Banner Finance requires a vendor record for
anyone to whom a check is sent.

Wildcard A character that is substituted for unknown character(s) in a Banner
guery. A percent sign (%) stands for any number of unknown
characters; whereas an underscore (_) stands for only one unknown
character.
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