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Th is QUICK REFERENCE GUIDE provides a very brief
sum m ary of th e  BANNER Finance System  R e quisition
approval proce s s  at Villanova University.

PREREQUISITES

You m ust h ave th e  appropriate   Oracle Database IDs and
pas s w ords.  Th e s e  are issued by UNIT.  Call th e UNIT h elp
desk  for assistance in h aving th e s e  e stablish ed.

In order to use  BFS, your Departm ent H ead m ust subm it a
w ritten re que st to th e Assistant Controller/Accounting,
indicating th e  level of acces s  and approval auth ority you are
to be granted.

 

REFERENCE GUIDE CONVENTIONS
# W h en you are as k e d  to “k ey” inform ation, type

th e  re que sted ch aracters  or num bers in th e  space
identified.

# Th rough out th is guide, w h enever entrie s  are
re quired in a form  field (data you w ill need to
k ey), th e  fields are designated as [FIELD NAME]. 
Please do not k ey data in any oth er fields except as
noted in th is guide.  2

# Nam es and data appearing in q uote s (“ ”) s h ould be
k eyed just as th ey appear in th is guide (do not k ey
th e  quotation m ark s ).  

# CLICKING refers  to using th e  m ouse
Som e item s are case  s ensitive, so if you see th em  in all
low e rcase letters in th is guide, enter th e inform ation in all
low e rcase letters .  In oth er case s , inform ation m ust be
entered in ALL CAPITAL LETTERS.  For certain data,
such  as  vendor nam e s , please enter using th e  correct
com bination of uppercase and low e rcase letters .
# Italic type is used to denote steps  w h ich  are not

alw ays required, such  as  special notes  to
Purch asing or additional line item s text.

# Form  nam es  th at are Unde rline d and in italics
m ust be click ed on to acces s .

# W h en you see tw o com m ands W ITH  A +   betw e e n
th em , k ey th em  at th e  sam e tim e (h old dow n one
k ey, w h ile pressing th e  oth er).

A. Auto h int line (bottom  of screen): Provides brief      
inform ation/instructions about th e  current cursor location.    
   Error m e s sage s  m ay also appear h ere.
B. Status line (directly beneath  auto h int): displays record
count        and up or dow n arrow .
C. Dialog box (pop-up w indow ): displays w h en BFS needs a 
     re sponse from  you.  Gives you at least tw o ch oice s  and    
  som etim e s  m ore.  For exam ple, w h en you try to exit a
form        w ith out saving your ch ange s .  Pre s s  Tab  (next
field) th en       enter or Click  your response ch oice.
D. Alert Box: displays to notify you of a condition th at m ay  
     affect h ow  you enter inform ation or th e  k ind of
inform ation      you enter.  Th e s e  m ust be ack now ledge to
continue; pre s s       Enter
.
SYSTEM  SIGN-ON

Double Click  on BANNER4 icon.            
1. [Usernam e] k ey: your O racle database ID (e.g.,
jdurh am ),         pre s s  Tab  (next field).
2. [Pas s w ord:] k ey your Oracel Database pas s w ord, (ignore  
     next field [DATABASE],  pre s s  Enter one tim e.

Banner logo appears .  
BFS General Menu Application Form  w ill be displayed.

H O W  W ILL I KNO W  TH ERE ARE REQUISITIONS
AW AITING M Y APPROVAL?
Next sign on to BANNER, w h en th e  us er ch oose s  a finance
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form , BFS autom atically navigates  to th e   “Approvals
Notification Form ” (FOIAINP).  Th is form  displays th e
num ber of docum ents, docum ent type and Me s sage:
“Aw aiting your review .” OR  at any tim e, k ey
“FOAUAPP” (User Approval Form ). 

M UST I APPROVE REQUISITIONS IM M EDIATELY?
No.  You can navigate directly to th e  approval process by
pressing Ctrl +  q   (exit) and approve th e  R e quisition at a
later tim e.  To approve at a later tim e, see step 2, under
“Approving a R e quisition” (panel 3).

H O W  DO I APPROVE/DISAPPROVE REQUISITIONS?
Before approving or disapproving a R e quisition, review  th e
docum ent by follow ing steps on panels 4 and 5 w h ich  w ill
h elp you determ ine th e  specifics  of th at R e quisition.

APPROVING A REQUISITION:
1. If navigating from  th e Approvals Notification Form

(FOIAINP), pre s s  Ctrl +  q  to exit.  At BFS m enu k ey:
FOAUAPP pre s s  enter.

2. If navigating directly to FOAUAPP, at any BFS m enu
k ey “foauapp” (BFS w ill pre s ent uppercase) pre s s  PgDn
(next block ).
Docum ent type, num ber and NSF condition w ill display
along w ith  th e  originator of th e  R e quisition, docum ent
am ount, q ueue type, and w h eth er you are th e  next
approver.

3. Pre s s  Tab (next field) to [Approve] and pre s s  Enter. 
Alert box displays: “Docum ent is Approved.” Click  on
[OK]. Click  [OK] again.  Auto h int line displays:
“Transaction com plete; 1 record applied and saved.”
Th e  Re quisition w ill no longer be displayed.  Ctrl +  q
to exit.

DISAPPROVING A REQUISITION:
Pres s  Tab  (next field) to [Disapprove]; pre s s  Enter. 
Docum ent Disapproval Text w indow  displays.  Th e default
is “docum ent is disapproved.”  You m ay k ey any additional
inform ation as to w h y you are disapproving or any action
you w ish  th e  originator to tak e to ch ange or delete th e
R e quisition.  Th ere are th re e  lines of text available each  line
= 59  ch aracters .   W h en finished keying, click  [OK].  Alert
box displays:  “Stop.  Docum ent h as been disapproved by
you.  OK”; click  [OK] to ack now ledge.  Auto h int line
displays: “Transaction com plete; one record applied and
saved.”  Th e  R e quisition w ill no longer be displayed.  Ctrl
+  q  to exit.
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W H AT H APPENS TO  REQUISITIONS I 
DISAPPROVE?
Once a R e quisition h as been disapproved, it is returned to
th e originator of th e docum ent as incom plete.  Ch anges  can
be m ade to th e  R e quisition to m eet approval re quirem ents or
th e  us er can delete (drop) th e  R e quisition, using FPARDEL. 
Refer to panel 8 of th e  Purch as e  Re quisition Quick
R eference Guide to cancel/drop.

H O W  DO I REVIEW  A REQUISITION AW AITING M Y
APPROVAL?
Pres s  Tab (next field) to [Detail] and pre s s  Enter.  BFS w ill
briefly display a m enu, th en display FOQRACT
(Re quisition Approval Form ). Auto h int line displays:
“Ch eck  to override a non-sufficient funds condition.”  NSF
override is a Budget O ffice function only. 

Requisition Detail:
Th is form   displays th e  R e que st num ber, requestor (m ay be
different th an th e  originator), th e  vendor nam e and num ber
(if one  w as s elected at th e  tim e th e docum ent w as created),
and th e  R e quisition am ount.   BFS also displays th e
accounting distribution of th e  R e quisition.
# View ing m ultiple accounting s e quence s :  pre s s  Dow n

Arrow  (next record) to scroll th rough  accounting
s e quence s .

# View ing first line of description for each  line item  on
th is Requisition:  pre s s  Sh ift F2 (count query h its). 
BFS displays Com m odities for Review  Query Form
(FOICOMM).  Note : th is displays line item , q uantity
and extended price, not unit price.  Pre s s  Ctrl +  q 
(exit) to close th at view .

# Return to panel 3 to continue approval/disapproval
proces s  or follow  instructions below  “Requisition Query
Form ” to review  th e  R e quisition in its  entirety.

Requisition Inquiry Form :
Pres s  Tab  (next field) to [Detail], pre s s  Enter.  Click
Docum e nt Query  (R e quisition Query Form ).  Pre s s  PgDn
(next block ) to step th rough  th e  R e quisition or you m ay
click  on Titles in th e  option block .
# View ing Docum e nt Te xt  (if it is part of th e

R e quisition): click  on Docum ent Text.
# View ing Line  Ite m  Te xt  (if it is part of th e docum ent):

click  on Item  Text.  Additional lines of description for
th at particular line item  w ill be displayed.  Pre s s  Ctrl +
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q  (exit) to close th at view .
# View ing Sh ip-to Address:  page dow n to Sh ip to

Address.   Ctrl +  q  to exit.  Ctrl+  q  one m ore tim e to
return to FOAUAPP.  Return to panel 3 to continue th e
approval/disapproval proce s s .

H O W  CAN I VIEW  PREVIOUS APPROVALS POSTED
TO A REQUISITION?
To view  Approval H istory Form  (FOIAPPH ), w ith  th e
cursor residing in th e  originator field press Sh ift F2 (count
query h its) th en F8.  BFS w ill display th e  nam e(s) of th e
approver(s).  Pre s s  Ctrl +  q  (exit) to close th at view . 
R eturn to panel 3 to continue th e  approval/disapproval
proces s .

H O W  CAN I TELL IF A REQUISITION REQUIRES
ADDITIONAL APPROVALS?
Pres s  Tab (next field) to [Queue] and pre s s  Enter; pres s
PgDn (next block ).  BFS w ill display inform ation about th e
q ueue, including queue level and nam e(s) of next approvers . 
 Pre s s  Ctrl +  q  (exit) to close th is view .  R eturn to panel 3
to continue w ith  th e  approval/disapproval proce s s .

H O W  W ILL I KNO W  IF A REQUISITION H AS BEEN
DISAPPROVED?
BFS sends notification to th e  originator th at a docum ent h as
been disapproved.  BFS m enus display (** Me s sage s
w aiting **).  Th e s e  m e s sage s  are accessed by pressing Sh ift
F2  (count query h its) at any BFS m enu.  Th e General
Mes sage Form  displays th e  person w h o disapproved th e
R e quisition (s ender), receipt date, tim e of day m e s sage s ent,
along w ith  th e  s ender’s m e s sage, and th e docum ent num ber. 
To view  th e  entire m e s sage, press Tab (next field) to
[Me s sage], and pre s s  Sh ift F2 (count query h its); pre s s  Ctrl
+  q  (exit) to close th at view .  Pre s s  DEL (delete) to delete
th e  m e s sage.  Pre s s  Ctrl +  q  (exit) to return to th e  m enu. 
Dialog box: “Do you w ant to save th e  ch anges you h ave
m ade.”  Pre s s  Enter.  Alert box: “Transaction com plete, x
records applied and saved.”  Pre s s  Enter.  Me s sage  w ill be
deleted and you w ill be returned to th e  m enu.

SYSTEM  SIGN-OFF
W h en you h ave com pleted your BFS session, you need to
sign-off th e system .  Pre s s  Ctrl +  q  tw ice.

Banner w ill s h ow  an alert box - “are you sure you w ant to
exit Banner 2000 Session.”  Click  Yes.


