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This QUICK REFERENCE GUIDE provides a\ery brief
summ ary oftie BANNER Finance Systm Requisition

approvallprocess at\ Bnova Uninersity.

PREREQUISITES

You musthaw te appropriat Orack Database IDs and
passwords. These are issued by UNIT. Calltte UNIThe b
desk for assistance in having tese estab Bshed.

In order 0 use BFS, your Departm entH ead m ustsubm ita
writen requestt te Assistant Contro Br/Accounting,
indicating te B lof access and approva lauth ority you are
10 be grantd.

REFERENCE GUIDE CONMENTIONS

# When you are asked © “Key””inform ation, type
te requested charactrs or num bers in te space
identified.

# Through outtis guide, whenewer entries are

required in a form fie B (data you wilneed ©©
key), tie fie Bis are designatd as [FIELD NAME].
PRase do notkey data in any oter fie Hs exceptas
nokd in tis guide.

# Nam es and data appearing in quots(““*)Jshoull be
keyed justas tiey appear in tis guide (do notkey
te quotation m arks).

# CLICKING refers o using tie m ouse

Some itms are case sensitive, so ifyou see tiem inall

bwercase Btiers in this guide, entr te inform ation in all

bwercase Btiers. In oter cases, inform ation m ustbe
entred in ALLCAPITALLETTERS. For certain data,
such as vendor names, p Base entr using te correct

com bination ofuppercase and bwercase Bters.

# Itallc type is used © denot stps which are not
alvays required, such as speciallnots ©
Purch asing or additionalllne itms €xt

# Form names tatare UnderIned and in itallcs
mustbe clcked on t access.
# When you see twocommands W ITH A+ between

tem, key tem attie same time (hol down one
key, whil pressing tie otier).

A. Auto hint Ine (botiom ofscreen): Provides brief
inform ation/instructions abouttie currentcursor bcation.
Error messages may allo appear here.
B. Status Ene (directl beneath auto hint): disp hys record
count and up or dow n arrow .
C. Diabg box (pop-up window ): disp Bys when BFS needs a
response from you. Giwes you at Basttw o choices and
sometimes more. ForexampB®, when you try 0 exita
form w ith outsaving your changes. Press Tab (next
fiel)ten entr or Clck your response choice.
D. ABRrtBox: disp Bys o notify you of a condition t atm ay
affecthow you entr inform ation or tie kind of
information  you entr. These mustbe acknow Bdge ©
continue zpress  Entr

SYSTEM SIGN-ON

Doub B Cllck on BANNER4 icon.

1. [Usernam e] key: your Orack database ID (e.g.,

Hurham), press Tab (nextfie If).

2. [Password:]key your Orace IDatabase password, (ignore
nextfie B [DATABASE], press Enter one time.

Banner bgo appears.
BFS GeneralMenu App Ication Form w i Bbe disp hyed.

HOW WILL1KNOW TH ERE ARE REQUISITIONS
AWAITINGMY APPRONVAL??
Nextsign on © BANNER, when te user chooses a finance
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form , BFS autom atica W navigats ©o tie “Approval
Noftification Form ”*(FO IAINP). This form disp bys te
num ber ofdocum ent, docum enttype and Message:
“Aw aiting your revew .””OR atany time, key
“FOAUAPP??(User ApprovallForm ).

MUST I APPRONME REQUISITIONS IMMEDIATELY?
No. You can namvgat directh © te approvalprocess by
pressing Ctr v g (exit)and approwe the Requisition ata
ker time. To approwe ata ker time, see sep 2, under
“Approving a Requisition”*(pane 13).

HOW DO I APPRONME/MDISAPPROME REQUISITIONS?
Before approving or disapproMing a Requisition, review te
docum entby fo Bbwing stps on pane B 4 and 5which will
he b you determine te specifics of thatRequisition.

APPROMNG AREQUISITION:

1. Ifnauvgating from te Approvall Notification Form
(FOIAINP), press Ctr It g b exit AtBFSmenukey:
FOAUAPP press entr.

2. Ifnavgating directh © FOAUAPP, atany BFSmenu
key “foauapp””(BFS w i Mpresentuppercase) press PgDn
(nextb bck).

Docum enttype, num ber and NSF condition w i Edisp by
abng wit te originator oftie Requisition, docum ent
am ount, queue type, and whethier you are te next
appro\er.

3. Press Tab (nextfie B) o [Approwe] and press Entr.

A Brthox disp Bys: “Docum entis Approwed.”>Clck on
[OK]. Click [OK] again. Auto hint Ene disp hys:
“Transaction com p B 31 record app led and saved.””
The Requisition wilno bnger be disphyed. Ctr+ g
 exit

DISAPPROMNG AREQUISITIO N:

Press Tab (nextfie B) to [Disapprowe] zpress Entr.

Docum entDisapprovalTextw indow disp bys. The defaulk
is “Gocum entis disapproved.”” You m ay key any additional
inform ation as © why you are disappromving or any action
you wish te originator to ke  change or de bt te
Requisition. There are tiree Enes oftextavaibb B each Ine
=59 charactrs. When finished keying, c Ick [OK]. ABRrt
box disp Bys: “Stop. Documenthas been disapproved by
you. OK”Zclck [OK]t acknow Bdge. Aut hint Ine

disp Bys: “Transaction com p Bt zone record app led and
sawd.”” The Requisition wilino bnger be disp hyed. Ctrll
+ q exit




WHATHAPPENS TO REQUISITIONS 1
DISAPPRO\E?

Once aRequisition has been disapprowed, itis returned ©
te originator of the docum entas incom p Bt. Changes can
be made © the Requisition o m eetapprovalrequirement or
te user can de B (drop) e Requisition, using FPARDE L.
Refer 0 pane 18 ofthe Purchase Requisition Quick
Reference Guide t cance ¥drop.

HOW DO IREMEW A REQUISITION AWAITINGMY
APPRONAL?

Press Tab (nextfie l) o [Detai § and press Enter. BFSwill
briefl¥ disp by amenu, ten disp by FOQRACT

(Requisition ApprovallForm ). Auto hint EIne disp hys:

“Check  owerride a non-sufficientfunds condition.”” NSF
owerride is a BudgetO ffice function on¥.

Requisition Detail

This form disp bhys tie Requestnum ber, requestor (m ay be

differentt an te originator), te \vendor name and num ber

(ifone was se Bcted atte time tie documentwas created),

and te Requisition amount BFS allo disp hys te

accounting distribution ofthe Requisition.

# Mewing mulip B accounting sequences: press Down
Arrow (nextrecord) to scro Bt rough accounting
sequences.

# Mewing first Ine ofdescription for each Ene itm on
tis Requisition: press Shift R2 (countquery hit).
BFS disp bys Com m odities for Review Query Form
(FOICOMM). Not: tis disp hys Ene itm, quantity
and extended price, notunitprice. Press Ctrl+ g
(exit) o cbse tat\iew .

# Return 1o pane I3 0 continue approva Misapproval
process or fo lbw instructions be bw “Requisition Query
Form ™o review te Requisition in it entirety.

Requisition Inquiry Form :

Press Tab (nextfie B) o [Detail, press Entr. Clck

DocumentQuery (Requisition Query Form). Press PgDn

(nextb bck) o stp trough the Requisition or you m ay

click on Tiths in the option bbck.

# Mewing Document Text (ifitis partofte
Requisition): clck on Docum ent Text

# Mewing Line Iem Text (ifitis partoftie document):
clck on Iem Text Additionallnes ofdescription for
tatparticubr Ine itm wilbe disp hyed. Press Ctrl+
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q (exit)to cbse b at\iew .

# Mewing Ship-to Address: page down o Ship ©
Address. Ctrk qtexit Ctrl q one more time ©
return © FOAUAPP. Return 1o pane I3 10 continue te
approvaMisapprovalprocess.

HOW CAN I MEW PREMOUS APPROVALSPOSTED
TO A REQUISITION?

To view Approvald istory Form (FOIAPPH ), with te
cursor residing in tie originator fie Bl press Sh ift B2 (count
query hit)tien F8. BFSwiBldisp by tie name(s) oftie
approver(s). Press Ctr b g (exit)to cbse thatview.
Return © pane I3 0 continue t e approvaWisapproval
process.

HOW CAN I TELL IFA REQUISITIONREQUIRES
ADDITIONALAPPROVALS?

Press Tab (nextfie B) o [Queue] and press Enter zpress
PgDn (nextb bck). BFS wildisp By inform ation aboutte
queue, inc iding queue Bve Band nam e(s) of nextapprowers.
Press Cr v q (exif)to cbse tis view. Return © pane I3
10 continue wit te approvaWisapprovallprocess.

HOW WILL IKNOW IFAREQUISITIONH AS BEEN
DISAPPRON\ED?

BFS sends notification 0 te originator t ata docum enth as
been disapproved. BFSmenus disp by (**Messages
waiting . These messages are accessed by pressing Shift
2 (countquery hit) atany BFSmenu. The General
Message Form disp lBys te person who disapprowed te
Requisition (sender), receiptdat, time ofday message sent,
abng wit te sender I message, and te docum entnum ber.
To view the entire message, press Tab (nextfie ) ©
[Message], and press Shife 2 (countquery hit) spress Ctr i
+ g (exi®tchse tatview. Press DEL (de Be) o de ke
te message. Press Ctr v q (exif)t return o te menu.
Diabg box: “Do you wantto saw the changes you haw
made.”” Press Entr. ABrtbox: “Transaction com p b, X
records app led and sawed.”” Press Entr. Message wilbe
de Bed and you wi Hbe returned © tie menu.

SYSTEM SIGN-O H+
When you hawe com p Bted your BFSsession, you need ©
sign-offthe sysem. Press Cr b q twice.

Banner wilshow an aBrtbox - “are you sure you wantto
exitBanner 2000 Session.”” Clck Yes.



