MLLANO VA UNI\ERSITY
BANNER FINANCE SYSTEM (BFS)
QUICK REFERENCE GUIDE
TO

BFSRECEIMNG GOODSFORM (FPARC\D) &
RETURNED GOODS/ADJUST RECE IMING FORM
(FPARTRN)

This QUICK REFERENCE GUIDE provides a\ery brief
summ ary oftie BANNER Finance Systm Receiving
process at Villanova University.

Departn entallon- Ine posting ofreceiming is required on
purchase orders where tie am ountis greatr t an 95,000.00
but Bss ttan $8,999.99 and PO chss is “P?*(tangib B
itms). Purchase Orders greatr than $0,000.00, c bss
“P,” e responsib B departm entm ustsign a Receimving copy
(pink) ofthe PO and send t Purch asing.

UNIT wi Bcontinue o postreceiving on a Mcom putr-

re lied purchase orders up © 9,999.99. POs greatr tian
$0,000.00 te responsib B departm entm ustsign a
Receiving copy (pink) ofthe PO and send t Purch asing.

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.
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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 other fie Hs exceptas
nokd in tis guide.

# Nam es and data appearing in quots(““>jshouli
be keyed justas tey appear in tis guide (do not
key the quotation m arks).

# CLICKING refers t using the mouse.

Some itms are case sensitive, so ifyou see tiem inall

bwercase Btiersin tis guide, entr te

inform ation in albwercase Bters. Inoter

cases, inform ation m ustbe entered in ALL

CAPITALLETTERS. For certain data, such as

\endor nam es, p Base enter using tie 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 itm €xt

# Form names tatare UnderIned and in itallcs
mustbe clcked on t access.
# When you see twocommands WITH a+ betveen

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

A. Autohint Ine ( botiom ofscreen): Provides brief
inform ation/instructions aboutte currentcursor
bcation. Error messages may allo appear here.

B. Status Ene (directd beneath auto hint): disp hys record
countand up or dow n arrow .

C. Diabg box (pop-up window ): disp Bys when BFS
needs a response from you. Giws you at Basttwo
choices and som etimes more ; for examp B, when you
try o exita form w it outsaving your changes. Press
Tab (nextfieB)thenentr or Clck your response
choice.

D. ABRrtBox: dispBys o notify you of a condition t at
may affecthow you entr inform ation or tie kind of
inform ation you entr. These mustbe acknow Bdged ©
continue zpress Entr.

SYSTEM SIGN-ON

Doub B Click on BANNER4 icon.

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

JHurham), press Tab (nextfie B).

2. [Password:]key your Orac B Database password,
(ignore nextfiel [DATABASE]), press Enter one
time.

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

Receiving Docum entCreate:

1. [Entr Se Bction---] key “fparcwd”’(BFS wi Bl presentas
uppercase) , press Entr.

2. [Receiver DocumentCode] Ifa code is present, press
Ctk u (char fie B) ey “hext”’(BFS wiBpresentas
uppercase) press PgDn (nextb bck).

3. Ignore [Receiving Meth od] and [Carrier] ; press Tab
(nextfieB) o [Dak received]. Defaukis currentdat 3
change ifnecessary. To add &xt, see stp 4 be bw 3
otierwise, press PgDn (nexth bck), continue
wit s&p 5.

4. RECEIVING NOTES: (GENERAL TEXTENTRY
FORM): Before pressing PgDn, clck on Mew
Receiving Text, press PgDn (nexthb bck). Use this form
10 atlach nots regarding any received i®m, re®rence
tie Ine number o which te €xtis re hed. Begin
typing any €xt, press Down Arrow (nextrecord)as Ines
are compltd. Toentrabhnk Ine (for spacing),
press Tab (nextfie B) o [Line], key in a number one
digithigher ttan the previous number shown zpress
Down Arrow (nextrecord) to continue adding Ines of
txt Press Shife F6 (commit)when finished. Auto
hint Ine disp lhys message: “Transaction complt: x
records app led and saved.”” Proofyour €xt, press
Ctrk g (exit). Press PgDn (nexthb bck), not Code
number, continue wit Sep 5.

5. [Packing SEp:]Required fie Bl ey tie systm assigned
receiver docum entnum ber bcatd atte top ofthe form
which beginswit a “Y”Zpress PgDn (nexth bck).

6. [PO Number:Jkey PO number. (Ifyou do notknow the
PO number, re®r o pane 15, “Search for PO number.””



RECEIVING ITEMS

Receive AMPurchase Order Iem or Se BctPurchase Order

lems.

7. Reccive AB (Se Bcttis option ifalllne itms and
fu Bquantity ofeach has been received.)CIck on
Receive ABMPurchase Order Iems in Bft Colim n, press
PgDn (nextb bck). Review thatreceimving is accurat
for each Ene by pressing Down Arrow (nextrecord) to
scroltirough Ene items. Press PgDn (nexth bck)
access Com p Btion window .

NOTE:

If PO was charged © 75xx account(s), AssetInformation
window musthe compRtd before accessing Com p Btion
window. Refer © paneI5: Posting FXA Receiving for
detai Bd instructions.

8. S lctltems: (Se Bcttis option for partialreceimving.)
Click on Se BctPurchase Order Iems. Cursor resides
in [Receive A fieH. (Nok: You can press Space Bar
10 se Bct[Receive AMifupon review ofdisp bhyed PO
itms you dekrmine tatyou haw received a Mitms.
Press Shift F6), refr o s€p 7 abow for revew of
receiving information.). To proceed with se Bctitms,
press PgDn (nextb bck). Press Down Arrow (Next
Record) to scroldisp byed Enes. Press Tab o [Add],
press space bar o mark Ene itm (s) you wantto post
receiming againstzpress Shift F6 (commit). A Rrtbox:
“Transaction com p BE: x records app led and sawed.””
Press Enter o acknow Bdge. lem(s)seBced will
disappear from window zpress Ctr B q (exit).

Press PgDn

Press Tab (nextfie B) o [Current], key tie num ber of
itms received, press Tab. IfThisis e Fnal
Receiving for tis Ine CIck on “FinalReceived?”
Check Box. Ifsing Bk Ene itm receiving, press PgDn
access Com p Btion window . Ifmulipk Ine i€m
receiving, press Down Arrow), o continue posting
receiving on each se Bcked itm. When aMreceiving has
been postd, reMew receiving entries zpress Up Arrow
1 scroltirough Ene itms. PgDn (nexth bck) 0 access
Com p Btion window .

NOTE:

If PO was charged © 75xx account(s), AssetInformation
window musthe compRtd before accessing Com p Btion
window. Refer © Posting FXA Receiving be bw.

9. Compliting the docum ent
NOTE: Once you com p It areceiving docum ent, no
changes are perm itied. You m ustuse Returned
Goods/Ad justReceiving form (be bw ) ad justde ke
receiving.

ClIck on Green Circk nextTo [Com pR€]. Aut hint Ine:

“Receiver docum ent#Yxxxxxxxx has been comp bd.””

To continue posting receiving, repeatfrom pane I3, s€p 2.

Search for PO num ber:

[PO Num ber] Clck On search Ight,

Click on FRPIOPOV

Enter \&ndor Num ber or c Ick on search Igh tto search for

\endor. Tab o FiscalYear and entr year of Purch ase

Order (Rave Bhnk for aBlyears), option - enter

[Organization Code] to search for onl your Purch ase

Orders.

Press PgDn, Scrolt rough Bst(Mew detaillon purchase

order by c Icking on Query Purchase Order inform ation -

Ctr I g o exitback © Receiving). Once you haw bcatd

te correct PO press Shife F3 (exitw Aale).

Torequery, press Shife F7 (cBar form ) key new

param etrs zcontinue w ith stp 7, pane K. ITPO notfound,

press Ctr Ig (exit), as you cannotcontinue e receiving

process. Make a not oftie Receiving Docum entNum ber,

press Ctr Ig (exit). Youmay return and comp bt te

documentata ktr dat.

Posting FEXA Reciving:

Clck On Assetinform ation in Bftcolimn. Asset

Inform ation window disp bys. Key: make (fo Bbwed by

itm seriallnum ber or \ehic k identification num ber), modell

(fobwed by \ehick Bcense tag num ber), and m anufacturer 3

press Shife F6 (commit).

S One Ene receiving, press PgDn (nextb bck).

S Mublipk Ine receiving, press Down Arrow and repeat
process unti Basse tinform ation has been entered for each
applcab® HIne itm ;continue with step 9 abowe.

RETURNED GOODS/AD ST RECEIMNG

(FPARTRN):

1. [Entr Se Bction---]key “fpartrn””(sysem will
autom atica W presentuppercase), press Entr.

2. [Return Code:]key “hext’] press Tab ( Ifa code is
present, press Cirb U (ckar fie ) before keying next

3. [PO Code]key in PO number. (Re®r to PO Search
pane 5 ifyou do notknow tie PO number.) Press
PgDn.

4. \Andor defauk from PO. \rify you are accessing te
correct PO. Not return num ber.

5. CREATINGMODIFYING TEXT: A Hreceiving
adjustm ents require an exp Bnation. Clck On Document
Text, Press PgDn  Generaltextwindow disp bhys. Same
param etrs for entring £xtas stp 4, pane 13 3 Press
Shift F6 (commit)when finished, Press Ctr B q(exit)
when txtentry is compltd. You wilbe returned ©
te Return header bbck. Press PgDn t navigat o te
com m odity window .

6. [Iem]Key in tie Ene # being returned/ad ustd,
press Tab (nextfie ).

7. [Reason] Key ADJor doub B click on fie Bl for search .
8. [Quantity returned]key (e.g., ifyou postd 4, buton¥
received 3, key quantity 1). Press Down Arrow and
repeatstps 6 trough 8 © continue adding returned

iems. Press Shift F6 (comm it)when finished. [To-
Dat Returned] fie B wi Hbe popu bed wit te ial
num ber of adjustm ent © dat. [To-Dak Received-
Repcted]wiHlbe popu kted wit te otalinum ber of
itms received, regard bss of any adjustments. (Not, if
you fai Io sawe, when you press Ctrk g (exit)adiabg
box wi ldisp By giving you an opportunity o sawe.

Press Ctr B q (exit)iftiere are no more

returns /ad justm ent © be postd againstotier purchase
orders.

SYSTEM SIGN-OH+
When you hawe com p Bted your BFSsession, you need ©
sign-offthe sysem . Press Ctr B g twice.
1. Banner wiBshow an aBrtbox”Are you sure you wantt
exittis Banner 2000 session”? C Ick Yes.







