
VILLANOVA UNIVERSITY

BANNER  FINANCE SYSTEM  (BFS)

QUICK REFERENCE GUIDE 

TO

BFS RECEIVING GOODS FO R M   (FPARCVD)  &
 RETURNED GOODS/ADJUST RECEIVING FO R M

(FPARTRN)

Th is QUICK REFERENCE GUIDE provides a very brief
sum m ary of th e  BANNER Finance System  Receiving
process at Villanova University. 

Departm ental on-line posting of receiving is  re quired on
purch ase  orders w h ere  th e  am ount is greater th an $5,000.00
but les s  th an $9 ,9 9 9 .9 9  and PO class is “P” (tangible
item s).  Purch as e  Orders greater th an $10,000.00, class
“P,” th e re sponsible departm ent m ust sign a Receiving copy
(pink ) of th e  PO and s end to Purch asing.

UNIT w ill continue to post receiving on all com puter-
related purch ase  orders up to $9 ,9 9 9 .9 9 .  POs  greater th an
$10,000.00 th e  re sponsible departm ent m ust sign a
Receiving copy (pink ) of th e  PO and s end to Purch asing.

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.
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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.  

# 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  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 ledged to
continue; pre s s  Enter.
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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 Oracle 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.

Receiving Docum ent Create:
1. [Enter Selection---]  k ey “fparcvd” (BFS w ill  pre s ent as

uppercase) , pre s s  Enter.
2. [R eceiver Docum ent Code]  If a code  is pre s e nt, pre s s

Ctrl+ u (cle ar fie ld); k ey “next” (BFS w ill pre s ent as
uppercase) pre s s  PgDn (next block ).

3.   Ignore [Receiving Meth od] and [Carrier];  pre s s  Tab
(next field) to [Date received].   Default is current date;
ch ange if nece s sary.  To add te xt, s e e  s te p 4 below ;
oth e rw ise, press PgDn (ne xt block ), continue 
w ith  step 5.

4. RECEIVING NOTES:  (GENERAL TEXT ENTRY
FORM):   Be fore  pre s s ing PgDn, click  on Vie w
R e ce iving Te xt, pre s s  PgDn (ne xt block ).  Use th is form
to attach  note s  re garding any  re ce ive d ite m , re fe re nce
th e  line  num be r to w h ich  th e  te xt is re late d.  Be gin
typing any te xt, pre s s  Down Arrow  (ne xt re cord) as line s
are  com ple te d.  To e nte r a blank  line  (for spacing),
pre s s  Tab (ne xt fie ld) to [Line ], k e y  in a num be r one
digit h igh e r th an th e  pre vious num be r sh ow n; pre s s
Down Arrow  (ne xt re cord) to continue  adding line s  of
te xt.  Pre s s  Sh ift+ F6 (com m it) w h e n finis h e d.  Auto
h int line  displays m e s s age :  “Transaction com ple te : x
re cords applie d and save d.”  Proof your te xt, pre s s
Ctrl+ q  (e xit).  Pre s s  PgDn (ne xt block ), note  Code
num be r, continue  w ith  Ste p 5. 

5. [Pack ing Slip:] R e quired field; k ey th e system  assigned
receiver docum ent num ber located at th e  top of th e  form
w h ich  begins w ith  a “Y”; pre s s  PgDn (next block ).

6.  [PO Num ber:] k ey PO num ber.  (If you do not k now  th e
PO num be r, re fe r to panel 5, “Se arch  for PO num be r.”
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RECEIVING ITEMS 
R ece ive  All Purch as e  Orde r Ite m  or Sele ct Purch as e  Orde r
Ite m s .
7. Receive All:   (Select th is option if all line item s and

full quantity of each  h as been received.)Click  on
R ece ive  All Purch as e  Orde r Ite m s  in left Colum n, pre s s
PgDn (next block ).  R eview  th at receiving is  accurate
for each  line by pressing Dow n Arrow  (next record) to
scroll th rough  line item s.  Pre s s  PgDn (next block ) to
acces s  Com pletion w indow . 

NOTE: 
If PO was ch arged to 75xx account(s), Asset Inform ation
w indow  m u s t be com pleted before accessing Com pletion
w indow .  Refer to panel 5: Posting FXA Receiving for
detailed instructions.

8. Select Item s: (Select th is option for partial receiving.)  
      Click  on Sele ct Purch as e  Orde r Ite m s .  Cursor resides

in [R eceive All] field.  (Note :  You can pre s s  Space Bar
to s ele ct [Re ce ive  All] if upon re vie w  of displaye d PO
ite m s  y ou de te rm ine  th at you h ave  re ce ive d all ite m s . 
Pre s s  Sh ift+ F6), re fe r to ste p 7 above  for re vie w  of
re ce iving inform ation.).  To proceed w ith  s elect item s,
pre s s  PgDn (next block ).  Pre s s  Dow n Arrow  (Next
Record) to scroll displayed lines.  Pre s s  Tab to [Add],
pre s s  space bar to m ark  line item (s) you w ant to post
receiving against; pre s s  Sh ift+ F6 (com m it).  Alert box:
“Transaction com plete: x records applied and saved.” 
Pres s  Enter to ack now ledge.  Item (s) s elected w ill
disappear from  w indow ; pre s s  Ctrl+ q (exit). 
Pre s s  PgDn
Pres s  Tab (next field) to [Current], k ey th e  num ber of
item s received, press Tab .  If Th is is th e  Final
Receiving for th is line Click  on “Final Received?”
Ch eck  Box. If single line item  receiving,  pre s s  PgDn to
acces s  Com pletion w indow .  If m ultiple  line  ite m
re ce iving, pre s s  Down Arrow ), to continue  posting
re ce iving on e ach  s e le cte d ite m . W h e n all re ce iving h as
be e n poste d, re vie w  re ce iving e ntrie s; pre s s  Up Arrow
to scroll th rough  line  ite m s . PgDn (ne xt block ) to acce s s
Com ple tion w indow .
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NOTE: 
If PO was ch arged to 75xx account(s), Asset Inform ation
w indow  m u s t be com pleted before accessing Com pletion
w indow .  Refer to Posting FXA Receiving below .

9 . Com pleting th e docum ent:
NOTE:  O nce you com plete a receiving docum ent, no
ch anges are perm itted.  You m ust use Returned
Goods/Adjust R eceiving form  (below ) to adjust/delete
receiving.

Click  on Green Circle next To [Com plete].  Auto h int line:
“Receiver docum ent #Yxxxxxxxx h as been com pleted.”

To continue posting receiving, repeat from  panel 3, step 2.

Search  for PO  num ber:
[PO Num ber] Click  O n s earch ligh t, 
Click  on FPIOPOV 
Enter Vendor Num ber or click  on s earch ligh t to s earch  for
vendor. Tab to Fiscal Year and enter year of Purch ase
O rder (leave Blank  for all years), option - enter
[O rganization Code] to s earch  for only your Purch ase
O rders.
Pre s s  PgDn, Scroll th rough  list (view  detail on purch ase
order by click ing on Query Purch as e  Order inform ation -
Ctrl+ q  to exit back  to Receiving). Once you h ave located
th e  correct PO pre s s  Sh ift+ F3 (exit w /value).  
To re query, press Sh ift+ F7 (clear form ) k ey new
param eters; continue w ith  step 7, panel 4. If PO not found,
pre s s  Ctrl-q (exit), as you cannot continue th e  receiving
proce s s .  M ak e a note of th e  Receiving Docum ent Num ber,
pre s s  Ctrl-q (exit).  You m ay return and com plete th e
docum ent at a later date.
Posting FXA R eceiving:
Click  O n Asset Inform ation in left colum n. Asset
Inform ation w indow  displays.  Key:  m ak e (followed by
item  s erial num ber or veh icle identification num ber), m odel
(followed by veh icle license  tag num ber), and m anufacturer;
pres s  Sh ift+ F6 (com m it).
S One line receiving, pre s s  PgDn (next block ).
S Multiple line receiving, pre s s  Dow n Arrow  and repeat

proce s s  until as s et inform ation h as been entered for each
applicable line item ;  continue w ith  step 9 above.
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RETURNED GOODS/ADJUST RECEIVING
(FPARTRN) :
 1. [Enter Selection---] k ey “fpartrn” (system  w ill
       autom atically present uppercase), pre s s  Enter.
2.   [R eturn Code:] k ey “next”, pre s s  Tab ( If a code  is

pre s e nt, pre s s  Ctrl+ U (cle ar fie ld) be fore  k e y ing ne xt.
3. [PO Code] k ey in PO num ber.  (Re fe r to PO Se arch

panel 5 if you do not k now  th e  PO num be r.)  Pres s
PgDn. 

4. Vendor defaults from  PO.  Verify you are accessing th e  
correct PO.  Note return num ber.

5. CREATING/M O DIFYING TEXT:  All receiving
 adjustm ents re quire  an explanation.  Click  O n Docum e nt

Te xt, Pre s s  PgDn   General text w indow  displays.  Sam e
param eters  for entering text as step 4, panel 3;   Pre s s
Sh ift+ F6 (com m it) w h en finis h e d , Pre s s  Ctrl+ q (exit)
w h en text entry is com pleted.  You w ill be returned to
th e  Return h eader block .  Pre s s  PgDn to navigate to th e
com m odity w indow .  

6. [Item ] Key in th e  line # being returned/adjusted, 
pre s s  Tab (next field).

7. [Reason] Key ADJ or double click  on field for s earch .
8. [Quantity returned] k ey  (e.g., if you posted 4, but only

received 3, k ey quantity 1).  Pre s s  Dow n Arrow  and
repeat steps 6 th rough  8 to continue adding returned
item s.  Pre s s  Sh ift+ F6 (com m it) w h en finis h e d . [To-
Date Returned] field w ill be populated w ith  th e  total
num ber of adjustm ents to date. [To-Date Received-
Rejected] w ill be populated w ith  th e  total num ber of
item s received, regardles s  of any adjustm ents.  (Note, if
you fail to save, w h en you press Ctrl+ q  (exit) a dialog
box w ill display giving you an opportunity to save. 
Pre s s  Ctrl+ q (exit) if th ere  are no m ore
returns/adjustm ents to be posted against oth er purch ase
orders. 

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.
1. Banner w ill s h ow  an alert box”Are you sure you w ant to

exit th is Banner 2000 session”. Click  Yes.
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