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This QUICK REFERENCE GUIDE provides a\ery
briefsum m ary ofthe BANNER Finance Systm
Purch ase Requisition process at i Bnova University.

PREREQUISITES

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

In order 0 use BFS, your Departm entH ead m ustsubm it
a

writen requestt te Assistant Contro Br/Accounting,
indicating te B lof access and approvallaut 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.

# Throughouttis guide, whenewer entries are
required in a form fie B (data you wilneed ©©
key), tie fie Bs are designatd as [FIELD
NAME]. PBRase do notkey data in any otier
fie Bs exceptas noted in tis guide.

# Nam es and data appearing in quots(““)
shoull
be keyed justas tey appear in tis guide (do
notkey the quotation m arks).

# CLICKING refers t using the m ouse.

Some itms are case sensitive, so ifyou see tiem inall
bwercase Btiersin tis guide, entr te
inform ation in albwercase Btiers. 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.
# Iallc 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 wocommands WITH a+

betveen tem, key tiem attie same time (hoH
down one key, whill pressing tie otier).

A. Auto hint 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 down arrow .

C. Diabg hox (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 outsawving your changes.

Press Tab (nextfie ) 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 m ustbe ack now Bdged
1 continue zpress Entr.

SYSTEM SIGN-ON

Doub B Cllck 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.

Purch ase Requisition CreateM od ify:

1. [DirectAccess-]key “fpareqn”ZBFS presents as
uppercase zpress Enter.

2. [Requisiion]key “NEXT?7 press PgDn (next

B bck).

3. Tab © [De hery dak] (required fie H): key te
desired de I\ery dat or an estim atd de I\ery dat.

(BFS w i Baccept01-01-00, 01/01/00, or 01-JAN-00).

Ifthe dat required iswithin te sane month, key te
day, press Tab (nextfie i), BFSwildefaukte
mont and year. Doub B clcking on fie i with mouse
w i lbring up a calnder. Using mouse pick de Iery
dat and click OK. NOTE: DO NOTKEY
INFORMATION INTO COMMENTSFIELD. AR
comment shoul go on Docum ent Text(s&p 7).

4. Tab o [Organization] (required): Key in a BFS
Organization Code t which you hawe access zpress
Tab (nextfie B).

5. Tab o [Ext]key 4-digitextnsion oftie requestor 3
press Tab (nextfie ).

6. Press Tab (nextfie) o [Ship-To:]. Type te first
4 Rters of bstname, firstinitiallof firstname,
folbwed by te number 1. (Exampk: dm Jnes
wou i be: Dbned). Not: You are now ab I oentr
an [Atiention To] person. Key in individuallnam e
intisfie M. The address willstay tie same. The
[Atiention Line] can be differentfrom the original
Contact Order wiHlbe shipped o tie Name in
Atiention Line. To search for “Ship-to”address, see
pane 16.

7. SPECIAL INSTRUCTIONS TO PURCH ASING
(DOCUMENT TEXT): (Do notuse tis form for
nots/instructions directed t te \vendor. Those
mustbe inc lided as partofyour Ene itm
description 3ee stp 12).Using Mouse Clck on
DocumentTexton Bfthand cobimn , press PgDn
(nextb bck). Thisiswhere you woull putany
“mernal’noks  Purchasing, incliding new
wendors Zinformation. Begin typing any €xt, press
Down Arrow (nextrecord) t continue adding Enes
oftxt Press Shife F6 (commit)ywhen finished.
Auto hint Ine disp lhys message: “Transaction
complt: x records appled and sawed.”” Proofyour
txt, press Crk g (exit).

8. Press PgDn (nextb bck)

9. [\éndor]: Torecommend a \endor tiere are four
options:

A. [\endor]key in tie vendor ¥ num ber if
known, press tab (nextfie B), press PgDn
(nextb bck), continue with stp 10.

B. [\endor]: Clck on the search Hgh ticon. Clck
on Entity Name /ID Search (FTIIDEN). Press
Tab (nextfie) o [LastName]. Key aword
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from te \endor ¥ name surrounded by
wiBcards (%) x: %Office% ;3 (PLEASE
NOTE: tis fiel IS case sensitive) zpress F8
(execute query). BFSwildisp by a Istofall
\endors matching te charackrs you specified.
(Ifyou wish © re-query tie \endor fik attis
point, press F7 (entr query) and repeatsearch
instructions from beginning.)To se Bct\endor,
clck on your se Bction zpress Shife F3 (exit
wAale). YouwiHlbe returned o te \Endor
Inform ation Form . Press &b (nextfiel) 3
continue with step 10.

C. Ifwendor is NOT disp hyed: Press Ctrl q
(exit), wice © return © Requisition Form .
Press Tab (nextfie ) andkey in te name of
te \endor zpress tab (nextfie). NOTE: if
you choose tis option, you mustuse the
Docum ent TextEntry Form t provide
Purchasing with the vendor ¥ address,
phone/fax num bers and €rms. Refer ©
“Speciallnstructions o Purchasing””
continue with stp 10.

D. Ifyou don Twish o recommend a \endor,
ignore tis fiel ;continue with stp 11.

10. [Address Code] : Some wendor may hawe more than
one address. You MAY need t search for the
correctaddress. Clck on the search key and use te
arrow keys © scroltirough te Bstofaddresses.
Mow B the se Bction and press Shife F3 (exit
wAale) o se Bctan address.

11. Press PgDn (nextb bck).

12. Tom odify/create Ene item s:

Defaukposition for cursor is [Com m odity code]

fie B signore tis fie B and press Tab (nextfie ).

13.[Desc] Key fuldescription ofitem (s) being ordered.

Form at Nam e ofittm , m anufacturer, m ode 1

num ber, catabgue num ber (ifavailbb ), etc.

Ifyou require mulipk HEnes ofdescription, cllck on

te Iem Textin te Bftcolimn, ten press PgDn.

Re®r o instructions for enkring €xtin stp 7.

When description is conpbtd, press Shife F6

(commit), proof, tien press Cr kb g (exit).(Nok:

First Ine ofextis NOW viewabl in top Bbck oftis

form).

14. Press TAB © [UM ] Key unitofmeasure ifknown
(e.g., €a, box, ctn, etc.). Search is avaibb k.

15. [Quantity] Key num ber ofitms being requestd,

press Tab (nextfie B).




16. [UnitPrice]Key tie price (no $or comm as), press
Tab (nextfie ), BFS wilcom put tie extnded
price.

17.[DocumentLle\e BAccounting] This is te defaulk

Ifyou wish o charge te purchase by Ine itm,
clck on tie check box “Doc Acclg””bcatd in top
rightside ofscreen. ThiswilMremow the check
from te box. See Pane 16 for comp k€ Instructions
“Charge By Line Iem.””

18. Formu lip B Ene i€ms, press down arrow (next

record). Repeatprocess beginning atstp 12.
Press PgDn (nextbbck)when allIne i€ms haw
been compltd. Continue wit s€p 19

Requisition/Accounting Data Form :

Sing B Index/Acct c arge:

(Mostcommon 3 NOTE: For Ine itm accounting, or ©
charge Mu Hip B Indexes or Account, refer ©
panell6.)

19. Tab trough COA and fiscallyear (defaulks © the
current FY).

20. [Index]key your 6-digitindex (search is avaibb F),
press Tab (nextfie i) o [Acct].

21. [Acct]key ifknown, press Tab (nextfie ).

Checking Avai hb B Budget

22. ClIck on Mew Budge tAvai bbi lty, PgDn
Budget are being pookd. The form disp hys te
pook starting with the accountpoollyou se Bckd for
tis PR. Iffunds are notavai kbR in te
appropriat pooll contactt e budgetoffice o do a
budgettransfer before com p Bting tis PR. Iffunds
are avaibb B, press Ctrk g (exit) o return © PR.

23. Press PgDn (nextb bck)

24. Balkkncing/Com p Rtion form : Cursor disp Bys over

top ofb bck nextto [In Process]. Auto hint Ine

Disp Bys message: “Se Bctto keep document

incom p B and in process.”” Ifyou wish t finish

tis documentata ker time, clck on bbck this

b bck , you wiBlbe returned © tie key b bck of

FPAREQN. Otierwise, continue with step 25.

25. Com plting th e Requisition:

W ARNING: Once you com p B aRequisition no

ch anges are perm itied zrefer t pane I7. Prior ©
chsing e PR, pRase review each window oftie form
by pressing PgDn (nextb bck ) to cyck trough tie form
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or use the form headings in Bftcolimn and clck on each

form .

S Whenyou are satisfied with e Purchase
Requisition, press PgDn (nextb bck) ©
Ba bncing/Com p Btion Form .

S ClIck on Green circk nextto [CompBt]. Youwill
be returned © te key b bck of FPAREQN. Autb
hint Ine disp bys message: “Docum entRXXXXXXX
com p ked and forw arded t te approvalprocess.””

To begin the nextrequisition, repeatte process
starting at Pane 12, stp 2

M u Kip B Index(es)Accountd arges (tw o options):

1. Charge by percent Afeerstp 21, pane 15, clck
on check box nextto [Ext]. Key a percentage
am ountyou wish charged t tis particu br
Index/Account, press Tab (nextfiel). BFSwill
com put te do Bbramount Press down arrow
(nextrecord) o bring up nextaccounting sequence
form . Repeatstps 20 trough 22 as we Mas tis
stp, unti lotallam ounthas been distributed. Press
PgDn (nextb bck). Continue with stp 24.

2. Charge by amount Press tab © Fie H next®
[Ext]. Key in a do Br am ountyou wish charged,
press down arrow (nextrecord) o bring up next
accounting sequence form . Repeatstps 19 t rough
21, unti Eentire am ountof Purchase Requisition has
been charged. Press PgDn (nexthb bck). Continue
with step 24.

Charge by Line Itm : (Required ifyou unchecked tie
docum ent ke Baccounting box on tie Requestor window
of FPAREQN.) Asyou compBR® each Ine oftie PR,
you mustpress PgDn (nextb bck) and comp ke the
Accounting Data folbw ing stps 19 tirough 21 tien
press PgUp (prevous b bek), and ten down arrow
(nextrecord) o key tie next Ine itm. Repeatthe
process © key te accounting data. When alllne iems
and accounting inform ation hawe been entered, press
PgDn (nextb bck). Continue with stp 24.

ApproMng th e Requisition:

Docum ents w ith in your approvall Bxe I(im p Icit) are
autom atica W approwed, once te approvallprocess
executes in BFS. For docum ents beyond your approwal
Be I refer o BFS ApprovalReference Guide.

SEARCHES:

UnitOfMeasure (UOM):

ClIck onsearch key in e UOM fie B and scrol st
Doub B Clck on UOM desired st bring ithack o te
requisition form .

Ship-to Address Searah :

At[Ship-To:] clck on search Bgh ticon. Clck box nextt
% sign and putin partoftie name ofthe individua Hor
whom you are searching, ClIck Find. BFSwildisp by a
Istofnames matching tie charactrs you specified 3
Scroltirough Bstand doub B click © se Bct Ifthe ship
10 address you wish 1 use is differenttian tat

disp Byed in BFSor is notavai Bb B, putte new

inform ation on t e Procurem ent TextEntry Form

AccountSard :

Clck search key nextt [Acct]. Press F7 (entr query).
Press Tab (nextfie ) to [AccountCode]. Key “7"
folbwed by awiBcard (7%) Press Tab (nextfie) o
[Titk] and putin akey word from the accounttith
surrounded by wiBcards (%) x: %0 ffice% .Press F8
(execute query). BFSwildisp by a Istof altiths

m atching te charactrs you specified. Scro B Istand
doub B click on the accounttitk you want Ifyour first
search is unsuccessfull press F7 (enter query) to search
again.

SYSTEM SIGN-O H+

When you hawe com p Bted your BFSsession, you need ©

sign-offthe sysem . Press Ctr B g twice.

1. BannerwiBshow an aBrtbox”Are you sure you
wantt exittis Banner 2000 session”? Clck Yes.

Cance Ing/Ch anging a Requisition:

Purch asing m ustbe notified before you cance Blany
requisition. Requisitions m usthe com p Bted,
approvwed and postd before you m ay cance 1
Requisitionswhere there is som e Purch asing activity,
cannotbe cance Id.

1. [Entr Se Bction---]Jkey “fparde F*BFS
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present as uppercase zpress Enter.

2. [Request]key Purchase Requisition num ber you
wish 1 cance I press PgDn (nextb bck).

3. Rewview data o ensure you are accessing te correct
requisition. Press PgDn (nexth bck).

4. [Cance ldat]defauls t currentdat. Clck on
Document Text, press PgDn, and entr any €xt
exp Rining why you are cance Ing tis Requisition.

5. Clck on_Process Cance Bhtion Auto hint Ine
disp Bys message: “Transaction comp bt 31
record(s) applled and sawed.””

NOTES:




