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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.  

# 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.
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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
re sponse 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.

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.

Purch ase Requisition Create/M odify:
1. [Direct Acces s -] k ey “fpare qn”; BFS pre s ents as

uppercase; pre s s  Enter.
2. [R e quisition] k ey “NEXT”, pre s s  PgDn (next
Block ).
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3. Tab to [Delivery date] (re quired field):  k ey th e
desired delivery date or an e stim ated delivery date. 
(BFS w ill accept 01-01-00, 01/01/00, or 01-JAN-00). 
If th e date re quired is w ith in th e  sam e m onth , k ey th e
day, press Tab (next field), BFS w ill default th e
m onth  and year. Double click ing on field w ith  m ouse
w ill bring up a calender.  Using m ouse pick  delivery
date and click  OK .  NOTE: DO NOT KEY
INFORMATION INTO COMMENTS FIELD.  All
com m ents  s h ould go on Docum ent Text (step 7).

4. Tab to [O rganization] (re quired):  Key in a BFS 
Organization Code to w h ich  you h ave acce s s; pre s s  
Tab (next field).

5. Tab to [Ext] k ey 4-digit extension of th e  re que stor;
pres s  Tab (next field).

6. Pre s s  Tab (next field) to [Sh ip-To:].  Type th e  first
4 letters  of last nam e, first initial of  first nam e,
followed by th e  num ber 1.  (Exam ple: Jim  Jones
w ould be: JoneJ1). Note: You are now  able to enter
an [Attention To] person.  Key in individual nam e
in th is field.  Th e address w ill stay th e sam e. Th e
[Attention Line] can be different from  th e  original
Contact. O rder w ill be sh ipped to th e Nam e in
Attention Line. To s e arch  for “Sh ip-to”addre s s , s e e
panel 6. 

7.   SPECIAL INSTRUCTIONS TO PURCH ASING 
(DOCUMENT  TEXT):    (Do not use  th is form  for
notes/instructions directed to th e  vendor.  Th ose
m ust be included as part of your line item
description; see  step 12).Using M ouse  Click  on 
Docum e nt Te xt on le ft h and colum n , pre s s  PgDn
(ne xt block ).  Th is is w h e re  you w ould put any
“inte rnal” note s  to Purch asing, including ne w
ve ndors’ inform ation.   Be gin typing any te xt, 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).

8.  Pre s s  PgDn (next block )
9 . [Vendor]:  To recom m end a vendor th ere  are four 

options:
A. [Vendor] k ey in th e  vendor’s num ber if 

k now n, pre s s  tab  (next field), pre s s  PgDn
(next block ), continue w ith  step 10.

B. [Vendor]: Click  on th e search ligh t icon. Click
on Entity Nam e /ID Search  (FTIIDEN). Pre s s
Tab (next field) to [Last Nam e].  Key a w ord
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from  th e  vendor’s nam e surrounded by
w ildcards (%); ex: %Office%;  (PLEASE
NOTE:  th is field IS case  s ensitive) ; pre s s  F8
(execute  query).  BFS w ill display a list of all
vendors m atch ing th e  ch aracters you specified. 
(If you w ish  to re-query th e  vendor file at th is
point, pre s s  F7 (enter q uery) and repeat s earch
instructions from  beginning.)To select vendor,
click  on your selection ; pres s  Sh ift+  F3 (exit
w /value).  You w ill be returned to th e  Vendor
Inform ation Form .  Pre s s  tab (next field);
continue w ith  step 10.

C. If vendor is NOT displayed:  Pre s s  Ctrl+ q
(exit), tw ice to return to R e quisition Form . 
Pre s s  Tab (next field) and k ey in th e  nam e of
th e vendor; pre s s  tab (next field).  NOTE: if
you ch oose  th is option, you m ust use  th e
Docum ent Text Entry Form  to provide
Purch asing w ith  th e  vendor’s address,
ph one/fax num bers and term s.  R efer to
“Special Instructions to Purch asing”
continue w ith   step 10.

D.  If you don’t w ish  to recom m end a vendor,
ignore th is field;  continue w ith   step 11.

1010. [Address Code] : Som e vendor m ay h ave m ore th an
one address.  You MAY need to s earch  for th e
correct address.  Click  on th e  s earch  k ey and use  th e
arrow  k eys to scroll th rough  th e  list of addresses. 
M ove to th e  s election and pre s s  Sh ift+  F3 (exit
w /value) to s elect an addre s s .

11. Pre s s  PgDn (next block ).
12. To m odify/create line item s:

Default position for cursor is  [Com m odity code]
field; ignore th is field and pre s s  Tab  (next field).

13.[Desc] Key full description of item (s) being ordered.
Form at:  Nam e of item , m anufacturer,  m odel
num ber,   catalogue num ber (if available), etc.
If you requ ire  m ultiple  line s  of de s cription, click  on
th e  Ite m  Te xt in th e  le ft colum n, th e n pre s s  PgDn.  
R e fe r to instructions for e nte ring te xt in ste p 7. 
W h e n de s cription is  com ple te d,  pre s s  Sh ift+ F6
(com m it), proof, th e n pre s s  Ctrl+ q (e xit).(Note :
First line  of te xt is NOW  vie w able  in top Block  of th is
form ). 

14. Pre s s  TAB to [U/M] Key unit of m easure if k now n
(e.g., ea, box, ctn, etc.).  Search  is available.

15. [Quantity] Key num ber of item s being requested,
pre s s  Tab (next field). 
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16. [Unit Price] Key th e  price (no $ or com m as), pre s s  
Tab (next field), BFS w ill com pute th e  extended
price.

17.[Docum e nt Level Accounting]  Th is is th e  de fault.  
If you w ish  to ch arge  th e  purch ase by line  ite m ,
click  on th e  ch e ck  box “Doc Acctg” locate d in top
righ t side  of scre e n.  Th is w ill re m ove  th e  ch e ck
from  th e  box. Se e  Panel 6 for com ple te  Instructions
“Ch arge  By Line  Ite m .”

18.     For m ultiple line item s , pre s s  down arrow  (ne xt
       re cord).  Re pe at proce s s  b eginning at ste p 12.          
    Pre s s  PgDn (ne xt block ) w h e n all line  ite m s  h ave          
   be e n com ple te d.  Continue with  step 19

Requisition/Accounting Data Form :
Single Index/Acct ch arge:
(M ost com m on;  NOTE: For line ite m  accounting, or to

ch arge  Multiple Indexes or Accounts, refer to
panel 6.) 

19 . Tab th rough  COA and fiscal year (defaults to th e
current F/Y).

2021. [Index] k ey your 6-digit index (search  is available),
pre s s  Tab (next field) to [Acct].

21.  [Acct] k ey if k now n, pre s s  Tab  (next field).
Ch eck ing Available Budget:
22.  Click  on Vie w  Budge t Availability, PgDn

Budge ts are  be ing poole d.  Th e  form  displays th e
pools starting w ith  th e  account pool you se le cte d for
th is PR.  If funds are not available in th e
appropriate pool, contact th e budget office to do a
budget transfer before com pleting th is PR .  If funds
are  available , pre s s  Ctrl+ q  (e xit) to re turn to PR.  

23.  Pre s s  PgDn (next block )
24.  Balancing/Com pletion form : Cursor displays over
top        of block  next to  [In Proces s].  Auto h int line      
 Displays m e s sage: “Select to k e ep docum ent       
incom plete and in proce s s .”  If you w ish  to finis h        
th is docum ent at a later tim e, click  on block  th is       
block , you w ill be returned to th e  k ey block  of       
FPAREQN.  Oth erw ise, continue w ith  step 25.

25.   Com pleting th e Requisition:
W ARNING: O nce you com plete a Requisition  no
ch anges are perm itted; refer to panel 7.  Prior to
closing th e  PR , please review  e ach  w indow  of th e  form
by pressing PgDn (next block ) to cycle th rough  th e  form
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or use  th e  form  h eadings in left colum n and click  on each
form .  
S W h e n you are  s atisfie d w ith  th e  Purch as e

Requisition,  pre s s  PgDn (ne xt block ) to
Balancing/Com ple tion Form .

S Click  on Green circle next to [Com plete].  You w ill
be returned to th e  k ey block  of FPAREQN.  Auto
h int line displays m e s sage: “Docum ent Rxxxxxxx
com pleted and forw arded to th e  approval proce s s .”

To begin th e  next re quisition, repeat th e  proce s s
starting at Panel 2, step 2

M ultiple Index(es)/Account ch arges (tw o options):
1. Ch arge by percent:  After step 21, panel 5, click

on ch eck  box next to [Ext].  Key a percentage
am ount you w ish  ch arged to th is particular
Index/Account, pre s s  Tab (next field).  BFS w ill
com pute th e dollar am ount.  Pre s s  dow n arrow
(next record) to bring up next accounting s e quence
form .  R epeat steps 20 th rough  22 as  w ell as th is
step, until total am ount h as been distributed.  Pre s s
PgDn (next block ).  Continue w ith  step 24.

2. Ch arge by am ount:  Pres s  tab to Field next to
[Ext].  Key in a dollar am ount you w ish  ch arged,
pre s s  dow n arrow  (next record) to bring up next
accounting s e quence form .  R epeat steps 19  th rough
21, until entire am ount of Purch as e  Re quisition h as
been ch arged.  Pre s s   PgDn (next block ).  Continue
w ith  step 24.

Ch arge by Line Item :  (R e quired if you unch eck ed th e
docum ent level accounting box on th e  R e que stor w indow
of FPAREQN.)  As you com plete each  line of th e  PR ,
you m ust pre s s  PgDn (next block ) and com plete th e
Accounting Data follow ing steps 19  th rough  21 th en
pre s s  PgUp (previous block ), and th en dow n arrow
(next record) to k ey th e  next line item .  R epeat th e
proce s s  to k ey th e  accounting data.  W h en all line item s
and accounting inform ation h ave been entered, press
PgDn (next block ).  Continue w ith  step 24.

Approving th e Requisition:
Docum ents w ith in your approval level (im plicit) are
autom atically approved, once th e  approval proce s s
executes in BFS.  For docum ents beyond your approval
level, refer to BFS Approval Reference Guide.
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SEARCH ES:
Unit O f M easure (UO M ):
Click  on s earch  k ey in th e  UOM field and scroll list. 
Double Click  on UOM de s ired; to bring it back  to th e
re quisition form . 

Sh ip-to Address Search :
At [Sh ip-To:] click  on s earch ligh t icon. Click  box next to
% s ign and put in part of th e  nam e of th e individual for
w h om  you are s earch ing, Click  Find.  BFS w ill display a
list of nam es  m atch ing th e  ch aracters you specified;
Scroll th rough  list and double click  to s elect.  If th e  s h ip
to address you w ish  to use is different th an th at 
displayed in BFS or is  not available, put th e  ne w
inform ation on th e  Procurem ent Text Entry Form

Account Search :
Click  s e arch  k ey next to [Acct].  Pre s s  F7 (enter q uery). 
Pre s s  Tab (next field) to [Account Code].  Key “7"
followed by a w ildcard (7%) Pre s s  Tab (next field) to
[Title] and put in a k ey w ord from  th e  account title 
surrounded by w ildcards (%); ex: %Office%.Pres s  F8
(execute  query).  BFS w ill display a list of all titles
m atch ing th e  ch aracters you specified. Scroll list and
double click  on th e  account title you w ant.  If your first
s earch  is unsuccessful, pre s s  F7 (enter q uery) to s earch
again.
 

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.

Canceling/Ch anging a Requisition:
Purch asing m ust be notified before you cancel any
requisition.  Requisitions m ust be com pleted,
approved and posted before you m ay cancel. 
Requisitions w h ere th ere is som e Purch asing activity,
cannot be canceled. 
1. [Enter Selection---] k ey “fpardel”; BFS
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 pre s ents as  uppercase; pre s s  Enter.
2. [R e que st] k ey Purch as e  Re quisition num ber you 

w ish  to cancel, pre s s  PgDn (next block ).
3. Review  data to ensure you are accessing th e  correct

re quisition.  Pre s s  PgDn (next block ).
4. [Cancel date] defaults to current date.  Click  on

Docum e nt Te xt , pre s s  PgDn, and enter any text
explaining w h y you are canceling th is Requisition.

5.   Click  on Proce s s  Cancellation Auto h int line
displays m e s sage: “Transaction com plete; 1
record(s) applied and saved.”

NOTES:

_______________________________________________

_______________________________________________

_______________________________________________
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_______________________________________________


