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1) Login to Banner Finance

This section describes how to login to Banner Finance

Step 1.1 From Internet Explorer

Access: WPUNJ Home Page

http://www.wpunj.edu

Select: Faculty and Staff

Select: Banner

J File  Edit Miew Favontes Tools Help

A William Paterson University: Home - Microzoft Internet Explorer

=g
- Q G 3 | B o
Back arAara Stop  Refresh  Home Beich  Favorites  History b ail Frint E dit Dizcuss

J Address [y

| 6o ||Liks »

The University

Admissions

Academics

[Search]| |

Cultural Events

Athletics

(--‘?; Faculty and Staff )
N——
News

Community Outreach

=

Alumni Relations
4] E

Banner

|E'| htlp:f!wawpuni.edufdefaullM—/

[ [ @ Intemet
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Step 1.2 User Login

Enter: William Paterson User ID Nine numbers starting with an 855 prefix.
Example: 855123456

Enter: PIN The User’s six digit birth date (mmddyy)
Example: 010875

Click: Login

A User Login - Microsoft Internet Explorer

J File Edit “iew Favortes Toolz Help |

j S ) AN B B E o
Back Fanwand Stop  Refresh  Home Search Favortes  Histary I il Prirt Edit Discuss
| Address |&] hitp./bnitsteore: S020/pls/ TRNG wbkubis. P_wiww/Lagin | @6 “Links B

e

am Paterson University (TRNG)

HELP EXIT

User Login

q;) Pleaze enter yvour user [dentification Murmber (107 and your Personal Identfication Number (PIM). When finished, click
Login.

When you are finished, please Exit and close your browser to protect vour privacy.

User ID: l—
PIN: [

Login | Fargot PIN? |

| |
’_ ’_ %% Local intranet

& Done

Users will receive User ID’s and PIN’s via e-mail following attendance of a Training
session and prior to the 6/15/2004 start-up.
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Step 1.3 Access the Financial Information Menu

Select: Finance

A Main Menu - Microsoft Internet Explorer HEE B

J File Edit “iew Favortes Tools  Help |

L > BT A T = R [ s SR B S B

Back Fonward Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ 20w % 20Information 205 ysteml < /b> % 20Last % 20web% 20access%20on=:20Map2 201 B,ZED2DD4ZEDalZ2DD1:EEZEmej & Go |J Links >

am Paterson University (TRNG)

Search | g SITE MAP HELP EXIT

Finance

in Requisitioner, to the VWAV Information System! Last web access on May 18, 2004 at 01:25 pm

2l docurents, budget information, approvals.

Return to Homepage

RELEASE: 6.0 powered by (E5cf

|

|&] Finance I_ I_ |§'g Local intranet

Note: Welcome message and last access date.
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Step 1.4 The Financial Information Menu

Budget Queries

To run a budget query

Requisition

To create a requisition (This selection is to
be used only to create a requisition. To view
a completed requisition use View
Documents)

Approve Documents

To approve a completed requisition

View Documents

To view requisitions, purchase orders or
invoices

Exit To Logout
A SCT WwWw Information System - Microsoft Internet Explorer [ =[=]=]
J File Edit “iew Favaortes Tools Help |
l&a-2.-9 o @ B o
Back Farward Stop  Refiesh  Home Search Favortes  History b il Print Edit Discuss

J Address I@ http://brrtstcone: S020/pl:/TRANG fwblkwbiz. P_Genbenu?name=bmenu. P_Financet nu

=] @0 || Links >

Search ﬂ

Finance

“, Financial Information

Budget Quernies
Encumbrance Cuery
Requisition

Approve Documents
Wiew Document

MENLU EITE MAP

RELEASE: B.0

[ Butdyet Gueries | Encurnbrance Query | Reouisiion | Approve Docurnerts | Yiew Docurment |

powered by st

H

&

’7 ’7 ‘& Local intraret

Note: The Financial Information menu also appears at the bottom of screen on most forms.

Access to each menu selection will be restricted by your Banner security profile as a
requisitioner, approver, or inquiry and by your Organization (Department).

For instructions on navigating the Banner Financial Information Menu Selections please see these related

documents:

WPUNJ Banner Finance Training — Creating Requisitions
WPUNIJ Banner Finance Training — Approving Requisitions
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2) View Budget

This section describes how to check a budget to determine available funds.

Step 2.1 From the Financial Information Menu

Select: Budget Queries

A SCT WwWW Information System - Microsoft Internet Explorer HE BR

J File  Edit “iew Fawvortes Toolz Help |

S AT RENE- R B ES L/
Back Fararnd Stop  FRefresh  Home Search Favorites  Higtory M ail Frint Edit Discuss
JAgdress I@ http: / /britstcore: 3020/ple/ TRMG Awbkowbiz. P_Gentenu?name=bmenu. P_Financetdnu j @Go |J Links **

fam Paterson University (TRNG)
search | G MENU SITEMAP HELP EXIT

Finance

“, Financial Information

Budget Queries
Encurmbrance Guerny

Requisition
Approve Documents
Wiew Documnent

[ Budget Gueries | Encurnbrance Guery | Bequistion | Approve Docurments | Yiew Docurnent |

RELEASE: 6.0 powered by (st
|

|E ’_ ’_ |f! Local intranet
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Step 2.2 To Create the Query
Type: Select: Budget Status by Account This is the default setting
Click: Create Query
/2 Budget Queries - Microsoft Internet Explorer M=l E3 I
File Edit iew Favortes Toolz Help | ;
ST R < BT o B~ N~ [ e S /=1 B
Back Farard Stop  Refresh  Home Search Favorites  Histo I il PFrint Edit Discusz Al
Address I@ hittp: A brkstoore: 3020/ ple/TRNG Abwifkrpvu P_Budget_Start j PGU
2l
Qj) Budget Query by Account allows you to review budget information by account for the Fiseal Period and Year to Date
by Specific FOAPALIndex values, Specific Organization, All Organizations, Grant, Fund Type, Account Type, or
Revenue Accounts.
Budget Query by Organizational Hierarchy allows you to review budget information of organizations for the Fiscal
Period and Year to Date by Hierarchical Structure, Specific Funds, high-level Organizations, Accounts, Programs,
Fund Type, Account Type, or Revenue Accounts.
Create a New Que
Type Budget Status by Account j
Create Query
Retrieve Existing Query |
Saved Query INone j
Retrieve Cluery | |
|
[&] Done I_’_’_ T Local intranet Al
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Step 2.3 Select the Columns to Display

Check: All of the following: Adopted Budget, Budget Adjustment,
Accounted Budget, Year to Date, Encumbrances, Available Balance

Click: Continue

/] Budget Queries - Microsoft Internet Explorer

File Edit “iew Favortezr Toolz Help |

.2 D B oA A M SR g = A

Back Fonward Stop  Refresh  Home Search Favortes  Histomy b il Frint Edit Dizcuzz Al

Address I@ hittp:/ fbrrtstcore: 9020/ ple/TRMG /bwfkopyvu P_Budget_Start?parmpidm=E5E2atyphier=4viewby=detailkquickview=FALSE &complete=Cre ﬂ 6)50
' dil Al SUll VITVELSILY L LIRINO

Search | 6o MENU SITE MAP HELP EXIT

Finance

Select the Operating Ledger Data columns to display on the report.

v Adopted Budget ¥ Year to Date
¥ Budget Adjustment ¥ Entumbrances
[T Adjusted Budget [ Reservations
™ Temporary Budget I
¥ Accounted Budget ¥ Awailable Balance
Save Query as: |

[ Shared

-
|ﬂj Done l_ l_ l_ E‘g Laocal intranet 4
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Step 2.4 Set the Account Selections

Select: Fiscal Year 2005

Select: Fiscal Period 14

Select: Commitment Type All

Select: Fund

Six digit number Example: 100000

Select: Organization

Six digit number Example: 590100

Select: Program

Two digit number Example: 10

Select: Account Type

Always 71 for non salary

Click: Submit Query

<} Budget Queries - Microsoft Internet Explorer

File Edit ‘fiew Favorites Toole Help

S BT A

Back Fonward Stop  FRefresh  Home

a &= I

Search Favortes  History

B 9 w . =52 &

I ail Pirit Edit Dizcuss  AlM

Fiscal year:

Commitment Type: All -

Prograrm

[T Include Revente Accounts

Address I@ http: /bt stoore: 3020/ pled TRMG Awflkrpeu. P_Budget_Start?parmpidm=656&atyphier=tviewby=detailtparmproto=tadopte dBudget=on: j ﬁﬁo

details that are retrieved will be placed next to the corresponding comparison fiscal period. [ |

Save Query as: |

" Shared
Subrrit Cuery

||

L —

T
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Step 2.5 View the Budget Status

File Edit “iew Favorites Toolz Help |
& @ B A A PR g #HAE R
Back Farward Stop  Refresh  Home Search Fawontes  History Fail Frint Edit Discuss  AlM
Address I@ htlp:anrtstcore:SD2D.”pls£THNGa"bwfkrpvu.F'_Budget_Start?parmpidm=858&alyphier=&parmproto=&viewby=detail&adopledbudget=on&aj (("‘}GD
Organization Budget Status Report [
By Account
Period Ending Jun 30, 2005
As of May 20, 2004
Chart of Accounts L'William Paterson University of MNJ Commitment Type All
Fund 100000 State Approp Monfringe Pragrarm 10 Instruction
Organization 590100 Dept of Purchasing User Training Activity All
Account All Location All
Account Type 71 Mon Salary Expenses
Query Resulis -
Account Account  FYDR/PD14 FY05/PD14 Fy05/P014 Fy05/P014 FY05/PD14 Fy05/P014
Title: Adopted Budget Accounted ‘earto Date  Encumbrances  Awallable
Budget Adjustment Budget Balance
FO000 |Mon-salary 100,000.00 0.00 100,000.00 0.00 0.00 100,000,000
Fool
Report Total (of all 100,000.00 0.00 100,000.00 0.00 0.0
records)
4] | Llﬂ
|@ Done ’_ ’_ ’_ E‘I:I Local intranet 4

Note: The available non-salary balance is the number in the bottom right corner.

Step 2.6 Exit the Query

Scroll to the bottom of the screen and select from the
Financial Information Menu

[ Budiet Cueries | Encurnbrance Query | Beguisiion | Approve Docurnents | View Docurnent




Wl LL] AM Banner Finance Training — Creating Requisitions Page R11 of 48
N

3) Requisition Overview

A Banner requisition is created as the first step in the WPUNJ procurement process. All
requisitions created in Banner must also be approved in Banner before Purchasing can
transfer them into a purchase order.

Requisitions should NOT be entered in the following situations:

for any employee travel expense

for registrations or prepayments that are part of travel by an employee
for payments to a University employee or student

for charges incurred in a previous fiscal year

In each of these situations use a travel expense voucher or a voucher payment form.

Banner assigns requisition numbers. These numbers are assigned sequentially as each
requisition is created. Be sure to keep a record of your requisition numbers.

Once a requisition is created, a budget reservation is established. This moves the funds from
the available budget. The reservation is changed to an encumbrance when the requisition is
transferred to a purchase order. When the invoice is processed the encumbrance is relieved.

Banner requisitions cannot be changed once created.

In order to make changes you must: 1) have the department head disapprove the requisition.
All disapproved requisitions will be deleted from the system overnight. This will relieve the
budget reservation and return the funds to the budget. 2) recreate the requisition making the
required revisions. Banner will assign a new requisition number.

Banner has a web session time out feature that will close the application after a prolonged
period of inactivity. Any requisition that is started but not fully completed will be lost if a
time out occurs.

Created requisitions move into approval queues based on the requisition’s accounting data
Fund and Organization hierarchy. A requisition will always have at least two approval
queues, one at the Department Level and one at the Purchasing level. A requisition may
also require a Grant or other approvals.
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4) Creating a Requisition

This section describes how to create a requisition in Banner.

Step 4.1 From the Financial Information Menu

Select: Requisition This selection is to be used only to
create a requisition. To view a
completed requisition use View
Documents.

A SCT WwW Information System - Microsoft Internet Explorer | =15] =]

J Fil=  Edit “iew Favortes Toolz Help |

L o B A - RRNE- I I S S B A

Back Eryard Stop  HRefresh  Home Search Fawvorites  History I il Frint Edit Discuss
J.-’-‘n.gldless I@ hittp: Afbrirtstcore: 3020/ ple/TRM G Awbkowbiz. P_Gentenu?name=bmenu.P_Financetdnu j @GD |J Links **

fam Paterson University (TRNG)»""

Search | ﬂ MENU SITE MAP HELP EXIT

Finance

~, Financial Information

Budget Queries
Luery

Requisition

Wiew Document

[ Budget Queries | Encurnbrance Query | Beouisiion | Approwve Docurnents | View Dacurnent |
RELEASE: 6.0 powerad by (2t

H

(3] ’_ ’_ |§'g Local intratet
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Step 4.2 Enter Date and Vendor ID

Select: Transaction Date

The current date will default.

Note: Requisitions entered for a new fiscal year that
are being created prior to the start of that fiscal year
must be forward dated to July 1.

Select: Delivery Date

The Delivery Date is a required field and it must be
equal to or in advance of the Transaction Date

Enter: Vendor ID

Enter the vendor nine digit ID. Example: 800010015
Leave blank if this is a new vendor. Place the new
vendor address information in document text. (See the
instructions for inserting document text.)

Click: Vendor Validate

Vendor information defaults from the vendor file.

Note: The Vendor data that defaults from the vendor file: Address Type and sequence,

Contact, Name Address, E-mail, Phone,

Fax, Currency and Discount Code.

Note: The User ID data that defaults: Requisitioner Name, E-mail, Phone, Chart and

Organization
Transaction Date |1 j IJUL j |2004 j 1 =l
Delive JUL J |200 52
endor ID 300010 m
Address Type B Address Sequence
VYendor Contact IJghn Johnsan Vendor E-mail |
Yendor Name Caddo Testing Yendor Phone 2016221234
Vendor Address 123 Main Street Fax
Clifton MJ 07017
Requestor Name  [Requistioner |
Requestor E-mail |Requisiionert @wpur edu
Phone Area W Phone IW Ext |—
FAX Area [ FAX Number [ FaxEx [
Chart of Accounts IU_ Organization IW
Currency Code |USD j Discount Code |02 j |
Ship Code | Attention To [Requisitoner
Porasinmie ‘. | AT ‘T =

&l

l_ l_ % Local intranet
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Vendor Address Types

There are two Vendor Address Type Codes in Banner, BU for Business Address and BI for
Billing Address. The BU is the purchase order mailing address. The BI is where the
payment check will be sent. All requisitions are to be created with the BU Address Type
Code.

Vendors with Multiple Addresses

Vendors will have only one Banner ID. Vendors with multiple addresses will share this one
ID. The Address Sequence number will identify vendors with more than one address.
When a vendor has only one address, the Address Type BU and Address Sequence 1 will
default into the vendor section of the requisition, once the Vendor Validate button is clicked.
If no vendor address data defaults, this is a signal that the vendor has multiple addresses.
The user must type in BU and the sequence number 1. Click Vendor Validate and view the
address information. If this is not the correct address, enter a 2 in Address Sequence, click
Vendor Validate and view the address. Repeat this process until the correct BU and
Address Sequence is found.

Vendor Discount Codes

If the vendor is created with a discount code it will default into the requisition once the
Vendor Validate button is selected. If there is no default the user must select from the
dropdown. If you do not know a vendor’s discount code use Code 02 Net 30 Days. The
available discount codes are as follows:

Discount Code Title
01 Met 10 Days
02 MNet 20 Days
03 MNet 45 Days

04 1% 10 Days,Met 30
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Step 4.3 Enter Ship To

Enter: Ship to Code

This is the delivery address. The Ship To code selections are
University buildings and cannot be changed on the
requisition. Use the Attention To field to add specific
delivery information such as name, floor or room number.
Document Text may also be used to convey delivery
information. See the following pages for instructions on
inserting Document Text.

FAX Area I_

Chart of Accounts Iu_

Currency Code

FAX Number |
Organization |$10100

Discount Code

Ship Cod |1COLHL Aftention To IRequis'rh'oneM

Comments

Ship To Building Ship To Building

Code Code

ADMISS Admissions Hall PRNTSP Print Shop

ATRIUM Atruim PURCH Purchasing College Hall RM 321
BSHAHN Ben Shahn Center Visual Arts RAUB Raubinger Hall

COACH Coach House RECCTR  Recreation Center
COLLHL College Hall SCI Science Hall

HOBART Hobart Hall SHEA Shea Center for Perf Arts
HUNZKR Hunziker Hall SHEABX  Shea Box Office
HWING Hunziker Wing STORM Storeroom

LIB Cheng Library STUCTR  Student Center

MANOR Hobart Manor TRAILR Trailer - Morrison Hall
MORRIS Morrison Hall VALLEY 1600 Valley Road
OLDHAM  Gorab Alumni House WAYNE  Wayne Hall

PBSFTY Public Safety Building WGYM Wightman Gym
POWER Power Arts Center WHITEH  White Hall

PPOM PPO Maintenance Bldg
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Step 4.4 Insert Document Text

Click: Document Text Button Example: Confirming Order

Document Text

Step 4.4A Document Text - Continued -

Type in Document Text

A Document/Commodity Text - Microsolt Internet Explorer

Document/Commaodity Text =
Enter Document Text, Print:
Confirming Order |
|
Enter Document Text, No Print:
Send Payment with Order |
=

Note: Use the Enter Document Text, Print box for a message that will print in the header
section on the Purchase Order.

Note: Use the Enter Document Text, No Print box to communicate special instructions to
the Purchasing Department. Examples include new vendor name and address information,

fax instructions, hold check, include attachment with PO.

Note: You can copy and paste from another document.
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Step 4.4B Document Text — Continued -

Click: Save

To save the document text

Click: Exit Document Text Page

To return to the Requisition

A Document/Commodity Text - Microsoft Internet Explorer

Enter Document Text, No Print:

Send Payment with Order

Save

[ Exit documentfitern text page ]

RELEASE: 6.0

L]
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Step 4.5 Enter Item (commodity) Data

Commodity Code: Leave blank

This field is not being used by WPUNJ

Commodity Description: Enter the item

Enter multiple lines up to five.

Select U/M: Enter unit of measure

Must select from the dropdown menu

Enter: Quantity

Enter: Unit Price

Each line item requires a price. Do Not use the
$ sign. Line items can not be used for text only
purposes. Use Item or Document text.

Additional Amount:

Enter a dollar value here for additional charges
such as handling or freight. These charges can
also be created as a separate line item.

Click: Validate Commodity

A Requisition - Microzoft Internet Explorer

J Fle Edit Yiew Favortes Toolz Help |
j¢,»,@ﬁ@@®@-w.
Back Farvard Stop  Refresh  Home Search Favorites  Histary il Frint Edit Dizcuzs
| Address [&) http:#x’bnrtstcore:SUZDprS#THNGHW =| @6 |J Links >
=—
[
Iltem Commadity Code Commodity Description WM Quantity  Unit Price Additional Amoun
1] [Gopy Paper 85511 8KU#123 [EA =] | 20 | 25 [
2 | wpens, Fine Poirt SKU#93765 |BOX. 7] | 0| 5
: | > [None 51| |
——
|MOmE= T
INone jl | |
odify Amounts
ltem Extended Amount Discount Amount Additional Amount Net Amount
1 50.00 0.00 50.00
2 50.00 0.00 50.00
3
4
5
Totals: 100.00 0.00 0.00 100,00 -

l_ I_ rﬁ Local intranet
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Step 4.5A Enter Item — Continued -

View the Calculated Commodity Amounts

A Requisition - Microsoft Internet Explorer

J File Edit ‘iew Favortes Tools Help |
J¢,*-@ﬁ@@®@'mr,
Back Foarwarnd Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss
| Agdress |@ http: /bt stoone: 9020/pls/TRNG Abwifkreqr. P_Requisition | @oe |J Links
[
Iltem Commodity Code Commodity Description UM Quantity  Unit Price Additional Amount
1] [Gopy Paper 55311 sku#i2z [EA & | 20 | 25 |
2 | [Fens, Fine Pairt skU#6765 [B0X =] | 10 | 5 |
2 | | [None = | | |
4 | [Nene =] | | |
5 | | [None = | | |
Cornmody Validate |
Caleulated Commodity Amounis
Item Extended Amount Discount Amount Additional Amount Net Amount
1 50.00 0.00 5000
Z 50.00 0.00 5000
3
4
5
Totals: 100,00 0.00 oo 100.00 -
|E| I_I_lﬁ Local intranet

Note: The Calculated Commodity Amounts section extends the unit price for each line item
to show the total value of the requisition.
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Including a Discount

The Additional Amount field may also be used to include a discount. In the following
example a $25 discount is taken on Item 1.

Additional Amount: Enter: -25 Discounts can not be taken in percents.

Click: Commodity Validate

A Requisition - Microsoft Internet Explorer
J File Edit “iew Favortes Tools  Help |
& .80 0 D e E SRS v, E
Back Farard Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ http: A fbrrtstoore: 9020/ pled TRHG Awfkregn. P_Requisitian j @Go |J Links >
[
Iltem Commodity Code Commodity Description UM Quantity  Unit Price Additional Amount
1] B [Box =] 1] 100 25
2 | [ INone jl [
3 | [None & | | |
4] | [None =] | | |
5 ] | [None & | | |
Cornmody Validate |
Caleulated Commodity Amounis
ltern  Extended Amount Discount Amfunt Additional Amount Net Amount
1 100.00 {2500 7500
2
3
4
5
Totals: 100.00 0.00 {2500 7500
|
[& Done [ | Lacal intranet

Note: The Calculated Commodity Amounts section reflects the (25.00) in the Additional
Amount field and the Net Amount Total is adjusted to $75.00
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Step 4.6 Enter Item Text

Click: Item Number

Itern Commodity Code Commaodity Description WM Quantity  Unit Price Additional Amount

@ [copy Paper 55311 sKU#122 [EA 2 | 20 | 25 |
| [Pens, Fine Paint SKU#96765 [B0X =] | o | 5 |

! ! [None =] | ! !
4 | | INonejl | |

Step 4.6A Enter Item Text — Continued -

Enter: Text Text will print under the item on the PO

A DocumertCommodity Text - Microzoft intcmet Explorer

Enter ltem 1 Text, Print

500 sheets per pack| =

Enter ltem 1 Text, No Print

[ |

Note: You can copy and paste from another document to expand the item description and
include special instructions or specifications.
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Step 4.6B Item Text — Continued -

Click: Save To save the Item text

Click: Exit Item Text Page To return to the Requisition

A Document/Commodity Text - Microzoft Internet Explorer

Enter ltem 1 Text, No Print

[ Exit documentfitern text page ] —
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Step 4.7 Enter Accounting Data

Check: Dollars or Percent

Identifies how charges will be allocated

Enter: Chart: U

WPUNJ Chart of Accounts is always “U”

Enter: Fund

Six digit number Example: 100000

Enter: Organization

Six digit number Example: 590100

Enter: Account:

Five digit number Example: 72120 (Office
Supplies)

Enter: Program:

Two digit number Example: 10

Enter: Accounting value

Usel00 if allocating by percent to a single
Fund/Org/Account/Program. See the next page
for instructions on charging multiple FOAP’s

Click: Validate

To validate the accounting information

A Requisition - Microzolt Internet Explorer

J File Edit “iew Favoites Tools  Help

J<=v->-@ﬁ@@®

Back, Fanward Stop Refreth  Home

Search Favorites  History

B & w . =

tail Pritat E dit Digcuzs

J Address I@ hittp: / /britstcone: 9020/pls/ TRMG Awfkreqn. P_Requisition

=] @0 ||Links >

100,00

¢ Daollars & Percents

Seq# Chart Index Fund  Orgn  Account Program Activity Location Accounting

[

L TR [tooo00 ™ fpsotoo [rzren o

| 100

™ Shared

Walickate

Carnpl

-

,_ l_l!.! Local intranet
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Scroll to the top of the form to see the validation message.

4 Docurment Walidated with no errors

Charging Multiple Fund/Organization/Account/Program (FOAP)

The requisition total value may be split or allocated across two or more FOAP’s. The
maximum number of FOAP’s that can be used for one requisition is five. The allocation
may be by dollar value or by percent. The allocation is distributed proportionately across all
line items. For example, a requisition with two line items and two FOAP’s allocated at 75%
and 25% will result in each line being allocated 75% to one FOAP and 25% to the other
FOAP. The following is an example of a requisition with two FOAP’s allocated on a
percent basis:

" Dollars ’
Seq# Chart Index Jrgn ccount Program Activity Locati

1 o N N R

[ooo0o — Je11000 Jreozo 1o

| |
i .l i
| |

| | RN
| ! | |

NN

Note: In this example: the Percents button is checked, the Organizations are different, the
Accounting field is allocated 75 and 25 percent. The % sign is not required.
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Step 4.8 Save the Document

Note: A completed requisition can not be changed. Double check your work before
saving the requisition.

Click: Complete

A Requisition - Microsoft Internet Explorer

J File  Edit “iew Favorites Toolz Help ‘

& 2 @9 [ W A @B g v EH

Back Foryard Stop  Refiesh  Home | Search Favoites  History Ml Pint Edit Discuss
| Agiress [€] hitp:oritsicore: 3020/pls/TANG Abwikrenn P_Fieuisition =] & “Links »

L I I I I I I I I =l

4 | | | | | |

5 | | | | | |

Code Lookup

Chart of Accounts Code |5 «

Type [acoomt  &]

Code Criteria l—

Title Criteria —

Maximum rows to return m

Execute Cluery |
|

& Done [ [ [% Localintranet

Note: Scroll to the top of the form to view the document number completed message.
Make sure to record the requisition number.

v Docurment Walidated with no errors

¢ | Docurnent RODDO256 completed and forwarded to the Approval process

Ancther Requisiion

Note: Click: Another Registration to start another document.
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Step 4.9 Creating a Template

Prior to saving the requisition by clicking
Complete

Save as Template: Enter a template name

Example: Printer Ink Template
Do not click the Shared button. The template
will be saved as a personal template.

Click: Complete

Save as Template [TRNG Sample Template
" Shared

Code Lookup
Chart of Accounts Code I,.'.\ vl

Type Iaccount 'l

Note: Clicking Shared while creating a template will allow all Banner users to view your
template. Make sure the Shared button is not clicked in order to create a personal
template that only you will see and access. The personal template is linked to the user ID

and will be available only to the user.

Note: The document created message and the template saved message.

Oacurnent WValidated with no errors

Document RODD02E0 completed and forwarded to the Approval process

| Template TRMG Sample 2 Template (Personal) saved

Note: A template can only be saved with a complete and validated Requisition.
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Step 4.10 Retrieving a Template

Start with a blank requisition

Use Template: Select the Template

Click: Retrieve The template data will populate the
requisition fields. You can then add
or change the data as needed.

A Requisition - Microsoft Internet Explorer
J File Edit “iew Favortes Tools  Help |
: =
ST S | AT B (R B F o
Back Farard Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ http: A fbrrtstoore: 9020/ pled TRHG Awfkregn. P_Requisitian j @Go |J Links >
—_—

ay uze the Code Lookup Toredipe your search using the code ortitle fields. You may place a percent sign (%) az Ja]
awildcard character before andfor after tisentry.

Transaction Date

Delivery Date  [20 »| [wmay =] [2004 7]

Vendor D |300010015 Werdor Walidate |

Address Type Iﬁ Address Sequence |1_
Vendor Contact IJghn Johnson Vendor E-mail

Requestor Name  [Reqpisiionert

Requestor E-mail IRequisiﬁoner1 [Enipun) ecu

Phone Area W Phone |?201234 Ext |
FAX Area [ FAX Number | FAX Ext |

Chart of Accountslu_ Organization Igmmg <
[& Done [ | Lacal intranet
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Step 4.11 Seaching for a Vendor Using Code Look up

Chart of Accounts Code: Select: U

WPUNIJ will always use Chart of
Account “U”.

Type: Select: Vendor

Title Criteria: Enter: %Cad%

To provide a list of all vendors
containing “Cad” in the name.

Maximum Rows to Return: Enter: 100

This determines the number of data
lines to be returned.

Select: Execute Query

To run the search

A Requisition - Microsoft Internet Explorer
J File Edt ‘“iew Favorites Toolz Help

[ -[5]x]

J<:=.->.@ dla G 3B 5 vw.H
Back Fanward Stop  Refresh  Home Search Favorites  Histary ail Frint Edit Discuss

J Address I@ hitp:##bnrtsteore: 3020/ pls/ TRNG /bwfkreqn. P_R equisition

=] @60 || Liks >

0 | | | | | | | 2l
L | | | | | | |
N | | | | | | |
Save as Template |
I~ Shared
[ ][ co
ode Lookup
Chart of Accounts Code ||| =
Type [vendor =]
Caode Criteria |—
Title Criteria [FCaute
Maximum rows to return m
wecute Guery
~—_ [~

[5]

l_ ’_ |?2 Lacal intranet
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Step 4.11A Vendor Search — Continued -

Scroll to the top of the screen to view the search results for any vendor title (name)
containing Cad.

Code lookup results

Yendor D Mame

200010015 Caddo Testing

00000110 Caddo

EI00046374 Academic Management Sves Corp

Step 4.11B Vendor Search — Continued -

Note: Record the Vendor ID or perform a Highlight / Edit / Copy

H Nequisition - idicrosoft Internet Explorer
File | Edit

Code lookup results

“iew \Favortes Toolz  Help

4 p @
zh

Home
[Etrli,

Marne

300 ] Caddo Testing
E00000110 Caddo
CE0AEE74 Acadernic Le

a

Search F

LCopy

MG 121H,
< gement Syes COF[CI NG/ bwfkregn. P_Requisition

=5y
———  Selectal Chrl+d

T o T W T 1T T

Find [an This Fage]... Chrl+F

Step 4.11C Vendor Search — Continued -

Click in the Vendor ID field and perform an Edit / Paste

Reorisition - Microsoft Internet Explorer
wvortes  Tools  Help

(Bt ﬁ

[EfrHE: sh Home

a

Search  Favorite:

MG bwfkregn. P_Requisition

Chrl+&,

mes Page).. Chl+F EI Im
way 7] [2004 7]
I8UUU1UU15 Wendor Validate |

Delivery Date
Wendor ID
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The Code Lookup may be used to perform data searches for a number of different fields. It
may be used before you start the requisition in order to gather data or it may be used when
you reach each data entry point as you are creating the requisition.

Code Lookup

Chart of Aecounts Code IU vl

Type
Code Criteria
Title Criteria

Maximum rows to return Im v|

Execute Cuery |

gocount j

CLFTENCY =l
discount

Ifund

—

j > fund
index
location

organization
prograrm
ship

tax group
Junit of measure
vendor =

The most common searches under Type will be for: ship (the delivery location), unit of
measure, vendor, account (FRS object code), fund (FRS ledger), and organization (FRS

department account).

Use the Code Criteria or the Title Criteria in combination with the Type to narrow your
search. See the vendor search example from the previous page. The Code represents the
Banner code, for example the vendor ID 80010015. The Title represents the name or

description, for example Caddo.

Use the wild card % to further narrow your search. The two wildcards that can be used

are: % and

The %, percentage stands for any number of characters, whereas the (_) underscore stands
for only one occurrence of a character.

To get these results

All entries that contain ma

All entries that begin with ma

All entries that end with ma

All entries that have m as the

second character

Enter this criteria

%ma%o
ma%o
%ma

~m%
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5) Viewing a Requisition

This section describes how to view a Banner requisition using the View Document Menu.

Step 5.1 From the Financial Information Menu

Select: View Document

A SCT WwW Information System - Microsoft Internet Explorer | =15] =]

J Fil=  Edit “iew Favortes Toolz Help |

L o B A - RRNE- I I S S B A

Back Eryard Stop  HRefresh  Home Search Fawvorites  History I il Frint Edit Discuss
J.-’-‘n.gldless I@ hittp: Afbrirtstcore: 3020/ ple/TRM G Awbkowbiz. P_Gentenu?name=bmenu.P_Financetdnu j @GD |J Links **

am Paterson University (TRNG)»""

Search | ﬂ MENU SITE MAP HELP EXIT

Finance

~, Financial Information

Budget Queries

Encumbrance Cuery
Re quis
Approve Documen

Wiew Document

[ Budget Queries | Encurnbrance Query | Beouisiion | Approwve Docurnents | View Dacurnent |
RELEASE: 6.0 powerad by (2t

H

(3] ’_ ’_ E‘g Local intratet
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Step 5.2 Select the Requisition to View

Select: View Document

Choose Type: Requisition

Display Accounting Information: Click: Yes To see the Accounting data

Document Number: Enter the requisition number Example: R0000256

Display Document Text: Click All To view both Print and No Print Text

Select: View Document

A View Document - Microsoft Intemet Explorer

J Fle Edit Miew Favortes Tools Help |
¢ .2 .0 B o a @ @ | B 9 v, =
Back Fonward Stop  Refresh  Home Search Favortez  Hiztory bd ail Print Edit Discuzs
| Address [&] hitp.//brrtstcore: 3020/pls/TRNG Abwflwvdoc. P_viewDos | @oe |J Links
[
&R To display the details of a document enter parameters then select Wiew document. To display approval history for a
document enter parameters then select Approval history. If you do not know the document number, select Document
MNumber to access the Code Laokup feature. This enables you to perform a query and obtain a list of document numbers
to choose from.
Choose type: [Requistion =] Document unber | [Rosocase
Submission#: l_ Change Seq# |
Display Aceounting Information
g Yes c No
Display Document Text
g All € Printable  MNone .
Approvval history
=

&1 Done [ % Lacal intranet
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Step 5.3 View the Requisition

A View Document - Microsoft Intemet Explorer

J File Edit ‘iew Favortes Tools Help |
I S B F A B = BRE- R B A B v A |
Back Foarwarnd Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss
JAEIdress I@ c?action:Displa_l,l+FIEQ&global_doc:F!DDDD258&SUbnum:&chngnum=&disp_actg:yes&disp_text:aII&view_doc=\-"iew+documentj @Go |J Links ¥
View Document =l
Requisition Header
Requisition Orcder Date  Trans Date  Delivery Date Print Date Tutal
ROD00256 Way 20, 2004 Jul 01, 2004 Jul 01, 2004 100.00
Complete: Y Approved. M Type: Frocurement
Cancel Reason: Diate: e
Requestor: Requisitionert 310100 Business Services
graran-1234 Requisttioner! @wpunj.edu
Accounting: Document Level
Ship to: College Hall
Williarn Paterson University
Wiayne, M O7470
Attention: Requisitionert
n | |
|E| I_I_lﬂ Local intranet

Note: The Requisition Dates, Total, Approval Status, Requestor data, Ship To and Attention
fields.
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Step 5.3A View the Requisition — Continued -

Scroll down to view more of the requisition

A View Document - Microsoft Intemet Explorer
J File Edit ‘iew Favortes Tools Help |

R S o R A | 2 S w . =

Back Foarwarnd Stop  Refresh  Home b ail PFrint Edit Discuss
J Address I@ c?action=Dizplay+RE D&global_doc=R DDDD258&subnum=&chngnum=&disp_actg=yes&disp_te:-ct:alI&view_doc=\-"iew+documentj @ Go |J Links ¥

aQ . I

Search Favortes  Higtory

Accounting: Document Lewvel o]

Ship to: College Hall
Williarn Paterson University

Wayne, MNJO7470

Aftention: Requisitionert
Contact:
Yendar, 00010015 Caddo Testing

123 Main Street
Clifton, MNJ 07017
FPhaone: &7 7-233-3208 Fax

Daocurmnent Text Confirming Crder
Send Payment with Order

Requisifion Commodities
ltern Cornmadity Desaription LI Gty Lnit Price Ext Amount
Micn 0 AAl Teaw "ot LI

|E| I_ I_ |& Local intranet

Note: The requisition vendor data and document text.
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Step 5.3B View the Requisition — Continued -

Scroll down again to view more of the requisition

J File Edit “iew Favortes Toole Help ‘
j@.»-@ﬁ@@@%vw-
Back Fariward Stop  Refresh  Home Search Favortes  Histary (LET] Frint Edit Dizcuss
JAgIdress I@ c'7aclion=Display+FiEQ&glnbal_doc=F\DDDD258&subnum=&chngnum=&disp_actg=yes&disp_texl=alI&view_doc=\f"\ew+dncumentj @GD |J Links **
Fhane: FT-233-3208 Fa: ]
Document Text: Confirming Order
Send Payment with Order
Requisition Commodities
ltern Commaodity Description UM Oty Unit Price Ext Amount
Dige  Addl Tax Cost
1 Copy Paper 8.5 X 11 SKURBIZ345 EA | 20 2.5 50.00
00 a0 00/50.00
500 sheets per pack
2 Fens, Fine Point SKURSETES BOX 10 5 50.00
0o 0 050,00
Total 100.00
Requlisition Accounting
Seqit COAFY Index Fund  Orgn  Acct ProgActy Loen Proj NSFSusp NSFOwr Susp Amount
1 Uoo0s 100000530100 72120110 M N M 100.00
Total of displayed sequences: 100,00
|

&

,_ ’_ %% Local intranst

Note: The requisition Commodity and Accounting sections.

Step 5.4 Print the Requisition

Select File / Print

View Document - Microsoft Internet Explorer

File Edit Wiew Favoites Tools Help

Hew ]
Open Chrl+D
Edit with Microsoft Word for Windows® 57

Seve TS
Saveds

Page Setup...
Frint... Ctil+P
Print Preview.

Send ]
Impart and Expatt...

Properties
ok Offline
Close
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Step 5.5 To Search a List of Requisitions

From the View Document Screen

Click: Document Number

A View Document - Microsoft Internet Explorer
J File Edit ‘iew Favortes Tools Help |
S S < RPN > = 4 (R E A= B A
Back Fanward Stop  Refresh  Home Search Favarites  Histary b ail Frint Edit Discuzs
| Address [ €] hitp:. fbritstcore: 3020/ pls/ TRNG bk doc. F_YiewD oc ] 6o || ks>
[
&R To display the details of a document enter parameters then select View document. To display approval histony for
document enter parameters then select Approval history. If you do not know the document number, select Document
MNumber to access the Code Lookup feature. This enables you to perform a query and obtain a list of document numbers
to choose from.
Choose type: IRequisition j | Docurnert Murnber II
Submission#: I— hange Seq#
Display Accounting Information
g Yes o No
Display Document Text
g All  Printable " HNone
Wiemn docurnent Approvval history
|

|E Daone I_ I_ |& Local intranet
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Step 5.6 Enter the Search Criteria

View the search options

User ID: Enter User name To view all requisitions created by the user.

Transaction Date: Select July and 2004 To narrow the selection of data

Select: Execute Query

A http:/ /britstcore:9020/ple/TRH G /bwikvdoc P_ViewDoc?action=Dizplap+REQ&view doc=Document+Numberk - Microzoft Inter... IMEIE
J File Edit ‘iew Favortes Tools Help |
¢ .2 @ [N ol &P B S @ EH
Back Forward Stop  Refresh  Home Search Favarites  Histary b ail Frint Edit Discuzs
JﬁQdFESS I@ iewDoc action=Display+REQ&view_doc=Document+Nurmberbglobal_doc=tsubrum=4chngnum=%disp_actg=pestdisp_text=al j @ Go |J Links
[
#  atleast one ofthese fields required.
Requisition Code Lookup
Document Number# Ii
User ID# [REQUISITIONER
Activity Date % m m
Transaction Date # IJUL\( j Iggmj
Vendor [D# l—
Requestor |
Approved lﬂ
Completed Im
|
Esitt without alue |
|E Daone I_I_lzj Local intraret J

Note: Activity Date is the date the requisition was created. Transaction Date is the date
selected by the user. Usually these dates are the same. The exception is when the
requisition is dated in advance for the start of a new fiscal year.
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Step 5.7 View the List of Requisitions

Click on a Requisition Number To view the individual requisition

A http:/ /bnrtstcore: 9020/pls/TRNG /bwikdsec P_Code_Lookup?lookup_code=kUser_ID=REQUISITIONER1%acty - Microsoft Inter... BEIE3
J File Edit “iew Favortes Tools  Help |
< I A B - B [ B Es S — B A
Back Fonward Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ nd_id:&reqh_name=&appr_ind=&cornp_ind=&do_quer_l,l=EHecute+&uer_l,l&return_url=bwfkvdoc.P_ViewDoc&action=Displa_l,l+F|EGj @GD |J Links >
Regquisifion Lookup Results =l
Document User D Activity Date Trans Date Vendor ID Vendor Requestor  Approved Completed
Number
RO000207 REQUISITIONERT May 12, WJul 01, Requisitioner! Mo Yes
2004 2004
RO000240 REQUISITIONERT May 12, Jul 01, Requisitioner! Mo fes
2004 2004
ROD00Z56 REQUISITIONERT May 20, Jul 01, 300010015 Cadde Requizsiioner! Mo Yes
2004 2004 Testing
RODO0Z57 RECUISITIONERT My 20, Julof, 00010015 Caddo Requisitioner! Mo Yes
20014 20014 Testing
ROD00253 REQUISITIONERT May 20, Jul 01, B00010015 Cadda Requisiioner! Mo Yes
2004 2004 Testing
Ro000253 REQUISITIONERT May 20, Jul 01, 200010015 Cadde Requisiioner! Mo Yes
2004 2004 Testing
ROD00Ze0 REQUISITIONERT May 20, Jul 01, 300010015 Cadde Requizsiioner! Mo Yes -
2004 2004 Testing
7 documents selected.
|

& [ | Lacal intranet
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Step 5.8 View One Requisition from the List

Note: The Document Number defaults

Click: View Document To view the individual requisition

A View Document - Microsoft Internet Explorer
J File Edit ‘iew Favortes Tools Help |

2 9 w . =

4 ail Pritt Edit Dizcuss

Q = I

Search Favarites  Histary

S @ [ fa)

Back Fanward Stop  Refresh  Home
JﬁQdFESS I@ oc.F‘_ViewDoc?action=DispIa_l,l+HEC!&global_doc=FHDDD02D?&subnum=&chngnum=&disp_actg=&disp_text=&view_doc=Lookupj @ Go |J Links

[ |

&R To display the details of a document enter parameters then select Wiew document. To display approval history for a
document enter parameters then select Approval history. If you do not know the document number, select Document
MNumber to access the Code Laokup feature. This enables you to perform a query and obtain a list of document numbers

to choose from. /

Choose type: [Requistion =] Document humber | [Rooo0207
Submission#: l_ Change

Display Aceounting Information

g Yes o No

Display Document Text

o All & Printable  None

< Wien docurment | Approvval history e
| |

& I_ I_ |# Local intranet
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Step 5.8A View the Individual Requisition — Continued -

View the Individual Document

Click: Finance to return to the Financial Information Menu

A View Document - Microsoft Intemet Explorer

J Fle Edit Miew Favortes Tools Help |

ST S o R E I B = BRE= L B EE RO R A |

Back Faryarnd Stop  Refresh  Home Search Favortez  Hiztory bd ail Print Edit Discuzs
J Address I@ on=0 ispla_l,l+F|EQ&global_doc:F!DDDDZD?&subnum:&chngnum:&disp_actg:_l,Jes&disp_te:-ct:printable&view_doc:View+documentj @ Go |J Lirks #*

Search Go| MENU SITEMAP HELP ExT Al

View Document

Requisifion Header
Requisition Order Date  Trans Date Delivery Date Print Date Total |
Rooooza7 MWlay 12, 2004 Jul 01, 2004 Jul 01, 2004 1600
Complete: A Approved: M Type: Procurement
Cancel Reason: Date:
Requestor: Requisitionert 310100 Business Senvices
drava0-1234 Requisitioner @wpun). edu
Aceolnting: Document Level
Ship to: College Hall
William Paterson University \d|

& [ % Lacal intranet
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6) Viewing the Approval History

This section describes how to view the approval history of a requisition.

Step 6.1 From the Financial Information Menu

Select: View Document

A SCT WwW Information System - Microsoft Internet Explorer | =15] =]

J Fil=  Edit “iew Favortes Toolz Help |

L o B A - RRNE- I I S S B A

Back Eryard Stop  HRefresh  Home Search Fawvorites  History I il Frint Edit Discuss
J.-’-‘n.gldless I@ hittp: Afbrirtstcore: 3020/ ple/TRM G Awbkowbiz. P_Gentenu?name=bmenu.P_Financetdnu j @GD |J Links **

am Paterson University (TRNG)»""

Search | ﬂ MENU SITE MAP HELP EXIT

Finance

~, Financial Information

Budget Queries
Encumbrance Cuery
Requisition
Approve Documents

[ Budget Queries | Encurnbrance Query | Beouisiion | Approwve Docurnents | View Dacurnent |

RELEASE: 6.0 powerad by (2t
| -

(3] ’_ ’_ E‘g Local intratet
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Step 6.2 Select the Requisition to View

Choose Type: Requisition

Document Number: Enter the requisition number Example: R0000260

Select: Approval History

A View Document - Microsoft Internet Explorer
J File Edit “iew Favortes Tools  Help |
T S < T B A T - SR~ [ I E A= R A
Back Fonward Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ http: /bt stoone: 9020/plsd TRNG Awikydos. P_WiewD oc j & Go |J Links >
&R To display the details of a document enter parameters then select Wiew document. To display approval history for a [
document enter parameters then select Approval history. If you do not know the document number, select Document
MNumber to access the Code Laokup feature. This enables you to perform a query and obtain a list of document numbers
to choose from.
Choose type: [Requistion Document Nurnber | [Ro000260
Submissinn#;| agge Seq# |
Display Aceounting Information
g Yes c No
Display Document Text
c All & Printable  MNone
|

& Done [ | Lacal intranet
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Step 6.3 View the Approval History

A View Document - Microsoft Internet Explorer

J File Edit “iew Favortes Tools  Help |

T < BT A T <= I R I s R B R B

Back Farard Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ n=Dlizplay+RE Qglobal_doc=R00002E60%subhum=chhgnum=tdisp_actg=yestdizp_text=printabletview_doc=approval+histary j @Go |J Links >
View Document 4l
Document Ientification
Document Humber RO0O0260 Type Requisition
Originator: REQUISITIONERT Requisitioner
Approvals required
Queue Deseription Lewel Approvers
DEPT DEPT TRNG QUELE 1
Approwerd
PURT PURCH TRNG GQUELE 1
Buyeri

Mo approvals have been recorded for this document

|

[& Done [ | Lacal intranet

Note: The Requisition has two approval queues, one at the Department level and one at the
Purchasing level. Also note the name of the Approvers will appear in each queue.
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The following is a view of a requisition that has been approved at the Department Level and
is pending Purchasing Approval.

Document Identification
Daocurment Humber ROOOO2E0 Type Requisition
Originator: REQUIZITIOMNERT Requisitioner

Approvals regquired

Quesue Description Lewvel Approvers
FURT PURCH TRMG QUELE N

Buyer

Approvals recorded

Cueus Level Date Uszer

DEFT A Mary 21, 2004 | Approvert

Note: The Approvals required and the Approvals recorded sections.

The following is a view of a requisition that has been disapproved at the Department Level.

Document Identification
Document Humber ROO00D207 Type Requisition
Originator: REQUISITIONER1 Requisitioner

There are no approvals required at this time

Approvals recorded
Queus Level Date Lger

DENY |0 May 21, 2004 Approvert

Note: The Queue DENY message.
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7) Viewing Related Documents

This section describes how to view the various documents linked to the requisition such as
the purchase order or the invoice.

Step 7.1 From the Financial Information Menu

Select: View Document

A SCT WWwWW Information System - Microsoft Internet Explorer
J Fil=  Edit “iew Favortes Toolz Help |

Lo QD A= BRE- R G L/
Back Farward Stop  Refrezh  Home Search Faworites  History b4 il Frint Edit Discuss
Jx’-‘-.gldress I@ http: //brrtstcore: 9020/ ple/TRMG Awbkimbiz.P_Genkenu?name=bmenu.P_Financetinu j & Go |J Links **

fam Paterson University (TRNG)
Search | G MENU SITEMAP HELP EXIT

Finance

~, Financial Information

Budget Queries
Encumbrance Cuery
Requisition

urnents
Wiew Document
| Budget Queries | Encurnbrance Query | Bequistion | Approwe Docurnents | Yiew Docurnent |

RELEASE: 6.0 powered by (et
H

5] [ [ % Local intranet
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Step 7.2 Select the Document to View

Select: View Document

Choose Type: PO or Invoice Purchase Orders begin with a P and
Invoices with an I.

Display Accounting Information: Click: Yes To see the Accounting data

Document Number: Enter the Document number Example: P0500012 or

Display Document Text: Click All To view both Print and No Print Text

Select: View Document

A View Document - Microsoft Intemet Explorer

N

J File Edit ‘iew Favortes Tools Help |
¢ L2 .0 B 4 a9 @ @B g9 w. =
Back Fonward Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss
JAEIdreSS I@ wdoc P_ViewDoc?action=Lizplap+P0&global_doc=P050001 2&subnum:&chngnum=&disp_actg:&disp_text:&view_doc:Lookupj @GD |J Links ¥
R To display the details of a document enter parameters then select View document. To display approval history for a B
document enter parameters then select Approval history, [f you do not know the document number, select Document
Mumber to access the Code Lookup feature. This enables yvou to perform a query and obtain a list of document numbers
1
Choase type: [Purchase Order x| Docurent Nurnber | [Posooot
bmission#: | Chan
Display Accounting Information
g Yes i No
Display Document Text
o All & Printable  None
e document ') Approval history -
| |

|E| Daone I_ I_ |& Local intranet
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Step 7.3 View the Purchase Order

A View Document - Microsoft Intemet Explorer

J File Edit ‘iew Favortes Tools Help |
L ="
= s | A @ P | B o
Back Foarwarnd Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss
JAEIdress I@ tion=0nizplay+P0&global_doc=P050001 2&subnum=kchngnum=tdizp_actg=yesidizp_test=printablefview doc=\/iew+document j @Go |J Links ¥

Purchase Order Header [
FPurchase Order Change® Order Date Trans Date Delivery Date Print Date Total

POS0O0012 Jul 01, 2004 Jul 01, 2004 Jul 01, 2004 40.00
Complete: A Approved:. Y Type: Regular
Cancel Reason: Date:
Requestar: Steve Sondey 540100 FPurchazing

973-720-2101 sondeysGwpun. edu

Accounting: Document Lewvel
Ship to: College Hall

Williarn Paterson University

Wayne, MNJO7470

Aftention: Steve
Contact:
Yendar, 00010015 Caddo Testing
123 Main Street =
|€| Daone I_I_lﬁ Local intranet

Note: Scroll down on the screen to see the rest of the Purchase Order. Select: File / Print to
print the purchase order.

You can search for an Invoice by using the same search method as just described for a
purchase order. From the View Documents screen, Select: Invoice and enter the invoice
number.

Choose type: [jnvoice =] [ posurnert turmber | [isano1a

Submission#: |Requisition Change Seq# I
|Purchase Order

Jaurnal voucher
Encumnbrance
Direct Cash Receipt

Display Accou

& Yes




Wl LLI A M Banner Finance Training — Creating Requisitions Page R48 of 48

PATERSON

UNIVERSITY

The following is a view of a Banner Invoice.

A View Document - Microsoft Intemet Explorer

|

File Edit ‘iew Favortes Tools Help |

& =2 @ [k LD A @ @8 | B s w., =

Back Foarwarnd Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss

JAEIdress I@ ction=Dizplay+|MY&global doc=040001 4&subnum=&chngnurn=&disp_actg=yes&disp_te:-ct:printable&view_doc:\-"iew+documentﬂ @Go |J Links ¥

View Document 2

Invoice Header
Invoice Subd# Purchase Order Invoice Date | Trans Date  Payment Due Tofal
10400014 2 Feb 29, 2004 Mar 04, 2004 | Mar 30, 2004 750,00
Complets: N Approved: M Wendor Iny 03.04.04
Open Paid: 0 Suspense: M Hold: M
Credit Memo: N Cancel Date: Recurring: M i
1099 Tax Id: 1093 Vendor, N Income Type
Accounting:  Document Level
Yendor: 492 BestBook Source

3665 Harper Way
Frasno, CA 96837
Collects Tax:  Collects Mo Taxes
Discount Code: |02 MNet 30 Days =l

3

I_ I_ |& Local intranet

Note: Scroll down on the screen to see the rest of the invoice. Select: File / Print to print the
invoice.
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