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A Banner Pr ion
The Banner Access Form is available on the web at http://www.forms.eku.edu/.

Click ™™™ _ Complete the Banner access form and mail to Budgeting Office,

Jones 118, CPO 43A, or Fax 2-8294. Budgeting staff will sign and mail the form to Banner
Security, Perkins 345 (or fax to 2-1738).

ITDS Security will email user with access granted and include the Banner username
and generic password. The password can be changed on GUAPSWD and should be at
least 8 characters long. The first character must be a letter and the password must
contain at least one number.

An updated Banner access form signed by your supervisor is required if:
* auser’s job responsibilities have changed
* position or department has changed
* employment status has changed

To update an existing Banner account:
* Fax or mail updated Banner access form OR
* Submit a request through (Footprints) at http://banweb.eku.edu

Click the footprints login T

Training Information

Before access to Banner Finance is granted, a user must attend Banner Navigation
101 & F04 - Requisition and Receiving.

Finance EKU Direct Self Serve training is offered; but is not required in order to gain
access. In EKU Direct training, users gain skills to query budget balances, transactions,
purchase order activity, learn how to view and approve documents.

Descriptions for these courses are at: http://www.itds.eku.edu/training/
workshop_info.php.

Where to register for Banner training
* Go to the banner web page at http://banweb.eku.edu and click the link for

Training Center
OR

*  Go to http://www.it.eku.edu/training/. Click

Instructions to register

* Click class link in calendar.
Use your ekey (i.e. tiptons) to logon.
* Submit a training reservation.

*  You will get an email confirmation, onge you have registered.
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EKU Banner Help and Support

* Click the “Documentation” link at http://banweb.eku.edu to view/print
documentation related to systems supported by the Banner helpdesk.

* Call 2-3000 and ask to speak to the Banner helpdesk (or call 2-8101).

* Other important phone numbers: Accounting (21810); Budgeting (26260);
Central Stores (23517); ProCard (28246); Purchasing (21482); Sponsored

Programs/Grants (23636).

SCT Banner offers the following help:

ORACLE
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To access Internet Native Banner open your web browser to http:/banweb.eku.edu and

Click . We recommend going through Internet Explorer.
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First time logon to INB Banner 8

Banner 8 requires Java Sun Plug-ins. When you click the Banner Login link, you will get

a bar at the top of your web browser. Click the bar to install ActiveX control.

2 Oracle Application Server Forms Services - Microsoft Internet Explorer
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From the IE — Security Warning, click install and click Finish.
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2. Click Run.

1. Check box ‘Always trust
content from this publisher.’

On your taskbar you will have two tasks: Java Initiator is the Oracle Application
Server Forms Service and Oracle Developer Forms Runtime is Banner. The
Oracle Server Forms Service task can be minimized but not closed since this is

the interface between your web browser and Banner.
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How to log on to Banner

Enter your Username (lastname firstname) and Password (alpha/numeric at least 8
char) in the appropriate fields. Leave database blank. Click Connect or press Enter.

logon |

Username: [Iastnamefirstname

Password: [*******»

Database: I

(gonnect [Canoel )

Ways to exit Banner

Ay Oracle Developer Foswn Rustose - Wed =
m Tocls ek ORAZLE
| Qtoect Search :
| QuaFow P
*| Welcome, Charictte Ml Products: [~ Manw | Sae Map/ Help Center
My Links
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Introduction to Banner Finance

Welcome to Eastern Kentucky University’s Banner Finance System. The instructions
within this manual are intended to assist you in obtaining budget information, ordering
goods or services from a vendor, receiving delivered goods and ordering stock items

from Central Stores.

Terminology for Finance Users
FOAPAL - Accounting Distribution

Fund - (Where) Specific source of monies
ex. 110000 — Current Unrestricted E & G (Education & General)

Organization — (Who) Department or Grant (Budget) Code
ex. 100000 — President

Account - (What) Classification of Expenditures
ex. 710800 - Office Supplies
Program - Specific purpose

ex. 10 — Instruction

Activity - Used for reporting; Special Projects
ex. 9IXXXXX - Faculty

Location - Physical place or site used by Fixed Assets for inventory
ex. PK301 — Perkins Building, Room 301

Req — Requisition PO — Purchase Order Direct Pay — Invoice
PC - ProCard I — Invoice Y - Receiver

Commodity - a type of good or service purchased from a vendor.

Charts of Accounts

The organization codes reside on the Chart of Accounts (COA). Department, Grant and
Student organization codes are found on Chart E. Most Banner forms have a default of
“E” for COA.

* E Eastern Kentucky University
* F Foundation
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How to Access a Banner Form

Enter the seven-character form name in the Go To field

| Go To...| [®] welcome, 4and press Enter
OR

Click the Banner form name from the ‘Banner’ folder l‘-"“""""

Click Financial Systems folder | =/fmessial Systams [Frinancey

This will open the folder for all the finance areas:
Financial Systems [*FINANCE)
~JGeneral Ledger [*FINGENLL)
- Finance Operations [*FINOPER]
I Stores Inventory [*FINSTORES)
—JPurchasing and Procurement [*FINPURCH]
~JAccounts Payable [*FINAP]
) Budget and Position Control [*FINBUDG]
— Fixed Assat [*FINASSET)
—JCost Accounting [*FINCOST]
JEndowment Management [*FINENDOW]
~J Accounts Receivable [*FINAR]
- Rasearch Accounting [*FINRESEARCH]
~JElectronic Data Interchange [*FINEDI)
—J Archive [*FINARCH]

Click General Ledger -~

Click General Accounting Query Forms Guneral Budget Quaery Farms [*FINGBUDQ)

Then you will get a list of forms:
General Accounting Query Forms [*FINGENLQ]
[2) Executive Sumary [FGIBDSR]
[2) pirect Cash Receipt Summary [FGICSUM)
[2) pirect cash Receipt Inquiry [FGIDCSR)
[2) pocument Retrieval Inquiry [FGIDOCR]
[?) General Ledger Activity [FGIGLAC]
[2 Journal Voucher Summary [FGIISUM]
[2 General Ledger Trial Balance [FGITBAL]
[2) Trial Balance Summary [FGITBSR]
[2) petail Transaction Activity [FGITRND)
—JGeneral Budget Query Forms [*FINGBUDQ]
~JGeneral Encumbrance Forms [*FINGENCQ]

Navigation Hints:
Tab to move forward field by field. Shift + Tala to move backward field by field
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Next Block to see data after key block info has been entered or to display the
continuation of the form. If tabbing does not take you to the desired field, then next
block. Rollback to get back to the top of an inquiry form (i.e. FGIBDST).

Creating a Personal Menu (My Banner)

Enter form name in the Go To box LE"—IQ--———' ~¥] Wwelcome, ¢

Right click within the form.
You should receive a box like this:
Rollback
Save
Exn
Pont

Add to Personal Menu

Click ‘Add to Personal Menu.’

Maintain, add or delete from your ‘My Banner Folder’
Enter GUAPMNU in the Go To field and press Enter.

Object

Enter the Banner Form Name in the first object field " (i.e. FGIBDST).

Press the Down Arrow to add additional forms. The title of the form defaults into the
description field. (To edit the description, click the description and make changes.)
Click save (F10).
Click exit.

10

April 2011



Log off and back on to refresh the “My Banner” folder OR click the menu link on the

Products: ~ Menu | Site Map | Help Center

right hand side to refresh the list.

To access the form, open My Banner folder, double click on the form.
To delete an existing form on GUAPMNU, click the Record menu and click Remove.

11
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How to Query Budget Information

Enter FGIBDST in Go To field and press Enter.

Fle Edt Qomors Block [rem Sacord Query Tooks Hek ORACLE
(%] HmEas % DE Q Q& X

1 Oroasi ston Budoet Status FOGIOST 0 (

Chart: e |* Organlratian: +ocex ¥ Purthaung

Fincal Year: L . fne 1 0onm ¥ Cument Unrestricted £A0

Index . Progrom: 4 . Carver o Adrn arvd Lognited Sery
Acooent N ¥ Opetetry) Dxperaes
Actoest Type: .
Activity:

Comant Trpe: Lacaton

Normally, unchecked for  [me————
Accawst Type Titke Adjested Radger viud department ORGs. Rolosce

YL £ Pari and Supohed :

R L ) ¢ . 990 4%
’" _ N %ot 124 82 3 1443
JT £ CowormetVurnaure len LA A 10418

Account Type Column: e :

R-revenue e 1043 03 L4000

E—expense o =0

L-liability - — - v —
Nt Tetal 4

Chart E (EKU) defaults, or enter F (Foundation).

Fiscal Year - defaults to current (07/01/10 — 06/30/11- fiscal year 11).

Index — leave blank.

Query Specific Account — leave unchecked.

Include Revenue Accts - uncheck to exclude Revenue Accts for Department budgets.
Commit Type — leave at Both.

Orgn - enter organization code for department. (Click the drop down menu to search
for your organization code). The Fund and Program will default from org code.
Account - enter 700000 to view operating expenses only for department orgs without
revenue accounts - employee salaries & wages pool account is 610000. Employee
benefits pool account is 620000. OR

Account - leave blank to view revenue, salary & wage and benefit accounts.

Acct Type, Activity, & Location — leave blank.

Available Balance Column — displays balance for Department’s operating budget on
the bottom line.

12
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How to View Budget Summary Information

Note: The budget forms on pages 11- 13 can be accessed from FGIBDST by
clicking on the Options Menu at the top of the form or Right-mouse click a blank

area of the form. These forms can also be opened by direct access at the Go To
field.

From the Options menu on FGIBDST, click Budget Summary Information (FGIBSUM)
Revenue, Personnel (wage & salary & benefit) and Operating available balances;
Exit to return to FGIBDST.

o Organzation Budget Summary FGIBSUM 8.3 (TEST)

Chart of Accommts: ¢~ Organization: 420500 *  Purchadrg Commit Indicator
Fiscal Yeanr 0 1T Fand 130000 ' CaTent Unrestnated €606
Account Type Adjurted Nudget YTD Activity Commtmentsy Avalable Dolance
Fevern
Pevsontel Evperniyres a™ .15

Operatng Erpendtures ITAM 04 20,545 5% 345.22 627526

Transhers

Net: Revenue minus
(Lebor » txpense » Tramfer) S AL LG 406 05500

Total Commitments: 345.22

To view transactions by account code, highlight a specific account on FGIBDST and
from the Options menu click Transaction Detail Information (FGITRND).

13
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To view a requisition, purchase order or an invoice from FGITRND, click Query
Document (by Type) from the Options menu and next block to view information within
the document.

Document codes that are common on the transaction detail information include:
R0000000 - purchase and central stores requisitions

P0000000 - purchase orders

10000000 - invoices (regular & direct pay)

PCO000000 — procard

Transaction types that are common on the detail information include:
HGNL - HR Payroll

REQP - requisition

PORD/POLQ - purchase order

INNI - direct pay invoices

MCST - computer store

MPRT - printing services

The column entitled FId on FGITRND indicates the money usages by transaction. The
most common codes for the Fld column include:

RSV - reserve - requisition

ENC - encumbrance - requisition or purchase order

YTD - year to date amount for every transaction

OBD - original budget

To view outstanding encumbrances (requisitions and purchase orders) for your
Organization, from the Options menu on FGIBDST, click Organization Encumbrances
(FGIOENC).

W ORpanaatione Eraumiearcs Lt PICENC 4201 (TIAN)
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To view the encumbrance (REQ or PO) balance, from the Options menu on FGIOENC,

click Query Detail Encumbrance Info (FGIENCD).

Desirgiios Doty wio Bonwmis Machurad Slales Topel *

Dote Extablnbed:  0oare 0020 Balewn we 2t Vendor: WHOOM I B Budr it Maihed

Itee: © DOt ALiinating Dn et

Legarnie ! Fincel Year: 1@ Slaten Commnit Indficator: U

COM Indee Fund Ovgn Aot Preg LU Lan Prug

e 1.9 0004 o Lo

[ncumibrence: e 22 Ligeidation: Relance

Tramiae thom Dale Tape Datwment Cade A lhan Transathnn Awemsdt Mewmawing Ralawi e
3003 oes rOCEIND M8 22 Ma 22

v LLc
X1 AN J918 o™ PARTLD

ENRELD

Exit forms FGIENCD and FGIOENC to return to FGIBDST.

How to Query Grant Budget Information

Enter FRIGITD in the Go To field and press Enter.

' b - ORACLE

- dEene % o ) “ x

et o e - - e Yo

Rt c e et depesivetes -

Prvw - - v Lon wwm .

Sv—" |y -: s . et ey Fund .

N Boe e COTYE 0 Information:
Click

A st Vg Sl drd Babyet bty | em—tm—. Bratebie bowm o

BAMNE L D Rt A S am L) e Cam ROIIbaCky

= e — \checkmark
Fund
Summary and
Next Block.

At Tt

Chart of Accounts — defaults to E (EKU).
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Tab to Organization field — enter organization code for grant (Click the drop down menu
to search for org code). The Fund and the Prog codes default from the organization.
Grant code defaults; normally the grant code is the same as the org code.

Next Block after entering organization code.

Adjusted Budget column — pool budgets for employee salaries & wages, employee
benefits, operating expenses & F&A (Facilities & Administrative) cost.

Activity column — money that has been expended for purchases, salaries etc.

Available Balance column/Net Total Row — displays remaining money to spend.

Activity Column/Net Total Row — displays money expended from grant beginning.

Summary information viewed with Fund Summary checked on FRIGITD.

Ovaie Dt Fumms Suniorw - Wrks Opew » HOUITD

Tond Code ke Sdjuried Badgr Mty Comwniivnend Bvobabie Palaw e
WA RDF wemens Tract Basogud Sarvey asmm WNL- L] 1A7
Nt T

Aidwant Tupe Do rigfias Adjated Radget Mnely { smwndvnend Bvobabie Daluw v

How to Query Grant Transaction Details by Account Codes

From FRIGITD, under OPTIONS - click Grant Detail Information (FRIGTRD).

W9 e wted inkormanon mismol | 8 1) | b 8 8 X
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How to Query Student Organizations. Foundation Funds or Grant Funds
Enter FGITBSR in the Go To field and press Enter.

Use FGITBSR to view the claim on cash for those organizations that do not have
budgeted monies or to view fund balances.

Enter F in the COA field for Foundation funds or E for Student Orgs and Grant Funds
Tab to Fund and enter your fund code or student org code (click the drop down menu to
search for fund).

coa r " Fasherr b adost 3 Usvverslly Fhuial Your

Vot 1 *  Npha Deits B Educeton O Fund Type

P . OF Aot Tupe

At L] Carvest

Tupe Soowwst Owririghien Vo e Ve oK

B i Clown (m Conh - . <«

Highlight the Claim on Cash account.

From the Options menu on FGITBSR, click Query General Ledger Activity Info
(FGIGLAC) to view payments (credits) and deposits (debits).

Chan .ie Parind Toce Your . i
V- . At

Sucwant Tramiaction Date Tyee Ostwmon Owrorgtes L e
ST | LIRLUR. g e st Lt ol O “%® 0
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How to Create a Purchase Requisition NOTE: Purchase Reqs are pot for ordering

paper from Central Stores. Central Stores
Enter FPAREQN in Go To field and press Enter. Req instructions are on page 29.

On FPAREQN click Next Block for the banner system to generate a requisition number.
NOTE: Do N reate or Assign r own Requisition Num

Reguisiton: | | ks

requisition number OR you can type the word “NEXT” in
the Requisition field; then ‘next block.’

Ctrl PageDown is the keystroke equivalency.

Click ‘Next Block’ for the Banner system to generate a

Click the ‘Block’ Menu and click Next for the menu
equivalency.

Broer NEXY G0 M ave BLANC IO SU0M IBE BEASMGATHNT OF GADGF QOCWITENE Pumber, Piss s MNEXT FELD % 30Vt 30y MDA
Farosd 11 | | | | | «0aC~
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10 Transaction Date:  0$-SEP-2010 <\1,
Double click the

Comments: Docu :
Calendar icons to

select the date or
enter the date

ancing/C

Tipton

i
Y < 6 . 8 ra Code
sstern Kentucky Uni 12 13 14 15 16 17 18
19 [20 [ =22 22 | 2 24 25
26 27 28 29 30
- _ | I l i
Today ) OK ) Cancel )

Header Information

eur e D Trats s Dute LR L T e e Neipenie

NeXt B|OCK tO e D < aama——nty (oe wamowd Fowt
navigate ek
between tabs.
Bl TR ey AT A s Gy L e s
Fagew ihor Twove Tehm . " .
Oraett IS Dot todvstvgy mos e e, . E.nt.erArea code in the first block; last 7
on " peyeerer— e e <«——— | digits in the second block.
LE Fan
Shp e - i
Whoeet Lee 1 P b onen Al Lhasey Comtant
Showet e > - ratin Tw |
St Line »
Vuiday [

Delivery date - at least 1 week beyond the current date.
Requestor name - defaults from logon.
COA defaults to E; change if necessary F/IFoundation.

Organization — enter assigned dept or grant code if known

OR click the drop down menu to search, from FTVORGN click enter query (F7), enter
org title, click execute query (F8) to begin search; highlight desired org code and click
select to retrieve code to FPAREQN.

Email address — enter your EKU email address. Once Purchasing approves your
requisition & creates a purchase order, they will email you a copy of the purchase order.
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Phone number — enter EKU phone number.

Ship To - enter code assigned to department or click the drop down menu.

After clicking the drop down menu, highlight and click OK to select the ship-to-code for
your department.

Note: If the Ship To address is incorrect or needs to be added to the list, please email
the Purchasing Department at purchasing@eku.edu or call 622-1482.

Attention To - enter the person’s name - who will receive the product or service.

Important: If the vendor has emailed or faxed a quoted price for the goods/services
ordered, include this information on Document Text (FOAPOXT). Also if the vendor
has a fax number to be used with purchase orders, include this information on
Document Text (FOAPOXT). Document Text should include any pertinent information
to be used by the vendor or the Purchasing department.

CIICk the Transaction Date: osee2010 oA In Sespense
Optlons Comments: Document Text
Menu & Attoanting Tetal:
select
Document Verdor Indormaon semadty Mccountng Balsncing/Compietion
TeXt Fegueiter: Surerew Tohon
Orpeatzation: 320000 T]isdsrmeten Techelgy Aceden Ares Code  Phane Num
COA £ lzastern Kestacky Uneverssty Phane: 219 21049
Emeil: P
Ship Te MRCH .
Street Lioe 1: Centact:
Strest Une 2: Attestion Te: |
Street Line 3 r Ay

Press the down arrow key for additional blank lines; no word wrapping.
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Teeh Type . - Conde [ {hange Sequrm e e \awiher

Vendar wiaa »

Commadity Deroriptinn:

Madty Clanin: e Copy Commadity Tomt Cwlauht ncremmnt:
Leave print option

— e e — ; checked for info that
‘  is important to

vendor or
Purchasing;

uncheck for
unimportant info.

Click Save (F10) and then click Exit to return to FPAREQN.

Next Block to access the Vendor Information.

Vendor Information
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Order Date; ov-ser-201s ) Trensaction Datec  ov-ser 2010 0 Ia Sus
Delivery Date: a»ser20e G Carmments: Docus
Commodity Tatal 000 Accowmting Tetal: 303

soguesceebrory Intomaron [ EREIIER Connedtyiscccunting Balanding/Ce

Yendor. OO0 a2 'I'vo‘l\..b Mo

Address Type! »cf [°) Sequence: | 1 7| Dicsust iy
Tax Groupe

Street Line 1: 200 west Chicago Street Currvacy: M |

Strewt Line 2:

Street Line 3

Chty: B N
State or Pravince: M Lip or Postal Code: 4550
Netian
Comact:
Emait
Ares Code Phose Number Extension
Phoae:

Fax:

Vendor — enter id number or click the drop down menu.
*To search for a vendor, follow the instructions on page 31.*

Address Type defaults to PO (purchase order) if available;
Exception: Some vendors only have an AP address code.
To verify address information for the vendor id selected, click the drop down menu for
address type.

Nevecger | oew

Fée L0 Bock e Betord

@R He8s %Y

INCR §

A8

Méress Type i

Sequesce Nuwbier 1 Sarest Line 1 VLD Eden Averge

Sowrce: - Street Line 2

Fram Date: aL-Jon- 200 Sarest Line &

To Date!
Oty Cncnass
State or Praviece: v EIP ar Pastal Coder 45000
Netien

Mdress Type o |

“oquesce Nunber 3 Street Line 1 A0 L300 Averae

Soerce! - Shreet Line 2

from Date: LA D002 Shrewt Line 2

To Date:
Cy vews o
State or Proavisce: <o LIP or Pastel Code: 45200
Netion:

Contact will only populate if a contact was recorded on the vendor record.

Discount, Tax Group, & Currency are not required and should be left blank.
Important: please READ!
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A commodity is a type of good or service purchased from a vendor. Select a
commodity code that best describes the good or service that you are purchasing.
DO NOT:

* create your own commodity code;

* ntral I mmodi with purch requisitions;

* use commodity codes that have a termination date.

When a next block is performed after entering commodity info, the account code
that defaults as part of the FOAPAL is the same as the commodity code.

 ROGueiiton Entry: Commodty Mtountng MYAaLON 0.3 (TesT)

wegunitien

Order Dote: »ser20ae BN Tramactian Date: SEP.201 Y/ 1n Sespemie
Delivery Date 2)5erQ o Camments Dacwmest Test
Commodity Total Accousting Tetat
_ Tab and
ReguestoDekvery Informanon Vendor Infarmation — BalnorQ Coroknon Next
U™ Tax Grow Quantity Uit Price B k th
1tem of U X tatended th ocCl ru
e
Cammedty Descrigtion Olscommt:
- - rdcitiensl screen.
73090 CoupmantTurriure Late Than §5,000 Commadity Text Tax:
e Toat Comemadity Line Total
Add Commediy
Distridvete
TOAPAL of Hemainiag Commoadily Amoust: NSF Owverride .-
NS Suspense Extesdedt
COA Year  ladex funé Ovgn Acct Prog Acty Locn Pro) Ohcosmt:

Commodity — enter the commodity code or click the drop down menu to select the most
appropriate commodity code for the item(s) you are ordering.

Description — Delete the defaulted description and enter the item description from
catalog, web page, etc. If the description field (50 characters) is not sufficient, from the
Options menu go to [tem Text. From FOAPOXT (see page 18), next block, enter
description, save and exit back to FPAREQN.

U/M — enter unit of measure or click the drop down menu for values.

Quantity — enter number of item(s).

Unit Price — enter amount (No $ sign; enter decimal/cents if applicable).

Extended (cost) column — tab to populate.
Next Block to FOAPAL, tab across to populate FOAPAL & amount for that item.

Note: If commodity code 743560 (PSC) is used, enter the dollar amount in the quantity
field and enter 1 in the unit price field.

When entering multiple commodity codes on one requisition document, enter the first
commodity code information. Next block to FOAPAL. Tab through and enter necessary
information. Previous block back to the commodity block and repeat steps until all
commodity and FOAPAL information has been entered.

Note: DO NOT enter a FOAPAL string with 0.00 (zero) dollar amounts.

Requisitions with zero dollar amounts wil] be disapproved.
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To enter an additional FOAPAL string, press the down arrow key from the COA field,
Tab and press the delete key to delete all of the defaulted information, continue to tab

until cursor is back at the COA field.
COA defaults to E; change if necessary.

Tab to Orgn - enter dept or grant code (fund & program defaults from org code).

Acct - enter account number or click drop down menu.

An Account number (code) is used to classify expenses; expense account codes

begin with a 7.

Ovacte Diwwiipen o Runtions - Wels Opes > FIRIQ

Repatr Cobvery v AnN Verudor (rdwmeaton _ L e S e

um~ Tox Groep Quantiny Uit Frice
New 1ol 3 A v 2 X 149 o Futended

Cemmodty Description

riswe T oA rlese Lets TN |8 000 Commadiny Teat Tan

1OAPM of ¢ bermvatneg (orvevsdiy breoand
atended
COA Year  ladex bund Orgn Acct Dhicasst:
) M - - M| Addtinnal

"R 110000 W0 Y190

Commodity
Code matches
Account Code

You can print any part of the requisition by clicking the print icon on the button bar

while creating the document on FPAREQN.

You may also print the full document from EKU Direct.
From this menu, click ‘View Document.’

Main Menu Personal Informatio

Scarch ==

Finance

[ 1) Budget Queries

ﬁ Encumbrance Query

[_‘] Approve Documents
View Document

D Delete Finance Template

[Y) Budget Status Report

Choose type: Requisition + |  Document Number

| ROO26858

Next Block to Balancing/Completion
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Requistios: SOOI %Y

Order Datec ov-Ser-20a0\Gl Trassaction Date: ov-sar-tae S Ia Sutpente
Delivery Date: 2)-5ep-2010 BN Comments: Docament Text
Commadity Totak SO0 Acoswnting Total 0

Foouestor Dekvery INfomaton Venaor o oMoy MAC0ounmng _

Vender PIOOOAI4L Tha"Bock mocse sranca Tionon
o L Lavtere Keehpcky Uneversdy

Ovrganiratianc 120000 Iorrator Techs

Correacy:

fxchange Rate:

[agent Arvoraed 2900 2

Stabus
BALANCED

Trpat
Approved Amoust:
DISCount Awaent
Addticnal Amosrt
Tax Amaant:

BALANCED
DALANCED

BALANCED

Complete m In Process: =)

Click Complete if the commodity/accounting is balanced.\ he requisition number is
displayed on the hint line at the bottom or is in the ‘Requisition’ field above the order
date.

Document RO0D30569 completed and forwarded to the Approval process

If you don’t want to complete the requisition, click the In Process button.

When you are ready to complete, access FPAREQN and enter the req number in the
document field and proceed to completion. If you don’t know the req number, click the
search box from FPAREQN :

Requisition: | 'LI\

click enter query (F7), enter your name in the requestor field (case sensitive), click
execute query (F8) then find the correct req number and click select.
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To split the purchase of a commodity item by a dollar amount between multiple
organizations, tab through the FOAPAL info until the cursor is in the USD column field.
In the USD field, enter the dollar amount to be charged to that organization code.

After the U.S. dollars has been entered for the first FOAPAL string; tab to the COA
(chart of accounts) field and press the down arrow key.

Tab and delete all defaulted FOAPAL info; enter new Orgn code (fund/program
defaults). Enter Acct (account) number (normally same as commodity code) or click
drop down menu to select an account code from list.

Enter dollar amount in the USD column.

Cammmading ¥ atan B manting Tateh

e seriir/mivery Irformpson P ——— s ey TS

- Vas Grese Guantiny it Sebie

e ovraity Ve 1aription O

To split the purchase of a commodity item by a percentage, tab through the
FOAPAL information that has defaulted until the cursor is at the Extended field. Click to
check mark the Extended field and enter the percentage to be charged to this
organization in the USD column. (ex. 75)

Tab to the COA field; press the down arrow key to enter second FOAPAL string.

Tab; press the backspace key to remove defaulted FOAPAL information.

Enter Orgn (organization) code (fund/program defaults).

Enter Acct (account) number (normally same as commodity code) or click drop down
menu to select an account code from list.

Enter percentage in the USD column.

s Tan Grosp Quantity it Price
e : ol . A . 1 X 3 I stwnded
Commadny Oercrigtion PR
- - Additional:
Faoase A CanEQar aon, et 11 Commadity Test Tax
Mo Tewt Commandity Line Tolal
AdE Commedity

Destribnnt e

FOAPAL of " [ < Mty A 1.3% NN Oewrride -~ S
" aleaded - e
COA Year teden " und Orgn Acen Prug Ay Loen Pre) st
- i ) ed A d w) o | d Addiienal

Yax:

» o4 L0000 00 rioese L3}

FOARAL Lise Tatal:
Commadty Acceunting Tatal:

TerEe B
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How to Delete an Incomplete Requisition

NOTE: Completed requisitions cannot be deleted; however user can contact
Purchasing to request that the requisition be cancelled.

Enter the Requisition number on FPAREQN.

Next Block twice to the Vendor Information.

Click Remove Record from the Button Bar.

The hint line at the bottom will display ‘Press delete record again to delete this record’.
Click Remove Record again.

Pop-up message: All commodity and accounting records will be deleted; click OK.
Hint Line displays: Deletion of requisition is completed.

How to Copy A Requisition
Enter FPAREQN in Go To field and press Enter.

NOTE: A Requisition has to be completed and approved before it can be copied.

Click the Copy Icon (to the right of the drop down menu).
Enter the requisition number you wish to copy or search to find your requisition number.

Ovacte Dwwioper Fomms Rt - Wt Opes > FRAN

Pogeluition: sy <

o
\ Copy From

Hegen Den
Yendar:

Tab to populate the Vendor name; Click OK.

You are now at the first block of the Requisition Form (FPAREQN) and a new requisition
number has been assigned.

Tab & Next Block through the form making all necessary changes.

Click Complete if the commodity/accounting is balanced.
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A Disapproved Requisition

If you have a requisition that has been disapproved, you will have a check mark to the
right of the Check Banner Message link, when you log in.

Go Te *] Wekcome, K. Tpton Products: = Me

—d My Ranner
_inarner .
I Student [*STUDENT) Click for message.

e Patyeor
JAdvancemant [ *ALUMNT) \ Pk Barvier Mescages
I ch to v

~JFinancial Systemns [*FINANCE)

wd Human Resowurces [ *1RS)
~JFinanclal Al | *SLSOLRCE )

) Corearal | *GENERAL)

J Document Management Sulte [ *DOMS)

JEN Baports [ *UEL R PORTS ) PR o
) Barner SBecurily [ *SLCURITY)

Mecglest TIFTOASLIANY ) & Toten Saveder  TITONMLIAN e Matrane O  vTiew oead
Mestage: DOCTMINT F4 DEIASPROVED - Metd e CAMIGS SOCOUE Pumber 30 F10a80 & Sewrce:  FOMMY
Reterence 1D: ~ Iewx L L]
Syviesc L L

Comglete * Peadin heedd Contuderiial
Hecpiont: v Sevnder Oune Tha
Merrage Source:

Releremce 1D: - Tem

On GUAMESG, read the comments given by the disapprover.

Click the pencil icon for additional details.

Write down your requisition number.

Click the Complete radio button, save and exit to delete the message.
(Check Mark will be gone from the Check Banner Message Link).

Go to FPAREQN and enter your disapproved req number (ex: RO030569).
Next Block and make requested changes that were indicated on the message.
Next Block to Balancing/Completion after changes; click Complete if balanced.

29
April 2011



How to Receive Delivered Item(s) for a Purch Requisition

Enter FPARCVD in Go To field and press enter.

»
ORACLE

s vakd : Check

V- : FOIDOCH to

v by . obtain
Purchase

Packing o Order Number.

o hans s «" e eer tem Aret dm

Receiver Document Code - enter NEXT to generate a Receiving Document Code.
Next Block

Receiving Method — select method from list of values if applicable; not a required field.

Carrier — leave blank; no list of values available; not a required field.
Next Block

Packing Slip — enter packing info; If there is no packing slip, use the Purchase Order
number.

Bill of Lading — leave blank; not a required field.
Next Block

Purchase Order — enter the PO number that reflects the goods/services being received
Radio Button Receive ltems is clicked ON by default.

Receiver is not finished: continue receiving instructions on the following pages.
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From the Options menu, click Select Purchase Order Items.

4 Oracle Developer Forms Runtime - Web: Open > FPARCVD

File Edit (ol

AR Receive All Purchase Order Items [“Xj ' g ' @J { B] &] [ S _J,f" | «&

Select Purchase Order Items [FPCRCVP] N

Block Item Record Query Tools Help

................................
................................

'z5 Receivi

B
Receiver Document Code: |Y0031983 ¥

Receiving Header

Receiving Method: | d

Carrier: M

Date Received: 15-JUL-2010 ‘Q lext Exists
Received By: TIPTONSUZANNE

From FPCRCVP, choose the Receive All option or Add ltem.
Click Save after choosing receive all or add item.
At popup prompt Close form? Click Yes

e et o ton Sl s Receive All
option: all items
- ety P from the
rom ——— dabis W Ouantty  Acseptad rom

A requisition have
T m : been delivered.

Do not use
Click Add Item to include only Receive All with
the items actually delivered. personal service

contracts (PSC).
Use Add Item with PSC’s.

If Receive All is selected: User is returned to FPARCVD.
Receiver is NOT finished.

Next Block to view the commodity information.
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S radaiond Current field is
populated and
v Tebew  Comes Final Received is
N check marked
from RECEIVE
ALL option.

Next Block and Click Complete.

If ADD ITEMS is selected: User is returned to FPARCVD.
Receiver is NOT Finished.

Next Block.

Current — enter the quantity or amount for commodity item 1 that has been received.
Use the down arrow to enter quantities or amounts for additional commodity items.
Next Block and Click Complete.

. o

R Stentaal T - Enter the quantity
' : : : ' or amount for
Fe each commodity
Sevetmse — : item received.

et oA

NOTES: Create Receiving documents for Purchase Requisitions Only.

More than one Receiving Document can be associated to the same Purchase
Order.

IMPORTANT: When the last receiving document has been created and fulfills the
purchase order, click Einal Received to indicate that every commodity item has
been received for the ENTIRE Purchase Order.

If user receives vendor invoice, forward to Accounting with receiver number
included on the invoice.
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If call from Accounting regarding receiver, go to FOIDOCH and make sure that the
Receiver document has been completed - (status code of ‘C’).

How to Delete an Incomplete Receiver

View FOIDOCH to verify status of Receiver: if no status code; then receiver is
incomplete. Incomplete documents can be deleted by the user.

Enter FPARCVD in the Go To field and press enter.

Enter the receiving document number in the key block.
Next Block to the Receiving Header.

Click Remove record from the button bar.

Click Remove record again.

Watch the auto/hint line for instructions/comments.

How r A Central res R isition

Enter FSAREQN in Go To Field and press enter.
Enter NEXT to generate a request number and Next Block.

e Dwwwteges Summs Sursiomer  Wovte Opm + PASION

Hegprearor

Tram: o tmn Owne . ) Dulvary Dade 4 a0 Camenl Dute

Foqurtur e Pee ' " Fatewbem

et - . Moarein s " J ety et et e
Oacument Towt §bshs = Swgenie Predrs

Comrarmd My Dota
e e we Geamdty Fwhended (ol Caipreie

Accourieyy Data
caqarnie Smber 811 g By ord ( st

Ohart ol
MO Yo [ taws Oopanivatinn Adceest Py am Ay Lacation Prepect
. . . . . . . . .

Transaction Date defaults as current date.

Delivery Date — enter current or next day’s date.

Requestor — enter your name (If a large item {i.e. Desk} is ordered, enter the building
and room that the item needs to be delivered to in the Requestor field also.).

Phone — enter phone number including area code.

Ship To - enter code or click the drop down menu and select from list. NOTE - If you
want all, or part, of the order delivered to a location different than the ‘Ship To’ location,
enter that building/room number after the Requestor name.
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Feqee XY

Requestor

TrematBon Dale naasny ODwlivery Dele: 30 04M 2003 1) Concel Dote
Reguester swse Tgr Portng ) Phone: Extenvion

Ship T g hd SEESCEE Mddress ’ o atve pan-1Y Mislding
Dotumest Towt Bty o 7 NSE Cheching In Suspemie A

Address, Building, and Floor will default from ship to code selected (if you do not see
your department listed, please contact the Purchasing office 2-1482.

Next Block.

Commodity — enter CS commaodity code (i.e. CS304993) or click the drop down menu
(To search: click enter query (F7), enter keyword for stores item using %, execute query
(F8) then highlight and click Select).

Quantity — enter quantity.

Extended Cost is populated from entered quantity.

Next Block.

Chart of Accounts - E defaults as well as Account 740070 (Central Stores Supplies).
Tab to the Organization field; Fund and Prog will default from org code selection.

Tab to the Percent field — enter 100; Tab to populate the total Amount.

Next Block to Balancing/Completion.

NOTES: Central Stores Requisitions can only be created for Chart E Org Codes.
Foundation (F) chart users should contact the Accounting Department to obtain
an alternate Org code. NO Receivers are created for Central Stores Regs. Central

res cr nl Ticket that lists the items ordered an ins th
requestor’s signature. If CS item needs to be returned, contact Central Stores to
coordinate pickup of item(s).

How to View Documents and the History

Use FOIDOCH to view existing documents (complete and incomplete), check the status
of a document and to find associated documents.

Enter FOIDOCH in GO field and press Enter.

Enter the Doc Type or click the drop down menu to see the available values. The
document type for Purchase Requisitions as well as Central Stores Requisitions is
REQ.

Tab to Doc Code and enter the number of your document, or click the drop down menu
to search for your document.
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DeOmneat Fpgt.  SE0  * MeGuatior Detumment Code
Srguntion Stetn ne R Parchare Order  Stotn e Stetnn

Ieemaw Mot Chaen e Srtern Mot Wi wiver NMatar

To search for a requisition number, click the drop down menu at Doc Code.

From FPIRQST: click Enter Query or (F7), enter the Requestor, Request date, or the
Vendor Code to look for your document, click Execute Query or (F8) then

highlight your choice and click the Select button (double click). This will insert your
document code number on FOIDOCH.

Next Block from the Doc. Code on FOIDOCH.

From the Options Menu, click View Status Indicators to check the document status or
click Requisition information to view the document itself.

To view any of the associated documents, highlight the document of your choice
and from the Options Menu click (document of choice) information. Then next
block thru the document to view information. If you are viewing check info, enter
VE in the bank field on FAICHKH.

How to Query Vendor Information

Enter FTMVEND in the Go To field and press Enter.
(If searching for vendor id from FPAREQN, follow instructions below from screen print.)

Use FTMVEND to see if a vendor exists in the production database or to view
information about a vendor such as: vendor id number, purchase order or accounts
payment address, and/or telephone number.

Click the drop down menu from FTMVEND; opens FTIIDEN.

Oracle Dewwloper fomms Runtirwe - Wetx Open > TTMVIND - ITEIN

‘W Lrtty Nama /10 Search FTZDEN 9.3 (TEST)

“iddle ity Chane
w 1 a5t Namwe First Namwe Nave Ind iad v ¥ A [N P Tyoe

WOOMSSH  Accese Syitens

S Accest Serterss

& I

AR IR AR R
23 3 3
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Tab to the Last Name field — enter last name and first name if person or enter company
name in the last name field. Note: Use the wildcard % at the beginning & ending of
Capitalized keyword for the company name (i.e. %Accent%).

Click Execute Query or (F8).

Highlight the vendor record and click the Select button or double click the ID Number
field to retrieve selected record back to FTMVEND.

Next Block 4 times to view address information or click the Address Tab

Vendor type codes: PO - Purchase Order; AP - Account Payment.

If you can’t find a vendor after using wildcards(%) and a keyword search, please
email the Purchasing Department (purchasing@eku.edu) with the vendor
information including name, address, phone and contact information. Also a
Vendor Taxpayer Identification Number Request has to be submitted to the
vendor by the end user before the company/person can be setup with a vendor
record.

How to Query Expense Account Codes

Enter FTVACCT in the Go To field and press Enter.

FTVACCT can also be accessed from FPAREQN on the acct field drop down menu.
Use FTVACCT to identify expense account codes to be used on direct pays._

Chartof Accomt Data Account Internal
Accounts  Code Thle Type Entry Class States Type Effective Date Termination Date
€ 110030 Cash-Afthated Corp 11 Y A 10 01-200-2001

110040 sty Cath 11 Y A 10 01-20-2001
10050 Cash-Savngs Aot 11 \ A 10 01-20-2001
..... f A 10 01-20-2001 16-JUN-2005

10070 Cash-Change Fund i1 ' A 19 01-2-2001

=]
o
)
&
>
4
5
.
&
5
-

Click enter query (F7) to clear screen.

Enter E in the COA.

Enter 7% in the Account Code for expense accounts.
Click execute query (F8).

How to Query Commodity Codes

Enter FTVCOMM in the Go To field and press Enter. Pick the commodity code that
closely matches the description of what you are requesting to purchase. Remember:

never create a commodity code!
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Commodity Fixed Start Termination
Code Description U/M  Asset Stock  Date Date
(760500 [poMotUse C B W W ezoecaoos [z-aeazees

[710100 [Printing Ea [N forouizo0r | |
(710450 [Computer Equpment >¢s00 B [EA [N & [o-un-2005 |
710850 [audie Visusl Equip. >¢500 Buts [E& [N In [sooum-z00s |
[10700 [supptes ea [N foruizoon |
(710800 [Do Mot use ea [ [ [22-apr-200¢  [10-3UN-2004
710900 |Equipment/Fumiture Less Than |EA N [z3ounz00s |
(711000 [Educotional Supptes [ea N forucze0r [
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