FOADOCU- Document by User

Once a requisition has been completed, it is often necessary to go back later to view the document,
check the status, or to make changes. Banner INB allows you to view every document you submit, follow it

through the approval process, and even deny it to make any necessary changes. FOADOCU is the tool for

users to manage their documents.

e Navigate to FOADOCU
o Either type FOADOCU in the Go To field and hit Enter

o Or place the form in the My Banner Menu and use the shortcut

-
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e Enter search criteria in appropriate fields (use Tab key to navigate between fields)

Original User ID:  |TRAIND2 COA: r[ﬂ Fiscal Year: EE Document Type:  [REG Document:
Status: I:\ Activity Date From: @ Activity Date To: [@
Rocument  Document Change Activity Rocument fleny

o Original User ID: User ID of person who submitted the document
o COA:L
o Fiscal Year: FY document was submitted
o Doc Type:
=  REQ- Requisition
= ENC- General Encumbrance
= PO- Purchase Order
= JV-Journal Voucher (Budget Transfer)

= |NV- Invoice
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o Status:
= C- Completed (Document is in approval process)

= A- Approved (Document has been approved)

= |- Incomplete (Document is not in approval process, still awaiting your action)

= P- Posted (only for JV/Budget Transfer)
= X- Cancelled

o Activity Dates: Enter time period in DD-MON-YYYY format

Select Next Block (Ctrl + Page Down)

File Edit Cptions Block Itemn Record Cuery Tools Help
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| 2 Mext Block]
Original User ID:  |[TRAINDZ COA: |L—E| Fiscal Year: 'HE[ Document Type: REGQ Document:
Status: l: Activity Date From: @ Activity Date To: @
e0cumENL Document Change Activity —Document _Qeow )

Use the up and down arrows to navigate to the document you are looking for

To view the document

= Go to Options

=  Query Document

W Spproval Histary

CU 7.3.0.1 (PPRD

Document History

Original User ID:  |TRAINDZ COA: |L—F Fiscal Year: |03 [ Document Type: E
Status: l:l Activity Date From: @ Activity Date To: |—
Document Document Change Activity,
Status Type Code Sequence Submission Description Date

,A_ REQ ROS49699 |Harris office Furniture Company 1 |z3-FER-200
E REQ RO549700 LU Information Services |za-FeR-200
lc_ REG ROS49701 [Pastmaster, UsPS [23-FEB-200
R P I T— e = = = feassaasal|
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= Use Next Block (Ctrl + Page Down) to navigate between the different screens

Commadity Total: |

Requlsition Copled From: |
Orlyin:
Reference Number:

Requisition:
oOrder Date: |27-mAR-2000 Transactlon Date:  [27-MAR-.
Delivery Date: [10-apR-z008 Comments: |

27,00 Accounting Total: |

Print Date: [ cancel Date: [
Activity Date: [26-mAR-2008 User 10:
cancel Rason: [
Requisition:
Document Type: P PROCUREMENT
v I Order Date:

Delivery Date:

[oawnes Commodity Total:

Z7-MAR-Z008
10-APR-2008
Z7.00

Transaction Date
Comments:

Accounting Total

uestor: Moe, Andrea
Requisition: lros25335] anization: 6510 |Financial Planning & Budgeting
Order Date: 27-MAR-2008 Transaction Dat] . "
Delivery Date: 10-APR-Z008 Comments: ‘-DhﬂnE. 5924901 Extension:
Commodity Total: 27.00 Accounting Tot.
b To: MM C
bet Line 1: |Liberty University Mmc
Vendor: L20001591 Lynchburg Specialty Engraving and Awards| et Line 2: Central RECEiViI’H] ,f Doaor M-7
nddress Code: [0 | Sequence Number: [ 1 pet Line 3: 100 Mountain view Rd
Street Line 1: 3018 Memorial Av ding: Floor: |
Street LinE 2 |LYnCthr’g
Street Line 3:
City: Lynchburg ke or Province: |VA Zip or Postal Code: |24502-2270
State or Province: [ua Zip or Postal Code: [24501 ion:
Mation: .
Telephone: 5+ [awozss | Extonsion: [ phane: (34| [5923312 Extension:
Fax Number: 434 [sdsae08 Extension: tact: [Steve Reaves
Contact:
Email:
Discount: ] u/m Tax Group Quantity Unit Price
Tax Group: [ wem [ 1 ot [ = ) I [ i % 11,0000 = Extonded: | 22.00
currency: Discount: | .00
Commaodity Description Additional: | .00
I |standard L0' Namaplates Tax: | .00
[ [Engraving Fee Commadity Line Total: | 22,00
[ [ Document Commadity Total: | 27,00
[ [
FoAPAL [ 1 of [ 2 ush
Extended: | 22,00
Discount: | .00
COA Year Index Fund Orgn Acct Prog Acty Loen Proj Additional: | 00
(] [or ) [stooe [rooe ) [este ) frewoer ([0 Jfooer | \ o |
[ oo | [esoon | [ooo | [ss:0 | [ravas | f60 foo | [ FOAPAL Line Total: | 2200
[ ( ( ( | [ ( ( ( Dacument Accounting Total: | 27.00
A
Pro8s NEXT BLOCK 1 navigats 1o Accourting biack.
N A AR TR
= Exit (Ctrl + Q) to return to FOADOCU
= (Click the Deny Document icon
Document  Document Change Activity Document Deny
Status Type Code Sequence Submission Description Date Amount Document
e e Ros49699 [Harris offce Furniture Company 1 [z3-FE@-z008 [ woem [ 2
E e RO549700 |Lw Tnformation Services [23-Fee-zo0 [ 140500 '
|c— REQ R 0549701 [Postraster, UsPs [23-FER-2009 [ 175,00
[ e ROS49702 [chronicl of Higher Education [z3-rE8-2009 | EEUT
[ [ee RO549703 [Biue Ridge Business Journal [pz-ree-20m | su (8
[ [ | [ [ [ [ [ Ir

Make changes in FPAREQN- Requisition
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To view the approval history

= Go to Options

= Approval History

Ciptions

Uracle Developer Forms Runtime - Web:™ Open’ = FUADGOC
Block Item Record Query Tools Help

Yem Docum Approval History

Docurment History

@« QueryDocument §) [ 3 T | @B &y & | [X

BN I R SSCeeaaaa ettt

Original User ID: |TRAINI:|2 COA: |L_[T Fisd
Status: | Activity Date From: |_
Document Document Change
Status Type Code Sequence Submission
I.CT |REQ |R0549699 | | W
B REQ RO543700 | | LU I
|c_ REQ RO549701 | | Post

Boracke Developer Forms Runtime = Web:"Open™> FOADOCU™ FOMRPPHQ]

File Edit Cptions Block Item Record Query Tools Help

Document Change  Submission Queue Approved
Code Type Sequence Number D Level Approver's Name Date
W ke [ [ 2 pew [ o fwinw lz3-Fe-2008
[ \
1 [ [ | |
[ [ [ [

Exit (Ctrl + Q) to return to FOADOCU
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To view related documents

= Go to Options

=  Document History

Uracle Developer Forms Runtime - Web: ™ Open="Fl

[falulalgtl Block Itern Record Query Too

Documegnt History

Original User ID: |TRAINI:|2 COp
Status: | | Acti

Uracle Developer Forms Runtime - Web:™ Open’=" FOADOCU - FOIDOCH

File Edit Options Block Item Record Query Tools Help

’?;E_EWIZIE'LII'I'\E‘Ht History FOIDOCH 7.3 (PPRD)

Document Type: [REQ F Requisition
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e Exit (Ctrl + Q) to return to FOADOCU
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