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BANNER FINANCE- Internet Native Banner

Banner Finance is a module of the Banner database that records all financial
transactions. It is able to provide Budget Managers with up-to-date financial data to help
facilitate proper budget control. End users are able to create documents and manage
budgets using the Banner Finance forms.

This guide will teach users how to utilize the tools available in Banner Finance INB to
create requisitions, search documents, and manage budgets, encumbrances, and
transactions.

Banner Navigation

Menu Bar\

Toolbar m—— |

Banner INB uses online forms to enter and query information in the database. In
order to navigate in these forms, users will need a basic understanding of how forms work
in Banner.

e Navigation Logic- In order to navigate within Banner, users will need to understand
Banner navigation tools.
0 Menu Bar: Contains a variety of functions for Banner navigation.
0 Toolbar: Icons for common functions can be used instead of the menu bar.
When icons are grayed out, they cannot be used at that particular time.
o Title Bar: Form name, form code, release number, and Banner instance
(Production or Training) are displayed here.

|2 Oracle Developer Forms Runtime - Web: Open > FPAREQN = |

Record Query Tools Help

B @&

Eile Edit Options Block

() | 5 |

(PPRD)

78 Rec =ition Entry = =ry Infol - 4R
Clear
— Duplicate
P NE2 P!
Tltle Bar Order Date: z7-FEB-2012 [ Transaction Date: 7 20 [In Suspense
Delivery Date: =] Comments: " Document Text
Commodity Total: 0.00 Accounting Total: 0.00
[ Document Level Accounting
tor/Delivery Infarmation Wendor Information Commodity/Accounting Balancing/Completion

Requestor: Train 01

Organization: El Area Code Phone Number Extension

COA: U [T[Liberty university 7/1/09 Phone: | [ [

Email: Fax: | ‘ ‘

Ship To: 12TH =]

street Line 1: 12th Street LU Receiving Contact: [Receiving

Street Line 2: 1900 12th Street Attention To: [Receiving

Street Line 3:

Building: Floor:

City: Lynchburg

State or Province: |va Zip or Postal Code: 24501 Area Code Phone Number Extension

Nation: 434 5923312 -
A | »

Status Bar— Previous |

Record: 111 | | . | =05C=

0 Status Bar: Possible actions and error messages are displayed here. If you are
having trouble on a form, look here to determine the problem.



0 Shortcut Keys: Banner also uses keystrokes for common functions.

Function

Menu Option

Keystroke
Option

Toolbar
Button

Next Record

Record/Next

Down Arrow

Previous Record

Record/Previous

Up Arrow

Remove Record

Record/Remove

Shift + F6

Insert Record

Record/Insert

F6

Duplicate Record

Record/Duplicate

F4

Next Block

Block/Next

Ctrl + Page Down

Previous Block

Block/Previous

Ctrl + Page Up

Rollback

File/Rollback

Shift + Fy

Next Field

Item/Next

Tab

Previous Field

Item/Previous

Shift + Tab

Duplicate Field

Item/Duplicate

Enter Query

Query/Enter

Execute Query

Query/Execute

Cancel Query

Query/Cancel

Save or Commit

File/Save

Exit

File/Exit

Select

File/Select




Navigate to a Form- Banner allows users to either navigate directly to a form by
typing the form name in the Go To field or by opening the form from a menu
selection.

0 Go To field: In order to navigate to a form, type the form code or name in the
Go To field and hit enter on your keyboard.

ral Menu GUAGMMU 7.3 (TRNG2) - Thursday March 06, 2008

(*] welcome, TRAINO1

0 My Banner: This menu is user defined. Double-click on any of the form names
to begin using the form.

Oracle Developer Forms Runtime - Web

File Edit Options Block Item Record Query Tools Help
II>-<-a§I&V[ A1y

[ [xs) () [

B Requisition
B Requisition Query

2 pocument History

B Budget Availability Status
& organization Budget Status

B organizational Encumbrance List

0 Banner Menu: You can also navigate to a form by using the Menu located on
the General Menu. Double-click on any of the folders to navigate the
appropriate form.

Go To.. [_ Welcome, TRAINIE

£ My Banner
‘ABanner
[ student
[ advancement
‘AFinancial
[ general Ledger
JFinance Operations
Jstores Inventory
‘Apurchasing and Procurement

aRequest Processing

[ stores Requisition

B requisition Query




Navigate within a Form

0 Blocks: Data is organized into groups which are known as blocks. Blocks are
separated by a solid divider line or tabs within a form.

ER

0 Records: Information is entered or stored in blocks using records, similar to a
row on a spreadsheet.
B A E E
0 Fields: Each data value is entered or stored in a separate field, like a cell within
a spreadsheet. Note: When a record is selected, all associated fields are
highlighted.
|| Oracle Developer Forms Runtime - Web: Open > FPAREQN =@ =]
File Edit Options Block tem Record Query Tools Help
BoE BABE w7 BEE & & Toge | @ X
“r8 Reguisition Entry: Commo unting FPAREQH = (PPRD) =
Requisition: R0532754
Order Date: 2a-FER-2012 [ Transaction Date:  |15-MAR-2012 [ ["'In Suspense
Delivery Date: 15-MAR-2012 @ Comments: [ Document Text
Commodity Total: | 0.00 Accounting Total: ‘ 0.00
[ Document Level Accounting
Requestar/Delivery Infarmation endor Information Commodity faccounting Balancing/Completion \
ufmM Tax Group Quantity Unit Price
Item ’_ of ’_0 I_EI ‘ x = Extended:
Cnnm‘]itv Dmtion - F. ld Discount: 'ﬁ
] =] ltelas Additional:
M#\ [ [ commodity Text Tax: >- Block
“— | [ Item Text Commodity Line Total:
[ [ [ Add Commodity
‘ | [ Distribute
-
=~
FoapaL [ of [ | Remaining Commadity Amount: [ NSF Override %o uso
[ NSF Suspense  Extended: [ '7
C#A Year Irfﬂax ng OIQn n%ct PFQ Agv LFn l?gj Discount: [
Record A Ad | Ad | | | Ad] hd| Additional: [
_#’_ ’_ [ ‘ [ ‘ [ ‘ [ ‘ Tax: o ,7 >B10Ck
’_ ’_ | ‘ | ‘ | ‘ | ‘ FOAPAL Line Total:
’_ ’_ | ‘ | ‘ | ‘ | ‘ Commodity Accounting Total:
Enter commaodity code . Use COUNT QUERY HITS to call FPVPRD
Record: 111 <05C> -’

0 Queries: When searching for a specific record, queries can be performed to
look up data by using the Enter Query and Execute Query functions.

Co =




Personalizing Banner

Users have the ability to add personalization to their My Banner folder, color
scheme and certain menu options.

e My Banner Menu- To create a unique menu, double click on the My Banner
folder and choose the option Empty; Select to build.

File Edit Options Block Item Record Query Tools Help

IR ey E R

w8 General Menu GUAGKMNU 7.3 (TRNGZ2) - Friday March 21, 2008

Go To.. [*] welcome, TRAIN1S

B Empty; Select to build.
‘ABanner
[dstudent

[ Aadvancement

o Either type the form code in the Object field and hit Save (F10)

; Block Item Record Query Tools Help

]@@@IE@@I@[%IEI@I%@IE“I—i%H@I@lx

“sonal Menu
@ Object Description
. [FPAREGN Requisition

escrlptlun < ‘FP EQMN quuisition Query

= H Eﬁcument Histary

Code Maintenance [FGIBAYL [Budgst Availability Status

‘FGIBDST |Organization Budget Status

tie Tape Transmitter Data ‘FGIOENC |Organizatiuna| Encumbrance List
nt Override - ‘FGIENCD |Deta|l Encumbrance Ackivity
labal Palicy Optians Rules ‘ |
neous Results Ingquiry . @ ‘ |

nalysis [EI ‘ |

0 Or perform a search to find the desired form.
* Move your cursor to the left side of the menu in the Description field
and select Enter Query (F7).
* Type in the criteria of the form you are trying to find and select
Execute Query (F8). Banner searches are case sensitive and use % sign

as wildcard for best search results.
File Edit Cptions Block Itemm Record Query Tools Help

G-0 RaES %% SEE &

Sl Execute Quew B

TRAIN15"s Personal Menu

Type: |Orac:|e Forms maodule "’l

Description

[

|°.-“oTran saction %l




* Find the form and double-click until it is highlighted. Then select
Insert in the middle section to the menu.

TRAIN15's Personal Menu

Object

FraREy
Description W

‘Archlve - Detail Transaction Activity W
‘Archive List of Transaction History Documents ’W
‘Change Transaction Record Request W
‘Crad\t Card Transaction ID W

il g il Activity W
‘EDI Transaction 1D Rules ’7
‘EDI Transaction Inquiry [EI ’7
ECI Transaction Type Validation ] [—] ’7
}Grant Transaction Detail Forn fesit ‘
‘List of Transaction History Documents @ ’7
‘Mlsce\laneous Transaction Form - Finance @ ’7
‘Purchasa Card Transaction Maintenance ’7
[ &

0 Once the menu is built, select Save (F10) and close out of the form.

Type: |0rac|e Forms module v|

|»

0 Refresh the menu tree in order to view changes.

T’_@m*

@11 X

[

, 2012 09:1 ]

Products: BI Wenu I Site Map | Help Center
Refresh menu treel

Check Banner Messages

Personal Link 1

[T [ P

0 Double-click on the My Banner folder to display the added forms.

File Edit Options Block Item Record Query Tools Help

(BB ReaEE %2 & ey E [

v General Menu ¢ NI 7 (TRNGZ2) - Friday March 21, 2008
[*] welcome, TRAIN1S

S 5

B Requisition

E Requisition Query

B pocument History
B Budget Availability Status
B organization Budget Status

B organizational Encumbrance List

My Links- Banner allows personalization to menus and colors schemes. To access
the various display options, click Personal Link 1- Personal Link 6.

s B Menu | Site Map | Help Center

My Links

Check Banner Messages

Personal Link 1

Your first personal link URL

Personal Link 3

Personal Link 4



o Display Options

= Select “Display Form Name on Menu” to see form acronyms on
menus next to form name (ie. Requisition [FPAREQN].

Directory Options

Display Options

My Links

Display Options

¥ Display Form Name on Title Bar

[ Display Form Name on Menu

v Display Release Number on Title Bar

+ Display Database Instance on Title Bar

» Save (F10), Close, and refresh Menu tree to view changes.

File Edit Options Block Itermn RBecord Query

E Requisition
= organize My Banner

File Edit Options Block Itermn Eecord Query
L_.] V=] A= &5 9= e
,E.E_GEFIET'E” Menu GUAGMMU 2.4.2 (PPRD) - Tues

E Waealcome, Tra

Bl Requisition [FPAREQN]
E Organize My Banner [GUAPMNU]

Before

After

0 Color Schemes- Users can create unique color schemes for Banner menus
and forms. Be careful to make sure text is darker/lighter than background

colors to avoid “invisible” text fields.

= Select Drop Down for “User Value” for a specific field.

User Interface Color Settings

Description:

|Enter the RGB color code for non iconic buttans., =

Default Value: [r204g204b153

User Value: [r2049204b153

L) Sebeet coter.
Sreatches ||y | mga|

Descri

Defau

User ¥

e . -
_[Show color selection wmdow.] e
as, P

- 5

To restore default color scheme, copy the Default Value into User Value

fields.

= Select a color and click ok.

» Save (F10), Close, and refresh Menu tree to view changes.



Check Banner Messages

The Check Banner Message functionality in Banner is a way for users to receive

messages regarding documents that have been submitted. Anytime a document goes

through the approval process, a message from the approver can be created. The Check

Banner Message link is how users can see these messages.

e View Banner Messages- Click on the link “Check Banner Messages”

oL . |
Products: E Menu | Site Map | Help Center

My Links

Change Banner Password

Check Banner Messages <€

Liberty Homepage

Check Mark
that the user has unread

indicates

messages

Banner Support Site

Paolicies and Procedures

Personal Link 4

0 View Unread Messages

» Unread messages specific to the user will be displayed.

» Check the Complete button to mark messages as read.

|ACNOE Sender: |MAGURIDY

E”nndrea Lagos

Recipient:

Message:

Reference ID: | F|

’F_EIFinance

® Complete
——

* Save (F10)
0 Search for Message

System:

* pending “'Hold [ confidential

* Enter Query (F7) to clear the form

|Th|s docurnent has been approved. @

2a-mav-2012 [E| Time: [1445 ol

W EER

ROSE4195

Date:
Source:

Item:

= Add query parameters. It is recommended that users search by

document number, which goes in the item field.

Recipient: | Sender:

Message: || @

Reference ID: |

=

 Complete

System:

* pending " Hold [ Confidential

» Execute Query (F8) to return results

Date: @ Time: =
Source:
Item: 00523509




= Review all messages related to the document
e Sender: person who approved/denied document
e Message: Details about what action was taken
0 Highlight record with message that needs to be viewed
0 Click on Pencil icon to expand Message field

idrea Lagos Sender: |F‘SEDWP.RD33

ied. Please change date and resubmit if still needed. &lso, subm

0 Message will display in a new window

comment Text o

approval has been denied. Please change date and resubmit if still needed. 2lso, =
submit paperwork supporting the entry for approval. Thanks, Paul|

4

( QK ”Qancel)l (gearch)l

0 C(Click OK to close
e Date/Time: When action was taken
* Once messages are viewed, Close (Ctrl + Q) to return to Main Menu

FOIAINP- Approvals Notification

Each initial time you log into INB, the Approvals Notification page will be
displayed if you have items in your approval queue. If this screen appears, just close out
and continue to the desired form.

I %;E_.-".‘-.pprlj'-.-'a|5 Motification FOIAINP 2.3

Number of
Documents Document Type Message
,—E |Requisition |nwaiting YOUF Feview = |
3 |Journa| Document |P.waiting YOur review
2 |Purchase Order |P.waiting YOur review
1 |Inv0ice |nwaiting YOUr review




Requisitions

Requisitions are a request for a Purchase Order and are the means by which the
University procures goods and services. These requests are submitted using the
Requisition forms in Banner INB. The three main forms end-users will use to submit,
correct, query and research requisitions are FPAREQN, FPIREQN, and FOIDOCH.

FPAREQN- Requisition

FPAREQN is used to submit new requisitions as well as correct, update, or delete
incomplete requisitions.

Create New Requisition

e Navigate to the Requisition form [FPAREQN]
e Select Next Block (Ctrl + Page Down)

File Edit Options Block Item Record Query Tools Help

BYE RAEAER YT BEE A S IEEI

| I ” - -
~FHREQUISIEION FPAREDIM 7.2 (TR i -7 o5 o e el et e e e e et Tt e ]
Mext Block

Requisition: || - [

Enter Requestor/Delivery Information

e Date
0 Order Date is the date the requisition is placed. When the requisition is
initiated; this field defaults to the current date and does not need to be changed.
0 Transaction Date is the date that identifies which fiscal year and budget period
to apply the transaction. LU policy dictates that transactions are to be posted
upon possession so the transaction date should be the same as the delivery date.
0 GOODS- Use the date that LU takes ownership of the goods; in most cases
this is the same as the delivery date.
0 SERVICES- Use the start date of the services; this will be the same day as
the delivery date.
0 TRAVEL- Use the date of travel, unless a travel advance is required; if a
travel advance is required, the transaction date should be the date the
check is needed.

10



0 Delivery Date is the date when the order is needed. Since this denotes

possession, the delivery and transaction dates are typically the same.

o
o

(0]

GOODS- Use the date when goods are expected to be delivered to LU.
SERVICES- Use the start date of the services and detail the length of service
in the document text.

TRAVEL- Use the date of travel, unless a travel advance is required; if a
travel advance is required, the transaction date should be the date the
check is needed. By policy, travel advances cannot be issued more than 10
days prior to the date of travel.

Either enter the date manually and tab

F —-—
| £| Oracle Developer Forms Runtime - Web: Open > FPAREQN -
File Edit Qptions Block Item Record Query Tools Help
2 IE<B@I%»%TI@@I%I%IILEJEIIC’-I—"‘—I (@ I
g8 Requisition Entry: Requestor/Delivery Information FPAREQM 2.6.0.3 e
Requisition: MEXT
order Date: 09-FEB-2012 [ Transaction Date:  |29-FEB-2012 |
Delivery Date: 02-29-2012| @ Comments:
Commodity Total: | 0.00 Accounting Total: | 0.00

Or click the Calendar Icon to select from a calendar

r —
4| Oracle Developer Forms Runtime - Web: Open > FPAREQN -
per P

File Edit Options Block Item Record Query Tools Help

BN EBABEBE %W E @[%[%l@@l@ﬁllt?

8.1 (PPRD) -0

%3 Reguisition Entry: Requestor/De
- === FEBRUARY 2012 E15=
[
Requisition: MEXT P
Order Date: 09-FEB-2012 @ Transaction Date: | @ SUN | MON TUE | WED THU FRI SAT
Delivery Date: a-FEB-zn1z [ Comments: 1 2 3 4
Commaodity Total: | 0,00 Accounting Total: ] 5 3 7 8 9 0 1
12 13 14 15 16 17 18
[15 [z [= 22 23 24 25
oo (o (oo 00 [ (0
{ Today oK Cancel

11



Make sure that Document Level Accounting is unchecked to ensure that Commodity

Level Accounting is activated. If the box is checked after filling out

commodity/accounting information, the requisition will have to be denied and

deleted from the system.

|£| Oracle Developer Forms Runtime - Web: Open > FPAREQN
File Edit Options Block Item Record Query Tools Help

@l AABE B

ition Entry Delivery Information FPAREQM

. Regue

8.6,

[29-FER-2012 [

Commodity Total: |

Delivery Date: Comments:

0.00 Accounting Total:

wandar Tefarmatinn

Contact Information

0 Organization: Required

0]

0 Email: Recommended

0 Phone: Recommended

o0 Ship To: 12" Street Warehouse

K& & EE

Requisition: NEXT
Order Date: 09-FEB-2012 @ Transaction Date:

Carmmadity fAeennintinn

IR

29-FEB-Z012 @
|

[7In Suspense

[ Document Text

I [ Document Level Accounting I

Ralanrinndmamnlatinn

Name: Automatically populated with your name (can be changed)

| £/ Oracle Developer Forms Runtime - Web: Open = FPAREQN

File Edit Options Block [tem Record Query Tools Help

I”!I BEEE % HE@XE & & EII

73 Requisition Entry: Request ¢ Information FPARES

Requisition: MEXT
Order Date: 09-FEB-2012 @ Transaction Date:

Delivery Date: Comments:

29-FEB-2012 [

Commodity Total: |

0.00 Accounting Total:

Wendor Information

Requestor/Delivery Information

29-FER-Z012 @
,7

EE IR

[7In Suspense

[~ Document Text

Commodity/Accounting

0.00

[ Document Level Accounting

Balancing/Completion

Street Line 3: |

Requestor: |Train o1

Organization: |Zlnln E”Banner Finance Testing Area Code Phone Number Extension
con: [u [=Jtiberty university 7/1/09 Phone: [434 [592-3333 |

Email: [budget@liberty.edu Fax: | | |

Ship To: 12TH Id|

Street Line 1: |12th Street LU Receiving Contact: |Rece|wng

Street Line 2: [2900 12th street Attention To: [Receiving

Select Next Block (Ctrl + Page Down) or Vendor Information tab to continue to next

section.

12




Vendor Information

e Select Search icon (Fg) to look for Vendor ID

Requestor/Delivery Information wendor Information Commodity/accounting
Vendor: || EI |

I_E Sequence: I_E

Street Line 1: |

Address Type:

0 Enter a portion of vendor name in Title Criteria; Banner searches are case

sensitive.
Use wildcards to return best results.

0 % Percent Sign can be used in place of missing letters. Surround a word
with percent signs when searching for vendors to return all the appropriate
possibilities.

0 _ Under Score Character acts as a placeholder for a missing character. This
is best utilized when looking up information by Code Criteria rather than

Title.

[0 Grant Personnel [JFinancial Managers

W vendors

[JTerminated Yendors [JTerminated Financial Managers

[J Proposal Personnel

Middle Entity Change
ID Number Last Mame First Name Name Ind Ind v
| o_nterpriseds | | |_ |_ |_
I I I I [ L[
r r — — -

In the example above, the underscore is used to return any result where the
first letter is and is not capitalized. The percent signs are used so any vendor
with the characters “nterprise” anywhere in the name will be returned.

0 Select Execute Query (F8) to return results
0 Highlight desired vendor and Select (Shift + F3)

marprarrusr 8 Lo rarEmmEtes L B es EEEEEEUELA-LE 8 EEEEEELEAEE (CEuIEEs [T

Middle Entity Change

ID Number Last Name First Mame Mame Ind Ind
|L20000655 |Enterprise Electrical Services | | E l—
|L20000851 |Enterprise Lighting Company | | E |—

20000795 |Enterprise FRent-a-Car | | E |—
[Lzzz58234 [Enterprises UsA Inc. | | = []
I I I I [ [
I I I I — —

13



Vendor ID and information will automatically populate on the requisition.
Address Type should always be PO. If it is anything other than PO or the
address is incorrect because the vendor has multiple locations, select the Search
icon (Fog).

vendor: 20000798 [ ¥ ||Enterprise Rent-a-Car

Address Type: E| Sequence: l_lEl
Street Line 1: |EI cearch

Street Line 2: 40 ighway 1 and 2 So
Street Line 3: |

City: |Newark

State or Province: INJ— Zip or Postal Code: IH
Phone: | | Extension: li

Fax: | | Extension: li

Contact: |

» Highlight the correct address/type and Select (Shift + F3).

" address Information Query FOQADDR 7.2.0.1 (PRRD) [l el LT L

ID:  |Lzo000798 [~ [Enterprise Rent-a-Car

Address Type: ,?F Street Line 1: |PO Box 12907
Sequence Number: |_2 Street Line 2: |
Source: I—F Street Line 3: |
City: [Wewport News State or Province: ’V

Nation:

Address Type: ’;F Street Line 1: |Elrac, Inc
Sequence Number: |_3 Street Line 2: |408 US Highway 1 and 9 S0
Source: I—F Street Line 3: |
City: |Newark State or Province: ,r

Nation:

Address Type: P ol F Street Line 1: |PO Box 12907

Sequence Number: l_l Street Line 2: |

Source: [+ StreetLine 3: |
City: |Newp0r‘t MNews State or Province: ’V
Nation: l—

14



= Tab through the vendor information to populate the updated

address.
Requestar/Delivery Information vendar Infarmation Cormrmodity /o
vendor: \Lz0000798 | ¥ |[Enterprise Rent-a-Car
Address Type: El Sequence: l_lEl
Street Line 1: PO Box 12907

Street Line 2: |
Street Line 3: |

City: |Newpu:ur‘t Mews
State or Province: |WA Zip or Postal Code: |23s12
Mnhana. I I [ Yt SR

o If PO address type or correct address is not available; use a Bl address and make
a note about the necessary address in the Document Text.

e Ifthere is no Vendor ID for the desired vendor, enter the vendor name in Vendor field
and vendor contact information in Document Text.

Requestor/Delivery Information Yendor Information Comrmodit

Vendor: E”New Yendaor Mame

e Ifavendor has not yet been selected or if there are multiple vendors (ie travel
requisition for airfare, hotel, per diem, etc...) then type “Best Vendor” or “Multiple
Vendors” respectively in the Vendor field and enter the details in Document/Item
Text.

15



Enter Document Text

e Select Options then Document Text on the Menu Bar.

B Uracle Developer Forms Runtime™=Web: Upen™> FPAREQN
File Edit gefasislytl Block Itemn REecord Query Tools Help

& 0 Document Information B I e &I
Requestar/Delivery Information

wiendor Infarmation

QN 7.2 (TRMNG2) i

Commadity/ Accounting Information

Requis

Wiew Items in Suspense

Order Transaction D

Balancing/ Completion
LN [ cment Text
Commodity Total: | Iili] Accounting Tt

Comments:

e Select Next Block (Ctrl + Page Down) to begin entering text.

F

| £:| Oracle Developer Forms Runtime - Web: Open > FPAREQN - FOAPOXT

; File Edit Cptions Block Item Record Query Tools Help

Text Type: REQ 7] code: |ROSE23ET =] Chanc

Vendor: | |

Commodity Description: |
Modify Clause: | EI [ Copy Commodity Text Defau

e Required Document Text Information
0 New Vendor Information/Best Vendor (only if no Vendor ID)
0 Vendor name: do not use acronyms
0 Contact Information: address, phone, fax, and other pertinent information
O Justification
0 All requisitions must include rationale for the purchase
0 Services/subscriptions must specify start and end date of service
0 Travel requests must have date, location, and reason of travel
0 Payment Method/Terms
0 Check or Credit Card
0 Deposit or Prepayment Required
0 Quote Information
0 Special instructions to vendor
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e Enter text in first record then select Next Record (Down Arrow) to continue entering
more text.
0 Print box will automatically check, but can be unchecked; however, approvals
cannot view text when print box is unchecked.
0 Line number will default in increments of 10, but can be manually changed to
rearrange text order. When line numbers are updated, changes will not be
reordered until Document Text is saved and closed.

Text Clause Number  Print Line
|Uend0r Information Example | v ’_9
|New Yendor Mame | v m
[5146 Main Strest | v [ 20
|Somewhere, Kansas 12345 | [ m
| | v =
|Rati0na|e Example | v m
|- Purchasing manuals for requisition training. | v m
| | v [
|Services/5ubscription Example | v m
|- Furchasing subscription to requisition training | v m
|program 05/01/2012 - 04/30/2013. | 7] m
| | v (=
|Trave| Example | v m
|- Travel to Kansas City, MO an D4/10/12 - 04/15/12 | v )
|f0r conference Train the Trainer conference, | v W
| | O [

Additional document text may be added at any point during the Requisition process.

e Save (F10) and Close (Ctrl + Q)

e Next Block (Ctrl + Page Down) or select the Commodity/Accounting tab to continue
to the next section.

Enter Commodity/Accounting Information

Make sure the Document Level Accounting field is NOT checked BEFORE filling out
commodity/accounting information. If the box is checked after filling out
commodity/accounting information, the requisition will have to be denied and deleted
from the system.

‘ERequisition Entry: Commodit ounting FP&REQMN 8.6.0.3 (PPRD)
Requisition: RO554192
Order Date: 23-APR-2012 @ Transaction Date: 15-MaY-2012 @ [In Suspense
Delivery Date: 15-MAY-2012 @ Comments: [ Document Text
Commodity Total: ‘ 0.00 Accounting Total: | 0.00
e cument Level Accounting
Requestor/Delivery Information wendor Information Comrmodity/Accounting Balancing/Completion
T
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Insert code in Commodity field
o Either type in the code manually

Requestor/Delivery Information Wendor Information
usm Tax Group Quantity Unit
Item | 1 of [ 1 Ea =] | [ 1poooo x
Commodity Description
M M
|S\.I'PRINT |Pr\nting (non advertisment related) [ Commodity Text

| | [ Item Text
| | [ add Commodity
[ [ I« Distribute

If an invalid code is typed in; the following message will display. Click OK
to close the message window and then go back and correct the commodity

code.

wendor Information Commaod Balancing/Col
ufm Tax Grou uantit Unit Price

Di

I Commodity code entered is new . Check ‘Add Commodity' B

/] to add the commodity code to the commodity table. Ti

Li

Do NOT click the Add Commodity box as the message instructs.

0 Or search for the code by clicking the drop down box (F9g)

Reguestor/Delivery Information Wendaor Information Cormmmodi counting
u/fm Tax Group Quantity 1]
Item of ] | E | | x
Commodity Description

= A

| [ commodity Text
| [ Item Text
| [ 'add Commodity

[ Distribute

I Commodity Validation {FTYCOMM) I

Yendor Products Query (FPI¥YPRD)

Yendor Products VYalidation (FPYYPRD)

| Caneel )




0 Select Enter Query (F7) to clear the form
» Enter search criteria- For best results, search by the commodity code
category and make a selection from the category list:

AD | Advertising PL | Physical Plant

AS Assets- Capital & Non-Capital PD | Professional Development

FL Fuel SP | Supplies

GV | Governmental Fees & Fines SV | Services & Fees

HX | Host Expenses TB | Travel- Business

IN Insurance TP | Travel- Professional Development
LB Library Resources TR | Travel- Recruitment

LR Lease & Rental Agreements TT | Travel- Team

ML | Mailing UT | Utilities

MC | Miscellaneous

Note: It is recommended that users refer to the Commodity Code Definitions
to select commodity codes rather than using the drop down list in Banner.

» Use the 2 digit code followed by the % sign in the commodity code

field
1 FTWCOMM 8.0 (FPRD)
Commodity Fixed Start Termination
Code Description UfM  Asset Stock Date Date
sy% | | B [ |
[ | [ . 0 [

* You may also add a description to further isolate search results
0 Select Execute Query (F8) to return results
0 Navigate to the correct code by using up and down arrows on your
keyboard
0 Click the Select icon (Shift + F3)
e Update the Banner populated commodity code description with the item
description

Requestor/Delivery Information Yendor Information
usm Tax Group Qu
Item I_ of I_EI FE | l_
Commodity Description
= ~
|S'-.-'F‘RINT |Requi5itin:|n Training Manuals
| [

Note: The description should be specific enough that both the approving officials
and the vendor can discern what is being requested.
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0 Navigate to Options, Item Text to provide detailed
descriptions/specifications

| £| Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Block Item Record Query Tools |

& "  Document Infarmation
Requestor/Delivery Information I
‘Wendor Information

Commaodity Supplemental Information
Lgreement [nformation

Tax Distribution Information

Delivel yicy Items in Suspense

HRequis

Requis
Order

Commu Accounting Information
Balancing/ Completion
Review Commodity Information [FOICOMM]

Itemn Text [FOAPOXT]

Document Text [FOAPOXT]

Commaodity Text [FOATEXT]
oT T

Request

Item | T ER—TT

0 Select Next Block to enter Item Text (works like Document Text)

.0 (PRPRD;

Text Type: ’EF Code: WF Change Sequence:
vendor: |Lz0002086 [Bison Printing
Commodity Description: |Printing (non advertisment related)
Modify Clause: [7 [ Copy Commodity Text Default Increment:

Text Clause Number Print Line
|Cust0m 52 page color manual | [w? W
|Printing needs to be front & back | [ ,7
| | O [
[ [ — |

0 Save (F10) & Close (Ctrl + Q) to return to Requisition

Input Unit of Measure(U/M), Quantity and Pricing Information
0 U/M: Search for the correct code by using the drop down list. If the U/M
needed does not have a code, use Each (EA).
0 Quantity: Enter the number of requested items based on the
quote/estimate from the vendor.
0 Pricing Information:

fendor Information Cormmodi ounting Balancingf/Completion
uim Tax Group Quantity Unit Price
Ea [v] | | 1oo0.00 % 2.3451 = Extended: | 2,345.10
- Discount: | 234.51
Description
(= Additional: | 12.00
inuals I Commodity Text Tax: 0.00
[+ Ttem Text Commodity Line Total: 2,122.59

[ add Commodity

[ Distribute

*  Unit Price: This amount should be the price of the individual item,
not the total price. This field can use up to four digits after the
decimal point.

= Extended Amount: This field is automatically calculated based on
quantity and unit price
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* Discount Amount: This field should include a dollar amount of the
vendor discount. Calculate the dollar amount by double-clicking in
the Discount Amount field to use the calculator.

* Additional Amount: This field should include a dollar amount of any
additional fees related to the transaction.

Text

|Cu5tu:un'| 52 page color manual

|Printing needs to be front & back

|1EI":-“u dizscount reflected in extended field

|A|:||:|iti|:|-na| amount is for book binding

e Navigate to the FOAPAL section by selecting Next Block (Ctrl + Page Down)
0 Tab through the fields to automatically populate FOAPAL elements
= Defaults associated with Orgn on Requestor tab will populate
= Account code associated with the commodity code will populate

COA Year Index Fund Orgn Acct Prog Actw Locn Proj
= = A = A A A = A
b 2 | | |z1000  |71z005 | | | |

[
Iy | | | | | | |

@ Note: Use the tab key rather than the mouse to navigate; this will help
avoid errors such as NSF Suspense error of “A” that occur when
navigating in the FOAPAL section.
0 Add additional codes
* Required Codes: Fund, Organization, Account and Program
= Optional Codes: Index, Activity and Location

COA Year Index Fund Orgn Acct Prog Acty Locn Proj

d d hd hd d hd hd hd d

MEE: | 111101 |z1000  |712005 |60 | | |

[ | | | | | | | |

[0 1] | | | | | | |
Notes:

-Payroll index codes should NOT be used as they will populate the
incorrect fund code.

-The project code field is NOT currently being used by Liberty
University and should always be left blank.

0 Tab through remaining fields until amount(s) populate
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| 2,122.59 | NSF Override % UsD

Extended: | 2,345.10

Acty Locn Proj Discount: | 234,51

A Ad =] additional: | | 12.00

| | | | Tax: | 0.00

l | | FOAPAL Line Total: | 2,122.59
| | | Commodity Accounting Total: | n.oo o

0 Save (F10) to see if sufficient funds are available for the requested line item.
= [ffunds are available, neither NSF box will be checked.

FOAPAL 1 of 1 Remaining Commodity Amount: | 0.00 NSF Override
MNSF Suspense

COA Year Index Fund Orgn Acct Prog Actv Locn Proj

d 5 . B i d N G d B d (4

» If funds are NOT available, the NSF Suspense box will be check and
an insufficient budget message will display in the bottom left corner

of the INB window.
FOAPAL [ 1 of [ 1 Remaining Commaodity . 0.00__NSE Querride % usD
Extended: 2,345.10
COA Year Index  Fund orgn Ac Prog Actv Locn Proj Discount: 234,51
[~] (50 I S S 2 A2 R M| A additional: 12.00
b =7 [t21201  [z1000  [rrzoos 6o \ \ \ Tax: 0.00
|— l_ | | | | ‘ ‘ ‘ ‘ FOAPAL Line Total: 2,122.59
r ,7 | | | | ‘ ‘ ‘ ‘ Commodity Accounting Total: 212259 o
»
Insufficient budget for ftem 1,sequarce 1, suspending transaction |
Beons T PN VT Elss

e Make a note of the requisition number, navigate to the
Balancing/Completion tab and put the document In Process.
Once sufficient funds are added to the budget line, the
requisition can be reopened and completed. Make sure to tab
through all existing FOAPALSs to refresh NSF checking.

e Before completing a Budget Transfer, evaluate the budget to

determine if an amendment is needed to cover the cost of the
requisition.
Note: It is recommended that the budget/department manager
is consulted at this point.

e Select Previous Block (Ctrl + Page Up) to navigate back to Commodity section

e Repeat the same steps to add more commodities
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Submit Requisition- Balancing/Completion Tab

o Select Complete to send on for approvals
e Select In Process to come back later

Input Commodity

Approved Amount: I—Z?.DD I—z?.DD
Discount Amount: I—.DD I—.DD
Additional Amount: .00 ili]
Tax Amount: I—.DD I—.DD
Complete: In Process: @

!

Selectto mark this document "Complete”

_Record:; 111 | o | <05C=

Accounting

27.00

Status

BALANCED

BALANCED
BANCED

BALANCED

Congratulations! You have just submitted a requisition for approval. Refer to
Appendix A to view completed requisitions as they will look appear in Banner ASIST.
This is the same view your approval chain will see when reviewing requisitions.

Correct/Update Incomplete Requisitions

Incomplete requisitions are requisitions that were started and put in process or

submitted and then disapproved. If a requisition is put in process or denied by someone
in the approval chain for any reason, that requisition can be corrected if done within 10

days.

After 10 days, it is the policy of Financial Planning & Budgeting to delete the
requisition from Banner. Once a requisition has been deleted it cannot be retrieved.

Below are the steps for how to correct and submit an incomplete requisition.

e Navigate to FPAREQN

e Enter the document number in the Requisition field and select Next Block (Ctrl +

Page Down)

e Navigate to the portion of the requisition that needs to be completed and/or

corrected.

0 Refer to the previous sections on creating a new requisition for instructions

on how to complete the various fields.

0 If correcting a commodity or accounting (FOAPAL) code, refer to the

instructions below:
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* Navigate to the appropriate commodity line item on the
Commodity/Accounting tab.

Requestor/Delivery Information wendar Information Cormrmodi
usM Tax Group Quantity 1]}
mem [ 2z of [ =z Ea = | | 500.00 X
Commodity Description
A =l
|S'\.I'PRINT |Requisiti0n Training Manuals I Commodity Text
% |ADPRINT |Budget GQuery Training Manuals [ Item Text
| | [ add Commodity
| | v Distribute
FOAPAL l_l of l_l Remaining Commodity Amount: | oo [N
[ M
COA Year Index Fund Orgn Acct Prog Actv Locn Proj
[~ 2 Y Y G2 N 2 L N
—_—u [z | [111101  |z1000  [72400z  [eo | | |

L] | | | | | | |
| | | | | | | |

Ingufficient budget for itern 2,gequence 1, suspending transaction,
Record: 212 =05C=

Remember that each commodity is associated with a specific
FOAPAL, so the FOAPAL displayed is related to the highlighted

commodity.

= Update the commodity code but do not replace the description if a
unique item description has already been entered.

zequestor/Delivery Information endor Information Comrmod Balancing/Cor
/M Tax Grou, uantit Unit Price
Item z of 2
Commodity Di
- I Do you want the commodity code description to replace  |Ad
SYPRINT Requisition Training Man g’ the existing description? Ta
SYPRINT Budget Query Training Lii

*= A window displaying the generic commodity code will appear; ignore
this window as it will disappear as you navigate through the form.

Requestor/Delivery Infarmation vendor Information m
F - FR _- . R T S P =] = - I QI
= original Commodity Description FPAREQM 2.6.0.3
Printing {non advertisment related)

Commodity Description
=l =
|SUPRINT |Requisitiun Training Manuals
|S'-.-'F‘RINT |E-uu:|get Query Training Manuals
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= Re-enter the Unit Price and validate that the quantity and amount
fields are correct.

» Select Next Block (Ctrl + Page Down) to update the account
associated with the new commodity code.

Commodity Description
2 .
|SUPRINT |Requisition Training Manuals Commodity Text
SUYPRINT |Budget Query Training Manuals Item Text
| Add Commodity
| | ¥ Distribute
FOAPAL 1 of 1 Remaining Commodity Amount: | 0,00 ™
v N
COA Year Index Fund Orgn Acct Prog Actv Locn Proj
A hd d M d hd d d hd
b Rz | it 21010 714002 6o | | |
IE - | | | | | |
| | | | | | | |

=nter Chart of Account code
Record: 11 .. Listofvalu... =05C=

Notice that the account code associated with the old
commodity code does NOT repopulate the new code.

e Either manually type in the appropriate account code
e Or Delete the FOAPAL, tab to repopulate the accounts, and re-
enter the FOAPAL information

0 Remove Record (Shift + F6) to delete FOAPAL
0 Repopulate auto fill accounts by using the tab key

FOAPAL of 1} Remaining Commodity Amount: 1,172.55 NSF

COA Year Index Fund Orgn Acct Prog Acty Locn Proj

(=] o 5 54 B . & (A

b [z | [ [z2010  [rrzoos | [ I I
LI | | | \ | \ |

L0 T | | | \ | \ | ca

1

0 Re-enter required FOAPAL

FOAPAL 1 of 1 Remaining Commuodity Amount: 1,172.55 NSF

COA Year Index Fund Orgn Acct Prog Actv Locn Proj
[7] o I .7 I 62 I S N 5 (7] [
o [z | 11101 [zroo [pazoos  [so [ [ [
[ | | | | | | | |
[ | | | | | | | | c
4
Check to calculate dollar amount based on percentage
Record: 11 . =08C=

0 After all updates have been completed, navigate to the
Balancing/Completion tab to submit the requisition.
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Delete Incomplete Requisitions

Incomplete requisitions that contain FOAPAL information will have a budget impact. If
a requisition needs to be deleted before the 10 day timeframe is completed, the originator
may delete the requisition.

e Navigate to FPAREQN
e Enter the document number in the Requisition field and select Next Block (Ctrl +
Page Down)
e Remove Record (Shift + F6) twice to delete the requisition
0 First ‘Remove Record’ Message

4

FPress Delete Record again to Delete this record.
Record: 11

0 Second ‘Remove Record’ Message

r’g Al Comrodity and Accounting Records will be deleted
2/

P alee g

0 Completion Message
4

Celetion of Reguisition is completed
Recard: 1M1

FPIREQN- Requisition Query

Once a requisition is completed it is no longer available for editing in FPAREQN, however,
users can query a requisition at any time during the process using FPIREQN.

e Navigate to FPIREQN

e Enter the requisition number and select Next Block (Ctrl + Page Down)

Requisition: |Ro5za33s| [7]
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Requisition: B @

0 Select Enter Query (F7) to clear the fields

If a requisition number is not known select the Search icon (Fg)

Y Oracle Developer Forms Runtime - Web:™ Open’= FPAREQN™- FPIRQST

File Edit Options Block Item Record Query Tools Help

mi@@@@[ﬁ@l@@[%[%[I@@I-iﬁ—:}ﬂ@[@

Y Requisition Validation FPIRQST 7.0 ( [EIRSRN (/10000 L 0L el

Request Number Requestor Name

User?, Training

Organization
[3425 |BLP - Admissions

VYendor

|Lz1938269 |Datamark, Ine.

Request Date Requ

11-MAR-z008

Completed App

v
Origin

ErTdnER

0 Enter search criteria and then select Execute Query (F8)

E Oracle’'Developer Forms Runtime - Web: Open = FPAREQN =" FPIRQST;

File Edit COptions Block Item Record Query Tools Help

ml@@@@lﬁﬁw@l%lgiI@@I-:—l—:!z—mal@lx

%8 Requisition Validation FPIRQST 7.0 (TR

Request Number Requestor Name

Organization
[es10 |
Vendor

Request Date Request Type Deliver hy

r B R

Completed Approved

Ul I

Origin Refere

[

Highlight desired requisition number and Select (Shift + F3)

9 Oracle’ Developer Forms Runtime - Web:™ Open > FPAREQN ™= FPIRAS T

File Edit Options Block Item Record Query Tools Help

I“ﬂf!ll»a@@@I‘@‘ﬁl@.@[%[%[l@[@@h-[ L@@ X

Requestor Name

Request Date Request Type Del

Training, User03

Organization

|6510 |Financia| Planning & Budgeting
Yendor

|0&-maR-2008 [ [

Completed Approved

v o
Origin

r

Select Next Block (Ctrl + Page Down) to open requisition

Oracle Developer Forms Runtime = Web:™ 0'pen’s FPAREQN
File Edit Options Block Item Record CQuery Tools Help
w9 l[a@@@@l@@l.@[%[lllll

"EFHI'{IJI ition FPAREQN 7.2 (TRMNGZ

Requisition:
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e Use Next Block (Ctrl + Page Down) to navigate through various requisition screens.

e 1O TR

CNEECEEED

Roeguisition: 3 Z
Order Date: |z7-man-zoos

Gelivery Date: 1L0-AFR-ZO00 <o

ction Date:

Commodity Total: | 27.00 nting Totald

hestor: [Noe, Andrea

bnization: lesio0 IF 1P o Budaeting
fohona: [ [sezawo Extension: |

To: [rarac
et Line 1: [Liberty University MMc
* fot Linae 2: |Cmntral Receiving / Door -7
ot Line =: [100 Mountain View sd
Hing: | Floor: |

[Cymenbura

e or Province:  [va Zip or Postal Code: |z450z-zz70
on: |
frhone: [4=a [s923312 Extension: |
act: [Steve Reaves
— -
a " Exunmnnin v -
...... F o= o ErT)
on
1 [Erandard 26" Hamepistes e
[Froaravin © Commadity Line To Fe0n
DucumEnt Cumm ity Tutat: | 2
vosmiar T e [
con vear Fune sran Acer Prog Actw Locn Peay
o an a ravaar ee o0 ™
oe " [ewavse " (199G e (Fioaaw  [s8 [owa roaral Cine Tona: | E
[ Dacument Accounting Tatal: T
a8 FRERT LRI 16 Fiagin 10 AZcouRBng Bioeh i

Note: This form is query only, no changes can be made.
e Select Exit (Ctrl + Q) to close form

FOIDOCH- Document History

After a requisition is approved it will go to Purchasing to be assigned a PO
number. The PO and any other related documents will be attached to the original

requisition. Users can query the related documents in the Document History form,
FOIDOCH.

e Navigate to FOIDOCH
e Type REQ in Document Type field
Search for other types of documents using the Search function (Fg)

¥ Document: History FOIDOCH 7.0 (TRN

Document Type: |REQ E

Requisition St Bid Status
Y

T

1]

T

1]




Enter document number in Document Code field and select Next Block (Ctrl + Page
Down). (Use the Search Function (Fg) if document number is unknown)

clEE T B I@ X

Document Code: [R0528335  [¥]

se Order Status Issues uS
T
L [ [
_ L [ 1 U}
— 0 — o)
L [ 1 [
[ = (1=

Any related documents will be displayed in the appropriated data block

Document Code: |[R0528335 [

ocument Type: |[REQ F Requisition

Requisition Status Bid Status Purchase Order Sta T . o
0528335 ,7 |— N M %4 Status Indicators
| B ) (A) Approved
;: [ [] . {C) Completed
— ||: — ||: - (F) Final Reconciliation
L L (P) Paid
I =
(R} Receipt Required
Check St|a_tus Return St|a_tus (5) Suspended
—— [ [ o)open
BRE [] (X) Cancelled
[ | [ (V) Yoid
,7 ||: | ,7 ||: | (H) Haold
{(T) Tagged Permanently

Select the document you are reviewing and go to Options
0 Click on View Status Indicator to see what the Status of your document means
0 Click on Document Info (second option) to query document

l Oracle Developer Forms

(fallalgll Block Iterm Record Query Tools Help

Document Type: |REQ FRequisitiDn
‘ Requisition Status Bid

Select Rollback (Shift + F7) to enter a new query or Close (Ctrl + Q) to exit the form.
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Change Order- FPACHAR

Once a requisition is approved changes cannot be made, however, users do
have the ability to make some changes after a PO has been issued through the
change order process. The Change Order form (FPACHAR) is used to
increase/decrease quantity and unit price as well as add commodity lines.

e Navigate to FPACHAR
¢ Enter PO number in Purchase Order Field
e Tab to Change Sequence and type NEXT then Next Block to the header fields.

£ Uracle Developer Forms Runtime - Web:™ Open’= FPACHAR
File Edit Options Block Item Record Query Tools Help

BYE REAEE %7 B8R Q G BB S EI< (@1X

ZHChange Order FRACHAR 730,28 (PPRD ) i e e e e L L e e T

Purchase Order: |PO048314 E Blanket Order: E Change Sequence Nul NEXT

Note: If the Change Order will not open, view the bottom left hand of screen for
error message.

0 Ifthere is a previous change that is incomplete or not approved, then

search for the previous change order.
A e
Frevious change is not completed andior approved.
Record: 1/1 | ] | | =08C>

» Search (Fg) from the Purchase Order field.

¥achange Order FRACHAR 8.3 (PRRD) (-0l

Purchase Order: | I il Blanket Ort

= Enter your search criteria, at a minimum the PO number.

"mPurchase Order Validation FPIPO ERRIEN i e X e s i
PO Change Sequence Blanket Class Buyer Code PO Date
Fonasais = [ | |
Yendor Origin Reference Number Deliver by Date
Completed Approved Amount
0] r
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» Execute Query (F8) and search for the Incomplete or Not
Approved document.
e If Completed has a status of “N”, select (Shift + F3) to edit.
e If Completed has a status of “Y” and Approved “N”, a
previous change order is still in the approval process.
Banner requires that change order to be approved before a
new one can be submitted.

0 If the Purchase Order is closed, a Change Order cannot be completed,
and a new requisition will need to be submitted.

1]
Cannot do a change. Purchase Order is closed.
Recaord: 11 | ] o

0 If the Purchase Order has an existing encumbrance close document,
contact your Budget Analyst for assistance.

aaaaaaaaaaaaaaaaaaaaa

A e e
Cannot use this PO, exists on an encumbrance close document waiting to be processed.

Record: 111 | | o | | =0sC=

Once the Change Order is opened, add Document Text to explain what
adjustments are being made. Include the date of the Change Order, along with the
total of the increase or decrease.

Next Block through Purchase Order until you reach the Purchase Order Item

Selection

e e S T

warbgin:
.................
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Check the Added Box next to the preexisting line items that you are changing.
However, if you are adding new lines, the Added box does not need to be

checked.

ES Oracle Developer Forms Runtime - Web:™ Open > FPACHAR™- FPQCHAP'

Eile Edit Cptions Block Item Record Query Tools Help

BIAABEBE %W E

Order Itemn Selection FPQCH, D) -

Purchase Order: |P0048314

EIEYETETETEE R

Blanket Order:

1@ 1

Change Sequence Number: 2

CChange all Yendor:

|Lzz10408s [Lu Fulfillment

Purchase Order Commeodity Information

Purchase Commodity
Order Item Code

MLPOST July Postage

MLRPOST August Postage
MLPOST September Postage
MLPOST Qctober Postage
MLPOST MNovember Postage
MLPOST December Postage
MLPOST January Postage
MLPOST February Postage

MLPOST March Postage
WAWH Postage
WMEV Postage
WJUHE Postage

TELLLLLILLLL]

[

Save (F10) and Close (Ctrl Q)

Exists Copy Option U/M Units Unit Price Added
W [rgnore <] B2 | 100 5,030.2000 [
W [1anore ~| [Ea 1.00 3,500,0000 v
W Ignore ~| ’T 1.00 4,000.0000 O
W [1anere ~| [En 1.00 7,500.0000 O
W [anere ~| [Es 100 3,500.0000 m
W [ranore v| [Ea 1.00 4,000.0000 vl
W [1anere ~| [En 1.00 4,000.0000 O
W [anere ~| [Es 100 4,000.0000 m
W [1anere <] [ea | 100 | 4,000.0000 0
W [rgnore <] B2 | 100 | 4,000.0000 0
W [1anore ~] [ea | 100 | 4,000.0000 0
W [1gnere <] [ea | 1o0 | 4,000.0000 O
Lo | [ [ m
1 [ [ [ r

Line Item Text

Adjust commodity line items to reflect a revised Purchase Order.

0 Adjust Quantity from 1 to 2

Tax Group Quantity

Unit Price

= | 2

[ Commuodity ezt
[{item ezt

[ add Commodity
v Distribute

X |

3,500.0000
Discount Amount:
Additional Amount:
Tax Amount:
Commodity Line Total:

0 Adjust Unit Price from 4,000 to 3,000

Unit Price

Discount Amount:

Quantity
| 1%

Additional Amount:
Tax Amount:
Commodity Line Total:

Extended Cost

4,000.00

NOTE: The new amount should reflect the total amount of the PO. The

remaining balance should not be used in determining the new PO amount.
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0 Add Commodity:
* Navigate to last commodity line and select Insert Record (F6) and
add commodity (same as creating a requisition)

Item u/m Tax Group Quantity Unit Price Extended Cost
13 of 3 [pox (=] = [ S0 x 2.5000 = 125,00
Cummnditym Description F‘ Discount Amount: .00
MLPOST August Postage [J commodity Text Additional Amount: .00
MLPOST December Postage [ item Text Tax Amount: o m
SPOFFICE Envelopes [ Add Commodity Commodity Line Total: [ i
[ Distribute

FOAPAL CNSF--- usD

’_ of l_ Remaining Commodity Amount: .00 “loverride “lExtended T
COA Year Index Fund  Orgn Acct Prog Actv Locn Proj [ Suspense [ Discount | og
A [ ] [ [ [ I 4 I " additional 0
u o [111101 [Fros0  [732001 [e0 [ | | e e
o r f r r r r f

¢ Adjust amount on Standing Orders
0 View PO in FPIPURR without a change sequence number to determine
current amount of PO by line item.

» Navigate to FPIPURR, type in PO number and Next Block (Ctrl +
Page Down)

File Edit Options Block Item Record Query Tools Help

= HEEER ¥8 REE & S EME S < 42 @0 X

“ga purchase/Blanket/Change Order Query FPIPURR 8.5 (LiveData)

Purchase Order: |P0075860 B Blanket Order: EI Change Sequence Number: ,7
LEAVE NULL

» Next Block (Ctrl + Page Down) to the Commodity/Accounting
block and view amount by item.

u/Mm Tax Group Amount
Item |—4 of W IEA— 10,000.0000
Commeodity Description
[PLaIRSY  |aircraft Maint/Repair Services - N1724U Cllcommodity Text
[PLAIRSY  |Aircraft Maint/Repair Services - N21585 Cciosed Col
[pLalRsSY  |aircraft Maint/Repair Services - N35502 Clem Text
[PLAIRSY  |Aircraft Maint/Repair Services - NASSIA [Suspense

Note: Standing Purchase Orders do NOT have a quantity/unit price,
only an amount.

The amount of a standing Purchase Order represents the maximum
amount the University department has approved to spend with a
vendor within the timeframe outlined in the PO. Standing POs are
typically for specific goods/services with contracted pricing that have
already been negotiated by Procurement.
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0 Calculate how much the change order amount should be by adding the
adjustment amount to the current PO amount.
» Example: Current PO amount is $10,000 and an increase of $5,000
is needed. The change order amount should be $15,000.
* Change Order Amount:

Current PO Amount Adjustment Needed CO Amount
S 10,000.00 $ 5,000.00 $ 15,000.00

e Navigate to FOAPAL section and tab through amount fields to refresh budget
checking.
e Next Block (Ctrl + Page Down) to Balancing/Completion

Complete: @ In Process: @

0 Click In Process to save changes and close document
0 Click Complete to send Change Order through approval process

Receiving Goods- FPARCVD

The receiving process in Banner is used to verify that items have been received
against a purchase order before payment is made to a vendor. Receipt of goods is
recorded by quantity on a regular purchase order and amount on a standing purchase
order.

e FPARCVD
0 Type NEXT in Receiver Document Code field

(é_: Uracle Developer Forms Runtime - Web:

File Edit Options Block Item Becord Query Tools B

BND REEE 55 @5
i Receiving Goods FPARCVD 7.0 fip SRR

Receiver Document Code|NEXT El

0 Next Block (Ctrl + Page Down)

¢ Receiving Header
0 Type DLVR in Receiving Method Field
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Receiving Header

Receiving Method: [DLVR [ZIDeIivered

Carrier: | EH
Date Received: 14-0CT-2009 @ [ Text Exists
Received By: |ACNOE

0 Next Block (Ctrl + Page Down)

Packing Slip
0 Enter number from vendor packing slip in Packing Slip field
o Enter Bill of Lading number if applicable

Packing Slip

Packing Slip: PKG123456 (=] [ Text Exists
Bill of Lading:

0 Next Block (Ctrl + Page Down)
Purchase Order
0 Enter PO number from packing slip in Purchase Order field
0 Select appropriate radio button
= Receive Items: Used to record receipt of goods.
* Adjust Items: Used to adjust initial receipt of goods.
Note: If items are being rejected/returned use the Returned Goods

form as it also records reason of return.

Purchase Order

Purchase Order: |ponagssz (7] ® Receive Items © Adjust Ttems
Buyer: |Elizabeth Beale
Yendor: |L200I31591 |L\,rnchburg Specialty Engraving and awards

0 On the Menu Bar, select Options, Select Purchase Order Items

Receiver Document Code|v0003553 [T

» Next Block (Ctrl + Page Down)
* Indicate the items to receive by checking the Add Item checkbox
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[ Oracle'Developer'Forms Runtime'- Web:™ Open’> FPARCVD = FPCRCVP

File Edit Options Block Item Record Query Tools Help

BVEEEEE Y BDE QI EIEE GE ¢

g Goods PO Item Selection FPCH RNG)

Purchase Order: FO048552 CReceive all Blanket Order Number: l_
Receiver Document: ’M Packing Slip: W
vendor: ‘LZUUUISBI |Lynchburg Specialty Engraving and Awards
Text Quantity Add

Item Commodity Exists U/M Quantity Accepted Item
[ 1 [sPsiGnin [signage- Interior hone  Ea | 5 T 7
[ 2 [sestGnin [signage- Interior howe B4 | 4 [ 0
[ 3 [spsiGuiN [signage- Interior hone  [ea | 22 s m
[ 4 [sestemin [signage- Interior Easts B | 2 0 0
[ [ \ [l u

* Save (F10) & Close (Ctrl + Q)
0 Next Block (Ctrl + Page Down)
e Commodity

0 Select Final Received checkbox if all items have been received for the

commodity

0 Tab to Quantity Section and type applicable quantities in Current fields

Note: To adjust items, enter a negative number

{ Oracle’Developer Forms Runtime =" Web:" Opens FPARCVD

File Edit Qptions Block Item Record Query Tools Help

7a Commodity F ) 7.0 (TRNG

Receiver Document Code: |[v0003633 Packing Slip:  |PKG123456

BOYERAEE %Y DEE QS EE D ¢S B@X

Purchase Order: PO048852 Yendor: |Lynchburg Specialty Engraving and Awar

Item: 1 Commodity Record Count: 1

Quantity To Date Current

Received: i 5 U /M: E& EIEACH
Rejected: 0 1 U/M: Ed [*]EacH
Returned: 1} Primary Location: | B

Accepted: 1} Sub Location: E
Ordered: s [ 1item Suspense

[ITolerance Suspense

[ Tolerance Override

Commodity Code Description usm FOB Code
SPSIGMIN ‘S\gnaga- Interior [ Stock Item E4 E

["'Final Received

0 Update U/M field if necessary

e Complete/In Process

0 Next Record (Down Arrow) to receive additional commodities

0 Previous Block (Ctrl + Page Up) to return to previous screen
0 Next Block (Ctrl + Page Down) to complete



Returned Goods- FPARTRN

The Returned Goods form (FPARTRN) is used to identify returned goods for items
ordered with a regular purchase order. Note that both the Returned Goods Form and an
adjustment entered on the Receiving Goods Form update the Accepted field in the
Invoice/Credit Memo Form. Do not enter the same return in both forms.

¢ C(reate new Return document
0 Type Next in Return Code field
0 Type PO number in Purchase Order Code field and Next Block (Ctrl + Page
Down) to automatically populate PO vendor information

" Returned Goods FPARTRM 8.8 (TRMG) frir il L e T T T L L

Return Code: [EERI EI Purchase Order Code: |FO053819 El

0 Next Block (Ctrl + Page Down) to navigate to Commodity screen

¢ Return Commodities
0 Type Item number related to original PO in Item Field and tab to
automatically populate commodity information

Unit of Quantity To Da
Item Commodity Description REEIon Measure Returned Returr
= R [ S
1 1 r— 1 [
0 Enter Reason Code- Select LOV button for list
Ttem Commodity Description Reason I\Iril:;tsl‘jlf'e I?eut‘\

-

1 Lead Generation- August Ea

Return Reason List [

F\nd|%

Code  Return Description Eff Date
DMGD  Damaged Goods were Delivered 01-0CT-1988
DUPE  Duplicate Item was Delivered 05-0CT-1990
INCT  Incorrect Item was Delivered 01-0CT-1988
QBSL  Item Cannot be Used, Obsalete 01-0CT-1988
PART  Partial Shipment, Unacceptable 01-0CT-1988

w (e
0 Enter number of returned items in Quantity Returned field

Unit of Quantity To Date To Date

Reason Measure Returned Returned Received-Rejected
=
oBSL EA | so0 | | 96.00
| | |

0 Save (F10) and Close (Ctrl + Q)
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Encumbrances - FGAENCB

The Encumbrance form (FGAENCB) is used to encumber or reserve funds for

future commitments and in some instances, can be used as a vehicle for payment.

Encumbrances can only be used for transactions that cannot be purchased with the P-

Card and do not require a purchase order.

Navigate to FGAENCB

Select Next Block (Ctrl + Page Down) to enter form.
0 Enter the description of the document in the title field
0 Tab to Document Total and enter total amount.

‘mGeneral Encumbrance Maintenance FGAENCE 8.5 (PPRD)

Encumbrance Number: F

Encumbrance Header

Encumbrance Description: ‘SUDEWiSiHD Teacher Stipend Document Total: 13,000.00
Transaction Date: [01-10L-2012 |

Encumbrance Type: ‘® Encumbrance
' Labor

' Memo

Vendor ID: ‘ B‘
Encumbrance Change:

Title: ‘
Date Established: 01-10L-z0iz (5
Document Reference:

0 Tab to Vendor ID (Optional Field)
= I[fissuing payment to only one vendor, input vendor number.

= [fissuing payment to multiple vendors or using encumbrance as a
budget reservation, then leave the vendor field blank.
Navigate to Options and click Document Text.

M[_}ptim‘uz Block Itermn Record Query T
7 Header Information VEIT I @ @

B Transaction Detail Info

Cancel Change
Access Completion
Document Text [FOATEXT]

[*]

0 Select Next Record (Down Arrow) to enter multiple lines of text.
* Include rationale/justification for encumbrance in Document Text.
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Make sure to check the Print boxes, otherwise the document text
will not display.

’Eg General Text Entry FOATEXT &.4.0.1 (PPRD)

Type: WF Code: EDOOLESS F Default Increment:
Text Print Line

Reserving funds for the salary of supervising 4 10

teachers, Estimated cost is $2,600 per month 4 20

far the Fall Semester I D

5] ]

] 1

o Save (F10) and close (Ctrl Q).
e Next Block (Ctrl + Page Down) to enter FOAPAL information.
0 Using the tab key to navigate, fill out the following fields:
= Sequence: Automatically populates.
» Journal Type: Enter Ei00 (Original Encumbrance).

= FOAPAL: Fund, Orgn, Account, and Program are required.
* Amount: Enter amount

Status: r

Fiscal Year:
Sequence: 1 Current Encumbrance Amount:

Journal Type: ‘ElDD E|0rigina| Encumbrance

Project: EI

COAE‘ IndexE[ Fund E Orgn EI Acct E Prog EI Acty EI Locn EI Percent

m [ [111201 z1010 [r11099 10 \ [ [
[T NSF Owverride Commit Type: Amount: 13,000.00

Note: Encumbrances should only use ONE line item as multiple line items
cause errors when invoicing.

e Save (F10) for available balance checking.

o If funds are available, the Status field will be marked P which indicates that
the document can be posted.

Status: |F'7

Sequence: 1

Journal Type: |E1IIIIZI E”Original Encurnbrance

Project: E]
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0 If funds are not available an insufficient budget message will display.

'mBanner Error and Warning Messages GUAERRM 8.0 (PPRD)

Insufficient budget for sequence 1, suspending transaction.

|»

-

i Close

= C(lose the message window

= Make a note of the encumbrance number and put the document in
process.
Once sufficient funds are added to the budget line, the encumbrance
can be reopened and submitted.

= Evaluate the budget and determine if funds should be transferred or
amended to cover the cost of the encumbrance.
Note: It is recommended that the budget/department manager is
consulted at this point.

Next Block (Ctrl + Page Down) and select Complete or In Process.

(PPRD}

Complete: @ In Process: [E Met Amount: 13,000.00

e In Process to come back to later and make edits
e Complete to send the document on for approvals
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Change Encumbrances - FGAENCB

The Encumbrance form (FGAENCB) is also used to adjust encumbrances that have
been completed and approved. On this form, amounts can be increased or decreased and
FOAPAL items can be modified. In order to close and liquidate an Encumbrance, a
request will need to be sent to Financial Planning & Budgeting.

Navigate to FGAENCB

Enter the Encumbrance Number and select Next Block (Ctrl + Page Down)

ieral Encumbrance Maintenance FGAENCE |

Encumbrance Number: |[E0001639 [¥

Enter the amount of the encumbrance adjustment in the Document Total field
0 To Increase: Input a positive amount
0 To Decrease: Input a negative amount
0 To Update FOAPAL only: Input zero

Encumbrance Header

Encumbrance Description: |Supervising Teachers- Fall 2012 Document Total: | 0.00

Transaction Date: |15-MAY-z2012 @

e Enter the current date in the Transaction Date field
The transaction date needs to be in the current month or else there may be an error and
the Change Encumbrance will not be completed.

¢ Enter the encumbrance change number and a description

Vendor ID: | EH
Encumbrance Change: |[EC1&3901
Title: |Supervising Teachers- Fall 201z

Date Established: 15-MAT-Z012 @
Document Reference:

Note: this is user assigned and must be unique. Suggested numbering is to use ‘EC’, the
encumbrance number, leading zeros and a 1 for the first change, 2 for the second change.
Example, encumbrance number E0000376, first change number is EC376001 and second
change is EC376002.

e Next Block (Ctrl + Page Down)
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e Tab to the Journal Type and enter Eo2o.
e Tab to the amount and enter the amount of the change.
0 To Increase: Enter a positive number
0 To Decrease: Enter a negative number
0 To Change FOAPAL: Enter negative number and add new line item
= Reduce Existing Line down to zero

Status: |— Fiscal Year: 1z
Segquence: 1 Current Encumbrance Amount: 13,000.00

Journal Type: |E020 E”Encumbr’ance Adjustment

Project: E

COAB Index@ Fund B Orgn B Acct E Prog E Acty EI Locn EI Percent

[ [ [111201 | [zz010 [11009 [10 [ \ \
[TNSF Override Commit Type: Amount: -13,000.00

* Insert Record (Down Arrow) to add a new line item
e Sequence: Tab to auto populate
e Journal Type: E100- Original Encumbrance
e FOAPAL: Add updated FOAPAL

e Amount: Positive amount to net to zero with original line

1tem
Status: |— Fiscal Year: 12
Sequence: z Current Encumbrance Amount: 13,000.00

Journal Type: |ElnD E|Original Encumbrance

Project: E

COAE] IndexEl Fund El Orgn El Acct [E Prog El Acty El Locn [E Percent

m | [111100  [z1010 [r11099 [60 | \ |
[ NSF Override Commit Type: Amount: 13,000.00

e Next Block (Ctrl + Page Down)

o

74 Completion FGAEMCE

Complete: @I In Process: @ Met Amount: 0,00

1
Selectto leave document*In Process”
Record: 171 =05C=

e Select Complete or In Process.
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BANNER INB- BUDGET MANAGEMENT

Banner INB has several tools to assist Budget Managers in reviewing and
researching budgets. It contains query forms for budgets, encumbrances, and
transactions. Budget managers should utilize these forms on a regular basis to be aware of
transactions coming in and out of the budget. Accounting periods (months) are closed 15
days after the month ends and budgetary issues cannot be corrected after an accounting
period is closed. If budgetary issues are found on any of these forms, contact your Budget
Analyst immediately.

FGIBSUM- Organization Budget Summary

The Organization Budget Summary query displays high level budget data for a
fund and organization combination. This tool is used to give managers a quick snapshot
of how the budget is doing overall. From this query, budget managers are able to drill
down into the account level query, FGIBDST.

e Navigate to FGIBSUM
o Enter Query Parameters in Header Section

If navigating directly from FGIOENC, this step is already completed.
o Next Block (Ctrl + Page Down) to review budget data

|£] Oracle Developer Forms Runtime - Web: Open > FGIBDST - FGIBSUM [= =] =]
File Edit Options Block [tem Record Query Tools Help
E HMEEE Y% BEN & & Saoph | k4| @) X
"2'5I:Z:Irganizatiu:n‘u Budget Summary FEIBSUM 8.3 (PPRD)
Chart of Accounts: FF Organization: |Z21010 [7 Banner Finance Testing Commit Indicator:
Fiscal Year: 1z [7) Fund: 11101 [T Resident Undergraduate Mon-Payroll
Account Type Adjusted Budget YTD Activity Commitments Available Balance

|RE\"EHUE

|Labor

[pirect Expenditures 45,180.00 9,077.28 11,500,00 23,702.72

|Tra nsfers

4]

Net: Revenue minus

{Labor + Expense + Trﬂnsfer)‘ '45:130-UU| -9,977.28
Total Commitments: 11,500.00
-
4 »
Press Count Query Hits for Organization Budget Status
Record: 1/4 . =05C
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e Navigate to account code detail from Options Menu, Budget Status Information
| £ Oracle Developer Forms Runtime - Web: Open > FGIBSUM

File Edit Block Item Record Query Tools Help

chart of Accounts:  [U [+ Organization: 21010  [*  Banner Finance’
Fiscal Year: 1z F Fund: 111101 F Resident Underg

FGIBDST- Organization Budget Status

FGIBDST displays the budget by individual account code and works very similar to
the queries in Banner Self Service. All columns can be drilled down into for transaction
level detail.

e Navigate to FGIBDST
e Enter query parameters and select Next Block (Ctrl + Page Down)

\ (PPRD)

Chart: |U—E| Organization: |Z1010 EI Banner Finance Testing

Fiscal Year: ,FE] Fund: 111101 EI Resident Undergraduate Non-Payrall
Index: E Program: E

[ Query Specific Account Account: F

Account Type:

Ad

[ [

Activity: A
A

[ Include Revenue Accounts

Commit Type: Location:

e The results will be displayed showing current budget, actual expenditures,
commitments and available balance by account code.

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance

[r11008 |E— |cansulting Fees [ 10,000.00 | &,000.00 | 10,000.00 | -6,000.00  ~
712001 |E— [service Contracts | 5,000.00 | o.00 0.00| 5,000.00
[r1200s  [E [printing-non-advertising | 2,500.00 | 421,28 | v.oo| 2,078.72
[r14001 [ [Advertising [ 1,000.00 | o.00 0,00 1,000.00
[fza00r  [E [conference & Course Fees | 3,000.00 1,000.00 | 0.00| 2,000.00
[fz1002 [e [Professional Memberships | 1,000.00 0.00 0.00| 1,000.00
[7z2001 |E— [Travel-Business/General | 5,000.00 | 472.82 | 0.00 | 4,527.18
722002 |E— [Travel-Professional Develo | 12,500.00 34.11 0.00| 17,465.80
[rz200z  [e [Travel-Recruitment o.o0| 993,32 | v.oo| -993,32
[rzzooa  [e [Travel-Team .00 154.15 | 0,00 -154.18 |

|
|
[faznor |6 [office Supplies | 1,700.00 | 330,03 | 0.00| 1,369.97
|
|

[f3209a e [other Supplies 1,345.00 571.54 | 1,500.00 72654 v
Met Total: -45,180.00 | -9,977.28 | 11,500.00 |
4 »
Dup ltern for Detail Count Query far Orgn. Summary, Dup Rec far Encum. List
Record: 114 . =05C=

e The total of each column is reflected at the bottom of the screen.
Note: If totals do not display correctly, go back to the header section and make sure
that the Include Revenue Accounts checkbox is NOT checked.
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e In order to research a specific account, highlight the desired account code and select
Options from the menu bar and navigate to the appropriate form.

0 Budget Summary Information- Use this form to review high level data on
FGIBSUM.

0 Organization Encumbrances- Use this form to review current balances
on open requisitions, purchase orders and encumbrances.

0 Transaction Detail Information- Use this form to review transaction
detail. In order to isolate the results to a specific transaction type; budget,
actual expense, or commitment, tab to the appropriate column before
navigating to transaction detail.

o For this example, we will be researching account 711005 because there is a $6,000
deficit.
0 Start by reviewing the commitments column to see what is currently
encumbered.
0 Once commitments are reviewed, look through the transactions in the YID
column.

FGIOENC- Organizational Encumbrance List

FGIOENC will display a list of all open encumbrances and the remaining balances
by Fund and Organization. You can either navigate here from FGIBDST using the Options
menu or directly from the Banner Menu.

e Navigate to FGIOENC
e Enter query parameters in header section

e Next Block (Ctrl + Page Down).

"m Organizational Encumbrance List FGIOENC 8.0.0.1 (FPRD)
Chart: EE Index: E Organization: |Z21010 EE-anner Finance Testing
Fiscal Year: ’?E Fund: 111101 EResident Undergraduate Mon-Payroll

e Alist of open encumbrances and the remaining balances will be displayed.

Encumbrance Yendor Item Acct Prog Actv Locn Amount Commit Type
[ezooo7er | l—o [7azoag |50 | | | 1,500.00 |u— ]
[pzos3sa4 [nc consuiting [ 1 [r1100s |60 | | | 6,000.00 [u
[pzoszezs  [mc consulting [z [ri1005 |50 | | | 4,000.00 [U
[pzogzeas  [Harris office Furniture Company Inc [ 1 [732003 [ | [3c1500 | 150,00 [U
I I [ I I I I (n

o If'the list of encumbrances is too long, you can narrow your search by using the query
function.
0 Select Enter Query (F7).
0 Type in criteria and select Execute Query (F8).

Encumbrance vendor Item Acct Prog Actw

[ 711005
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e Highlight the encumbrance number you are researching and select Options, Query
Detail Encumbrance Info.

Encumbrance Yendar Item Acct Prog Aty Locn Amount Commit Ty[
Pz05383¢  [INC Consulting ’_1 |rt1005 60 | | | £,000.00 |U_
Pz053836  [INC Consulting [z [ruos 50 | \ | 4,000.00 [
| | [ | | | | [

r r | — r r r r r Lt

FGIENCD- Detail Encumbrance Activity

FGIENCD will display the details of the selected encumbrance. You can either
navigate here from FGIOENC using the Options menu or directly from the Banner Menu.

e Navigate to FGIENCD
e Type in the Encumbrance number
If navigating directly from FGIOENC, this step is already completed.
e Select Next Block (Ctrl + Page Down) to navigate between the 3 sections.
e Section 1: This section contains information related to the entire PO.
e Section 2: This section contains information related to a specific line item on the
PO.
e Section 3: This section contains information related to the balance of the PO line
item. It will display a line item for each payment, increase, or liquidation made to
the line item.

| Oracle Developer Forms Runtime - Web: Open > FGIBDST - FGIBSUM - FGIBDST - FGIOENC - FGIENCD [= =] =]
File Edit Options Block Item Record Query Tools Help
BoB RAEEEH %#Vm] @@ &g EE Sk @ X
“g8 Detail Encumbrance )
Encumbrance: PZ053834 [7 Encumbrance Period:
Description: [InC Consulting Status: [0 Type: [P
Date Established: |10-Mav-z012  Balance: 6,000,00 Yendor: |L22668685 |JNC Consulting
Item: 1 |C0nsulting Fees- Fril
Sequence: 1 Fiscal Year: ’? Status: |E Commit Indicator: |U =
coa Index Fund Orgn Acct Prog Acty Locn Proj g
|u— 111101 [z1010 [71100s 6o [
Encumbrance: | £,000,00 Liquidation: | v00  Balance: | £,000.00 -
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
10-MAY-2012 PORD PZ0535834 r | £,000,00 | 6,000,00 4~
r [ [ [ | |
r [ [ B | |
r l— r [ | |
[ [ [ B | | Ellc
4 »
Press Mext Record or Previous Record to scroll accounting/transaction details
Record: 1/? . =05C




Notice that there has been no activity since the PO was established.

Select Close (Ctrl + Q), to return back to the previous form. (If you used the Options
menu to navigate here from FGIBDST, close each form until you return back to that
screen.)

FGITRND- Detail Transaction Activity

FGITRND will display every transaction that has posted against the FOAPAL you

are researching. You can either navigate here from FGIBDST using the Options menu or

directly from the Banner Menu. Ifyou are using FGIBDST, only the information regarding

the account you selected will be displayed.

Navigate to FGITRND

Enter query parameters in Header Section.

If navigating directly from FGIBDST, this step is already completed.
Select Next Block (Ctrl + Page Down).

FaDetail Transaction Activity FGITRND 8.4.0.23 (FPRD)
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period
F [ N ) N ) ) :
m 2| [111101 |z1010 711005 | | | [

Enter query parameters (when not navigating directly from FGIBDST) or leave blank to
see all transactions
0 FOAPAL Elements: Account, Organization, Program, Fund, Activity,
Location
0 Dates:
» Activity Date: Records the date the transaction was completed,
approved and posted to Banner ledgers
* Transaction Date: Records the date the transaction occurred.
0 Document Parameters:
» Type: Records the rule code used to complete the transaction, such
as, BD2 or BD4 for budget transfers
= Document: Records the Banner document number associated with
the transaction.
= Description: Records either the vendor name for requisitions, PO’s
and invoices or a description related to the document for budget
transfers and various accounting entries/feeds.
» Field: Records which column the transaction posted to in the budget
query.
e OBD: Original Budget
e ABD: Adjusted Budget
e YTD: Year-to-date Activity
e ENC: Encumbrance
e RSV: Reservations
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o Select Execute Query (F8)
e Each transaction will display as a line item in the budget. To review in more detail, tab
over as this form has several columns.

Increase (+
Activity Date  Type Document Field Amount Decrease |

11-MAY-2012  |INEI 10225219 NG Consulting D | 6,000.00 |+

| | | | | | [

Notice that this invoice payment is for the same vendor and dollar amount as the
Purchase Order in the commitment column. Drill down on the invoice to see if this is
attached to another Purchase Order.

e Go to Options; Query Document

File Edit Block Iterm Record Query Tools Help

Sl Query Document o BRIy &I
IR Cetail Encumbrance Info e
Query Total for all records
Format Display Preferences [und Organization Accour

[

M T T [+] [*] [+]
m e [111201 [z1010 711005
Account Organization Program ‘ Activity Date Type

e Next Block (Ctrl + Page Down) to query the invoice.
e Ifitis determined that the invoice should have been applied to the open PO, contact
your Budget Analyst to resolve this issue and release the $6,000 back into the budget.

FGIBAVL- Budget Availability Status

The Budget Availability Status form (FGIBAVL) will display the budget based on
posted (approved) documents plus documents in progress. Documents in progress
include documents that are completed (in approval process), incomplete (started, but not
finished/submitted), disapproved, receipt pending (invoices without receiving document),
and documents with errors. Of these documents, line items that have insufficient
funding are placed in NSF suspense and are not reflected in the available balance.

FGIBAVL = Posted + In Progress - NSF Items

FGIBAVL is the only budget query that will display In Progress documents, all
other budget queries only display posted documents. However, In Progress documents
may be viewed with their status indicators from FGIBAVL and Banner Self Service budget
queries via the Transaction in Process Status query.

The account balances displayed in FGIBAVL are the balances that Banner uses to
check funding availability for document processing. Available balance is determined by
the FGIBAVL balance of Fund, Organization and Account combinations. Other FOAPAL
elements are disregarded when querying in FGIBAVL and should not be used on the
form.
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Navigate to FGIBAVL
Tab through the fields to enter query parameters. (Required fields are displayed in
screenshot below)

|£| Oracle Developer Forms Runtime - Web: Open > FGIBAVL
File Edit COphions Block Item Record Query Tools Help

BYE BEEE $7 288 @ & S B @ X

TmBudge ahility ¢ {PPRD)

Chart: WE Fund: 111101 EI Resident Undergraduate Non-Payraoll
Fiscal Year: ’?[E] Organization: |Z1010 E Banner Finance Testing

Index: ’7[3] Account: WEI Contractual Services

Commit Type: Program: liEl

Note: When querying the total operating budget enter 7100 in the Account field and
when viewing payroll budgets use 6100 with the payroll fund code.

Next Block (Ctrl + Page Down) to view the budget

| £ Oracle Developer Forms Runtime - Web: Open > FGIBAVL E@
File Edit Options Block Item Record Query Tools Help

WYl RABE B3P I Sk & B @1 X

RO

Chart: FF Fund: 111101 [7 Resident Undergraduate Non-Payroll
Fiscal Year: ,FF Organization: WF Banner Finance Testing W Pending Documents
Index: F Account: 7100 [7 Contractual Services
Commit Type: Program: [~
Control Keys --->  Fund: |111101 Organization: W Account: ’F Program: ’—
Pending
Account Title Adjusted Budget YTD Activity Commitments Available Balance pgcuments
[f11o05  [consuiting Fees [ 10,000.00 | 0,00 10,000.00 | oo [ =
[r1z001  [service Contracts | 5,000.00 | 0.00| 4,500.00 | s500.00 [
[71z005  [printing-Non-Advertising | 3,000.00 42128 z122.59 45613 [
[714001  [advertising [ 1,000.00 | 0.00 | 0.00 1,000.00 [
[r21001  [conference & Course Fees | 3,000.00 | 1,000.00 0.00| z,000.00 [
[72100z  [professional Memberships | 1,000.00 | 0.00| 0.00| 1,000.00 [
[rz1o04  [Professional Resource Mate | 20,000.00 | 0,00 18,250.00 | 1,750.00 [
[rzzo01  [Travel-Business/General | 5,000.00 | 47282 560.00 | 3,667.18
[72zo02  [Travel-Professional Develoy| 12,500.00 | 3411 594,79 | 1157110 [
[rzz003  [Travel-Recruitment [ 0.00 993.32 0.00 -993.32 [
[r2z004  [Travel-Team | 0.00| 154 .18 0.00| -154.18 [
[732001  |[office Supplies | 1,700.00 | 330.03 0.00| 1,360.97 [
[732099  [other supplies [ 1,345.00 | 571.54 1,500.00 | -726.54 [
[7910 [non-Capital & Capital Expei| 2,135.00 0.00| 150,00 1,985.00 [
Total: | £5,680.00 3,077.25 38,277.38 23,425 .34 = [+
4 »
Account Code. Duplicate Item to view Pending Documents.
Record: 214 . =05C

Note: FGIBAVL cannot be used to drill down into an account and see a list of all
transactions; however, users can view documents in progress on line items where the
Pending Documents field is checked.
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From FGIBAVL, select a line item where the Pending Documents box is checked
and go to Options, Pending Documents (F3).

O e e FG[EAVL” [E=Rc %]
i racle Developer Forms untime - eb: pen > a F— =

File Edit Block Item Record Query Tools Help

) (BEE S S BRI T

Eormat Form Prefarences

7o Budgetl = .0.2 (PPRD) =i R R e AR R R
Chart: FF Fund: 111101 [7 Resident Undergraduate Non-Payroll
Fiscal Year: 17 F Organization: |Z1010 [T Banner Finance Testing # Pending Documents

Index: [T Account: 7100 [7 Contractual Services
Commit Type: Program: [7

Control Keys ---> Fund: |111101 Organization: 21010 Account: |7100 Program:

Pending

Account Title Adjusted Budget YTD Activity Commitments Available Balance pgcuments
(711005 [Consulting Fees [ 10,000.00 | 0.00| 10,000.00 | ooo [0~
(712001 [Service Contracts | 5,000.00 | 000 4,500.00 50000 [

(712005 [Printing-Non-Advertising | 3,000.00 | 421,28 z,122.59 456,13 [
(714001 [Advertising [ 1,000.00 | 0.00 | 0.00 1,000.00 [
(721001 [Conference & Course Fees | 3,000.00 | 1,000.00 | 000 2,000.00 [
72100z [Professional Memberships | 1,000.00 | 000 0.00| 100000 [ |
721004 [Professional Resource Mate | 20,000.00 | 0.00 | 18,250.00 | 1,750.00 [
[Travel-Business/General | 5,000.00 | a72.82 560.00 | 366718 [ <:—'
72200z [Travel-Professional Develoy | 12,500.00 3411 894.79 157110 @[
(722003 [Travel-Recruitment [ 0.00 | 993.32 0.00 -993.32) [
(7ezon4  [Travel-Team | o0 154.18 | 0.00 | -154.18 [
[73zo01  [office Supplies | 1,700.00 330,03 | 000 1,369.97 [
(732099 [Other Supplies [ 1,345.00 | 57154 1,500.00 | 72654 [

7910 Non-Capital & Capital Exper 2,135.00 0.00 150.00 1,985.00 [ -

\ | | | | \
Total: | £5,680,00 | 3.077.28 38,277.35 | 23,425.34 ol

A] S | »
Account Code. Duplicate lterm ta view Pending Documents |
Recard: 84 | | | | =08C»
The status, transaction detail and budget impact will display for every pending
document related to a budget line item.

Document Status Fund Organization Account Program Adjusted Budget ¥TD Activity Commitments

—
lRoSs4674 | [In approvals | [t11101  [z10mn [Fzzo01 [sn 0.00 | 0.0 | 360,00 4
lRossaera | | [napprovals  vl11101  [zao0 [rzzoon [eo 0.00 | 0.00 | 500,00

| | \ _J
H ’—'l |

Transaction Detail

Budget Impact

—

-
-

| ] ] e e e e e e
4]

Total o0 | 0.0 | 560.00
Available Balance In Process: _860.00
-
1 4

Record: 1/2 . =0BC=
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e The status indicator will identify why the document has not posted to the
operating ledger and will determine what action needs to be taken with the
document.

Status Definition

Document has not been completed and either needs to be

Incomplete submitted by the originating user or deleted from the
system.
Document is in the approval process. Contact the next
In Approvals bp P

approver to review the document.

Document has been denied and either needs to be corrected

Disapproved for resubmission or deleted from the system.

Invoice has been completed, but cannot post until AP has
Receipt Pending | received confirmation that goods/services have been
received.

Document has been approved and is waiting to be posted.
Contact your Budget Analyst to resolve this issue.

To Be Posted

Document has an error that is preventing it from being
Error removed from the Pending Documents listing. Contact your
Budget Analyst to resolve this issue.

Document has an undetermined status.

Undefined Contact your Budget Analyst to resolve this issue.

Note: NSF line items on documents in progress will NOT be displayed in the query.
¢ C(lose the Pending Documents query to return to FGIBAVL

Extracting Data from INB

Banner INB has the capability to move data from Banner into Microsoft Excel as a CSV
file. Once the data is downloaded, it can be rearranged and manipulated without
changing the data stored in Banner. Any form with the option to Extract Data located on
the Help menu can use this tool.

e Adjust settings to extract headers with data.
0 Go to the main screen in INB and click on a Personal Link (located in the

right My Links column)
|

Products: E| Menu | Site Map | Help Cen

My Links

Change Banner Password

Check Banner Message

Personal Link 1

persofPersonal Link 1
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0 Select “Include Header Row in Data Extract”
| | |

Data Extract De

¥ Include Header Row in Data Extract

0 Save (F10) and close (Ctrl + Q) form.
e Be sure to check that your Pop-Up Blocker is turned off on your internet browser.
0 Internet Explorer: The Pop-Up Blocker will not allow you download data so
you must hold down the Ctrl key before selecting Extract Data until the
Opening gokoutp.csv dialogue box is displayed.
0 Firefox (recommended for INB usage):
= On your web browser go to Tools, Options

= By the field Block pop-up windows select the Exceptions button

i O@® B & & &

Main  Tabs  Conkent Feeds Privacy  Securty  Advanced

Block pop-up windows
Load images automatically
Enable Javascript
Enable Java

Fonts & Colars

Default fork: | Times Mew Roman w| Sker |16 |w

File Types

Configure how Firso hardles certsin bypes of fles

o ][ cancel ][ Hel ]

= Typeinb.liberty.edu in the Address field and select Allow

__________________ [ Fra——

‘You can specify which wehb sites are allowed to open popup windows. Type
the exact address of the site you want to allow and then click Allow.
Address of web site;

livedata.liberty, edu|

Site Status
livedatainb.liberty.edu Allowe

* (Close the window to save settings.
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e Once settings are selected, navigate to the form in BANNER INB you wish to
download into Excel and enter any search criteria.
e Move your cursor to Help on the menu bar and select one of the Extract Data options.

2 Oracle Developer Forms Runtime - Web: Open > FGITRND
File Edit Cptions Block Item Eecord Query Tools BEElE]

. DB I BRAEBERER e E B¢ Orline Help

%a Detail Transaction v FGITRMD 7.2 (TR Dynamic Help Query

Dynamic Help Edit
COA Fiscal Year Index Fund Organ Help (Ttem Properties) jram Activity
L r -

~ = ) -
n s | | oo misi‘”e“s s

Display Error

e L. Display ID Image
Account Organization Program Activity | Ent

Calendar
|e510 oo |vs-apR-z gachIator |Lynchburg sp:
[740000 [e510 oo [11-aPR-2 [Roancke Time
Ewxtract Data with Key
760007 |e510 6o 08-APR-2 gu , [Lynchburg Spe

act Data Mo

784009 |e510 6o [11-aPR-Z [Elue Ridge Bu
| | | | Technical Support » |

| | | | About Banner |

0 Extract Data With Key will display with search criteria in the first 2 rows:

."/IE;:.; |- [axER s Microsoft Excel _
- - Home Insert Page Layout Formulas Data Review View
= ¥ | calibri 11 ~|||[=E ==|F ||General ~ A Sesert- | E - % ﬁ
F‘_a;:] = |B = '||A‘ Avl |§ ! | Styles %FTDEIEtE : IE' Sort & Find &
- |E D AL |E w8 5% - || EFormat~ || 2~ Fitter~ Select~
Clipboard ™ Font ] Alignment_ P MNumber T« Cells Editing
I a1 - 5|
Z gokoutp.csv [Read-Only]
A B C D E F G H I J K
1 L]
2 Chart Fiscal Yeal lIndex CQuery Spe Include Re Commit T Organizati Key Orgn | Fund Key Fund Progr
3L & 651000 R ¥ 6510 Financial £ 1000 General Fi
4 |Account Type Title Adjusted |YTD Activi Commitm Available Balance
5 710001 E Caterings 998230 0 0 998250
il 710003 E Consultiny 0 0 4500 -4500
7 710008 E Printing 393750 0 500 393250
8 710009 E Purchasec 1500 5 0 1435
9 730000 E Freight/St 1000000 0 0 1000000
10 730001 E Postage 1000000 0 4500 995500
11 740000 E General A 0 450 0 -450
12 750000 E Computer 1000000 0 935 993005
13 750001 E Equipmen 2557 0 5535 2002
14 750002 E Furnishing 0 0 353 -953
Plmm e | femlm mRlsnnan Y [y
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0 Extract Data No Key will display without the search criteria, only the query

information with header rows:

1 e |
"/ﬁi; (= B B T W o - Microsaft Excel =
- - Home Insert Page Layout Farmulas Data Review View
== ¥ | calibri -ln -|[|E ==|5 | cenera - A Selnsert~ | X < % @a
P_EI:] )| A ‘||A‘ IS El@v (8~ i) Styles %P.‘DEIEtE ) Ij' Sort & Find &
- &~ A~ |[[EEE||®-| || S + || EFormat - || 2~ Fiter~ Select~
Clipboard ™= Font ] Alignment ] Mumber = Cells Editing
I Al - |
& gokoutp.csv [Read-Only] =
A B C D E F G H I ] K
1 :I
2 |Account  Type Title Adjusted |YTD Activi Commitm Available Balance
3 710001 E Catering 5 998230 0 0 5998250
4 710003 E Consultin 0 0 4500 -4500
5 710008 E Printing 999750 0 500 5995250
6 710009 E Purchasec 1500 5 0 1435
7 730000 E Freight/St 1000000 0 0 1o0o0oa
8 730001 E Postage 1000000 0 4500 995500
9 740000 E General A o 450 a0 -450
10 750000 E Computer 1000000 0 995 993005
11 750001 E Equipmen 2557 0 535 2002
12 750002 E Furnishing 0 0 959 -959
13 760007 E Office Sug 7029 22 a0 7007
14 763001 E Metwark/ 4400 0 345 4055

Click OK to open the Excel file

Opening gokoutp.csv 1

You have chosen to open
gokoutp.csv

from: http://disctraining.liberty.edu
What should Firefox do with this file?

which is a: Microsoft Office Excel Comma Separated Values File

| Save to Digk

" Microsoft Office Excel (default) .“

Do this automatically for files like this from now on.

{_—-—_} Cancel

Go to File, Save As, and choose the Save As type: Excel Workbook (*xIsx).
[v]

File name: gokoutp-3.csv
Save as type:

led Workboak (*.xdsm)

Excel Binary Workbook (¥, xlsb)

Excel 97-2003 Workbook (*.xIs)

XML Data (%, xml)

Single File Web Page (*.mht; *.mhtml)

Cancel

The data can now be rearranged and manipulated without affecting any of the data

stored in Banner. After reviewing transactions, if further clarification/research is needed,

please contact your Budget Analyst.
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Appendix A- Requisition Examples




Requisition Example- Goods




View Document

Search

(o)

View Document

Requisition Header

Page 1 of 1

MENU | SITE MAP | HELP | EXIT

Requisition Order Date |Trans Date |Delivery Date|Print Date Total
R0O584671 May 10, 2012|Jun 15, 2012|Jun 15, 2012 2,122.59
Origin: BANNER
Complete: Y Approved: |Y Type: Procurement
Cancel Reason: Date:
Requestor: Lagos, Andrea Z1010 Banner Finance Testing
Accounting: Commodity Level
Ship to: 12th Street LU Receiving
1900 12th Street
Lynchburg, VA 24501
Attention: Receiving
Contact: Receiving
Phone Number: |434-592-3312
Vendor: L20519528 [Collinsville Printing Co., Inc.
PO Box 505
Collinsville, VA 24078-0505
Phone Number: |276-666-4400
Fax Number: 276-666-4513
Document Text:|Purchasing manuals for requisition training.

Requisition Commodities

Item Commodity|Description |U/M Qty [Unit Price|[Ext Amount]
Disc Addl Tax Cost
1|SVPRINT |Requisition Training Manuals|EA 1000 2.3451 2,345.10
234.51 12.00 0.00|2,122.59

Custom 52 page color manual

Printing needs to be front & back

10% discount reflected in extended field

Additional amount is for shipping
Requisition Accounting
Seq#|COA|FY|[Index|Fund |Orgn [Acct [Prog|Actv|Locn|Proj|NSFSusp|NSFOvr|Susp|Amount
1 U 12 111101|Z21010{712005|60 N N N 2,122.59
Total of displayed sequences: 2,122.59

No Related Documents Available

RELEASE: 8.2

http://pprd.liberty.edu/BANPPRD/bwfkvdoc.P ViewDoc 5/10/2012



Requisition Example- Services/Subscriptions




View Document Page 1 of 1

Search MENU | SITE MAP | HELP | EXIT
View Document
Requisition Header
Requisition Order Date |Trans Date |Delivery Date|Print Date Total
R0584672 Apr 01, 2012|May 01, 2012|May 01, 2012 18,250.00
Origin: BANNER
Complete: Y |Approved: N Type: Procurement
Cancel Reason: Date:
Requestor: Lagos, Andrea 71010 Banner Finance Testing
Accounting: Commodity Level
Ship to: 12th Street LU Receiving

1900 12th Street

Lynchburg, VA 24501
Attention: Receiving
Contact: Receiving

Phone Number: (434-592-3312

Vendor: L20002599 |SunGard Higher Education
4 Country View Rd

Malvern, PA 19355-1408

Phone Number:

610-578-5409

Fax Number:

610-578-6760

Document Text:

Purchasing subscription to Banner INB training

program for training Finance Staff.
Start Date: 05/01/12 End Date: 04/30/13
Prepayment is due on 4/15/2012.

Requisition Commodities

Item Commodity|Description |U/M Qty [Unit Price|[Ext Amount
Disc| Addl Tax Cost
1|PDSUB |Banner Suite Subscription-Unlimited Users|EA 1 18250 18,250.00
0.00 0.00 0.00(18,250.00
Requisition Accounting
Seq#|COA|FY|[Index[Fund |Orgn |Acct [Prog|Actv|Locn|Proj|INSFSusp|NSFOvr|{Susp| Amount
1 U 12 111101{Z71010|721004|60 N N N 18,250.00
Total of displayed sequences: 18,250.00

No Related Documents Available

RELEASE: 8.2

http://pprd.liberty.edu/BANPPRD/bwfkvdoc.P ViewDoc 5/10/2012



Requisition Example- Travel




View Document

Page 1 of 2

MENU | SITE MAP | HELP | EXIT

Search [@J
View Document
Requisition Header
Requisition Order Date |Trans Date |Delivery Date|Print Date Total
R0584673 Mar 15, 2012|Apr 10, 2012|Apr 06, 2012 744.79
Origin: BANNER
Complete: N Approved: N Type: Procurement
Cancel Reason: Date:
Requestor: Lagos, Andrea Z1010 Banner Finance Testing
Accounting: Commodity Level
Ship to: 12th Street LU Receiving

1900 12th Street

Lynchburg, VA 24501
Attention: Receiving
Contact: Receiving

Phone Number:

434-592-3312

Vendor:

Multiple Vendors

Document Text:

Jane Doe is travelling to Birgingham, AL on

4/10/12 - 4/15/12 for Train the Trainer conference

Registration, and lodging were paid for

using department P-Card. Traveller will need

monies for per diem, rental car, and fuel.

Requisition Commodities

Item

Commodity|Description

lusm

Qty

Unit Price

Ext Amount

Disc

Addl

Tax Cost

=

TPDIEM

|Per Diem for Jane Doe|EA

1

212.8

212.80

0.00

0.00

0.00(212.80

Vendor: Jane Doe

12345 Main Street

Lynchburg, VA 24504

Copy of per diem calculator showing breakdown of

meals provided is being emailed to Purchasing.

Traveller will need advance check on 4/6/2012.

Requisition Accounting

Seg#|COA|FY

Index

Fund

Orgn

Acct

Prog|Actyv

Locn

Proj|NSFSusp|NSFOvr

Susp

Amount

1 U 12

111101

Z1010

722002

60

N N

212.80

http://pprd.liberty.edu/BANPPRD/bwfkvdoc.P ViewDoc

5/10/2012



View Document Page 2 of 2

|Tota| of displayed sequences: 212.80|

Requisition Commodities

Item Commodity|Description |U/|\/I Qty |[Unit Price|Ext Amount
Disc| Addl Tax Cost
2[TPGRND  |[Economy Car Rentall[EA 6| 41.999 251.99
0.00 0.00 0.00|251.99

VVendor: Enterprise Rent A Car (L20000798)
Wards Road location

Traveller will put car on personal card and be
reimbursed on return.

Requisition Accounting
Seq#|COA|FY|Index|Fund [Orgn [Acct |Prog|Actv|Locn|Proj|NSFSusp|NSFOvr|Susp/Amount

1 U 12 111101{Z1010(722002|60 N N N 251.99
Total of displayed sequences: 251.99
Requisition Commaodities
Item Commodity|Description |U/M Qty [Unit Price|[Ext Amount
Disc| Addl Tax Cost
3]TPGRND  [Fuel Expenses|EA 1 280 280.00
0.00 0.00 0.00J280.00

Vendor: Jane Doe

12345 Main Street

Lynchburg, VA 24504

Fuel estimated at $280. Traveller will need
advance check for expenses on 4/6/2012.

Requisition Accounting
Seq#|COA|FY|Index[Fund [Orgn [Acct |Prog|Actv|Locn|Proj|NSFSusp|NSFOvr|Susp|/Amount
1 U 12 111101{Z1010|722002|60 N N N 280.00
Total of displayed sequences: 280.00

No Related Documents Available

RELEASE: 8.2

http://pprd.liberty.edu/BANPPRD/bwfkvdoc.P ViewDoc 5/10/2012



Per Diem Calculator Example




Financial Planning & Budgeting, Financial Planning & Budgeting

From: Sharepoint Support

Sent: Thursday, May 10, 2012 11:35 AM

To: Financial Planning & Budgeting, Financial Planning & Budgeting
Subject: Perdiem calculation for Trip TC10001254'from Jane Doe

[Submitted by aclagos@liberty.edu]

This message was created by a Microsoft InfoPath form. The form data may be included as an attachment.

Name Jane Doe

Trip # TC10001254

Start Time 12:00pm - 6:00pm
End Time 6:00pm -12:00am

Destination 1
AL, Birmingham, Jefferson and Shelby (Year Round)

Email budget@liberty.edu
Dept ID Z1010

Start Date4/10/2012

End Time 4/15/2012

Breakfast Lunch Dinner
Day 1 $11.20 ] $16.80 M $28.00 ]
Day 2 $11.20 4] $0.00 O $28.00 4|
Day 3 $11.20 4] $0.00 O $28.00 4|
Day 4 $11.20 4] $0.00 O $28.00 4|
Day 5 $11.20 ] $0.00 O $0.00 O
Day 6 $11.20 ] $16.80 M $28.00 4]

%
75
100
100
100
100
75

Amount
$42.00
$39.20
$39.20
$39.20
$11.20
$42.00

Lodging $645.00

Per Diem $212.80

Total Lodging Allowance

$645.000 Total Per Diem

$212.80

LU Travel & Entertainment Policy
Find a county on naco.org
International Per Diem Rates
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