BANNER XE-9 Requisition Entry with Line Specific FOAPALS

BANNER XE — 9 (Application Manager)

Navigation Information

Banner Banner

Menu Search
= Q '.‘b Louisiana Commu...  Louisiana Delta Comm College ) Alexa Smith Lambert @ Sign Out
< My Banner

Purchase/Blanket/Change
Order Query (FPIPURR)

Vendor Detail History
(FAIVNDH)

Payment Control
(FAAPAYC)

Invoice/Credit Memo
Cancel (FAAINVD)

Journal Voucher Mass
Entry (FGAJVCM)

lician Company L.P. and its affiliates. Release: 2.0.1

Direct Cash Receipt

a
(FGADCSR) : 5 poo Keyboard Shortcuts

After logging into Banner XE this screen will be displayed. Clicking the Banner Menu button under
Banner will bring up a list of all Banner Menu forms or under My Banner will bring up a personalized list.

Banner Search gives you the option to search by form name or by a word that appears in a form name,
and gives similar results as the search window under the Welcome.
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= Q Louisiana Commu...  Louisiana Delta Comm College ) Alexa Smith Lambert @ Sign Out

RECENTLY OPENED

Document Retrieval Inquiry
(FGIDOCR)

Detail Transaction Activity
Page (FGITRND)

Journal Voucher Mass Entry
(FGAJVCM)

Approvals Notification
(FOIAINP)

lician Company L.P. and its affiliates. Release: 2.0.1

[-]
poo Keyboard Shortcuts

Clicking the Recently Opened Folder icon will provide a list of your most recently used forms.

e e @ https://inb-test.Ictcs.edu:8102/applicationNavigator/seamless#Application £ - @& & || D Louisiana ...| S 'Error: Bro... [AOracleFus... S LolA—L... @ Applic..

= Q "b Louisiana Commui... Louisiana Delta Comm College ) Alexa Smith Lambert @ Sign Out

journal

Automatic Journal Voucher
(FGAAUTO)

Journal Voucher Entry
(FGAJVCD)

Journal Voucher Mass Entry

Ellucian® | © 2( 1 Release: 2.0.1

a
poo Keyboard Shortcuts

Example of using the Search window under the Welcome bar.
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CREATING A REQUISITION with Line Specific FOAPALS- Commodity Level Accounting

To enter a Requisition, either type in FPAREQN and choose it or type in ‘Requisition’ and choose the
form FPAREQN. The following screen will appear.

e @ nhttps://inb-test.Ictcs.edu:8102/applicationNavigator/seamless#Requisition O ~ @ € || [ Louisiana l S Error: Bro.., lorddeﬁls‘... S LolA—L.. | @ Applic... % Y e

— | (ol ’.‘b Louisiana Commu... Louisiana Delta Comm College ) Alexa Smith Lambert @ Sign Out ?

Requisition FPAREQN 9.3 (conv0210) (DELTA):DELTA i CHANGE ADD B REREVE & RE

» Requisition: [NEXT IJ [ COPV/ COpy Button

Get Started: Fill out the fields above and press Go.

GO

Button

A X

EDIT Record: 1/1 KEY_BLOCK DISPLAY_RQST_CODE [1] ellucian

Type ‘NEXT’, in the Requisition box and then click the ‘Go’ button. The ‘Go’ button has replaced ‘next
block’ for this part of the form.

NOTE: TO VIEW MORE OF BANNER SCREEN TRY HOLDING DOWN THE CTRL KEY ON YOUR KEYBOARD
AND USING THE SCROLL ON YOUR MOUSE TO MAKE FONT SMALLER OR BIGGER. SMALLER FONT

ALLOWS YOU TO SEE MORE OF THE SCREEN WITHOUT HAVING TO USE SCROLL BARS WITHIN BANNER
TO MOVE LEFT AND RIGHT.
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,
= Q '.‘b Louisiana Commu...  Louisiana Delta Comm College ) Alexa Smith Lambert @ Sign Out ?
Requisition FPAREQN 9.3 (conv0210) (DELTA)::DELTA il CHANGE ADD B RETREVE M REIATED £f TOOLS
Start Over
Requisition: NEXT
~ REQUISITION ENTRY: REQUESTOR/DELIVERY Insert (@ Delete ¥gCopy | ¥, Filter =
Requisiton ~ NEXT Comments  |shipping to be added D In Suspense
Order Date * |04/13/2017 [::] Commodity Total 0.00 D Document Text
Transaction Date * [04/13/2017 [::] 0.00
Delivery Date * (04/21/2017 B Document Level Accounting
I vencorwiomation Commoy sncigCompaton
~ REQUESTOR/DELIVERY INFORMATION E§insert @@ Delete FgCopy ¥ Filter
Requestor * | Alexa Lambert | Street Line 2
Organization * 630007 ‘ Comptroller's Office Street Line 3
CoA* (L .| LcTes
Email | Contact i
a | X SAVE

FPBREQH.FPBREQH_EMAIL_ADDR [1] ellucian

In header, Uncheck the Document Level Accounting Box.

= Q % Louisiana Commu... Louisiana Delta Comm College Q Alexa Smith Lambert @& Sign Out ?
Requisition FPAREQN 9.3 (conv0210) (NULL):-NULL i cHance ADD BB RETRIEVE g% RELATED X TOOLS
Start Over
Requisition: NEXT
~ REQUISITION ENTRY: REQUE STOR/DELIVERY Insert (@ Delete ¥gCopy ¥, Filter o

Requisiion  NEXT Comments [C] in Suspense
Order Date * [04/19/2017 " Commodity Tots! 0.00 [[] Document Text

Transsction Date * |04/19/2017 gg Totsl 0.00

Delivery Date * |04/22/2017 ] Document Level Accounting

Now unchecked

Requestor/Delivery Information  [ERZY 103

~ REQUESTOR/DELIVERY INFORMATION

Requestor * [Alexa Lambert Street Line 2

organzaton= [ [ StreatLne3
COA* |L ««| LCTCS

Email | Contact

Tab through the header entering the necessary items (noted by an asterisk). Delivery Date should be at
least next day.
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Your name as Requestor and COA L for LCTCS Chart of Accounts should default. If the Org number does
not default, you will need to enter your department’s Org code before entering the Ship To Location
code. When you enter the Ship To Location (use Lookup) and hit ‘Tab’ on keyboard the Ship to address
and default Contact info will fill in.

‘ File Edit Vie Favorites ools Help
Q % Louisiana Commu... Louisiana Delta Comm College Q Alexa Smith Lambert & Sign Out ?
X Requisition FPAREQN 9.3 (conv0210) (DELTA)::DELTA ﬁ CHANGE ADD a RETRIEVE ﬁ% RELATED -#- TOOLS
Start Over
Requisition: R0004245
Requestor/Delivery Information [WRZ3.7 13 A
~ REQUESTOR/DELIVERY INFORMATION ESinsert [ Delete ¥mCopy | Y, Filter
Requestor* [Alexa Lambert Streetline2 609 Vocational Parkway
Organization * @ Comptrolier's Office Street Line 3
coa- [L -] LeTes
Emsil Contsct | Receiving
Aftention To * |Receiving
Phone Ares Code | Building
PhoneNumber [ | Floor
Phone Extension ﬁ! City West Monroe
Stste or Province L4
FexAreaCode [ | Zip or Postal Code 71292
Fax Number ‘—\ Nation
Fax Extension fi\
ShipTo* |OYA ’ Area Code 318
v
E Number 3976700 |
Down Arrow/Next Block

FPBREQH.FPBREQH_REQH_DATE [1] ellucian

Click the Down Arrow to move to the Vendor Information Tab. Up and Down Arrows replace the Next
Block/Previous Block buttons.
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Either enter the Vendor Number or Lookup the Vendor using the (...) icon next to vendor cell.

If you choose the Lookup, the Select button will be seen at the bottom right. Address will default. If you
need to change it, use the (...) icon to lookup the various addresses for that vendor. Use the Arrow

Down (to move forward)/Arrow Up (to review previous screens) icons at bottom left of screen to
perform the Next Block/Previous Block functions used in Banner 8.

Q % Louisiana Commu... Louisiana Delta Comm College Q Alexa Smith Lambert @ Sign Out ?

Requisition FPAREQN 9.3 (conv0210) (DELTA)::DELTA g

il CHANGE aop B REREVE & ReLATED ¥ TOOLS

Start Over
Requisition: R0004245

Requestor/Delivery Information Vendor Information C i i i d A

~ VENDOR INFORMATION

B3 insert @@ Delete TmCopy . Filier

(EEEzzEE] | Staotes Contract & Commerciai, inc Contsct |
Vendor Hold Email ‘

)

| 1) Phone Area Code 877

Phone Number 826755
Dba Staples Business Advantage Phone Extension

500 Staples Dr

Fax Ares Code

Fax Number

Framingham Fax Extension
MA Discount [30 |- JNet 30 Days
01702-4474 Tax Group .
United States Currency [‘—|‘
<

Record: 1/1 FPBREQH.VENDOR_SPRIDEN_ID [1]

ellucian
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Q % Louisiana Commu... Louisiana Delta Comm College ) Alexa Smith Lambert @& Sign Out ?

Requisition FPAREQN 9.3 (conv0210) (DELTA):-DELTA fit cnanvce R o0 B remEve J% RelateD Y TooLs

Start Over
Requisition: R0004245

Requestor/Delivery Information  Vendor Information Balancing/Completion A
~ COMMODITY Insert [@Delete TmCopy Y. Filter
Item Commodity Description umMm Tax Group Quantity Unit Price Commodity Text Item Text Add Commodity
1 ‘ BIC Wite-Out Brand EZ Correction Ta... EA 1.00 4.9200 O O O
2 # 577297 HP 42X Black Toner Hi Yield  EA 1.00 214.6400 O O O
Record 1 of 2
Extended Amount 492 Tax 0.00 [v] Distribute
Discount 0.00 Commodity Totsl 492
Additional 0.00
~ ACCOUNTING EBinsert [ Delet= MaCop Y, Filter
Sequence COA Year Index Fund Orgn Acct Prog Actv Locn Proj NSF Override NSF Suspense
1L 17 110001 630007 T201JA 600 11
Record 1 of 1
% usD
Extended Amount O ( 492|
Discount O | 0 DD‘
Additional

Next Block

FPRREQD.FPRREQD_COMM_CODE [1] ellucian

On the Commodity/Accounting Tab either tab through or click on the cell in which you want to enter
information. The cell in which the cursor is located will be highlighted white. Enter the Description,
U/M, Qty, and Unit Price; then add Item Text, if needed. Then tab through the Extended Amount
through Document Total cells to have Banner auto-calculate. If you wish to add a line, and with cursor
in Commodity cell, use the down arrow on your keyboard to insert another line. Tab to Description
cell and add the information for the second item and continue through, as before.

Tab until your cursor is back in the Commodity cell. Since Document Accounting box is unchecked, you
will need to go to the Next Block (Arrow Down) to enter the FOAPAL for Line 1. Checking that the
cursor is in Line 1, click the Arrow Down button to move to the Accounting portion of the screen.

The COA (L) for Chart of Accounts-LCTCS should default, as well as Year (Fiscal Year). Enter the Fund.
Org should default, but can be overridden, if you are ordering for another area besides your
department. Enter the Expense Account code. The Program Code should default, but may be
overridden, if your budget requires it. An Activity Code is used with some funds. LDCC does not use
Locn or Proj codes at this time.

Note above that Line 1 under Commodity Section is highlighted and to the right it shows Record 1 of 2.
In Accounting section there is Record 1 of 1, and the amount in Extended Amount is the same as Line 1
Commodity Total.

Click the Arrow Up/Previous Block button to go back to COMMODITY section and choose Line 2. With
Line 2 highlighted click Arrow Down/Next Block to go back to ACCOUNTING section to enter a FOAPAL
for Line 2.
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Now line 2 coding is entered, showing Record 1 of 1 in ACCOUNTING section and Record 2 of 2 in
COMMODITY section. In this example, the only coding difference is the Account Code. However, there
could be Fund, Org, Account, Program or Activity Code differences that could warrant the use of
separate FOAPALs for each Line item.

= Q % Louisiana Commu.. Louisiana Delta Comm College ) Alexa Smith Lambert @ Sign Out ?
Requisition FPAREQN 9.3 (conv0210) (DELTA):DELTA fif cHanGe aop B REREVE g% RELATED $§ ToOLS
Start Over
Requisition: R0004245
g o
_ A
~ COMMODITY E3insert @@ Delete T Copy | 7, Filter
|
item Commodity Description um Tax Group Quantity Unit Price Commodity Text Item Text Add Commodity
1 BIC Wite-Out Brand EZ Correction Ta... EA 1.00 4.9200 O [#] O
2 # 577297 HP 42X Black Toner HiYield EA 1.00 214.6400 O O ]
Record 2 of 2
Extended Amount 214.64 Tax 0.00 Distribute
Discount 0.00 Commodity Tots! 214.64
Additions! 0.00 /
~ ACCOUNTING ERinset [@Delete TmCopy Y/rilier
Sequence COA Year Index Fund Orgn Acct Prog Actv Locn Proj NSF Override NSF Suspense
1 17 110001 630007 7203JA 600 = O
Record 1 of 1
% usD
Extended Amount | 21464
Discount [l 0.00
Additional O 0.00
_Tax 2
- - q
a ‘ >4 Up Arrow (Previous Block)/Down Arrow (Next Block)

Record: 1/1 FPRREQA FPRREQA_COAS_CODE [1] ellucian

Use the scroll bar at the right of your screen to view the lower portion of the Commodity/Accounting
tab. Check that the Extended Amounts, FOAPAL Total and Document Total matches. Click the Arrow
Down to continue to the Completion/Balancing Tab.

Note that on this document the NSF Override box is checked. That is because this document was in NSF
Suspense when created, and the NSF was Overridden in order to complete it. If a check appears on your
document in NSF Suspense, please check the coding for errors, check budget and request a budget
revision, if needed, before completing the document. You have the option to save as ‘In Process’ on the
next screen.
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Though the below example is of a different requisition, the completion process is the same for either
type Requisition.

Q

P.‘b Louisiana Commu...  Louisiana Delta Comm College ) Alexa Smith Lambert @ Sign Out ?

Requisition FPAREQN 9.3 (conv0210) (DELTA)::DELTA il CHANGE ADD B REREVE & ReATED $F TOOLS

Requisition: R0004244 A Insufficient budget for sequence 1, suspending transaction.

Vendor Hold Exchange Rate "‘
COA | LCTCS Commodity Record 2
Count
Requestor  Alexa Lambert Input Amount 17.71
Organization 630007 Comptroller’s Office Converted Amount
v AMOUNTS Insert @ Delete FgCopy ¥, Filter
Input Commodity Accounting Status
Approved Amount 17.71 17.71 17.71 BALANCED
Discount Amount 0.00 0.00 0.00 BALANCED
Additional Amount 0.00 0.00 0.00 BALANCED
Tax Amount 0.00 0.00 0.00 BALANCED
|W|T1 v
="
a | = SELECT, CANCEL, SAVE MAY APPEAR HERE

Banner provides messages to users in either yellow for ‘warning’, green for ‘item processed successfully’
and red for ‘serious issue’, similar to a STOP light. Some may also be blue for informational messages.

Note that on this screen there is a SAVE button at the bottom right. On some screens you may see in
this location SELECT and CANCEL buttons, as well.

Use the Complete button at bottom left to complete or In Process to save document for later editing
and completion.
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= Q P"b Louisiana Commu...  Louisiana Delta Comm College ) Alexa Smith Lambert @ Sign Out ?

X  Requisition FPAREQN 9.3 (conv0210) (DELTA):DELTA i CHANGE ADD B REREE & R

Requisition: | I ‘ ‘ Copy | 0 Document R0004244 completed and forwarded to the
E—— Approval process

Get Started: Fill out the fields above and press Go.

EDIT Record: 1/1 KEY_BLOCK DISPLAY_RQST_CODE [1] ellucian
o= L= eaem=o——————————————,,._._—————— — — ————— ———— — -

If there had been budget available and the document was completed successfully the message in green
above would pop up after clicking the COMPLETE button. Note your Requisition Number on your
paperwork for following up on your order.

Click on the X’ by form name to exit the form.

TO DELETE AN ‘IN PROCESS’ DOCUMENT

If you want to actually delete the document, choose the Delete button in the document’s header screen.
A message will pop-up asking if you want to delete and instruct you to click the Delete button again.
Using the Delete button in the header will delete the document completely.

START OVER BUTTON

| would not use the Start Over button, except in the case that you are in the middle of entry and don’t
have time to complete the requisition. Banner will ask you if you want to save your information.
Choosing ‘Yes’ gives you a requisition number and you can come back later to complete it. Choosing
‘No’ does not Delete the document, it just will not save what you have most recently entered on
current screen and still assigns a Requisition Number.
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