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IX-6.Requisition Approval - FOAUAPP
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'25 General Menu GUAGMNU 8.4 2 (TEST2095) - Monday, March 02, 2015 - Last login Monday, March 02, 2015

Go To... |FoAUAPP EI ‘Welcome, Christi Sarpy.
|_1My Banner My Links
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I @1 91X

Products: [~| Wenu | Site Map | Help Center

(2 Advancement [*ALUMNI] Check Banner Messages
[JFinance System Menu [*FINANCE]
J1Human Resources [*HRS]
(JFinancial Aid [*"RESOURCE]

(] General [*GENERAL] Personal Link 2
(1 Banner Security [*SECURITY]
1 Document Management [*BDMS]

Personal Link 1
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Argns Repart Viewer

Banner Bookshelf

My Institution

Enter the object name; Press LIST for listing
Recard: 111 [ L | <osC=

Note that a screen appears notifying you of the number of documents awaiting your approval.

Exit [Ctrl+Q] to access the approval form
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Next Block [Ctrl+Pg Down]

NOTE: All documents awaiting Purchasing approval will be displayed.

File Edit Opfions Block [tem Record Query Tools Help
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79 User Approval FOAUAPP 8.10 (TEST2085)

User ID:  [PHELPSW witiam Pretps Document: | Next Approver
Document Document Change Document Queue
NSF Type Number Sequence Submission QOriginating User Amount Type

[ REQ RO0D0251 [ [ [Fmsusr [ 1zomoo  [poc
Approve: Disapprove: @ Detail- @ Queue @

[ REQ RO000252 [ [ [Fimsusr [ 11200000 |poC
Approve: Disapprove: @ Detail- @ Queue @

[ REQ RO0D0255 [ [ [Fimsusr [ 9135400  [DOC
Approve: Disapprove: &) Detail: [ Queue: [

[ REQ RO000256 [ [ [Fimsusr [ 172500  |poC
Approve: Disapprove: & Detail: [ Queue: [l

[ REQ RO000260 [ [ [aDAmsH [ 5100  [poc
Approve: Disapprove: & Detail: [ Queue: (&Y

[ REQ RO000262 [ [ [aDamsH [ 182946  |poc
Approve: Disapprove: & Detail: [ Queue: [

Click on the Originating User or Scroll Down [Arrow Down] to the requisition that you would like to approve

Click the Detail Button to review the requisition amount and the accounting distribution

b
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"%8 Requisition Approval FOQRACT 84.0.1 (TEST2095)

Request: [Ro0o0262 | [Hal Adame

Line Item Information

Item: 1

Vendor  [200054019

Commodity: |Centipeds Turf
|Goif Course Speciatty -

Accounting Information

Sequence Number COA Fiscal Year  Index Fund Organization  Account Program Activity Location
[ [w s |ste02s [311001 313513 [7o2431 o2 [ \ =

839.30 Discount Amount: 0.00 Tax Amount: 0.00
000 Total® 83930  Project NSF: v [NSF override

Extended Amount:
Additional Amount:

Sequence Number COA Fiscal Year Index Fund Organization Account Program Activity Location
[ L 0 | | | | | \
Extended Amount: Discount Amount: Tax Amount:

Project: NsF: [ | CINSF Override

Additional Amount:

[ Tomr ]

Sequence Number COA Fiscal Year Index Fund Organization Account Program Activity Location
- 0 [ | [ [ | [ |
Extended Amount: Discount Amount: Tax Amount: >

Additional Amount: Total: Project: NSF: |— [ NSF Override
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Choose View Commaodities from the Options menu to view all the items to be purchased or services rendered,

and the amount of each item.

idd
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'E_E Commaodities for Review FOICOMM 8.0 (TEST2095)

Document Type: |REC Requisition Document Number: |RO000262 [7 Change Sequence Number:
Vendor: |Goir Course Speciity Transaction Date: [0z MAR-2015 [
Commodity List
Item Quantity Amount
1 Centipede Turf 70 839.30 =
2 Mantis Agrator/Dethatcher 2 369.88
3 EAGLE 900E Sprinkler Nozzle 2 62018

JTITTTTTTTTT]

Document Total : 1,829.46

Exit [CtrI+Q)], then Choose Document Query from the Options menu to view all items of the requisition,
including the vendor name, other identifying descriptions of the items being purchased, etc.

NOTE: The following screen will appear. The requisition number reviewing will automatically default.

Widd

File Edit Options Block ltem Record Query Tools Help
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'%2 Requisition Query FPIREQN 8.4 (TEST2095)

Requisition:  |R0000262 E
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NOTE: To view the requisition information, do the following:
Next Block [Ctrl+Pg Down], or choose Document Information from the Options menu.
You are now viewing the Document Information, such as order date, transaction date, delivery
date, etc.

Jra Wlidd

File Edit Options Block Item Record Query Tools Help
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“r3 Requisition Inquiry: Document Information FPIREQN 8.4 (TEST2095)

Requisition: RO000262
Order Date: 02-MAR-2015 Transaction Date:  |02-MAR-2015 [ In Suspense

Delivery Date: 11-MAR-2016 Comments: |Nw [ Document Text

Commodity Total: 1,829.46 Accounting Total: 1,829.46

¥ Complete [ Approved

Print Date: Cancel Date: Closed Date:
Activity Date: 02-MAR-2015 User ID: [aDamsH

Cancel Reason:

Document Type: |P— PROCUREMENT

[ NSF Checking [ Deferred Editing

Requisition Copied From:

Origin: [BannER

Reference Number: |

Next Block [Ctrl+Pg Down], or Choose Requestor/Delivery Information from the Options menu to view the
name of the individual who created the requisition and the standard delivery information.
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BB BEEE %% Q@M & & Sk B2 @0 X

"3 Requisition Inquiry: RequestorDelivery FFIREQN 8.4 (TEST2095)

Requisition: [Ropoozez
Order Date: 02-MAR-2015 Transaction Date:  |02-MAR-2015 O In Suspense
Delivery Date: W Comments: |NW [ Document Text
Commodity Total: |  1828.46 Accounting Total: | 182845
Requestor: [Hat 2dams
COA: [N [Northwestern state Universty of La Area Code  Phone Number Extension
Organization: |31351 1 |Rec Complex Phone: | | |
Email: | Fax: | | |
Ship To: cr
Street Line 1: [Mortnwestem State Unversty Contact: |central Recaning
Street Line 2: |998 South Jefferson Attention To:  [Central Recsiving
Street Line 3: [
Building: [PantServices | Floor [
City: [Natchitoches
State or Province:  [La ZIP or Postal Code:  [71457
Nation: |urited States
Area Code  Phone Number Extension
[s12 [zs75182 \
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Next Block [Ctrl+Pg Down], or Choose Vendor Information from the Options menu to view the vendor
information.

£ i

File Edit Options Block ltem Record Query Tools Help
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"3 Requisition Inquiry: Vendor FFIREQN 8.4 (TEST2005)

Requisition: RO0D0262
Order Date: 02-MAR-2015 Transaction Date: 02-MAR-2015 [In Suspense

Delivery Date: 11-MAR-2015 Comments: |NW [ Document Text

Commodity Total: 1,820.46 Accounting Total: 1,828.46

Vendor: 200084019 |Goif Course speciatty A Chef:k.here WO.UId .mean
there is information in
Address Code: ’E uence Number: 1 Discount: ’_ Document Text
Tax Group: ’—
Street Line 1- [118 N Cotton Bet St curency: |
Street Line 2: [
Street Line 3: [
City: |Plﬁir| Dealing
State or Province: [LA ZIP or Postal Code: [T1064 Note: This requestor has already entered the
Nation: [ Vendor ID; therefore additional vendor
Area Code  Phone Number Extension information doesn’t have to be put in
Phone: [8 [4559949 \ “Document Text” (See below for an example of
Fax [ [ \ vendor information in “Document Text”)
Contact: |Barr'/ Hammiter
Email: [

Choose Document Text from the Options menu, then Next Block [Ctrl+Pg Down] to view additional
information about the vendor such as the address and telephone numbers, email address, etc.

Exit [CtrI+Q)] close this screen and return to the Vendor Information page.

£ Oracle Developer Forms Runtime - Web: Open > FPIREQN - FOAPOXT

File Edit Cptions Block I[tem Record Query Tools Help

BB EEE W BA I Gh & [ [

ement Text Entry

Text Type: HF Code: ,WF Change Sequence: ’7 Item Number: li
Vendor: |
Commodity Description:
Modify Clause: = [ Copy Commodity Text Default Increment: | 10
Text Clause Number Print Line
Grambling State University | [ 1o B
|oepartment of Residential Life [ [ 20
[+03 Main street - [ [ =0

GEU Box 4246

IS
=1

Grambling, LA 71245

i)
=1

NOTE: This is an example of
Vendor Information in
Document Text

| |
Kl o o D | »

A Document is spproved, it can only be reviewed |
Record: 1/5 | | | | <05C=

T‘IT‘I‘I‘I‘I‘I‘I‘/EEEGG
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Next Block [Ctrl+Pg Down], or choose Commaodity/Accounting Information from the Options menu to view

the items to be purchased and the accounting distribution(s) to which the requisition is charged.

'
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’EE Requisition Inquiry: Commodity/Accounting FPIREGN 8.4 (TEST2095)

Requisition: [roooozez
Order Date: ’W Transaction Date: IW [ In Suspense
Delivery Date: ’W [ Document Text
[ Document Accounting
uwmM Tax Group Quantity Unit Price
tem [ 1 of [ 3 [ewr [ [ 7000 X | 119900 = Extended: | &9
Discount [ om
Commodity Description Addiional: [ om
| [centpede Turt Clcommoa e Tax )
| Mants feratoriDethatcher Ccisead Commodity Line Total: | 83830
[ [EAGLE 900E Sprinkier Nozzie Cliitem Texd
| ‘ [SSuspensea
FOAPAL ’_1 of ’_1 [ Suspense [ NSF Override us
[ NSF Suspense Extended: l—m
Discount [ oo
COA Year Index Fund  Orgn Acct Prog Actv Locn Proj Additional: [ om0
[v 15 [ste02s  [r1001  [aras1a [rossar  fee | | | Tax: 0.00
T ] [ [ [ [ [ [ [ FOAPAL Line Total: [ &3e30
1T ] | | | | | | | Commodity Accounting Total: [ &390

NOTE: If the “Item Text” box next to the description had a check in it, this would mean that there is more
information about the item than what you see here. To see the rest of the description you must:
Choose Item Text from the Options menu
You will see the screen below
Next Block [Ctrl+Pg Down] to view the additional information.

£ Oracle Developer Forms Runtime - Web: Open > FPIREQN - FOAPOXT

Eile Edit Cptions Block Item Record Query Tools Help
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’g3 Procurement Text Entry Fi IXT 7 L0 (ERAMY Giiciiieiei b i i i he e e

=

Text Type: REQ [+ Code: [ROD45626 =] Change Sequence: | | Item Number: 1
vendor: |
Commodity Description:  |Tiger Willage double occupancy Room for 25 days
modify Clause: [T [ Ccopy Commuodity Text Default Increment: 10
Text Clause Number Print Line .
[ =] [ 10 & 8
W [ 2o
I e Note: This is an example of
. _— information in Item Text
.  ——
O [
- ——
- —
- L
- SRR
- SRR
- —
. —
.  ——
| [ o - L
\ [ m - .
e e | D
ADocument is approved, it can only be reviewed | J
Record: 1/2 | | | | =0s5C=
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Exit [CtrI+Q)] to exit and return to Commodity/Accounting.
Exit [CtrI+Q] on Commodity/Accounting to return to the Requisition Approval page.
Exit [CtrI+Q] again to return to the User Approval page.

NOTE: If you have reviewed all information for the requisition and there are no errors, you can how approve

Rev. 6/15

your requisition. If there are errors, you will disapprove the requisition and it will be directed back to the
originator for changes.

Click “Approve” (the green check box)

L]

File Edit Options Block Item Record Query Tools Help
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*va User Approval FOAUAPP 8.10 (TEST2095)
UserID:  |PHELPSW William Phelps Document: [/ Next Approver
Note: Click the red “X” icon to
Document Document  Change “Disapprove” Document Queue  Next

NSF Type Number Sequence Submission - - Amount Type Approver

[ REQ RO000251 [ [ [Fimsusm [ 112,000.00 Doc [
Approve: Disapprove: @ Defail- @ Queue: @

[ REQ ROD00252 [ [Fimsusm [ 112,000.00 Doc [
Approva: Disapprove: (& Detail: [E] Queue: [

[ REQ ROD00256 [ [ [Fimsusm [ 91,354.00 Doc [
Approve Disapprove: & Detail: B Queue: [

[ REQ RO000256 [y [ [Fimsusm [ 1,725.00 Doc [
Approve Disapprove: @ Detail- @ Queue: @

[ REQ RO000260 [ [ [ADAMSH [ 5100 |pOC [
Approve Disapprove: (& Detail: ] Queue: [

[ REQ ROD00262 — [ [aDAmsH [ 1,829.46 Doc r
Approve Disapprove: |8 Detail: B Queue: [

The following screen will appear:

&%

pregs:

74 Docurment Approval Fi

Nadail-
OAUAPP 810 (TEST2095)

Submission: ‘

apr

2 Type: |REQ Number: |R0000262
Change Sequence:
»pi| [DOCUMENT 15 APPROVED NOTE: If dlsapprovgd, t_hls box WO,l’J|d read
— | Document is Disapproved” and you can
type in the reason for disapproving it.
( Ok Y ( Cancel Y
ADAMSH

Click the “OK” button to approve or disapprove the requisition.

IX-6.
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The following screen will appear:

Rev. 6/15

File Edit Options Elock |tem Record Query Tools Help
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’v8 User Approval FOALAPP 810 (TEST2095) ]

UserID:  PHELPSW Wiliam Phelps =
NOTE:  If disapproved the box would read
“Document has been disapproved by =
you”
Document Document  Change
NSF Type Number  Sequence Submission Originating
REQ ROD00251 FIMSUSR 112,000.00 poc o
Approve: Disapprove: & Detail: [& Queue: [Ef
REQ ROD00252 FIMSUSR 112,000.00 poc
Approve: Disapprove: £ Detail:. B Queue: &
REQ RODD0255 FIMSUSR DoC
Approve: Disapprove: & Detail: 5 Q @ Document has your approval.
REQ ROD00256 FIMSUSR Doc
Approve: Disapprove: & Detail: & Qi
REQ RO00O260 ADAMSH 51.00 poc
Approve: Disapprove: & Detail: [ Queue: &l
REG RO0D0262 ADAMSH 1,829.46 Doc
Approve: Disapprove: & Detail: £ Queue: & -

Click the “OK” button to complete the approval (disapproval) process.

NOTE: The requisition is no longer on the Originating User Approval Form. It should be posted within minutes.

If it were disapproved the originator/requestor will get a message stating that the requisition has been

disapproved. After making the necessary corrections, they will complete it and it will return for

approvals.

NOTE: Repeat the steps above to approve more requisitions.

Exit [Ctrl+Q)] to return to the main menu.
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