Rev. 6/15

IX-12. Querying Purchasing and Procurement Documents

Important: In order to keep track of documents and keep budget transactions accurate, it is critical
that you keep a log for all Banner Document Reference Numbers.

A.  Frequently Used Queries

Document by User FOADOCU

Document by User FOADOCU displays a list of documents originated by a specific user. This form also allows
the user to view documents by document type, specific document, certain activity date, or a range of dates and
status.

NOTE: Checking for incomplete documents should be done on a monthly basis. During the fiscal year-end (month
of June) checking everyday would be best.

Follow the steps below:

GoTo.... Enter FOADOCU [ENTER]

File Edit Cptions Block ltem Record Query Tools Help
NEREEE ¥ BEX A& (Tl 1@ @1 01X
"7 Document by User FOADOCU 8.7.0.4 (TEST2005) iricicrisdeiae et e e e e b Lk b re e ke bbb b el b el e e el
Original User ID- coa |v [7] Fiscal Year [15 [*| DocumentType: | Document |
Status: [ ActivityDate From: [ [E AciviyDateTo: | &
Document  Document Change Activity Document Deny
Status Type Code Sequence Submission Description Date Amount Document
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I I I A N e | | &
[ I I A O e O | | &
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1 1 [ | | &
I N A I I e [ | &
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[ I I A N e | | &
1 1 [ | | 3
[ N A IR R A e | | &
c o | | ® =
Record: 1gf1 | | =08C= | J

Original User ID: User ID automatically populate. [TAB]
AND/OR

Enter one or more of the following fields to narrow the search:
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Document Type: Choose from the following document type codes:
Document Type Code  Document Type Document Reference Number  Example
REQ Requisitions Always begins with a R R1234567
PO Purchase Orders Always begins with a P P1234567
RCV Receiving Always begins witha' Y Y1234567
INV Invoices Always begins with an | 11234567
ENC Encumbrances Always begins with an E E1234567
Vv Journal VVouchers Always begins with a J J1234567
CHK Checks Always begins with 0 (zero) 00123456
CHK Direct Deposit/ACH  Always begins with an ! 11234567

Document: Enter the document number [TAB]

Status: Choose one of the following: Complete, Approved, Incomplete, Cancelled

OR leave blank.

Activity Date From: Enter the beginning date, OR leave blank.

Activity Date To: Enter the end date, OR leave blank.

Next Block [CtrI+Pg Down] to view documents associated with your User ID.

[ Oracle Fusion Mid =)

File Edit Options Block ltem Record Query Tools Help

Yol

REEE BT BEE ISR [T

Original User ID: SARPYC COAC |N—F Fiscal Year: 15 [7 Document Type:

Status:

HddEddEddNENNEE g

Activity Date From: @ Activity Date To:

Document Document Change Activity

Type Code Sequence Submission Description Date

’— Document: ’7

®

oy o

|I|'I‘la;larﬂan‘t Stationers, Inc ‘21-0CT—2|]14

7
PO000049 [Independent Stationers, Inc 21-0CT-2014

Po0D0O7S |carcina Biclogical Suppty Company 30-0CT-2014

POO000ST |He\Met‘t Packard Company ‘13—N0\|’—2ﬂ14

[NSU Motor Posl [11-DEC-2014

Po0DO120 [NsU Meter Pool [11-DEC-2014

|agron, Inc [17-DEC-2014

PO000129

17,762.74

|creatve Carpet 20-0CT-2014

!

130.00

HERNEEEN !
fH

RO0D0D15 |creative carpet 20-0CT-2014

130.00

[ataT [20-0cT-2014

B
A
;

250.00

i
o

[4imprint 20-0CT-2014

5,000.00

[Ingependent Stationers, Inc [z1-0cT-2014

106.84

i

[Independent Stationers, Inc [21-0CT-2014

106.84

[Independent Stationers, Inc l24-0CT-2014

316.05

[ingependent Stationers, Inc [z4-0cT-2014

316.05

T ]
JTTTTTTTTTTTTT N

[Independent Stationers, Inc lo3-NOV-2014

%

218.33

] (] ] o] 0] ] ] ) R ) () ) [l ]
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"C'- Completed, "A' - Approved, P’ - Posted (only for JV and EMC), I" - Incomplete, ' - Cancelled

Record: 16/?

[ - | <0sC>
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Informational field:

Status: Indicates the status of the document
() In Process (S) Suspended
(A) Approved (O) Open
(C) Completed (X) Cancelled
(F) Final Reconciliation (V) Void
(P) Paid (H) Hold
(R) Receipt Required (T) Tagged Permanently

To see details of any given document number:
Arrow Down, or click and Highlight the document you want to view.
Choose the options you would like to view from the Options menu.

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

IX-12.
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Document History FOIDOCH

Document History FOIDOCH provides an online display of the history for a document by selecting one of the
following document types: Requisitions, Purchase Orders, Receiving, Invoices, or Checks.

NOTE: To view information related to a:
Journal Voucher, use FGIJVCD - List of Suspended Journal Vouchers
General Encumbrance, use FGIENCD - Detail Encumbrance Activity

To look up Document History on the FOIDOCH form, follow these steps:

Go To... Type FOIDOCH [ENTER]
Pél Orade Fusion Middleware Furm.s-SEr-vices: Open > FD_ -E@g‘
File Edit Options Block ltem Record Query Tools Help )
AB BERARE ST BEE QIS I RE I SmEIE S B @ X
g8 Document History FOIDOCH B.8.0.6 (TEST2008) [l il e e e T T L L L LT %
Document Type: ,\7[2] Document Code: ’75
Requisition Status Bid Status Purchase Order Status Issues Status
[ 1 [ [ 1 [ L1 [k [ [ =
[ [ [ | [ L | [ [ 1 [
[ L [ L I 1 L
I B N B L1 0O L1 [
[ 1 [ [ 1 [ 1 [ [ 1 [
— 0 1 OFE 1 0OF
Invoice Status Check Status Retumn Status Receiver Status
I [ U= [ 1 [k I
[ [ [ [ L 1 [ ([
L1 Ol [ L L Ol [ L
[ 1 [ I I I
[ [ [ [ L [ [
(1 = (1 = [ (1 =
Asset Tag Status Asset Adjusiment Status
[ 1 [ = [ 1 [O= |
[ 1 [ [ | [
[ 1 Ol [ O} |
(1 [ (1 0O
[ [ [ [
(1 = (1 =
Enter document type or choose LIST to view valid options |
Record: 11 [ .. | Listofvalu.. | | <0sc= ]
Document Type: Enter the appropriate document type. [TAB]
Document Code: Enter the document number that corresponds with the Document Type or click the drop
down arrow to search for the appropriate invoice number. [TAB]
Document Type Code Document Type Document Number Example
REQ Requisitions Always begins with a R R1234567
PO Purchase Orders Always begins with a P P1234567
RCV Receiving Always begins witha' Y Y1234567
INV Invoices Always begins with an | 11234567
CHK Checks Always begins with 0 (zero) 00123456
CHK Direct Deposit/ACH Always begins with an ! 11234567
Next Block [Ctrl +Pg Down] and all information associated with that document will display as follows:
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- —=—
4, Oracle Fusion Middleware Forms Services: Open > FO
=l T

Document Type: |REQ FRBQUiSiUOI’] Document Code:  |RO000056 [’_
Purchase Order Status Issues

s

E

TV (TTTTM{ TTTTT

:

11T

%
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ﬁﬁﬁﬁﬁﬁé . 3
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- -

2
N I [ [ E N [ [ E N I [ [ [ E

TR CTTT ]R8
passssi{Pemash

Use NEXT BLK, PREV BLK to navigate: use DUPLICATE ITEM for Doc Inquiry farm
Record: 11 | o | | <0sC>

Status: Indicates the status of the document
(A) Approved (O) Open
(C) Completed (X) Cancelled
(F) Final Reconciliation (V) Void
(P) Paid (H) Hold
(R) Receipt Required (T) Tagged Permanently
(S) Suspended

To see details of any document:
Highlight the document number, and choose the appropriate option from the Options menu.

Exit [Ctrl+Q)] to exit the form.
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Requisition Query FPIREQN

Requisition Query FPIREQN allows the user to track the status of existing or completed requisitions to verify
if a requisition has been completed/approved and the date the activities occurred.

Follow the steps below:
Go To... FPIREQN [Enter]

. Oracle Fusion Middleware Forms Services: Open > FPIREQNS
File Edit Options Block |tem Record Query Tools Help

BOER BEABERE 9 BEE & &R

A e e P e e  rat
Enter request code and press WXTBLK to execute query |
Record: 1/1 | | | | <0sC>

Requisition:  Enter the requisition number, or choose from the drop down menu.

Next Block [Ctrl+Pg Down] to access Requisition Inquiry: Document Information
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| 2| Oracle Fusion Middleware Forms Services: Open > FPIREQN. [E=RFEe)

File Edit Options Block |tem Record Query Tools Help
NE I REER YT BEE AIEI RN T GIHE RO X
v Requisition Inquiry: Document Information FRIREQN 8.4 (TEST2005) 5riririwi i e e L e DLt e L Do e e DD T e e L DD e et e e
|
Requisition:
Order Date: Transaction Date: 04-MAR-2015 [JIn Suspense
Delivery Date: 22-MAR-2015 Comments: |5C-5TATE CONTRACT ¥ Document Text
Commodity Total: | 366.12 Accounting Total: | 386.12
[ Complete ¥ Approved
Print Date: Cancel Date: Closed Date:
Activity Date: 04-MAR-2015 User ID: [samPYC
Cancel Reason:
Document Type: |P— FROCUREMENT
[ NSF Checking [] Deferred Editing
Requisition Copied From:
Origin: |BANNEF{
Reference Number: |
A e e P e e  rat | »
Record: 1/1 [ | <osC= J

Next Block [Ctrl+Pg Down] to access Requisition Inquiry: Document Information

Next Block [Ctrl+Pg Down] to access Requisition Inquiry: Requestor/Delivery Information
Next Block [Ctrl+Pg Down] to access Requisition Inquiry: Vendor Information

Next Block [Ctrl+Pg Down] to access Requisition Inquiry: Commodity/Accounting Information

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

IX-12. 111



Rev. 6/15

B.  Other Useful Query Forms
Detailed Transaction Activities and Budget Status

Detail Transaction Activity FGITRND

All transaction activities associated with a specific requisition or purchase order can be viewed on form
FGITRND. This form provides dates and any encumbrance or release of funds associated with these forms as
well as the date and user code of the individual in Finance who initiated the transaction.

Refer to the Frequently Used Banner Finance Queries User Guide, and Checking Budget Availability User Guide
for more information about this form.

| 5| Oracle Fusion Midde s § E=mEEEe)

File Edit Options Block |tern Record Query Tools Help

BOE I BEAEE a9 HENE S &I REITm G & & @ 01X

v Detail Transaction Activity Page FGITRND 8.4.0.8 (TEST2005) frrii i e e e e D DD T DD Ee T D DD e el
COA  Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type
N S £ RN N M N
N E) few] o) Fe] | & | | [
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
11111 |60 [tuan201s [cros [oocoor2 [sTaTEoFLouisIsA [yID | 946080 |+
[311111 [s0 |os-FEB-2015 |rear  [Rocoo24s |Grace M Ha [Rsv | 45,000.00 [+ |
311111 [e0 [oa-Fes2o1s [ (10000204 [aimprint v | 331000 [+
[311111 |60 |o2-FEB-2015 [PorD | |PooDo202 [NsU T-card [enc | 2,00000 [+]
[311111 [s0 [11-DEC-2014 [Poro | [Pocootz0 [NSU Motor Pooi [Enc | 5000 [+ |
[311111 |60 [14-yan-2015 [epoz  [socoooso [Transfer Funds |ae0 | 31000 |-
[311111 |60 [14-uan-2015 [Bo02 |Joooo0s0 [Transfer Funds |2eD | 42500 |-
|311111 |60 |1HAN-2015 |FlEQP |RDDDD2DD |Chri51iSarpy |F’~SV | 46.00 |+—
[311111 |60 |20-0cT-2014 |rear  [Rocooo2s amberg |Rsv | 50.00 [+ |
[11111 |60 [2uan2015 | [REQP | [Rovootas [Grace mHa [Rsv | | 1775274 [+
[311111 [s0 [21-0cT-2014 [Pora | [poooooso |araT [Rsv | 8900 |-
[311111 |60 [ot-ocT2014 | [Poa | [Pocooos |aTaT [Rsv | 43200 |-
[311111 |60 [21-0cT-2014 [Poro | [roooo040 |aTaT [enc | 43200 [+
[311111 [s0 [21-0cT-2014 [Poro | [Pocoooso |araT [Enc | 89.00 |+
[311111 |60 [0oocT2014 | [Rear | [mooooozs [amber Beasiey [Rsv | a9.00 [+
|311111 |SD [20-0cT-2014 |rear |rovooozs |amber Beasiey |FLSV | 432.00 |+—
[311111 (e [0ocT2014  [REQP  [ROCOO0ZB |amberg Rsv || 200 [+
Al e | » |
Total: | 262,085.20
A e e T T T e e | » i
FRM-40100: At first record. | J
Record: 1/? [ | <osc=
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Organization Budget Status FGIBDST

The budget status of a requisition or purchase order can be queried and viewed on form FGIBDST. This form is
associated specifically with a FOAPAL. Only those items charged to a specific FOAPAL can be queried on this
form. For documents with multiple FOAPAL assignments it is necessary to query FGIBDST for each FOAPAL.

| 2| Oracle Fusion Middl s E=mEEEe)
File Edit Options Block |tem Record Query Tools Help
BB BAEAEE R BEXR QIEIRE TGS &0 1X
'3 Organization Budget Status FGIBDST 8.5 (TEST2008) ririi i e e L e L DL D DLt e DL D e L Dot el e e
|
Chart: FF Organization: |311111 F Business Affairs
Fiscal Year: ,?[7 Fund: 100001 [7 Operating Fund
Index: 108020 [ Program: 60 [+ Institutional Support
[ Query Specific Account Account: F
W Include Revenue Accounts Account Type: (v

Activity: d
Commit T P

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
|E [state/Federal Grants [ 0.00 9,460.80 | 0.00 _9,460.30
e [administrative—us | 0.00 3,310.00 45,000.00 48,310.00
e [conferences—s [ 0.00 0.00 2,000.00 | _2,000.00
e [in-State It Trave: [ 0.00 .00 50.00/[ ~50.00
e ' [operatng Services - Budget on | ~1,135.00 | 0.00 o.00 _1,135.00
e [Protg-stationary Etc [ 0.00 0.00 45.00 _45.00
|E— |Protg-hnis Hndbk 5 [ o.00] .00 5000 _50.00
e [Protg-Other [ 0.00 0.00 18,203.74 1820374
e | [Magazines | 0.00 2500 0.00 -25.00
|E— [Maint-Janitori/Custd [ 0.00 .00 20,000.00 | _20,000.00
|E— |custodial Sues Catet | 0.00 2,100.00] 3,450.00 | _5,550.00
e ' [pata Proc Equip Fin [ 0.00 0.00 160,774.66 | _150,774.66
Net Total: [ 0.00 1766.31 345,393.33 | .
S
A e e T T T e e | »
Dup Item for Detail, Count Query for Orgn. Summary, Dup Rec for Encum. List | J
Record: 1/27 | o | | <0sC=
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