Highlights of Important Banner Revisions – September 2004   6. Version

There are other changes throughout the manual, however it’s important to emphasize these particular points:

If the vendor is not on file, you must send a W-9 and Terms and Conditions to the vendor.  You may enter the requisition before the W-9 is returned or the vendor code is created, by putting the requisition “in process”.  Once the code is set up, you can then enter the vendor and “complete” the requisition*.  (See page 2) 

Document Text is not used to complete the description of a line item on your order.  The Item Text form found under Options when in the Commodity section is used for this purpose*.  (See pages 9, 12, 13, 18)

To check for multiple addresses, double click the sequence flashlight in the Requisition Entry: Vendor Information form to bring you to FOQADDR.  Select the desired BU address by double clicking on the sequence number.  This will bring you back to the vendor form. Tab to insert the proper address*.  (See page 16)

More than one FOAPAL - If you are charging your purchase to more than one index or account, Doc Acctg at the top right side of the screen must be unchecked before entering if there is more than one line and index/account number*.  (See page 21 for further instructions.)

Do not “complete” the requisition if you are waiting for the contract to be signed, or a vendor code created; rather hold the requisition “in process”. This will save the document for retrieval and completion at a later point in time when all paperwork has come to Purchasing and you have entered the vendor on your requisition.  This action does not forward the document to the posting or approval process, but suspends it for future manipulation and completion*. (See page 23)

To check for Banner email click on the Flying Envelope Icon at the top of the Banner screen*.  (Page 25)

Deleting messages received on Banner:  Click on the “Complete” button in the message, Save, and then Exit*. (Page 31)

FOAPOXT allows you to add text to approved documents.  For Document Text:  Enter REQ in the Type Box.  Enter your requisition number in the Code box.  Next Block to the Text lines and enter text as needed.  Save and Exit*.  For Item Text: Same as above but also type in the line item you wish to add text to in the Item# box*.  (See page 33)

To cancel a requisition left “in process” or not completed:  type in the requisition # in FPAREQN.  Next Block to the form where your name appears as requestor; go up to Record and select “remove”.  Repeat a second time to cancel the document. (See page 34)

A vendor cannot be changed on a PO once it has been completed.  A new PO must be done to correct the information.  Your buyer must cancel the PO and assign a new number to change the vendor*. (Page 42)

Receiving: The Receiving Method box is a required field, type NA and tab. The Packing Slip field is also required.  If a packing slip number is not available, enter the receiving document number noted at the top of the form, the date, or any other information you feel would be helpful, to satisfy this requirement*. (Page 44)

Receiving on Standing Orders & Check with Orders is not required, however, if you want to receive on Standing Orders, you must receive the dollar ($$) amount, not the quantity*. (Page 46)

Clicking the Complete button completes only the receiving document you are working on; it does not complete the entire Purchase Order, unless all items have been received*. (Page 47)

Deleting a Receiving Document number that hasn’t been completed:  Enter the document number (Y#) on FPARCVD.  Next Block to the Receiving Method.  Go up to Record and select “remove”, the repeat.  You will receive a message it has been deleted*. (Page 51)

Please Note:  use “X” to exit a form – (replaces Red Door on all Banner forms).

