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Access to Banner Production

The Banner Access Form is available on the web at http://www.forms.eku.edu/ or
by going to the following link:
http://forms.eku.edu/sites/forms.eku.edu/files/banner access form 2015.pdf.

If you will be responsible for Banner budget activities, please complete the Banner
access form and mail to Budgeting Office, Jones 118, CPO 43A, or Fax 2-8294. Budgeting staff will
sign and forward the form to Banner Security, via Footprints request. If you will not
need access to Banner Finance, please mail the form directly to Information Services,
Perkins 345 (or fax to 622-1738).

Info Services will email the user their Banner username, as well as a generic password,
once the account has been set up. The password can be changed on GUAPSWD and
should be at least 8 characters long. The first character must be a letter and the
password must contain at least one number.

An updated Banner access form signed by your supervisor is required if:
e auser’s job responsibilities have changed
e position or department has changed
e employment status has changed

To update an existing Banner account:
e Submit a request through (Footprints) at http://banweb.eku.edu

“ Footprints Login |

Click the footprints login link -

Training Information

Before access to Banner Finance access for requisitions is granted, a user must
complete the online Banner Navigation training which can be found at the link -
http://banweb/edudoc/Ban8Nav75pFile.htm, as well as required Banner FO4 -
Requisition training.

Finance EKU Direct Self-Serve training is offered; but is not required in order to gain
access. In EKU Direct training, users gain skills to query budget balances, transactions,
purchase order activity, and learn how to view documents. For this training, your
Banner account must be set up & active, as what is looked at in the class, is in Banner
Production.

Descriptions for these courses can be found at: http://it.eku.edu/support/banner-
basics#overlay-context=banner-basics.
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Where to register for Banner training

e Go to the banner web page at http://it.eku.edu/banner and click the link
‘Calendar.’

Instructions to register

e Click class link in calendar

e Use your ekey (i.e. tiptons) to logon

e Submit a training reservation

e You will get an email confirmation, once you have registered

EKU Banner Help and Support

e Click the “Banner” link (under ‘Instructions’) at http://it.eku.edu/banner
to view/print documentation related to systems supported by Banner.

e Call 2-3000 and ask to speak to the Banner helpdesk (or call 2-8101).

Important ‘finance’ area phone numbers: Accounting (21810); Budgeting

(28867); Central Stores (23517); ProCard (28246); Purchasing (21482);

Sponsored Programs/Grants (23636).

Banner offers the following ‘help’ documentation:

File £dt 0 Block Item Record Query Tools Help

=] =@ e S BE & S £ @ 01X

ra General Menu GUAGMNU 8.4.2 (PROD) - Monday, May 11, 2015 - Last login Friday, May 08, 2015 04:24:45 PM
Go To... [*] welcome, K. Tipton. Products: [~| Menu | site Map | Help Center
\

[:IMy Banner _ M My Links

“iBanner Online Help to
1 Student [*STUDENT] VleW Change Banner Password
_lAdvancement [*ALUMNI] d - Check B M

Ocumentatlon eck Banner Messages
_lFinance System Menu [*FINANCE] )
£ Human Resources [*HRS] related to the Banner 8 Documentation
_lFinancial Aid [*RESOURCE] Banner form. Personal Link 2
_lGeneral [*GENERAL] Personal Link =
_lBanner Security [*SECURITY]
_1Document Management Suite [*BDN SCT Banner Personal Link 4
1 EKU Reports [*EKU.REPORTS] Documentation for Personal Link 5
1B Si i *SECURITY
anner Security [ 1 every SyStem- Personal Link &

My Institution

ellucian.

Banner Broadcast Messages l_J l\,l |VERSITY
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To access Internet Native Banner open your web browser to http://it.eku.edu/banner and

lanner Production Login

click

. We recommend using Internet Explorer.

Login Links

Banner Production Login (Requires Java 7 Update 67)

Footprints Login

First time logon to INB Banner

Banner requires Java Sun Plug-ins. When you click the Banner Login link, you may get
a box to run the Java Install (may pop up twice). Click ‘Run.’

E
Qe - () [#] [B (b PO praones &)

% o@-JH 8

fficldress @ https: }{banweb.eku.edu/forms90/fa0serviet feonfig=prod

Google - | v| [C] search ~ g M chesk -

[ options

v B oo ks *

L3

Warning, - Security

The application's digital signature is invalid. Do you
want to run the application?

1. Check box ‘Always trust
content from this publisher,’
if asked.

Mame: oracle Forms. engine. Main
Publisher: Developer

From: hitps: fbanweb.eku.edu

<
[ Bl Er L cabent Fram s pibisher 1€

g Cancel

Run

More Information...

-’i‘- The digital signature cannat be verified by a trusted source. Only
H continue if you trust the origin of the application.

2. Click Run.

Java

Sun Microsystems

[

|

& Internet

P e 12:21 Pt
2|

Sunday

|

€] Done

7 start '@ mbox-mir... [ T after banne... | -2 Oracle Appi..

£ Warning - 5.

CENES CR

On your taskbar you will have two task pages open: Java Initiator is the Oracle
Application Server Forms Service (blank white page) and Oracle Fusion
Middleware Forms Services is Banner. The Oracle Server Forms Service task can
be minimized but not closed since this is the interface between your web browser
and Banner.
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How to log on to Banner

Enter your Username (lastnamefirstname) and Password (alpha/numeric at least 8
characters) in the appropriate fields. Leave database blank. Click Connect.

Username: |IaStr‘|ameﬁr5tr‘|ame

Password: |********

Catabase: |

(Qu:ur‘mect [Car‘u:el )I

Ways to exit Banner

7
| £:| Oracle Fusion Middleware Forms Services

RIEY Edit Options Block Item Record Query Tools Help

Direct Access N G & BE <% 2 2@ 01X
QObject Search ) - Monday, June 15, 2015 - Last login Friday, June 12, 2015 07:08:51¢ AM
QuickFlow

ne, K. Tipton.

Select
back
Save
Refresh
ol Print

ange Banner Password

R o Check Banner Messages
E——— CE] Click Black X icon _
0L Lamckiow Banner 8 Documentation
Exit Banner
Return to Menu \ - . . Persanal Link 2
|| Preferences CI'Ck Flle and EXlt
| - Personal Link 3
1. GIAPCTL Process Submission Controls i
I JDocument Management Suite [*BDMS] OR Ezreamel Wnlk &
f _1EKU Reports [*EKU_.REPORTS] Personal Link &
[_1Banner Security [*SECURITY] 0 1 Uil
- - - ersonal Lin
Click Red X icon in top -
right corner.

My Institution

ellucian.
Banner Broadcast Messages U N |VERS|TY
Exit
Record: 11 | | | =0sC>
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Introduction to Banner Finance

The instructions within this manual are intended to assist you in obtaining budget
information, ordering goods or services from a vendor, receiving delivered goods and
ordering stock items from Central Stores.

Terminology for Finance Users

FOAPAL - Accounting Distribution

Fund - (Where) Specific source of monies
ex. 110000 — Current Unrestricted E & G (Education & General)

Organization — (Who) Department or Grant (Budget) Code
ex. 100000 — President

A ccount - (What) Classification of Expenditures
ex. 710800 - Office Supplies
Program - Specific purpose

ex. 10 — Instruction

Activity— Used for reporting; Special Projects
ex. 9XXXXX - Faculty

L ocation - Physical place or site used by Fixed Assets for inventory
ex. PK301 - Perkins Building, Room 301

Req — Requisition PO — Purchase Order Direct Pay — Invoice
PC — ProCard | — Invoice Y - Receiver

Commodity - atype of good or service purchased from a vendor.

Charts of Accounts

The organization codes reside on the Chart of Accounts (COA). Department, Grant and
Student organization codes are found on Chart E. Most Banner forms have a default of
“E” for COA.

e E Eastern Kentucky University
F

o Foundation
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How to Access a Banner Form/Report

Enter the seven-character form name in the Go To field
I‘ Go Tu...| 4%,
OR

Click the Banner form name from the ‘Banner’ folder ||

” _IFinancial Systems [**FINANGE] |

and press Enter

Click Financial Systems folder

This will open the folder for all the finance areas:

=i
_lGeneral Ledger [*FINGENLL]

_IFinance Operations [**FINOPER]

_lStores Inventory [*FINSTORES]
_1Purchasing and Procurement [*FINPURCH]
_lAccounts Payable [**FINAP]

_lBudget and Position Control [*FINBUDG]
_IFixed Asset [*FINASSET]

_lcCost Accounting [*FINCOST]
_lEndowment Management [**FINENDOW]
—lAccounts Receivable [*FINAR]
_IResearch Accounting [*FINRESEARCH]
—lElectronic Data Interchange [*FINEDI]
_lArchive [*FINARCH]

Click General Ledger
Click General Accounting Query Forms

&' General Accounting Query Forms [*FINGENLQ]

L

You will get a list of forms & can select from the list:
& General Accounting Query Forms [’
B Executive Sumary [FGIBDSR]
2 Direct cash Receipt Summary [FGICSUM]
[ Direct Cash Receipt Inquiry [FGIDCSR]
2 Document Retrieval Inquiry [FGIDOCR]
[l General Ledger Activity [FGIGLAC]
2l Journal ¥Youcher Summary [FGIISUM]
2 ceneral Ledger Trial Balance [FGITBAL]
2l Trial Balance Summary [FGITBSR]
2l Detail Transaction Activity [FGITRND]
_lGeneral Budget Query Forms [*FINGBUDQ]
_lGeneral Encumbrance Forms [*FINGENCO]

Since Banner is such a huge system with a lot of forms within, it's best to set up your
own ‘My Banner’ personal folder (instructions on next page).
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Creating a Personal Menu (My Banner)

Double click the ‘My Banner’ folder on the front page of Banner PHY e
Click ‘Empty, Select to Build.’

You will be taken to GUAPMNU (My Banner Maintenance).

F i Oracle Developer Forms Runtime - Web: Open > GUAPMNU T |="7EIZ.
l File Edit Options Block Iter Record Query Tools Help ORACLE
BAOEGEABR %@ B S REI
’%;13_[‘-‘1‘5." Banner Maintenance GUAPMMU 8.2 | 0 £ (e
HISLEC's Personal Menu
Type: ‘Orac\e Forms module " @ Object WESEREoD
‘S WDSP ‘Wah Display List Customization (=~}
Object Description
U b FERACTG ‘Pustmg Process
SZADAR Audit Request =
| 2 ‘ g ‘FPRAPPL ‘Approva\ Process
SZADARD | Audit Vi
| ‘ Uit View ‘1IAASGN ‘Faculty Warkload Information
[sZACCHD| Degres Crossnalk Maintenance \I;IAINST [Facultysadvisor Information
|SZADPRG ‘ Degree/Major Extension ’SLARDEF ‘me definition
SZAAMSS | F (ul c Ent
| | FostyMass Course Entry ﬂSHARQTC [Transcript Request Farm--Check to see when and where it was sent
SZVIMST | Institute Walidation p_— .
| [ - [sLaBLDG [Building Definition Form
SZAEXCP | Student Exceptions v "
| ‘ d @ ‘SFJDWAC ‘Dropped/‘Wlthdrawn From All Courses that Crystal runs
SZVMRE Student Marker Validation Maint: - -
| Q ‘ udent Farker Validation Maintenance @ ‘SPACMNT ‘Uerlfgr a Transfer transcript in Registrar's
SZASMEST | Student Master Maintenance
| ‘ [sPacTe [List of Prefixes offered for a specific term
i |SZAEVAL ‘ Transfer Articulation Results @ - -
i ‘SEAASGN ‘Orlentatlon code form
TSA1098 |1098-T Tax Infi t
| ‘ ¢ ‘nrarmahon ] [sHATCKN [Linnies change of grade farm by section
|FI'MI'I‘(P ‘1099 Income Type Code Maintenance
‘SIAASGQ ‘Faculty Schedule Query Farm
FAALD99 1099 Reportin
| ‘ P g ‘G]ASWPT ‘S\aep wake Maintenance
[Foa1099 | [1093-MISC Magnetic Tape Transmitter O ferancsT Eovallment Verfication Requent
PXA1099 |1093-R
| ‘ [sFIEMAL [Faculty E-mail
[PTv1095 [1093-R Distribution Code validation fGuamsT (instalation Certral
nstallation Cantrols
[rnAcvos | zuos-z00s Applicant override fGursrsT Fidm Ssarch
[RNRGLOE [2005-2006 INAS Global Policy Options R suaeds [abject mairt
ject Maintenance
|RNIMSUG ‘ZUUS-ZUUG Miscellaneous Results Inguiry
[FartesR [Trial Balance Summary -
|Rranace |(2005-2008 Meed analysis [ [
|RuAvROS [2005-2006 Meed Analysis Document veri ‘ ‘ M
T e NN B SRR RSSO [
Enter Object Mame; Listto Search. ‘
Record: 1/21 | | | <05C=
e ———— e — — e ———

/ Object

Enter the Banner Form Name in the first object field i (i.e. FGIBDST).
Press the Down Arrow to add additional forms. The title of the form defaults into the
description field. (To edit the description, click the description and make changes.)
Click save (F10).

Click exit.

Click the menu link on the right-hand side to refresh the list.

AN

«
Products: E Menu | Site Map | Help Center

To access the form, open My Banner folder, double click on the form.

To add any additional forms/reports, double-click your My Banner folder, then ‘Organize
My Banner.” This will take you back to GUAPMNU. To delete an existing form on
GUAPMNU, click Record and Remove. Click ‘Exit,’ then click the Menu link on the
right-hand side, to refresh your list.
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How to Query Budget Information in Banner

Enter FGIBDST in Go To field and press Enter.

£| Oracle Fusion Middleware Forms Services: Open > FGIBDST . (= e st B
E

ile Edit Options Block Item Record Query Tools Help

ER BEEE w9 BEK & &I RE ¢ % £ @ 01X

" Organization Budget Status FGIBDST 8.5 (PROD)

Chart: |E—[T Organization: (600500 [7 Purchasing
Fiscal Year: 15 [7 Fund: 110000 [7 Current Unrestricted-E&G
Index: [+ Program: 63 [+ General Admin and Logistical Serv
- - 1
[ Query Specific Account Account: 700000 [_ Operating Expenses
[ de Revenue Accounts GEELTUITEE [=]
Acti

Normally, unchecked
for department ORGs.

Commit Type: [cct ]

Locy

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
[7r0100  [E [printing [ 0.00 | 30.00 | 0.00 | 3000 =
[710s50  [E [Audio/visual Equip less thar | 0.00 145.00 0.00 -149.00
710800 |E— [office Supplies | 0.00 1,730.16| 0.00 1,730.16
[710s00 g [Equipment/Furniture less th | 0.00 1,242.63 | 2,496.39 | -3,739.02
[712200 |uniforms | 0.00 344.00 | 0.00 -344.00
[712400  fE [Motor Fuel | 0.00 659.31 | 0.00 -659.31
: H— ———e | 5,605.80 | 0.00 | 0.00 5,606.80
Account Type Column: || 0.00 622.03 | 0.00 62203 T
R-revenue ] 0.00 188.36 | 0.00 -188.36
E—expense : [ 0.00 144.52 0.00 -144.52
L-liability i< 1,746.44| 0.00] 000 (7amas
(Salary/Benefits) | 0.00 500.00 | 0.00 -500.00 -
[ 13,453.24 9,375.43 | 3,333.39 744.42
[ "
Dup ltem for Detail, Count Query for Orgn. Summary, Dup Rec for Encum. List
Record: 1/19 =03C=

Chart E (EKU) defaults, or enter F (Foundation).

Fiscal Year - defaults to current (07/01/14 — 06/30/15- fiscal year 15).

Index — leave blank.

Query Specific Account — leave unchecked.

Include Revenue Accts - uncheck to exclude Revenue Accts for Department budgets.
Commit Type — leave at Both.

ORG - enter organization code for department. (Click the drop down menu to search
for your organization code, if you don’t know it). The Fund and Program will default
from ORG code.

Account - enter 700000 to view operating expenses only for department orgs without
revenue accounts - employee salaries & wages accounts begin with '61.” Employee
benefits accounts begin with '62.’ OR

Account - leave blank to view revenue, salary & wage and benefit accounts.

Acct Type, Activity, & Location — leave blank.

Available Balance Column - displays balance for Department’s operating budget on
the bottom line. Specific questions related to budget/balances should be directed
to Budgeting (28867).
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NOTE - Budget information can also be accessed via the “Finance” tab in
EKUDirect. This is much more user-friendly way to track budget. You can go to
the following link for info - http://it.eku.edu/support/budget-queries-ekudirect.
There is also a monthly training on EKUDirect budgets. Info found at -
http://it.eku.edu/banner, and click on ‘Calendar.’

Documentation on monitoring budgets in EKUDirect, can be found at:
http://it.eku.edu/sites/it.eku.edu/files/u36/eku budget queries training manual.pdf.

How to View Budget Summary Information

From the Options menu on FGIBDST, click Budget Summary Information (FGIBSUM)
Revenue, Personnel (wage & salary & benefit) and Operating available balances;
Exit to return to FGIBDST.

=] Gracle Fusion Middleware Forms Services: Open > FGIBDST - FGIESUN NI R e — = )|
File Edit Options Block Item Record Query Tools Help
BYD NEEE »Y P8 & 8 BB < £ 210X |
g 0 p =
Chart of Accounts: |E [7 Organization: 500500 [7 Purchasing Commit Indicator:
Fiscal Year: ’FF Fund: 110000 [T Current Unrestricted-E&G
-
Account Type Adjusted Budget YTD Activity Commitments Available Balance
[revenud \ 0.00 | 0.00| 0.00| 000 =
[Personnel Expenditures \ 371,028.30 | 321,915.05 0.00 43,113.25
(Operating Expenditures \ 13,453.24 | 5,375.43 | 3,333.33 744,42
‘Transfers ‘ | | |
\ \ | | |
\ \ | | |
\ \ | | |
\ \ | | |
\ \ | | |
\ \ | | |
\ \ | | |
\ \ | | |
\ \ | | |
\ \ | | | =
Net: Revenue minus
(Labor + Expense + Transfer)‘ -384,481.54| -331,290.48
Total Commitments: | 3,333.39 -
U] S e, | ]
Press Count Query Hits for Organization Budget Status |
Record: 1/4 | o | | <0sC= J
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http://it.eku.edu/support/budget-queries-ekudirect
http://it.eku.edu/banner
http://it.eku.edu/sites/it.eku.edu/files/u36/eku_budget_queries_training_manual.pdf

To view transactions by account code, highlight a specific account on FGIBDST and
from the Options menu select Transaction Detail Information (FGITRND).

Cracle Fusion Middleware Forms Services: Open > FG[BDSTm L= [ B —"—
File Edit Qptions Block [tem Record Query Tools Help
BYEBAEBER Y7 2E@E & REIE £ 2@ X
"4 Detail Transaction Activity FGITRND §.4.0.3 (PROD)
COA Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type
& [ = = i [ ; ;
[ 15| [110000 [so0s00 [710100 63 | \ [ ]
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
[710100] [s0os00 &3 [13-APR-2015  [1G16 |PrRTOO150 |Printing Charges P: W | 30.00 |T &
| | \ | | | | [ [
| | \ | | | | [ [
| | \ | [ | [ [ [
| | \ | | | | [ [
| | \ [ | | | [ [
| | \ | | [ | [ [
| | \ | | | | [ [
| | \ | | | | [ [
| | \ | [ | [ [ [
| | \ | | | | [ [
| | \ | | | | [ [
| | \ | | | | [ [
| | \ | | | | [ [
| | \ | | | | [ [
| | \ | | | | [ [
| | | | | | = 0 L
Ll | 3 b
Total: | 30.00 -
e G
Press Key Dup Item for document query forms; Count Query for encumbrance detail | J
Record: 1/1 | ] . | | <08C=

To view a requisition, purchase order or an invoice from FGITRND, click
Query Document (by Type) from the Options menu and next block to view information
within the document.

Document codes that are common on the transaction detail information include:
R0O000000 - purchase and Central Stores requisitions
P0O000000 - purchase orders
10000000 - invoices (regular & direct pay)
PCO000000 - ProCard

Transaction types that are common on the detail information include:
HGNL - HR Payroll REQP - requisition
PORD/POLQ - purchase order INNI - direct pay invoices

The column entitled ‘Field’ on FGITRND indicates the money usages by transaction.
The most common codes for the Field column include:

RSV - reserve - requisition

ENC - encumbrance — requisition or purchase order

YTD - year to date amount for every transaction

OBD - original budget
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To view outstanding encumbrances (regs and PQO’s) for your ORG, from the Options
menu on FGIBDST, click Organization Encumbrances (FGIOENC).

cle Fusion Middleware Forms Services: Open > FGIBDST - FGIOENC E=NACE X
File Edit Options Block Item Record Query Tools Help
ErRAEEE v BEME IERE ¢ &0 X
anizational Encumbrance List FGIOENC 8.0.0.1 (PROD) .-
Chart: |E—[7 Index: ,7[T Organization: IM[T Purchasing
Fiscal Year: ’FF Fund: WF Current Unrestricted-E&G
Encumbrance Vendor Item Acct Prog Actv Locn Amount Commit Type
|Poo27051] kDA Office Furniture Solutions [ 12 [r10800 63 [ [ [ 88320 U B
[poo27051 kDA Office Furniture Solutions [ 13 [710800 63 [ [ [ 117.89 [u
[Poo27051 kDA Office Furniture Solutions [ 14 [r10800 63 [ [ [ 612.10 (U
|P[][]27[]51 ‘KDA Office Furniture Solutions ,? |71[]9l]l] ‘63 | | | 883.20 ’U
[Poo27051 kDA Office Furniture Solutions [ 16 [7a357s 63 [ [ [ 837.00 [
| \ [ \ | | | [
| \ [ \ | | | [
| \ [ \ | | | [
| \ [ \ | | | [
| \ [ \ | | | [
| \ [ \ | | | [
| \ [ \ | | | [
| \ [ \ | | | []
| \ [ \ | | | L
| \ [ \ | | | []
| \ [ \ | | | [
| \ [ \ | | | [
| \ [ \ | | | [ 3
| \ [0 \ | | | U & F
] e e e e gD e e e M N M e e e | »
Press Key Duplicate Item for Detail Encumbrance Activity. \ J
Record. 1/5 |1 - | | <osc>

To view the encumbrance (REQ or PO) balance, from Options on FGIOENC, click
Query Detail Encumbrance Info (FGIENCD). Exit FGIENCD/FGIOENC - return to
FGIBDST.

|£,| Oracle Fusion Middleware Forms Services: Open > FGIBDST - FGIOENC - =

Eile Edit Options Block Item Record Query Tools Help

B0 EBEEE T

78 Detail Encumbrance Activity FGIENC

Encumbrance: Fooz7os1 ¥ period: |2l
Description: kDA Office Furniture Solutions Status: [0 Type: [P

Date Established: |05-mMaY-2015  Balance: 6,771.35 Vendor: |QUUU05156 ‘KDA Office Furniture Solutions

Ttem: | 1 [center Drawer 31 Wi1g25C0

Sequence: 1 Fiscal Year: |15 Status: |3 Commit Indicator: ’U

COA Index Fund Orgn Acct Prog Actv Locn Proj
e [ [110000 [s00100 [710900 [s1 [

Encumbrance: 117.89 Liguidation: ‘ 0.00 Balance: | 117.89 —

Transaction Date Type Document Code Action Transaction Amount Remaining Balance
28-APR-2015 PORD PO027051 r 117.89 117.89 =~
[ [
I [ ,
[ [ :
[ [ [ [ \ \ 4
| [ [ [ [ [
[ \ \ i
[ [ [ [ \ \ - 3
e e e D
Press Next Record or Previous Record to scroll accountingfiransaction details \
Record: 1/? | | | | | <0sC> J
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How to Query Grant Budget Information

Enter FRIGITD in the Go To field and press Enter.

78 Grant Inception to Date FRIGITD 8.2 (PROD)

Chart of Accounts: |E— [~ Grant: W [+ western Tract Biological Survey Grant Year: l_

Index: I—F Fund: WF Organization: WF [ Include Revenue Accounts
Program: ’22—[7 Activity: I—F Location: ’—[7 [ Exclude Indirect Costs
Account Type: ’_ F Account: l— [T Account Summary: [ Hierarchy

Date From (MM/YY): ’E / ’E Date To (MM/YY): ’E / ’E [ Fund Summary
[ By Sponsor Account

E :
Account Type Adjusted Budget Activity Commitments Available Balance
|s10000 |L—|Emplwee Salaries & Wages | 9,480.00 | 0.00| 0.00| 0,480.00 *
[614300 [L [Consultant - Employee [ 0.00| 10,198.00 | 0.00 | -10,198.00
[s20000 |L—|Employee Benefits | 2,318.00 0.00| 0.00 2,318.00
[621100 [ [kentucky Teachers Retirement Syst¢ | 0.00| 711,22 0.00 711.22
[s21200 [L [kTRS - Overmatch Cantribution | 0.00 | 218.27 | 0.00 | -218.27
[621500 [ [sacial security | o.00 709.50 | 0.00| -709.50
[621600 | [Health Insurance | 0.00| 296.96 | 0.00| -296.96
[s21800 [L [Life Insurance | 0.00 3.00 0.00 | -3.00
[622000 [ [pisability Insurance | 0.00| 14.51 0.00 -14.51
700000 |E—|0peratmg Expenses | 5,396.00 0.00| 0.00 5,396.00
[710700  [E [Parts and Supplies [ 0.00| 1,378.00 | 0.00 | -1,378.00
710200 |E—|Equipmenthurniture less than $500C | 0.00 458.86 | 0.00| -458.86
[742030 [e [Maintenance Costs | 0.00 0.00 0.00| 0.00
[750010 |E—|Travel In State | 0.00 1,333.13 | 0.00 | -1,333.13 o

Net Total: | 17,194.00 15,321.45 | 0.00 1,872.55

Chart of Accounts — defaults to E (EKU).

Tab to Organization field — enter ORG code for grant (Click the drop down menu to
search for ORG code). The Fund and the Program codes default from the ORG. Grant
code defaults; normally the grant code is the same as the org code, but not always.
Next Block after entering ORG code.

Adjusted Budget column — pool budgets for employee salaries & wages, employee
benefits, operating expenses & F&A (Facilities & Administrative) cost.

Activity column — money that has been expended for purchases, salaries etc.

Available Balance column/Net Total Row — displays remaining money to spend.

Specific questions related to grants need to be
directed to Sponsored Programs Accounting
(23636).
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How to Query Grant Transaction Details by Account Codes

From FRIGITD, and the specific account code, go to OPTIONS - click Grant Detail
Information (FRIGTRD).

m—
1&] Oracle Fusion Middleware Forms Services: Open > FRIGITD m

File Edit jf® Block Item Record Query Tools Help

| Information [FRIC
Format Display Preferences

"{‘.! Grant I

Chart of Accounts: EF Grant: 1451004 F Western Tract Biological Survey Grant Year: ’7
Index: ’—[7 Fund: WF Organization: WF [JInclude Revenue Accounts
Program: ’22—F Activity: I—F Location: ’—F [ Exclude Indirect Costs
Account Type: yiF Account: ,7[7 Account H ’ﬁ‘ [ Hierarchy
Date From (MM/YY): ’E / ’E Date To (MM/YY): ’E / ’E [ Fund Summary

[l By Sponsor Account

Account Type Adjusted Budget Activity Commitments Available Balance
[s10000 [L [Employee Salaries & Wages [ 9,480.00 | 0.00 0.00 9,480.00 |~
[s14300 [L [consultant - Employee [ 0.00 10,198.00 0.00 -10,198.00
[s20000 [L [Employee Benefits [ 2,318.00 0.00 0.00 2,318.00
[s21100 [L [kentudky Teachers Retirement Systc | 0.00| 71122 0.00 711.22
[s21200 [L [KTRS - Overmatch Contribution [ 0.00 218.27 0.00 -218.27
[21500 [L [social Security [ 0.00| 700.50 0.00 -708.50
[s21600 [L [Health Insurance [ 0.00| 296.95 0.00 -296.96
[e21800 [ [Life Tnsurance [ 0.00| 3.00 0.00 -3.00
[s22000 [L [pisability 1nsurance [ 0.00| 14.51 0.00 -14.51
[700000  [e [operating Expenses [ 5,396.00 | 0.00 0.00 5,396.00
[710700 [E [parts and Supplies [ 0.00 1,378.00 | 0.00 -1,378.00
[710300 [E [Equipment/Furniture less than s500¢ | 0.00| 458.55 | 0.00 -458.86
[742030  [e [maintenance costs [ 0.00| 0.00 0.00 0.00
[750010  [E [Travel In Stote [ 0.00| 1,333.13 0.00| 1,333.13) ¥
Net Total: [ 17,194.00 15,321.45 0.00 1,872.55 :l

LT N IR ,

Fl'ress Key Dup Record for Grant Detail Transactions l | J

Record: 11/14 | 1 | | | <0sC=

Oracle Fusion Middleware Forms Services: Open > FRIGITD - FRIGTRD E=aEod

File Edit Options Block Item Record Query Tools Help

BAEBEAEBRE I 0 @R @I ETREAI ¢

¥ Grant Transaction Detail Form FRIGTRD 8.9 (PROD) [l

L @ @101 X

[ &

O Pool
COA Grant Index Fund Organization Account Program  Activity Location Commit Year Period Date From Date To
&= hd = = = = = o = =
[ [451004 [ [259116 | [asiooa  [rio700 | [22 \ \ [ [ [ [otouzo0s  [s0-un-2015

. Increase(+)or
Account Organization Program Activity Date Type Document Description Field Amount Decrease(-)
[710700  [asicoa |22 [26-FEB-2007  [InEI [0165988  [Murphy's Camera ENC -1,378.00 =
[710700  [asioos | [22 [26-rEB-2007 | [INEI [r0168988 [Murphy's camera W 1,378.00
[710700  [a51004 | [22 [04-DEC-2006  [PORD  [PO01065¢  [Murphy's camera ENC 1,378.00
[710700  [asioos | [z2 [0a-DEC-2006 | [PoLG  [Poo10834 . [Murphy's Camera W -799.00
[710700  [asi00s | [22 [04-0ECc2008 [PoLa  [Pootosss  [Murphy's camera = _579.00
[710700 [451004 |22 |o1-DEC-2006  [REQP  [ROD17789 |T|mnthy Weckman RSV 1,378.00

B 1 0 52 (B B KR 3

S11RNRRRRND

== » —I

Total: | 1,378.00 | + E

=

4] Lo
Press Key Dup Item for Document Query Forms; Count Query for Encumbrance Detail |
Record: 1/ | 1 o | | | <osC>
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How to Query Student Organizations, Foundation Funds or Grant Funds

Enter FGITBSR in the Go To field and press Enter.

Use FGITBSR to view the claim on cash for those organizations that do not have
budgeted monies or to view fund balances.

Enter F in the COA field for Foundation funds or E for Student Orgs and Grant Funds
Tab to Fund and enter your fund code or student org code (click the drop down menu to
search for fund). Next Block to view the beginning and current balance. Highlight the
Claim on Cash account.

From the Options menu on FGITBSR, click Query General Ledger Activity Info
(FGIGLAC) to view payments (credits) and deposits (debits).

Questions, contact Budgeting, 622-8867.

I[Z] Gracle Fusion Middleware Forms Senices: Open > FGITESR E=aEsll X
File Edit Options Block Item Record Query Tools Help
BOEB HBEEE %7 REHE & S @EIGIHEHI@ 00X
COA: |E—F Eastern Kentucky University Fiscal Year: IFF
Fund: GO0ooo1 [7 Alpha Delta Pi Education OR Fund Type: I_F
Account: F OR Acct Type: ,7 [T
Acct Beginning Debit/ Current Debit/
Type Account Description Balance Credit * Balance Credit *
[11 [r13000]  [claim on cash [ s0.00 pebic | | a0.00 [pebt |~
[41" [+12000  [Fund Balance-vear End [ a0.00 [credit [ || 20.00 [credit | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [
[ \ | | [ | [ ] =
= is of
Total: [aLL accounTs [ 0.00 [ [ 0.00 [ [ T
Current Fund Balance:| 40.00 |Credit ’7 -3
M e e R R e R e R e e e [ *»
|
Record: 1/2 | 1 | <osC=

16 June 2015



How to Create a Purchase Requisition

Enter FPAREQN in Go To field and press Enter.

NOTE: Purchase Regs are NOT for ordering paper
from Central Stores.
Central Stores Req instructions begin on page 32.

On FPAREQN, enter the word ‘NEXT’ or click Next Block for Banner, to generate a
requisition number. NOTE: Do Not Create or Assign your own Requisition Number.

R — —
£ Oracle Fusion Middleware Forms Services: Open > FPAREQN E‘E_g

File Edit Options Block Item Record Query Tools Help
BME BENBE 0 BEE @ & QB¢ & @ 01X
%
Requisition: | = (&
Click ‘Next Block’ for the Banner system to generate a
requisition number OR you can type the word “NEXT”
in the Requisition field; then ‘next block.’
Ctrl PageDown is the keystroke equivalent, for next
block.
Click the ‘Block’ Menu and click Next for the menu
equivalency.
1| N R NN | ¥
Enter NEXT or leave blank for automatic assignment or enter document number, press Next Field to activate COPY function. \
Record: 1/1 | ] o | | <0sC= J
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E Oracle Fusion Middleware Forms Services: Open > FPAREQN - GUACALN — T - Eli

File Edit Options Block Item Record Query Tools Help

BB RAEERE 2P HEHE I EIREI G & @00 1X

E_E Requisition Entry: Requestor/Delivery Information FPAREQN 8.6.0.3 (TEST)

Requisition: NEXT
=

Order Date: 15-JUN-2015 [ Transaction Date: 15-JUN-201 [JIn Suspense .
A = Double click the
Delivery Date: = Comments:

Commodity Total: 0 Calendar icon to
select the date, or
you can manually

== )| = JUNE 2015 = | ==
= ) rnatcerain | enter the date.

Requestor: Suzanne Tipton

ka Code  Phone Numb Extensi

Organization: -
COA: E ¥ Eastern Kentucky Uni

Email:

Ship To: ~

Street Line 1:

Street Line 2:
Street Line 3:

Building: Floor:

City:

State or Province: Zip or Postal Code: Area Code Phone Numb Extensi
Nation: —|

et |

Li{ecord: 316 | | . | =osc= J

Header Information

. Oracle Fusion Middleware Forms Services: Open > FPAREQN — — =
File Edit Options Block Item Record Query Tools Help
BoE RAERE %9 BER Q& BRI ¢ S&1@1 01X
Requisition: NEXT
Order Date: 01-pay-2015 @ Transaction Date: 01-MAY-2015 @ [ In Suspense
Delivery Date: [#f-vav-2015 [ Comments: [ Document Text
Commodity Toly/l 0.00 Accounting Total: ‘ 0.00
Next Block to
. Vendor Information Commodity/Accounting Balancing/Completion
navigate
between tabs. [Suzanne Tipton
|520000 El[nﬁjrmatmn Technology-Academic Area Code Phone Number Extension
COA: |E—E”Eastern Kentucky University Phone: ‘859 |6221349 |
Email: [suzanne.tipton@eku.edu
. \ Enter your email address, if
Ship To: FURCH i .
you want Purchasing to
Street Line 1:  [purchases And Stores email you a copy of the B
Street Line 2: [1ones 117
Street Line 3: [s21 Lancaster Avenue Purchase Order.
Building: Jones 117 Floor:
City: |chhmund
State or Province: |Kr Zip or Postal Code: |40475 Area Code  Phone Number Extension
Nation: |Umted States of America 859 6222246 —l
1| EE |
Enter name for Attention-to label on Ship-to address. |
Record: 11 [ i, | =0sC=
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Delivery date - at least 1 week beyond the order date.

Requestor name - defaults from logon.

COA defaults to E; change if necessary F/Foundation.

Organization — enter assigned department or grant code, if known

OR click the drop down menu to search; from FTVORGN click enter query (F7), enter
orqg title, click execute query (F8) to begin search; highlight desired org code and
double-click to retrieve code back to FPAREQN.

Email address — enter your EKU email address if you want an emailed copy of the PO.

Phone number — enter EKU phone number.

Ship To - enter code assigned to department or click the drop down menu, to search.

After clicking the drop down menu, highlight and click OK to select the ship-to-code for
your department.

Note: If the Ship To address is incorrect or needs to be added to the list, please emalil

the Purchasing Department at purchasing@eku.edu, or call 622-1482.

If you are ordering a computer, you must use the Ship To code of ITDSC.
Attention To - enter the person’s name — ‘who’ will receive the product or service.

Important: If the vendor has emailed or faxed a quoted price for the goods/services
ordered, include this information on Document Text (FOAPOXT). Also, if the vendor
has a fax number to be used with purchase orders, include this information on
Document Text (FOAPOXT). Document Text should include any related information to
be used by the vendor, or the Purchasing department.
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Cracle Fusion Middleware Forms Services: Open > FPAREQN . ==

mgatinns Block Item Record Query Tools Help
] +% Document Information
Requestor/Delivery Information el ot R A A AR R
Vendor Information
. Commodity/ Accounting Information
Requis R
View Items in Suspense
Balancing/ Co Transaction Date: 01-MAY-2015 @ [ In Suspense
3 ; Comments: [ Document Text
0.00 Accounting Total: | 0.00
Vendor Information Commodity/Accounting Balancing/Completion
Click the |
Suzanne Tipton
Options | _ Numb .
B 520000 B‘Infurmatlun Technology-Academic Area Code Phone Ex
Menu & e [=][astern kentucky University Phone: [s53 5221349 |
Select |suzanne.t\pton@eku.edu Fax: | | |
Document Fore (3]
Text
1: |Pur:hases And Stores Contact:
Street Line 2: |Junes 117 Attention To:
Street Line 3: |521 Lancaster Avenue
Building: Jones 117 Floor:
City: [Richmond
State or Province: |Ky Zip or Postal Code: [40475 Area Code Phone Numb Ext
Nation: |United States of America 859 6222246 —l
-
1 | N | »
Enter name for Attention-to label on Ship-to address. |
Record: 11 | o | <0sC>

From FOAPOXT, do a next block. Press the down arrow key for additional blank lines;
no word wrapping.

4| Oracle Fusion Middleware Forms Services: Open > FPAREQN - FOAPOXT

File Edit Cpftions Block Item Record Query Tools Help

SoE SGBE S5 SoE A SRR L 2o

78 Procurement Text Entry FOAPO!

Text Type: REQ [T Code: |RO045046 F Change Sequen Leave print Option
Vendor: | | checked for info
Commodity Description: | that is important to
Modify Clause: F [ Copy Commodity Text Default Increm{ the vendor, or
Purchasing.

Text Clause Number Print

Wﬂﬂﬂbé\\

OO0 000 O

|
|
|
|
|
|
|
l

P e ey ey ey ey s
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Click Save (F10) and then click Exit to return to FPAREQN.
Next Block to access the Vendor Information.

Vendor Information

Vendor — enter ID number, or click the drop down menu.

E’ Oracle Fusion Middleware Forms Services: Open > FPAREQN C=fic
File Edit Options Block Item Record Query Tools Help
DEVAEEE P9 BERE QIS REIEI#£L1@0 01X
I | g (8] do 0 o PA 0
Requisition: RO045046
Order Date: 01-MAY-2015 @ Transaction Date: 01-MAY-2015 @ ["'In Suspense
Delivery Date: 08-MAY-2015 @ Comments: | Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00
Requestor/Delivery Information Vendor Information Commodity/Accounting Balancing/Completion
Vendor: [300005156 [ *][«DA Office Furniture Solutions [ vendor Hold
Address Type: IHEI Sequence: l_l\El Discount: ,_E|
Tax Group: | [7|
Street Line 1: |519 Hampton Way Currency: | E”
Street Line 2: [suite #2
Street Line 3: |
City: |Richmond
State or Province: |[KY Zip or Postal Code: |20475
Nation: |
Contact: |
Email: |
Area Code Phone Number Extension
Phone: | | |
Fax: [ss9 [s260770 |
<71 | »
Enter vendor's address sequence number. Press LIST for addresses. ‘
Record: 1/1 [ | | | =05C=
*To search for a vendor, follow the instructions on page 36.*
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Address Type should default to PO (purchase order) if available;

Exception: Some vendors only have an AP address code.

To verify address information for the vendor id selected, click the drop down menu for
address type. If no address type available, contact Purchasing.

3 Address Information Query FOQADDR 8.9 (TEST)

ID: [300005156 [ [KDA Office Furniture Selutions

Address Type: ’F [7 /

Sequence Number: I_L Street Line 1: 9 Hampton Way
Source: I—F Street Line 2: |Suite &2
From Date: W H |
To Date: ’7
li Hy: |Richm0nd
State or Province: ’KY— Z1P or Postal Code: ’W

Nation: l—

Address Type: ,g [_

Sequence Number: l_l Street Line 1: |519 Hampton Way

Source: I_F Street Line 2: |Suite #2

From Date: W Street Line 3: |

To Date: ’7

— City: |richmond

State or Province: ’KY— ZIP or Postal Code: ’W
Nation: l—

Once back on the ‘Vendor Information’ tab of FPAREQN, the Contact will only populate
if a contact was recorded on the vendor record. Discount, Tax Group, & Currency are
not required and should be left blank.

Next Block to the Commodity/Accounting tab.

Important: please READ!

A commodity is atype of good or service purchased from a vendor. Select a
commodity code that best describes the good or service that you are purchasing.

DO NOT:
e create your own commodity code; if unsure which code to use,
e contact Purchasing;
DO NOT:
e use Central Stores commodity codes (CS...) with purchase requisitions;
DO NOT:
e use commodity codes with a termination date.
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;4 Requisition Entry: Commodity/Accounting FPAREQN 8.6.0.2 (TEST)

Requisition: RO045046

Order Date: 01-MAY-2015 @ Transaction Date: 01-MAY-2015 @ In Suspense
Delivery Date: 08-MAY-2015 @ Comments: Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00
Requestor/Delivery Information Vendor Information Commodity/Accounting Balancing/Completion
u/M Tax Group Quantity Unit Price
Item of 0 ea (7] | | X | = Extended: |
Commodity Description DECaE |
(7] (7] Additional: |
[710900 |Equipment/Furniture Less Than $5,000] Commeodity Text Tax:
| | Item Text Commeodity Line Total:
| | Add Commodity
| | Distribute
(. L
FOAPAL of Remaining Commodity Amount: | NSF Override o usD
NSF Suspense Extended: |
COA Year Index  Fund Orgn Acct Prog Actv Locn Proj Discount: |
] Ad hd Ad] Ad Ad] Ad] ] &d Additional:
[ | | | | | | | | Tax:
[ | | | | | | | | FOAPAL Line Total: |
’_ | | | | | | | | Commoedity Accounting Total: |

Commodity — enter the commodity code, or click the drop down menu, to select the
most appropriate commodity code for the item(s) you are ordering. If you are unsure
which code to use, contact Purchasing. DO NOT CREATE A CODE!

Description — Delete the defaulted description and enter the item description from
catalog, web page, etc.

U/M — enter unit of measure, or click the drop down menu for additional values.
Quantity — enter number of item(s).

Unit Price — enter amount (No $ sign; enter decimal/cents if applicable).

Extended (cost) column — tab to populate amount.

Next Block to FOAPAL, tab across to populate full FOAPAL & amount for the item.

Note: If commodity codes 743560 or 743562 are used, enter the dollar amount
in the quantity field and enter 1 in the unit price field.
Per Purchasing — commodity code for PSC’s (Personal Service Contract) is 743562;
commodity code 743560 is for EKU Agreements/Sub Awards.

When entering multiple commodity codes on one requisition document, enter the first
commodity code information. Next block to populate FOAPAL. Tab through and enter
necessary information. To enter an additional commodity item, do a ‘Previous block’
back to the commodity block and repeat steps until all commodity and FOAPAL
information have been entered.

Note: DO NOT enter a FOAPAL string with 0.00 (zero) dollar amounts.
Requisitions with zero dollar amounts will be disapproved.
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If you wish to change any of the FOAPAL string, do a RECORD REMOVE. Once the
FOAPAL clears, the Chart of Account should be at E.

COA defaults to E; change if necessary.
Tab to Orgn - enter dept or grant code (fund & program defaults from org code).
Acct - enter account number or click drop down menu.
An Account number (code) is used to classify expenses; expense account codes

begin with a 7.

File Edit Options Block Item Record Query Tools Help

BOE HCEE ¥ AEE @IS @ME S g Il

7R Requisition Entry: Commodi urting FPARE
Requisition: ROO31569
Order Date: 09-sep-2010 [F Transaction Date:  |09-SEP-2010 |5
Delivery Date: 23-SEP-2010 @ Comments:

@@

In Suspense

Commodity Total: |

Reguestar/Delivery Information

2,913.00 Accounting Total: ‘

wendaor Information

| X

Document Text

Balancing/Complation

ufm Tax Group Unit Price
Item | 1 of 1 g [7 \ 1,459.0000 = Extended:
Commodity Description e
- [*] Additional:
[710900 |Equipment/Furniture Less Than $5,000 Commodity Text Tax:
| | Item Text Commodity Line Total:
| | Add Commodity
| | Distribute
s
FOAPAL of 0 Remaining Commodity Amount: 2,9138.00 NSF Override o
Extended:
COA Year  Index Fund Orgn Acct Prog Acty Locn Proj Discount:
[~] ] =] ] (=] (=] ] ] = Additional:
E | [t10000  [szooeq] [710s00 (13 [ | \ Tax:
Y — ol . dal ol . . ol

You can print any part of the requisition by clicking the print icon on the button bar

while creating the document on FPAREQN.

block through.

You may also print the full document from EKU Direct.
From the Finance link, click ‘View Document.’

Main Menu Personal Informatio

Finance

search

[ Budget Queries

D Encumbrance Query

D Approve Documents
Wiew Document

D Delete Finance Template

[ Budget Status Report

Choose type: Requisition - Document Number

| RooZ6858

24

It prints page by page, when you next-
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Next Block to Balancing/Completion

78 Requisition Entry: Balancing/Completion FPAREQN 8.6.0.3 (TEST)

Delivery Date: 08-MAY-2015 Comments: [ Document Text

Requisition: ROD45046
Order Date: 01-MAY-20 15 @ Transaction Date: 01-MAY-2015 @ [ In Suspense

Commeodity Total: 2,500.00 Accounting Total: | 2,500.00
Requestor/Delivery Information VendorNnformation Commaodity/Accounting Balancing/Completion
Vendor: [500005156 [KDA Office Furniture S\kutions [ Vendor Hold
COA: |E—|Easterr| Kentucky University \ Requestor: |Suzanne Tipton
Organization: |52EIIJDD |Inforrr|atior| Technology—Aca}\mic
Currency: | |
Exchange Rate: | Com ity Record Count: 1
Input Amount: | 2,500.00 Con¥Xerted Amount: |
L

Input Commoditv\ Accounting Status
Approved Amount: | 2,500.00 | 2,500.0 | 2,500.00  |BALANCED
Discount Amount: | 0.00 | 0.00 \ | 000 |BalanceD
Additional Amount: | 0.00 | 0.00 0.00  |BALANCED
Tax Amount: | 0.00 | 0.00 | 000 |BalanceD

Complete: In Process: @

Click Complete if the commodity/accounting is balanced. The requisition number is
displayed on the hint line at the bottom, or is in the ‘Requisition’ field above the order
date.

'Dncument RO045046 completed and forwarded to the Approval process

If you don’t want to complete the requisition, click the In Process button.

When you are ready to complete, access FPAREQN and enter the req number in the
document field and proceed to completion. If you don’t know the req number, click the
search box from FPAREQN:

Requisition: @

Click enter query (F7), enter your name in the requestor field (case sensitive), click
execute query (F8) then find the correct requisition number and double-click to ‘select.’
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Sharing the Cost of Commodity Iltem Between Multiple Orgs (rarely used)

To split the purchase of a commodity item by a dollar amount between multiple
organizations, tab through the FOAPAL info until the cursor is in the USD column field.
In the USD field, enter the dollar amount to be charged to that organization code.

After the U.S. dollars is entered for the first FOAPAL string; tab to the COA (chart of
accounts) field and press the down arrow key.

Tab and delete all defaulted FOAPAL info; enter new Org code (fund/program defaults).
Enter Acct (account) number (normally same as commodity code) or click drop down
menu to select an account code from list.

Enter dollar amount in the USD column.

ommo otal: | Vien s Accounting Tetal: T 0 o5
[ heauestor/Dolivery tnformation Vendar tiarmation [ Conenoneyinccountng TR,
s Tan Group Quantiny Vo Belce
e 3 of 1 e - 1 x 1i%0 t wtended 2.2%0 00
Commodity Description Olscount:
pd S Addinional
riouso W Cenfigur atien, pesthen t11 Commodity Text Toxi
e Toxt oo Sity Line Totat 1.3%90 09
Add Commadity
Distribute
TOARAL of s Ll Ina « v . NYE Owerride -~ O
xtendod
COA Yoor Index Fund Orgn Acet Prog Actw Loen Pro) Discount:
M | | | hd . ~l ) - hd | Addittonal
110009 +20000 710450 |63 Tan
= 110000 400400 710480 |82 FOAPAL Line Total:
Commodity Accounting Total -
CHock 10 ¢ utsle GONM AMOunt Based on Dorcentegs |

To split the purchase of a commodity item by a percentage, tab through the
FOAPAL information that has defaulted until the cursor is at the Extended field. Click to
check mark the Extended field and enter the percentage to be charged to this
organization in the USD column. (ex. 75)

Tab to the COA field; press the down arrow key to enter second FOAPAL string.

Tab; press the backspace key to remove defaulted FOAPAL information.

Enter Org (organization) code (fund/program defaults).

Enter Acct (account) number (normally same as commaodity code) or click drop down
menu to select an account code from list.

Enter percentage in the USD column.

[NFIT] Tax Group Quantity Unit Price
tem | 1 of [ 1 [es [+ [ 1 x| 1250 = Extended: 1,250.00
Commodity Description Discount: 00
- - Additional: 0o
[71oas0 [eku canfiguration, pentiom II1 [ Commodity Text Tax: oo
[ Item Text Commodity Line Total: | 1,250.00
[ add Commodity
[ Distribute
FoapaL [ of [ 0o Remaining Commodity Amount: | 1,250.00 [ NSF Override o0 usD
Csr suspense  Extended: & | 75
COA Year Index Fund Orgn Acct Prog Actv Locn Proj Discount: L
d d] d] [ = = d] = = Additional: [
’E_ ’? 110000  [S20000 710450 |63 Tax: N
[ [ ] FOAPAL Line Total: [ =
'_ ,_ Commodity Accounting Total: ,7 =
L P A P P A P P P P P e P P P PP e P | D
Enter amount for distribution and press MNEXT FIELD. |
Eanard: =050
77 start & sve 3@ exuinternet... | B4 3 Microsoft ...
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How to Delete an Incomplete Requisition

NOTE: Completed requisitions cannot be deleted; however user can contact
Purchasing to request that the requisition be canceled.

Enter the Requisition number on FPAREQN.

Next Block twice to the Vendor Information.

Click Remove Record from the Button Bar.

The hint line at the bottom will display ‘Press delete record again to delete this record’.
Click Remove Record again.

Pop-up message: All commodity and accounting records will be deleted; click OK.
Hint Line displays: Deletion of requisition is completed.

How to Copy a Requisition

Enter FPAREQN in Go To field and press Enter.

NOTE: A Requisition has to be completed and approved before it can be copied.

Click the Copy Icon (to the right of the drop down menu).
Enter the requisition number you wish to copy or search to find your requisition number.

E Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Cptions Block Item Eecord Query Tools Help

= HEER P REE D EIEE ¢ E @ | X

Requisition:  NEXT ~
feniC - [
nCopy AREQM 8.3 o
Copy From

Requisition: Roo15204 (7]

vendor: [a00004247 |Cardinal Office Systems, Inc.

Tab to populate the Vendor name; Click OK.

You are now at the first block of the Requisition Form (FPAREQN) and a new
requisition number has been assigned.

Tab & Next Block through the form making all necessary changes.

Click ‘Complete’ if the commodity/accounting is balanced.
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A Disapproved Requisition

If you have a requisition that has been disapproved, you will have a check mark to the
right of the ‘Check Banner Message’ link, when you log in.

3 Oracle Developer Forms Runtime - Web

ile Edit Options Block Item Record Query Tools Help

=

oTo..
EMV Banner \ My Links
Banner .
L1Student [*STUDENT] CIICk fOI’ Change Banner Password
I Advancement [*ALUMNI] message \ Check Banner Messages ¢

_IFinancial Systems [*FINANCE]
_IHuman Resources [**HRS]
LIFinancial Aid [*RESOURGE] Personal Link 2
_1General [*GENERAL]

_IDocument Management Suite [**BDMS]
_1EKU Reports [**EKU.REPORTS]
_IBanner Security [¥*SECURITY] Personal Link 5§

lCIic:k to view your messages]

Personal Link 3

Personal Link 4

Personal Link 6

# Oracle Developer Forms Runtime - Web: Open > GUAMESG

File Edit COptions Block Item Record Query Tools Help

BOE BAEE % 2EE O EIREIEC S22 @00 X

Recipient: [TiPToNsUZANN ] K. Tipton Sender: [TIPTONSUZANN Date: 24-SEp-2010 [E| Time: |0852 B
Message: |[BoCUMENT 15 DISAPPROVED - Need to change account number to 710450 [# seurce: [Foauare

Reference ID: | [7| Item: ROD31549
System: ’F_EIFmance

" Complete ® pending " Hold [" Confidential

Recipient: | F‘ Sender: Date: [_ Time:
Message: | W Source:
Reference ID: | Fl Item:

On GUAMESG, read the comments given by the disapprover.

Click the pencil icon for additional details (if any).

Write down your requisition number.

Click the Complete radio button, save and exit to delete the message.

(Check Mark will be gone from the Check Banner Message Link).

Go to FPAREQN and enter your disapproved req number (ex: R0O030569).
Next Block and make requested changes that were indicated on the message.
Next Block to Balancing/Completion after changes; click ‘Complete’ if balanced.
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How to Receive Delivered ltem(s) for a Purchase Requisition

Enter FPARCVD in Go To field and press enter.

78 Receiving Goods FPARCVD 8.6 (TEST)

Receiver Document Code: [Y0047162 [*

Receiving Header

Receiving Method: [EI

Carrier: | EH
Date Received: 23-JUN-2015 @ [ Text Exists
Received By: [TIPTONSUZANNE
Packing Slip: PO026917 [EI [ Text Exists FOICI::;]Sng i
. . (0]
Bill of Lading: X
obtain PO
] number, if )
you forgot to
Purchase Order write down..

' Adjust Ttems

Purchase Order: |F0026917 F

Buyer: |EKU Buyer

Vendor: 300005156 [KDA Office Furniture Solutions

More...

Receiver Document Code - enter NEXT to generate a Receiving Document Code.

‘Next Block’

Receiving Method —is not a required field; leave blank.

Carrier — leave blank; no list of values available; not a required field.

‘Next Block’ to Packing Slip — enter the Purchase Order number (can find this on
FOIDOCH - when you enter the REQ#). Make 100% sure that you enter the correct
PO#. Entering the incorrect PO# will result in a receiver being done for the wrong
req/PO items!!

Bill of Lading — leave blank; not a required field.
‘Next Block’
Purchase Order — again, enter the PO number that reflects the goods/services being

received. EKU Buyer populates into the ‘Buyer’ field, as well as the vendor from the
req/PO. The radio button ‘Receive ltems’ is clicked ON by default.

29 June 2015



From the Options menu, click Select Purchase Order Items.

Oracle Fusion Middleware Forms Services: Open > FPARCVD
File Edit

Block [tem Record Query Tools He/lo/
7 Receive All Purchase Order Items ey &R [z (1@ @1 X

Receiver Document Code: |Y0047162 [7

Receiving Header

Receiving Method: E

Carrier: | EH
Date Received: 23-1Un-2015 [ [ Text Exists
Received By: [TIFTONSUZANNE
|3 L

Packing Slip

Packing Slip: PO026917 (=] [ Text Exists
Bill of Lading:

Purchase Order

Purchase Order: |Po026317 || ® Receive Items ' Adjust Ttems
Buyer: |EKU Buyer
Vendor: 300005156 |[KDA Office Furniture Solutions

More.| Receive All
option: all items
from the
requisition have
been delivered.

From FPCRCVP, choose the Receive All option or Add Item. You only select the
‘receive all’ box, if nothing else is to be ‘received’ for the PO. You do NOT use the

‘receive all’ with PSC. Do not use
‘Receive All
73Receiving Goods PO Item Selection FPCRCVP 8.5 (TEST) with .personal
service
Purchase Order: PO026917 [ Receive All Blanket Order Number: |— contracts (PSC)
Receiver Document: |Y0047162 Packing Slip: PO026917
Vendor: |s00005156 [KDA Office Furniture Solutions
Text Quantity Add
Item Commodity Exists U/M Quantity Accepted Item
| 1 [710900 |s0lid Oalc Desk [wone [ea [ i o O |l
I | [ — / =
| \ | | Click Add Item to include O
| \ | | only the items actually C
| \ | | delivered. C
| \ | | L
“ ! . d Use Add Item with PSC's. —

Click ‘Save’ after choosing ‘receive all’ or ‘add item.” Hit black ‘X’; at popup prompt
‘Close’ form? Click Yes. User is returned to FPARCVD, but Receiver is NOT finished.
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‘Next Block’ — you will be taken to the ‘Commodity’ section of the receiver.

Current column — enter the quantity/amount for commodity item 1 that has been
received. Use the down arrow to enter quantities/amounts, for additional items. Tab &
U/M should default in.

78 Commodity FPARCVD 8.6 (TEST)

Receiver Document Code: |Y0047162 Packing Slip: |F0026517
Purchase Order: PO026917 Vendor: |KDA Office Furniture Solutions
n L
Item: 1 Commuodity Record Count: 1
Commeodity Code Description u/Mm FOB Code
|?1DQDD |So|id Oak Desk [ Stock Ttem EA l_[zl [ Final Received
Enter the
quantity or
Quantity  ToDate  Current / amount for each
Received: | 0 | u/m: M commodity item
Rejected: | o | u/M: [*] received.
Returned: 0 Primary Location: [zl
Accepted: 0 Sub Location: EI
Ordered: t [ Item Suspense
[ Tolerance Suspense
[/ Tolerance Override

‘Next Block’ and click ‘Complete,’ if finished. Write down your receiver number!
It is recommended to write the receiver number on the invoice, prior to sending to
Accounting & Financial Services.

58 Completion FPARCVD 8.6 (TEST)

Complete: @ In Process:

NOTES: Create Receiving documents for Off Campus Purchase Requisitions only
& more than one Receiving Document can be associated to the same PO.
IMPORTANT: When the last receiving document has been created and fulfills the
purchase order, click Final Received to indicate that every commodity item has
been received for the ENTIRE PO.

If user receives vendor invoice, forward to Accounting with receiver number
included on the invoice. If call from Accounting regarding receiver, go to
FOIDOCH and make sure that the Receiver document has been completed -
(status code of ‘C’).
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How to Delete an Incomplete Receiver

Enter FPARCVD in the Go To field and press enter.
Enter the receiving document number in the key block.

‘Next Block’ to the Receiving Header.

Click ‘Record Remove’ from the menu, or button bar.
Click ‘Record Remove’ again.

How to Create a Central Stores Requisition

Enter FSAREQN in Go To Field and press enter.
Enter NEXT to generate a request number and then Next Block.

Request: [R0045047  [¥

Requestor

Transaction Date: 23-1UN-2015 [ Delivery Date: |24-1uN-2015 [ Cancel Date:

Requestor: |Suzy Tipton Phone: 622 1849 Extension:

Ship To: AIS2 [7 Address: |Adrn|n|5trat|ve Support-ITDS  Building: Perkins 345 Floor:
Document Text Exists: |N— ¥ NSF Checking In Suspense: |N— Printed: |—

Commodity Data

Ttem Commodity u/Mm Quantity Extended Cost Susp
v
1 Cs304514  Paper, 3 hole punch 8 1/2 x 11 20# copy RM \ 10 | 31.00 |Y— «]
3 A

Accounting Data
Sequence Number: Accounting Record Count: |—
Chart of
Accounts  Year Index Fund Organization Account Program Activity Location Project

M ] M M ] M 4 M M

3 [15 | 110000 520001 740070 |ss | | | o
[ NSF Override Suspense: N NSF Suspense: |A— Percent: 100 Amount: | 3100 v

Transaction Date defaults to current date.

Delivery Date — enter next day’s date.

Requestor — enter your name (if a large item {i.e. Desk} is ordered, enter the building
and room that the item needs to be delivered to, in the Requestor field).

Phone — enter phone number.
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Ship To - enter code or click the drop down menu and select from list. NOTE - If you
want all, or part, of the order delivered to a location different than the ‘Ship To’ location,

enter that building/room number after the Requestor name. /
E e
Requestor
Transaction Date: 23-JUN-2015  [EH]
Requestor: |Suz',.r Tipton - Perkins 33III|

Ship To: AIS2 d

Document Text Exists: |N_

Address, Building, and Floor will default from ship to code selected (if you do not see
your department listed, please contact the Purchasing office 2-1482.

Next Block.
Commodity — enter CS commodity code (i.e. CS304993) or click the drop down menu

(To search: click enter query (F7), enter keyword for stores item using %, execute query
(F8) then highlight and click Select).

Quantity — enter quantity.

Extended Cost is populated from entered quantity.

Next Block.

Chart of Accounts - E defaults as well as Account 740070 (Central Stores Supplies).
Tab to the Organization field FIRST! Type in your ORG code; Fund and Program will
default from org code selection.

Tab to the Percent field — enter 100; Tab to populate the total Amount.

Next Block to Balancing/Completion.
Click Complete.

NOTES: Central Stores Requisitions can only be created for Chart E Org Codes.
Foundation (F) chart users should contact the Accounting office to obtain an
alternate Org code. Receivers are NOT created for Central Stores Regs. Central
Stores creates an Issue Ticket which lists the items ordered and obtains the
requestor’s signature. If CS item needs to be returned, contact Central Stores to
coordinate pickup of item(s) at 622-3517.
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How to View Documents and the History

Use FOIDOCH to view existing documents (complete and incomplete), check the status
of a document and to find associated documents.

Enter FOIDOCH in GO to field and press Enter.

Enter the Doc Type or click the drop down menu to see the available values. The
document type for Purchase Requisitions, as well as Central Stores Requisitions, is
REQ.

Tab to Doc Code and enter the number of your document, or click the drop down menu
to search for your document.

|3 Oracle Developer Forms Runtime - Web: Open > FOIDOCH

File Edit Options Block Item Record Query Tools Help
BOE BRAEE T
Document Type: WF Requisition Document Code: [RO030563 ]
Requisition Status Bid Status Purchase Order Status Issues Status
ROD30SE| &~ [ 1] [ 1] Uon13354 [c] 1=
[ [ [ | [ [ [ [ [
[ [ [ 1 [ [ 1 [ [ [
[ [ 1 [ 1 [ [ [
L L L L
[ [k (1 [k (. [k [ [k
Invoice Status Check Status Return Status Receiver Status
[ OpH L1 OpH 1 OpH [ | O
[ [ 1 [ [ [ [
[ | [ [ | [ [ [ [ [
— ) —— —l —l

To search for a requisition number, click the drop down menu at Doc Code.

From FPIRQST: click Enter Query or (F7), enter the Requestor, Request date, or the
Vendor ID to look for your document, click Execute Query or (F8) then

highlight your choice and click the Select button (double click). This will insert your
document code number on FOIDOCH.

Next Block from the Document Code on FOIDOCH.

From the Options Menu, click ‘View Status Indicators’ to check the document status or
click Requisition information to view the document itself.

To view any of the associated documents, highlight the document of your choice and

from the Options Menu click (document of choice) information. Then next block thru the
document to view information.
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You can also view this information in EKUDirect & it is much more user-friendly. Log
into EKUDirect, click on the “Finance” tab. Select the option — ‘View Document.’

/
Main Menu Personal Inforny!tiﬂ
Search [ Fo
Finance

[ Y] Budget Queries

[ Encumbrance Qugry

[Y] Approve Documgnts

[ View Document

D Delete Finance Template
[ Y] Budget Status Report

Choose the type “Requisition” (which should default) and put your reg# in the Document
Number box.

|Ehﬂﬂsetvpe= Requisition ~ |  Document Number | Roonzesss

This will bring up your entire document; will show any PO, Receiver(s), Invoice(s),
Check information related to this document, all on one page.

You may also print the full document from EKU Direct.

35 June 2015



How to Query Vendor Information

Enter FTMVEND in the Go To field and press Enter.
(If searching for vendor id from FPAREQN, follow instructions below from screen print.)

Use FTMVEND to see if a vendor exists, or to view information about a vendor such as:
vendor id number, purchase order or accounts payment address, and/or telephone
number.

Click the drop down menu from FTMVEND; opens FTIIDEN.

4 Oracle Developer Forms Runtime - Web: Open > FIMVEND - FTIDEN
File Edit Options Block Item Record Query Tools Help

BB ACAEE YR BEXE QIS BB G & EI@ 01X

7 Entity Name/ID Search FTIDEN 8.3 (TEST) (il el el L L e L L L L L L L L L !

Middle Entity Change

D Last Name First Name Name Ind Ind v F '] G P Type
[s0000455¢] [Accent Systems \ = B S
(v02032676  [Accent Systems \ e W W W [com
lao119685¢  [Candle Accent \ [c [ LR T T .
[@00023380 [Candle Accent \ [e T oW m W [com
‘901392225 |Intermed|a Inc. dba Stage Accent: ‘ E ’— ’Y— W W W W
\ | \ ([ [0 0O 0UO000O0OL_

| | [ 0O 0O O 000 0C Jf
- el el S S eSS S o WS o WS o W W w——AA

Tab to the Last Name field — enter last name and first name (if person) or enter
company name in the last name field. Note: Use the wildcard % at the beginning &
ending of Capitalized keyword for the company name (i.e. %Accent%).

Click Execute Query or (F8).

Highlight the vendor record and click the Select button or double click the ID Number
field to retrieve selected record back to FTMVEND.

Next Block 4 times to view address information, or click the Address Tab

Vendor type codes: PO - Purchase Order; AP - Account Payment.

If you can’t find a vendor after using wildcards (%) and a keyword search, OR if
there are multiple vendor numbers for a particular vendor, please email the
Purchasing Department (purchasing@eku.edu) with the vendor information,
including name, address, phone and contact information.
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How to Query Expense Account Codes

Enter FTVACCT in the Go To field and press Enter.

Use FTVACCT to identify expense account codes to be used on direct pays.

HACCOUnt Code Validation FTVACCT 8.0 (TES T el e e ! B
Chart of  Account Data Account Internal
Accounts  Code Title Type Entry Class Status Type Effective Date Termination Date
’E_ 110030 (Cash-Affiated Corp E ’Y_ ]_ ]n_ ]F (T I
’E_ 110040 [retty Cash E ’Y_ ]_ ]n_ ]F (PRI
E [tmos  [cash-savings Acet T T R YR TR TETET R
B [1m0s0  [CashTrustes oo [ joraweonr  [ieun-zoos
E 10070 [Cash-Chang Fund I T TR TR TR

Click enter query (F7) to clear screen.

Enter E in the COA.

Enter 7% in the Account Code for expense accounts.
Click execute query (F8).

How to Query Commodity Codes

Enter FTVCOMM in the Go To field and press Enter. Pick the commodity code that
closely matches the description of what you are requesting to purchase. If you are
unsure which commodity code to use, please contact Purchasing.

Remember: never create a commodity code!

Walidation FTWCOMM

7@ Commodity
Commodity Fixed Start Termination
Code Description UfM Asset Stock Date Date
| 760500 Do Mot Use [ea W |u |oz-DEC-2004 [22-aPR-2005
710100 [Printing Ea W [u [or-auizoor |
710450 [Computer Equipment >$500 BL [EA W [u [so-oum-zoos |
710550 |audio Visual Equip. >$500 But | [EA W [u [so-um-zoos |
710700 Supplies Ea W [u [or-auizoor |
710800 Do Not use [EA [ | [zz-apr-zooa  [10-3Un-2004
710900 [Equipment/Furniture Less Than  |E4 W [u [zz-aum-zoos |
L 711000 [Educational Supplies A W v [or-auizoor |
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*Important ‘Finance’ Phone Numbers*

Accounting — 622-1810

For questions related to invoices, payments to vendors.

Budgeting — 622-8867

For questions related to budgets & fund/org security.

Central Stores — 622-3517

For questions related to warehouse inventory, stores requisitions & commodity
codes.

Purchasing — 622-1482

For questions related to off campus purchase requisitions, receivers, vendors,
Ship To codes, commodity codes; policy & procedural questions concerning
information to enter on a purchase requisition.
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