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1) Login to Banner Finance

Banner Finance Training — Approving Requisitions

This section describes how to login to Banner Finance

Page A2 of 32

Step 1.1 From Internet Explorer

Access: WPUNJ Home Page

http://www.wpunj.edu

Select: Faculty and Staff

Select: Banner

J File Edit “iew Favortes Tool: Help

A William Paterson University: Home - Microsoft Internet Explorer

=
a A G 3| B o
Back GrAard Stop  Refresh  Home Be(ch  Fawvorites  History b il Print Edit Discuzs

J Address (4

=] @6 ||Links >

The University |

Admissions Employment

Academics @ |

(,:-,; Faculty and Staff ) """"""""
N——
News

Cultural Events
Community Outreach
Athletics

Alumni Relations,

4]

[Search]

[]

~
|E http: /w2, vipunj edu/defaull_al Stm———m

[ [ @ Intemet
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Step 1.2 User Login

Enter: William Paterson User ID Nine numbers starting with an 855 prefix.
Example: 855123456

Enter: PIN The User’s six digit birth date (mmddyy)

Example: 010875

A User Login - Microsoft Internet Explorer

J File Edit “iew Favortes Toolz Help |

j S ) AN B B E o
Back Fanwand Stop  Refresh  Home Search Favortes  Histary I il Prirt Edit Discuss
| Address |&] hitp./bnitsteore: S020/pls/ TRNG wbkubis. P_wiww/Lagin | @6 “Links B

e

am Paterson University (TRNG)

HELF EXIT
User Login
q;) Pleaze enter yvour user [dentification Murmber (107 and your Personal Identfication Number (PIM). When finished, click
Login.

When you are finished, please Exit and close your browser to protect vour privacy.

User ID: |
PIN: I
Login | Fargot PIN? | e
|
|&1 Done

’_ ’_ %% Local intranet

Users will receive User ID’s and PIN’s via e-mail following attendance of a Training
session and prior to the 6/15/2004 start-up.
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Step 1.3 Access Financial Information Menu

Select: Finance

A Main Menu - Microsoft Internet Explorer HEE B

J File Edit “iew Favortes Tools  Help |

L > BT A T = R [ s SR B S B

Back Fonward Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ 20w % 20Information 205 ysteml < /b> % 20Last % 20web% 20access%20on=:20Map2 201 B,ZED2DD4ZEDalZ2DD1:EEZEmej & Go |J Links >

am Paterson University (TRNG)

Search | g SITE MAP HELP EXIT

Finance

in Requisitioner, to the VWAV Information System! Last web access on May 18, 2004 at 01:25 pm

2l docurents, budget information, approvals.

Return to Homepage

RELEASE: 6.0 powered by (E5cf

|

|&] Finance I_ I_ |§'g Local intranet

Note: Welcome message and last access date.
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Step 1.4 The Financial Information Menu

Budget Queries To run a budget query

Requisition To create a requisition (This selection is to
be used only to create a requisition. To view
a completed requisition use View

Documents)
Approve Documents To approve a completed requisition
View Documents To view requisitions, purchase orders or
invoices
Exit To Logout
A SCT WwWw Information System - Microsoft Internet Explorer HE B

J File Edt iew Favorites Took Help |

j@,».@fﬁ Q = BB 5 w | =

Back Fanwand Stop  Refiresh  Home Search Favoites  History I il Frint Edit Discuss

J Address I@ hitp:/bnrtstoore: 9020/pls/TANG Awbkwhiz. P_GenM enu?name=bmenu.P_FinanceMnu j @Go |J Lirks **

Search | e MENU SITEMAP HE

Finance

“, Financial Information

Budget Queries
Encurnbrance Cuery

Requisition
Approve Docurnents

Wiew Docurnent

[ Budget Queries | Encurnbrance Guery | RBeguistion | Approve Docurnerts | Yiew Docurnert |
RELEASE: 6.0 powered by G0t

[ -]

E l_l_ |?: Local intranet
Note: The Financial Information menu also appears at the bottom of most forms.

Access to each menu selection will be restricted by your Banner security profile as a
requisitioner, approver, or inquiry and by your Organization (Department).

For instructions on navigating the Banner Financial Information Menu Selections please see these related
documents:

WPUNIJ Banner Finance Training — Creating Requisitions

WPUNIJ Banner Finance Training — Approving Requisitions
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2) View Budget

This section describes how to check a budget to determine available funds.

Step 2.1 From the Financial Information Menu

Select: Budget Queries

A SCT WwWW Information System - Microsoft Internet Explorer HE BR
J File  Edit “iew Fawvortes Toolz Help |

j@,».@ﬁﬁ Q @ 4 B 38 v . =

Back Fararnd Stop  FRefresh  Home Search Favorites  Higtory M ail Frint Edit Discuss

JAQC"ESS I@ hitp: #/bntsteore: 9020/ pls/ TR NG twbkwbis. P_GenMenu?name=bmenu.P_FinanceMnu j @G |J Links **

am Paterson University (TRNG)

Search | 6o MENU SITE MAP HELP EXIT

Finance

“, Financial Information

Budget CQueries
EncUmBrance Cueny

Requisition
Approve Documents
Wiew Documnent

| Budget Gueries | Encurnbrance Guery | Requistion | Approve Docurments | Wiew Docurnent |
RELEASE: 6.0 powered by (ot

[ |

E ’_ ’_ |% Local intranet
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Step 2.2 To Create the Query
Type: Select: Budget Status by Account This is the default setting
Click: Create Query
/2 Budget Queries - Microsoft Internet Explorer M=l E3 I
File Edit iew Favortes Toolz Help | ;
ST R < BT o B~ N~ [ e S /=1 B
Back Farard Stop  Refresh  Home Search Favorites  Histo I il PFrint Edit Discusz Al
Address I@ hittp: A brkstoore: 3020/ ple/TRNG Abwifkrpvu P_Budget_Start j PGU
2l
Qj) Budget Query by Account allows you to review budget information by account for the Fiseal Period and Year to Date
by Specific FOAPALIndex values, Specific Organization, All Organizations, Grant, Fund Type, Account Type, or
Revenue Accounts.
Budget Query by Organizational Hierarchy allows you to review budget information of organizations for the Fiscal
Period and Year to Date by Hierarchical Structure, Specific Funds, high-level Organizations, Accounts, Programs,
Fund Type, Account Type, or Revenue Accounts.
Create a New Que
Type Budget Status by Account j
Create Query
Retrieve Existing Query |
Saved Query INone j
Retrieve Cluery | |
|
[&] Done I_’_’_ T Local intranet Al
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Step 2.3 Select the Columns to Display

Check: All of the following: Adopted Budget, Budget Adjustment,
Accounted Budget, Year to Date, Encumbrances, Available Balance

Click: Continue

/] Budget Queries - Microsoft Internet Explorer

File Edit “iew Favortezr Toolz Help |

.2 D B oA A M SR g = A

Back Fonward Stop  Refresh  Home Search Favortes  Histomy b il Frint Edit Dizcuzz Al

Address I@ hittp:/ fbrrtstcore: 9020/ ple/TRMG /bwfkopyvu P_Budget_Start?parmpidm=E5E2atyphier=4viewby=detailkquickview=FALSE &complete=Cre ﬂ 6)50
' dil Al SUll VITVELSILY L LIRINO

Search | 6o MENU SITE MAP HELP EXIT

Finance

Select the Operating Ledger Data columns to display on the report.

v Adopted Budget ¥ Year to Date
¥ Budget Adjustment ¥ Entumbrances
[T Adjusted Budget [ Reservations
™ Temporary Budget I
¥ Accounted Budget ¥ Awailable Balance
Save Query as: |

[ Shared

-
|ﬂj Done l_ l_ l_ E‘g Laocal intranet 4
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Step 2.4 Set the Account Selections

Select: Fiscal Year 2005

Select: Fiscal Period 14

Select: Commitment Type All

Select: Fund

Six digit number Example: 100000

Select: Organization

Six digit number Example: 590100

Select: Program

Two digit number Example: 10

Select: Account Type

Always 71 for non salary

Click: Submit Query

<} Budget Queries - Microsoft Internet Explorer

File Edit ‘fiew Favorites Toole Help

S BT A

Back Fonward Stop  FRefresh  Home

5

a &= I

earch  Favorites  History

B 9 w . =52 &

I ail Pirit Edit Dizcuss  AlM

Fiscal year:

Commitment Type: All -

Prograrm |

nclude Revenue &

Save Query as: |
" Shared

Subrrit Cuery |

Address I@ http: /bt stoore: 3020/ pled TRMG Awflkrpeu. P_Budget_Start?parmpidm=656&atyphier=tviewby=detailtparmproto=tadopte dBudget=on: j ﬁﬁo

details that are retrieved will be placed next to the corresponding comparison fiscal period. [ |

||

one /

T
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Step 2.5 View Budget Status

File Edit “iew Favorites Toolz Help |
& @ B A A PR g #HAE R
Back Farward Stop  Refresh  Home Search Fawontes  History Fail Frint Edit Discuss  AlM
Address I@ htlp:anrtstcore:SD2D.”pls£THNGa"bwfkrpvu.F'_Budget_Start?parmpidm=858&alyphier=&parmproto=&viewby=detail&adopledbudget=on&aj (("‘}GD
Organization Budget Status Report [
By Account
Period Ending Jun 30, 2005
As of May 20, 2004
Chart of Accounts L'William Paterson University of MNJ Commitment Type All
Fund 100000 State Approp Monfringe Pragrarm 10 Instruction
Organization 590100 Dept of Purchasing User Training Activity All
Account All Location All
Account Type 71 Mon Salary Expenses
Query Resulis -
Account Account  FYDR/PD14 FY05/PD14 Fy05/P014 Fy05/P014 FY05/PD14 Fy05/P014
Title: Adopted Budget Accounted ‘earto Date  Encumbrances  Awallable
Budget Adjustment Budget Balance
FO000 |Mon-salary 100,000.00 0.00 100,000.00 0.00 0.00 100,000,000
Fool
Report Total (of all 100,000.00 0.00 100,000.00 0.00 0.0
records)
4] | Llﬂ
|@ Done ’_ ’_ ’_ E‘I:I Local intranet 4

Note: The available non-salary balance is the number in the bottom right corner.

Step 2.6 Exit the Query

Scroll to the bottom of the screen and select from the
Financial Information Menu

[ Budiget Cueries | Encurnbrance Query | Reguistion | Approve Docurnerts | Wiew Docurnert |




Banner Finance Training — Approving Requisitions Page Al1 of 32
WILLIAM g — Approving Req g
N

3) Requisition Overview

A Banner requisition is created as the first step in the WPUNJ procurement process. All
requisitions created in Banner must also be approved in Banner before Purchasing can
transfer them into a purchase order.

Requisitions should NOT be entered in the following situations:

for any employee travel expense

for registrations or prepayments that are part of travel by an employee
for payments to a University employee or student

for charges incurred in a previous fiscal year

In each of these situations use a travel expense voucher or a voucher payment form.

Banner assigns requisition numbers. These numbers are assigned sequentially as each
requisition is created. Be sure to keep a record of your requisition numbers.

Once a requisition is created, a budget reservation is established. This moves the funds from
the available budget. The reservation is changed to an encumbrance when the requisition is
transferred to a purchase order. When the invoice is processed the encumbrance is relieved.

Banner requisitions cannot be changed once created.

In order to make changes you must: 1) have the department head disapprove the requisition.
All disapproved requisitions will be deleted from the system overnight. This will relieve the
budget reservation and return the funds to the budget. 2) recreate the requisition making the
required revisions. Banner will assign a new requisition number.

Banner has a web session time out feature that will close the application after a prolonged
period of inactivity. Any requisition that is started but not fully completed will be lost if a
time out occurs.

Created requisitions move into approval queues based on the requisition’s Accounting line
Fund and Organization hierarchy. A requisition will always have at least two approval
queues, one at the Department Level and one at the Purchasing level. A requisition may
also require a Grant or other approvals.
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4) View the Approve Documents List

This section describes how to view a list of requisitions needing approval.

Step 4.1 From the Financial Information Menu

Select: Approve Documents

A SCT WwWW Information System - Microsoft Internet Explorer HE BR

J File  Edit “iew Fawvortes Toolz Help |

j@,».@ﬁﬁ Q @ 4 B 38 v . =

Back Fararnd Stop  FRefresh  Home Search Favorites  Higtory M ail Frint Edit Discuss

JAQC"ESS I@ hitp: #/bntsteore: 9020/ pls/ TR NG twbkwbis. P_GenMenu?name=bmenu.P_FinanceMnu j @G |J Links **

fam Paterson University (TRNG)»""

Search | 6o MENU SITE MAP HELP EXIT

Finance

“, Financial Information

Budget Queries

Encumbrance Query

Re

Approve Documents
T

| Budget Gueries | Encurnbrance Guery | Requistion | Approve Docurments | Wiew Docurnent |
RELEASE: 6.0 powered by (ot

[ |

E ’_ ’_ |% Local intranet
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Step 4.2 Enter Approval Parameters

User ID: User ID will default

Document Number: Enter a specific requisition number or leave blank

Click: Documents for which you are the next approver

Click: Submit Query

A Approve Documents - Microsoft Internet Explorer HE R
J File Edit ‘iew Favortes Tools Help |
L ="
= s | A @ P | B o
Back Foarwarnd Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss
JAEIdreSS I@ hitp: /fbrrtstcore: 3020/ple/ TRNG Awfkuapp P_Uzerdpprowal j ﬁGo |J Links ¥

fam Paterson University (TRNG)=""

Search | G| MENU GITEMAP HELP EXIT

Approve Documents

Enter Approval Parameters

User ID IAPPRO‘JER'I
Document Number: |

&  Documents for which you are the next approver
ments which you may approve

[ Budget Cueries | Encurnbrance Guery | Requisiion | Purchase Order | Approve Docurnents | Yiew Docurnent | Budget Transfer | huliple Line Budget =]
|E| Daone I_I_lﬁ Local intranet
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Step 4.3 From The Approve Documents List

Click: On a Document Number To View the Requisition
A Approve Documents - Microsoft Internet Explorer HEE B

J File Edit “iew Favortes Tools  Help |

Sl S AN B B R RES L
Back Fonward Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ tcore:SD2Da’pIs£THNGa’bwfkuapp.F’_UserApprovaI?userida&F'PHDVEF!‘I&qDocNum=&quxL&pprover=N&action=8ubmit+ﬂueryj @Go |J Links >
Queried Paramefers R
User ID APPROVERI Approverd
Document Number:
Documents Shown: Mext Approver
Approve Documents List
Mext Approver  Type NSF Change Subd Originating User  Amount Queue Document History Approve Disapprove
Seqh Type
Vi REC REQUISITIONERT  Foo DOC  ROD0DO206 History Approve Disapprove
V¥ REQ REQUISITIONER! 1500 DOC  |RO000207 History Approve Disapprove
N REQ REQUISITIONERY 1000 DOC B0000210 History Approve Disapprove
N RECQ REQUISITIONERY 10000, DOC  RO000Z56 History Approve Disapprove
Vi REC REQUISITIONERT 50000 DOC  ROD0D0257 History Approve Disapprove
N REQ REQUISITIONERT 500 DOC  RO000258 History Approve Disapprove
N REQ REQUISITIONERY 800 DOC BO000253 History Approve Disapprove
I Bodeard Momriae | B wabwamen Do | Daciehion | Doecboes Oedae | L neeann Ml e e | Wean Dlme ot | Pocdeard Teamedor | RLGHelA | ine B ocdeed LI

& [ | Lacal intranet
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Step 4.4 View the Requisition

A View Document - Microsoft Intemet Explorer

J File Edit ‘iew Favortes Tools Help |
I S B F A B = BRE- R B A B v A |
Back Foarwarnd Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss
JAEIdress I@ on=DispIay+F|EQ&global_doc:F!DDDD2DB&subnum:&chngnum:&disp_actg:yes&disp_text:printable&view_doc:\-"iew+documentj @Go |J Links ¥
View Document 2
Regquisifion Header
Requisition Order Date  Trans Date  Delivery Date Print Date Total
ROD0OZ206 May 11, 2004 May 11, 2004 May 11, 2004 7.00
Complets: A Approved: N Type: Procurement
Cancel Reason: Date:
Requestor; Requisitioner! 10100 Business Senvices -
Grar20-1234 Requisitioner @wpun). edu
Accounting: Document Lewvel
Ship to: William Paterson University
358 Harmburg Turnpike
College Hall
Wayne, MJ 07470
Attention: Requisitionert
— 1 =
|E| Daone I_I_lﬂ Local intranet

Note: Scroll down to view the rest of the Requisition.
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Step 4.5 Return to Approve Documents List

Click: Back

A View Document

J Agldressl Back to Approve Documents | d C=F|DDDD2DB&subnum:&chngnum:&disp_actg:yes&disp_text:printable&view_doc:\-"iew+documentj @ Go |J Links **

File Edit “iew Favortes ools  Help |
&« > @\ o 8 @ 8| B 9 w.
Back Foarwarnd Stop  Rdfresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss

Search |
Finance

View Document

Dl TWEMT oITE AR HELE CATl ;I

Regquisifion Header
Requisition Order Date  Trans Date  Delivery Date Print Date Total
RODO0Z06 Mlay 11, 2004 May 11, 2004 May 11, 2004 7.00 b
Complets: A Approved: N Type: Procurement
Cancel Reason: Date:
Requestor; Requisitioner! 10100 Business Senvices
Grar20-1234 Requisitioner @wpun). edu
Accounting: Document Lewvel
Ship to: William Paterson University

358 Harmburg Turnpike
L =

3

I_ I_ |& Local intranet
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Step 4.6 View Approval History

From the Approve Documents List

Click: History

A Approve Documents - Microsoft Internet Explorer HE R
J Fle Edit Miew Favortes Tools Help |

L2 .9 AN BNE B RS o
Back Fonward Stop  Refresh  Home Search Favortez  Hiztory bd ail Print Edit Discuzs
JAQIdreSS I@ tcore:SD2Da’pISHTHNGfbwfkuapp.F'_UserApprovaI?userid:AF'F'HDVEF!'I&qDocNum=&qNext&pprover:N&action:Submit+Quer_l,lj ﬁﬁo |J Lirks #*
Queried Paramefers R
Uszer 1D APPROVERT Approver
Document Humber:
Documents Shown: Next Approver
Approve Documents List
Mext Approver  Type NSF Change Subd Originating User  Amount Cueue Document History Approve Disapprove
Seq# Type
v REQ REQUISITIONER!  7.00 DOC  |RO0D0206 Histony Approve Disapprove
Vi REC REQUISITIONERT 1500 DOC  ROD0DO207 History Approve Disapprove
N REQ REQUISITIONERT 1000 DOC  RO000210 History Approve Disapprove
N REQ REQUISITIONERY 100000 DOC BO000256 History Approve Disapprove
N RECQ REQUISITIONERY 500000 DOC  RO000Z5Y History Approve Disapprove
Vi REC REQUISITIONERT 500 DOC  ROD0D0258 History Approve Disapprove
N REQ REQUISITIONERT @00 DOC  RO000253 History Approve Disapprove
I Piideed Coarioe | Eaesmabeamen Coeese | Dacnietins | Doecbees Ceder 1L mreases e e e | W Diae s e At | Poclecd Tearmedor | BAGHiela Dise Pocdeed LI

& [ % Lacal intranet
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Step 4.6A View Approval History - Continued -

A View Document - Microsoft Internet Explorer
J File Edit “iew Favortes Tools  Help |
& .80 0 D e E SRS v, E
Back Farard Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ n=Dlizplay+RE Q& global_doc=R0000207 ksubhum=tchhgnum=tdisp_actg=yestdizp_text=printabletview_doc=approval+histary j @Go |J Links >
View Document =l
Document ifentification
Document Number RO0O0207 Type Requisition
Originator: REQUISITIONER! Requisitioner]
Approvals required
Queue Description Level Approvers
DEPT DEPT TRMG QUEUE
Approverd
FURT PURCH TRNG GUEUE 1
Buyert
Mo approvals have been recorded for this document |
|
|& Done [ | Lacal intranet

Note: The requisition has two approval queues, one at the Department level and one at the
Purchasing level. Also note the name of the Approvers will appear in each queue.
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Step 4.7 Return to Approve Documents List

Click: Back

A View Uocument - idicrosoft Intemnet Explorer

File Edit iew FaviWes Toolz Help |
: =
S WA S B S T
Back Farard Stoy Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ n=DispIa_l,l+F|EG&gl#:al_doc=FIDDDD2D?&subnum=&chngnum=&disp_actg=_l,les&disp_text=|:rintable&view_doc#\pproval+histor_l,l j @Go |J Links >

Document lentification
Document Number RO0O0207 Type Requisition
Originator: REQUISITIONER! Requisitioner]
Approvals required
Queue Description Level Approvers
DEPT DEFT TRNG QUEUE 1
Approverd
FURT PURCH TRNG GUEUE
Buyert

Mo approvals have been recorded for this document

=l
& Done [ [ [ Localintranet
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5) Approving the Requisition

This section describes how to approve a requisition.

Step 5.1 From the Approve Documents List

Click: Approve

A Approve Documents - Microsoft Internet Explorer HE R
J Fle Edit Miew Favortes Tools Help |
L2 .9 | A G S B o
Back Fonward Stop  Refresh  Home Search Favortez  Hiztory bd ail Print Edit Discuzs
JAQIdreSS I@ tcore:SD2Da’pISHTHNGfbwfkuapp.F'_UserApprovaI?userid:AF'F'HDVEF!'I&qDocNum=&qNext&pprover:N&action:Submit+Quer_l,lj ﬁGD |J Lirks #*
Queried Paramefers R
Uszer 1D APPROVERT Approver
Document Humber:
Documents Shown: Next Approver
Approve Documents List
Mext Approver  Type NSF Change Sub# Originating User  Amount Queue Documnent Histery Approve Disapprove
Seq# Type
N RECQ REQUISITIONERY 700 DOC  RO000206 History Approve Disapprove
¥ REQ REQUISITIONER! 1500 DOC  |ROD00207 History Approve Disapprove
N REQ REQUISITIONERT 1000 DOC  RO000210 History Approve Disapprove
N REQ REQUISITIONERY 100000 DOC BO000256 History Approve Disapprove
N RECQ REQUISITIONERY 500000 DOC  RO000Z5Y History Approve Disapprove
Vi REC REQUISITIONERT 500 DOC  ROD0D0258 History Approve Disapprove
N REQ REQUISITIONERT @00 DOC  RO000253 History Approve Disapprove
I Piideed Coarioe | Eaesmabeamen Coeese | Dacnietins | Doecbees Ceder 1L mreases e e e | W Diae s e At | Poclecd Tearmedor | BAGHiela Dise Pocdeed LI

&1 hitp/britstoore: 9020/pls/ TRNG vk uadi P_AppraveD oc action=4ppiovetcuisend=SPPROVER Thuse d=5PPROVER T | [% Localintranet
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Step 5.2 Validate Approval

Comments: Enter comments if required

Select: Cancel to return to the Approval list

Click: Approve Document to complete the approval

J File Edit “iew Favortes Tools  Help

A Approve Document - Microsoft Internet Explorer HEE B

& .80 0 D e E SRS v, E
Back Farard Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss

J Address I@ nextipprover=TEdoc T ype=RE B kdocMum=R 00002068 seqh um=1%chnanum=tsubhum=kamount=7tnsflnd=kqueusType=D0C j 6’ Go

| Lirks »

am Paterson University (TRNG)
Search I ﬂ

Approve Document

Document Information
Docurnent Number: ROOODZ208 Type: REC

. —f

MEMNU SITE MAP HELP EXIT

Approve Docurmert | Cancell

Change Seq Subd

Arnaunt: 7.00

Comment: This docurnent has been approved. =
a

|

& Done

I_ I_ |§'g Local intranet_
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Step 5.3 Complete Approval

Note the approval message

Click: Continue to return to the Approval Documents List

A Document Pending Approval - Microsoft Internet Explorer

J Fle Edit Miew Favortes Tools Help
ST S o | G 4|5 w o,
Search Favortez  Hiztory bd ail Print Edit Discuzs

Back Faryarnd Stop  Refresh  Home
J Address I@ hngMum=&subMum=4nsfind=kqueneT ppe=D0CEcomment=T hiz+document+has+been+approved. kaction=4pprove+Document j rf? Go |J Links *

am Paterson University (TRNG)
Search | 09| MENU SITE MAP HELP EXIT

Document Pending Approval

Document ROCOO208 has your approval,

Contirue |
powered by st

RELEASE: 5.4

| /|

I_ I_ |§'g Local intranet

&1 Done
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Step 5.4 Repeat the Approval Process as needed

Select: Another Requisition to Approve

J File Edit ‘iew Favortes Tools Help |
= s | A @ P | B o

Back Foarwarnd Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss

JAEIdreSS I@ THNGa’bwfkuapp.F'_UserApplovaI?action:Submit+Quer}l&userid:ﬁPPHUVEH‘l&qDocNum:&qNextﬁpplover:&action:Continuej @GD |J Links ¥

history of the document. Select the Approwve link, if enabled, to approve the document. Select the Disapprove link, if =l
enabled, to disapprove the document.

Queried Parameters

User ID APPROVERI Approver
Document Number:

Daocuments Shown: Al

Approve Documents List
Mext Approver  Type NSF Change Sub# Originating User  Amount Cueue Document History Approve Disapprove
Seq# Type
N REQ REQUISITIONERT 1500 DOC  RO000207 History Approve Disapprove
Y REQ REQUISITIONERY 1000 DOC B0000210 History Approve Disapprove
Y REQ REQUISITIONERY 10000 DOC BO000256 History Approve Disapprove
Vi REC REQUISITIONERT 50000 DOC  ROD0D0257 History Approve Disapprove
N REQ REQUISITIONERT 500 DOC  RO000258 History Approve Disapprove
Y REQ REQUISITIONERY 800 DOC BO000253 History Approve Disapprove —
Anather Cluery |
=
|E| I_I_lﬂ Local intranet

Note: The approved Requisition, R0000206, is no longer on the list.
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6) Disapproving the Requisition
This section describes how to disapprove a requisition.

Note: Disapproved Requisitions will be removed from Banner each night in order to
relieve the budget reservation and return the funds to the budget. Once a Requisition
is created it can not be changed. Requisitions that need revision should be
disapproved and a new Requisition created.

Step 6.1 From the Approve Document List

Click: Disapprove

J File Edit ‘iew Favortes Tools Help |
o S Bt R B = SR~ . B NS LA R S
Back Fanward Stop  Refresh  Home Search Favarites  Histary b ail Frint Edit Discuzs
JﬁQdFESS I@ tcore:SD2D£pIs!THNGa’bwfkuapp.P_UselApprovaI?uselid%PF‘HDVEF!‘I&qDocNum=&quxtﬁ«pprovel=N&action=8ubmit+ﬂuewj @ Go |J Links
T AT U ML P D I PRI TR, T AT, T S T T T AR TR T B & S LA ;I
enabled, to disapprove the document.
Queried Parameters
User ID APPROVERI Approver
Document Number:
Documnents Shown: Mext Approver
Approve Documents List
Mext Approver  Type NSF Change Sub# Originating User  Amount Cueue Document History Approve Disapprove
Seq# Type
N REQ REQUISITIONERT 1500 DOC  RO000207 History Approve Disapprove
N REQ REQUISITIONERY 1000 DOC B0000210 History Approve Disapprove
N RECQ REQUISITIONERY 10000, DOC  RO000Z56 History Approve Disapprove
Vi REC REQUISITIONERT 50000 DOC  ROD0D0257 History Approve Disapprove
N REQ REQUISITIONERT 500 DOC  RO000258 History Approve Disapprove
N REQ REQUISITIONERY 800 DOC BO000253 History Approve Disapprove
Anather Cluery | -
|

& I_ I_ |# Local intranet
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Step 6.2 Validate Disapproval

Comments: Enter comments Reason for disapproval

Select: Cancel to return to the Approval list

Click: Disapprove Document to complete the disapproval

A Disapprove Document - Microsoft Internet Explorer HEE B

J File Edit “iew Favortes Tools  Help |

T < BT A T <= I R I s R B R B

Back Farard Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss

JAQIdress I@ extdpprover=rtdocT ppe=RE Q&docHum=R0000207 &eeqhum=1 tohngnum=tsubnum=Famaount=1 5&nsf|nd=&queueType=DDEj WGD |J Links >

fam Paterson University (TRNG)»""

Search | Go MENU SITEMAP HELP EXIT

Disapprove Document

Document information
Docurnent Number: ROCODZ207 Type: REC
Change Seq Subd
Arnount: 15.00
Comment: Approval has been denied. [ |
=
Disapprove Docurnent | Cancel |

|

|& Done [ = Lacal intranet_
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Step 6.3 Complete Disapproval

Note the Disapproval message

Click: Continue to return to the Approval Documents List

‘A Document Pending Approval - Microsoft Internet Explorer HE B

J File Edit ‘iew Favortes Tools Help |

o S Bt R B = SR~ . B NS LA R S
Back Fanward Stop  Refresh  Home Search Favarites  Histary b ail Frint Edit Discuzs

JﬁQdFESS I@ TheeqMum=1&chngMum=teubMum=tnsfind=tqueueType=D0Ckcomment=No+longer+needediaction=Dizapprove+Document j @ Go |J Links

am Paterson University (TRNG)»"" =&

Search | Go MENU SITEMAP HELP EXIT

Document Pending Approval

Docurnent ROCO0207 has been disapproved by you.

Cordinue |

RELEASE: 5.4 powersd by (E25Ct

|

|E Daone I_ I_ |§3 Local intranet
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7) View the Approval History or Document Detail of a Specific
Requisition

This section will describe how to view a specific requisition to see the document details and
the approval history. We will view requisitions at various stages of the approval process, as
well as disapproved requisitions.

Note: An approved requisition will no longer appear on the Approve Documents List. If
you need to view an approved requisition, or see the approval history follow the steps in this
section. This process may also be used to view a Purchase Order or Invoice.

Step 7.1 From the Financial Information Menu

Select: View Documents

A SCT Www Information System - Microzoft Internet Explorer HE B

J File Edit ‘iew Favoites Tool: Help |

j@.».@ﬁ@@@%vmr.

Back Eamiard Stop  Refresh  Home Search Fawortes  Histony I ail Frint E dit Dizcuss
JAQdIESS I@ http://brrtstoore: 3020/pls/TRMG Mwbkwbiz. P_Gent enu?name=bmenu.P_Financetnu j @Go |J Links **
am Paterson University (TRNG)»=""
Search I ﬂ MEMU SITE MAP HELF EXIT
Finance

~, Financial Information

Budget Queries
Encumbrance Query
Requisition

Epprove Docurmets
Yiew Document
[ Budyet Queries | Encuribrance Guery | Beguistion | Approve Docurnerts | Wiew Docurnent |

RELEASE: 6.0 powered by @Gt
[ |

E l_ l_ |E Local intranet
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Step 7.2 Select the Requisition to View

Choose Type: Requisition

Document Number: Enter the requisition number Example: R0000260

Select: Approval History

A View Document - Microsoft Internet Explorer
J File Edit “iew Favortes Tools  Help |
T S < T B A T - SR~ [ I E A= R A
Back Fonward Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss
JAQIdress I@ http: /bt stoone: 9020/plsd TRNG Awikydos. P_WiewD oc j & Go |J Links >
&R To display the details of a document enter parameters then select Wiew document. To display approval history for a [
document enter parameters then select Approval history. If you do not know the document number, select Document
MNumber to access the Code Laokup feature. This enables you to perform a query and obtain a list of document numbers
to choose from.
Choose type: [Requistion Document Nurnber | [Ro000260
Submission®:
Display Aceounting Information
g Yes c No
Display Document Text
c All & Printable  MNone
Wien docurment ( Approval history —
|
l_l_ %% Local intranet

& Done
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Step 7.3 View the Approval History

Scroll to the bottom of the screen Click: View To return to the selection screen
Document

A View Document - Microsoft Internet Explorer

J File Edit “iew Favortes Tools  Help |
- 2 @ AN B B R RES L
Back Fonward Stop  Refresh  Home Search Favortes  History tail Print Edit Discuss

J.ﬁ.gldress I@ ion=Displa_l,l+F|EG&globaI_doc=rDDDDEDE&subnum=&chngnum=&disp_actg=yes&disp_teHl=printabIe&view_doc=ApprovaI+hisloryj @GD |J Links >
T LAULLUTTTCTIL d

Document identification
Dacurnent Mumber RO000206 Type Requisition
Originator: REQUISITIONER] Requisitioner
Approvals required
Gueue Description Lewel Approvers
FPURT PURCH TRNG QUELE 1
Buyert
Approvals recorded
Queue Level Date User

DEPT A May 21, 2004 Approverd

[ Budget Queries | Encurnbrance Query | Requistion | Purchase Order | Approve Docurne errf| Ecdget Transfer | Iuliple Line Budget =l

€] View Document \_/ I_l_rh Local intranet

Note: The requisition that has been approved at the Department Level and is pending
Purchasing Approval.
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The following is a view of a requisition that has been disapproved at the Department Level.

Document identification

Doaument Mumber RODDO207

Type Requisition
Originator:

REQUISITIONER1 Requisitioner

There are no approvals required at this time

Approvals recorded
Queus Level Date

User
DENY |0

May 21, 2004 Approvert

Note: The Queue DENY message.
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Step 7.4 Select the Requisition to View

Select: View Document

Choose Type: Requisition

Display Accounting Information: Click: Yes To see the Accounting data

Document Number: Enter the requisition number Example: R0000206

Display Document Text: Click All To view both Print and No Print Text

Select: View Document

A View Document - Microsoft Intemet Explorer

J File Edit ‘iew Favortes Tools Help |

.2 . @0 [HN o A @ @ B s w., =

Back Fonward Stop  Refresh  Home Search Favortes  Higtory b ail PFrint Edit Discuss
| Agdress |@ http: /#brrtstoone: 9020/pls/TRNG bwifkvdoc P ViewD oc | @oe |J Links
document enter parameters then select Approval history. Tyou do not know the document number, sefect Docurment o]

Murnber to access the Code Lookup feature. This enables you to perform a query and obtain a list of document numbers
to choose fram.

Choose type: IRequisiTion j Docurnent Mumkber ||RUL’JUL’J260
Submission#: I_ Change Seq# |

Display Accounting Information

= Yes o No

Display Document Text

o All & Printable  None

[ Budgyet Queries | Encurnbrance CQuery | Reguistion | Purchase Order | Approve Docurnents | Yiew Docurnert | Budget Transfer | Mulliple Line Budcget =l
|E| Daone I_I_lﬂ Local intranet
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Step 7.5 View the Requisition

Scroll to the bottom of the screen Click: View
Document

To return to the selection screen

J File Edit iew Favorites Tools  Help |
S > I E R I e~ - RS A= B G
Back Farard Stop  Refresh  Home Search Favorites  History (G E) Frirt Edit Digcuss
Jﬁgdless I@ on=Display+FiEQ&global_doc:FlDDDD2BU&subnum=&chngnum:&disp_actg=yes&disp_tekt:plintable&viaw_doc:\fiew+documentj @GD |J Links *
Requisition Header [
Requisition Crder Date  Trans Date  Delwveny Date Print Date Total
RODO02E0 Way 20, 2004 Jul 01, 2004 Jul 01, 2004 £.00
Complete L Approved: M Type: Procurement
Cancel Reason: Date:
Requestor: Requisitioner] 210100 Busziness Services
ATIT20-1234 Requisitioner @pun].edu
Accounting: Documnent Level
Ship to: College Hall
William Paterson University i
Wayne, MJ 07470
Adtention: Requisitionert
Contact:
Yendaor: 200010015 |\Caddo Testing
123 Main Street =l
|&1 Dore |_|_|—h Local intranet

Note: Scroll down on the screen to see the rest of the requisition. Select: File / Print to print

the requisition.

You can search for a Purchase Order or an Invoice

by using the same search method as just

described for a requisition. From the View Documents screen, Select: Invoice and enter the

invoice number.

Choose type: |invoice

jl Docurnent Murnber IIIUdﬂUUM

Requisition
Purchase Order
Ir i
Display Accou Jaurnal voucher
Encumnbrance
Direct Cash Receipt

Submission#

& Yes

Change Seq# I
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