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LEARNING OBJECTIVES

@{‘Objectives

By the end of this manual the learner will be able to:

1. Set up shortcuts and learn how to navigate Banner 9.

2. Understand the requisition to check process.

3. Read, drill, filter and download budget information.

4. Find, drill and complete open encumbrances.

5. Search for vendors, place requisitions and correct incomplete requisitions.
6. Receive regular, partial and standing orders.

7. Research and understand the history of a purchase order.

© Copyright 2016, Rowan University, all rights reserved.

Banner and the Banner logo are trademarks or registered trademarks of Ellucian or its affiliates in the U.S.
and other countries. Other brand and product names are trademarks or registered trademarks of their re-
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INTRODUCTION TO ADMINISTRATIVE PAGES

Log On to Banner 9

Log onto Banner. Open your Google Chrome browser.

Type banner.rowan.edu in the address bar at the top of the screen. Enter.

€ banner.rowan.edu

Scroll down until you see Banner Administrative Pages. Select Log into Banner Administrative Pages. If
you are on campus select the On-Campus Access but if you are off campus select Remote Access.

T RECAsS bl Falancin Ao Sall-Sanvics BRnnar, e im no T Baerhd 1661 MERnosL g

Bannar Adminiairative Pegos

Hermile Soiesd

Adminlatrative Pagea

Leig In to Banner
o OFf-Campus

O iCarrpun Scoens

Adeministrative Pages

Lag In to Bannar
on Campus

Darnes Adminiviri@ws Pages Tesl makswian

To bocass bast nstances Barner Acminisiratren Poges., iog in 1o the: Banner tesl instances poga

Type your Rowan NetID. Select LOGIN.

Wl Meban Lsemame (]
Ruwapﬂ =5
Url [VCFSlt}‘r Fuasaomd

An iy

onEnm =]

Vil i Dz i yond paidibedd e

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY


https://irt.rowan.edu/service-catalog/software/banner/index.html

NAVIGATE BANNER 9

THE WELCOME SCREEN:

1. Icon showing who logged in.

2. Button to log out. You can also close the browser to log out.
3. Search bar in the middle of the screen.

4. Toggle menu.

5. Search icon to search on any screen.

6. Folder to access recently used forms.

7. Application navigator.

Welcome

THE WELCOME SCREEN
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NAVIGATE BANNER 9

Use the Search bar in the middle of the page. You can search for the description, such as Requisition or for the
form name, such as FPAREQN.

Welcome

# Sanrch Q

Dirnct Navigation

You can also use the search icon at the left of the page to search by form name or description. The search icon
will stay at the left of the page when you are in other forms. So you can leave a form open and search for and
open another form on top.
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The foldericon at the left of the page will display a temporary shortcut to the forms you accessed during the
current login.

@ Applications

Q search
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NAVIGATE BANNER 9

o RELATED £ TooLs
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REQUISITION FPAREQN SCREEN

1. PAGE HEADER - The page header identifies the open page name and contains icons for the
basic navigation

2. RELATED ICON - displays a list of pages that can be accessed from this page.

3. TOOLS ICON - includes refresh, export, print, clear record, clear data, item properties, display
ID image, and other options controlled by the page.

4. MAIN KEY BLOCK - The first block on most pages contains key information.

5. SECTIONS ICONS- Each section has the following icons for that section: Insert records, Delete
records, Copy records, Filter records, More Information icon displays if supplemental data can be
entered for the record (Refer to Supplemental Data Engine for more details) and Filter records.
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NAVIGATE BANNER 9
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1. The Go button advances to the body of the page after populating the key block.
2. The Start Over button returns to the key block of the page.
3. Next and Previous buttons allow you to navigate through sections in a page. Both

buttons are located at the bottom left of each page.
4. Save is located at the bottom right of the screen

5. To close a form, select the X at the top left of the screen.
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MENU AND TOOL BARS

the vendor and are grouped

Dashboard

Applications

Search

Back to Main Menu

Applications

Banrer

My Bannar

My Links

Banner Self-
Service

Registration
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Select the toggle menu at the left to open the Banner menu. They are
shortcuts to the Banner forms. The Banner selections are provided by

in categories.

Select the Applications category.

My Banner consists of shortcuts created by the end user.

We will go over how to create your own shortcuts later in
this manual.
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BANNER SHORTCUT KEYS
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FORM NAMES

FPAREQN

Poashion 1

Peosauce 3 | Posafeon £ | Porsiacsn o IPﬂltl.’.ﬂ 0 | Fosiign 1§

Foadon 2

FORM NAMES ARE BASED ON A NAMING CONVENTION.

FOR EXAMPLE, THE FORM FPAREQN, WHICH IS USED TO PLACE REQUISITIONS, IS BASED ON THE CRITERIA
OUTLINED HERE.

ALL FINANCE FORMS BEGIN WITH AN “F” AND THE SECOND LETTERIS “P” IF IT IS A PURCHASING FUNCTION,
ETC.

ALL FINANCE FORMS BEGIN WITH AN “F” AND THE SECOND LETTERIS “P” IF IT IS A PURCHASING FUNCTION,

ETC. POSITION 2
Finance Module/Product Owner
POSITION 1

Banner Module/Product

A  Advancement

A Accounie Fayable
B ' Budyel Develpment
C | CostAccounting
E ' Electronlc Data interchange
General i
> 'enaral Ledgear
|
LY
P

Fosmon Control
Custemer Confoct

Invesimeni Managemeni

U porabons

Clectronic Wiork Queus R 'Research Accounfing
Financial Aid 5 ' Slores Inventory
Sludent {shored ) T Walidaben Bronflable
T ' Apcounts Recavable U uniity
POSITION 3 X archivelPurge
POSITION 4
Type of Form/Report/
Process Unique four-character
code identifying form/
B 'B Tabl
S s report/etc.
I 'Inguiry
Process
Hule Table, Repeating Table =+ 0CH Document History

IDEN |dentification
**PERS Perzon
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SET PREFERENCES

13

Set your preferences so that:

A.You can see columns heads when you download an Excel spreadsheet.

B. See the names of the screens on My Banner.

Welcome
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1.In the Search bar type Preferences. Select GENERAL USER PREFERENCES MAINTENANCE.

WELCOME SEARCH BAR
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2. In the Display Options tab, make sure all of the boxes are checked on the left side of the page. By default,
the second and last one are not checked.

3. Select Save.
4. Close.
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MY BANNER - PERSONAL MENU

You can create shortcuts in My Banner so you don’t have to memorize or search for the correct screen.
Search for “My Banner”.

Welcome

& Spareh

Select My Banner Maintenance.

Direct Navigation oty Tanred

If you have never set up Banner shortcuts, you will see an empty form on the right side.
Type a form name in the Object column on the right side (ex. FOIDOCH).

Tab once to allow the Description to be populated. The Description is what you will see in your shortcut. You can
change the descriptions if you wish.

When you are finished entering, Save and close the form.
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MY BANNER - PERSONAL MENU

The following forms are recommended for Finance.

FOIDOCH (Document History) - Find PO, Requisition, Invoice, Check, and Receiving history.

FPAREQN (Requisition) - Create a requisition.

FPARCVD (Receiving) - Receive purchase orders.

FGIBDST (Organization Budget Status) - Budget for non-grant departments.

FGITRND (Transaction detail) - See details of expenditures - can filter.

FGIOENC (Organizational Encubmrance List) - Open purchase orders and travel encumbrances.
FGIBAVL (Budget Availability Status) - Check to see if you have anything stuck in the system. Shows un-
processed items.

FOADOCU (Documents by User) - Will show all the requisitions and transfers you created.

FGIENCD (Detail Encumbrance Activity) - See the payment history and balance of a purchase order.
FPIPKSL (Receiver/Packing Slips Validation) - See all the receiving codes for a purchase order.

FAIINVL (Invoice/Credit Memo List) - Check if a credit memo has been issued.

FAIVNDH (Vendor History) - Look to see if a check was issued via the vendor’s invoice number or per ven-
dor.

FOIVEND - Search for a vendor by name (only Vendor ID and Vendor name will show).

FPIOPQV - Purchase Orders by Vendor

For Grants:
FRIGITD (Grant Inception to Date) - Shows grant budget per the grant fiscal year.
FRIGTRD (Grant Transaction Detail Form).

NOTE: If you try to add a screen you do not have access to, you will receive an error message at the bot-
tom of the page.
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MY FAVORITES- ADDING A FAVORITE FORM

At times you may find yourself using forms that need to open everyday and would prefer to access the
form as soon as you log into banner. To add a favorite form search for the form in the Welcome search
box.

Welcome

& Smarch = &

Dir ect Mavigation SITEND

Drtndl Trarrestioe: Aatreiny
{FaiTRND

You should now see a clear star to the right of your searched form. Select the star to add the form to your
favorites.

To view your favorite forms. Open the navigation panel to the left.
First, select the star tool.
Aslide panel should now be available with your list of favorite forms.

¢« Backto Main Menu

Favarites

Detall Transaction
Activity [FGITRND)

Documeant History
(FCHDOCH)
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BUDGET AVAILABILITY - FGIBAVL

The form FGIBAVL will display any documents that are “hung-up”, unprocessed, pending or still
in approvals in Banner.

In the Search enter FGIBAVL.

Welcome

o 5 h
i Direct Mavigation FEIBAYL @'

HI_IE'IEH .lu-nl]ahil'rr,r Sratus
(FGIBAWL)

Enter Chart of Accounts - R.

Enter Fiscal Year.

Enter Fund.

Enter Organization.

Enter Account (Required). To see the all the accounts, type 6000 and it will display everything from 6000 and on.
Enter Program Code (Required).

Select the green Go button.

e = i Trpa: | Bl -
In.n'.'l e _I " sl il P Iﬂ'wm" TALH 4 I
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PENDING DOCUMENTS - FGIBAVL

Look to see if there are any checkmarks in the Pending Documents column. h Copy ¥ Filter
This indicates that something could be stuck, or not yet processed, in the system.
Place your cursor in the account of the row that indicates a pending document. Pending Docums

[ # |

Select Related- Pending Documents from the menu bar. | S BEEEE WA ENEN % RCLATLD

Q [searcn

Pending Documents [FGITINF]

A list of pending documents or errors may appear.

You can check the requisitions or invoices listed in the messages for more information.
You may have to call Purchasing, Accounts Payable or Accounting Services for clarifica-
tion, if you do not understand the messages.
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BUDGET - POOLED AND NON-POOLED EXPENSES

19

In Banner, the funds for most non-salary accounts will be pooled in the 7Z Non Salary Pooled Expense. This
means that if you buy $100 of Educational Supplies using the account 7010, the funds will be taken from the
pooled funds. As you spend money on accounts like Catering, Office Supplies and Mileage it depletes the
total net amount in the 7Z Non Salary Pooled Expense.

In FGIBAVL you can see pooled accounts under account code 7Z. Most expenses, like Office Supplies, Catering
and Travel, will be included in the 7Z Non Salary Pooled
Expense account.
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Any accounts that will not be pooled will show as separate accounts in FGIBAVL. Some exceptions to
pooled expenses include Rental, Tuition and Fees and Equipment over $5,000. The full list will be on the
budget website (see Appendix B for website).
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BUDGET - POOLED AND NON-POOLED EXPENSES

In FGIDBST, you will still see the original budgeted amount and actual expenses in the individual accounts
(like Supplies, Printing and Catering).

M Belcian Cegongalon Budoet Siabs FGIBEET §.3.0 (PPRO) Amamn  Foms B
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When you place a requisition in an account that is low in funds or nega- s - a =

tive (say 7000 for supplies), and there is enough total funds in the 7Z Non

Salary Expense Pool, then the requisition will complete and be forwarded | 7 Been=

to the Approval process. § 61522

For example If you only have -$654 in account 7000, but need to order of- 1.000 00

fice supplies, you can still order it if you have enough total funds inthe 77 |4 4E8

Non Salary Expense Pooled Account. ; 3,104

2 s
fl Bl o J DN EEDS
Hecord 1 af 12

ﬁ Document R20B2006 complated and forwardad 1o the Approval
fDCESS

If sufficient funds are not available in the 7Z Non Salary Expense
Pool, however, the Requisition will notify you that there is insuffi-
cient budget in that sequence before you hit complete. This error
means you have depleted your available balance in the Non Salary
Expense Pool. You will need to transfer funds before completing
the requisition.
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BUDGET - FGIBDST

In the Search enter FGIBDST (Organization Budget Status Form). Enter.

For grants, see section about Grant Budgets.

Welcome

® Search |\, .+ Navigation FGIBDST X

Organlzation Budget Status
(FGIBDST)

Enter Budget Information

Enter Chart of Accounts (Chart) ‘R’ (usually already filled in.

Enter Fiscal Year (Rowan’s fiscal year begins in July so July 1, 2017 would be FY 18).

Choose Both for Commitment Type from drop-down selection.

Uncheck Include Revenue Accounts (unless you have a revenue account).

Enter Organization, Fund, and Program.

(Hint - for this screen you can leave off program code. This way you will capture any expenses that may
have gone through with the incorrect program code - for an example see Appendix E.)

Select the green Go button.
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BUDGET - FGIBDST

The budget will fill in the next block.
Use the scroll on the right side to see the rest of the budget.
Columns on Budget Form

Account, Type, and Title - Spending category.
(For a list of all account codes see (rowan.edu/accounts payable.)

Adjusted Budget - Budget after any budget transfers.

YTD Activity - Total payments/transactions completed to date. Includes items invoiced regardless of

whether a check is sent.

Commitments -Total of both requisitions (reservations) and open purchase orders or travel encum-

brances (encumbrances).
Available Balance - Current amount available to spend.

To clear the form and view a different budget, select Start Over.
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https://sites.rowan.edu/accountspayable/

DOWNLOAD TO EXCEL

Excel Spreadsheets in Banner 9

You can download FGIBDST (and other forms)
into an Excel spreadsheet.

To download the Excel Spreadsheet:

With your budget open in In FGIBDST,

Select Tools or the Gear icon from your top menu.
From the drop down menu - select Export.

Your file will appear at the bottom left of your page (in Chrome)
as a.csv file and will open in an Excel spreadsheet.

E |

20 Fer Page

14

e,

EDIT Record: 118

B FGIBDST.cow -~

23
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You can save the file as an Excel worksheet and
then perform any calculations you wish. Remem-
ber, the Excel sheet will not update. This is just

a snapshot of a particular day and time of
your budget. For an up-to-date accurate look at
your budgets, always go to the budget pages on
Banner.

If the spreadsheet will not open on your comput-
er, you may have popup blockers

preventing it from opening. Please call the Sup-
port Desk (856) 256-4400 to help you.

There are many other forms you can download to

Excel, anytime that the Export feature is avail-
able.
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REVIEW BUDGET TRANSACTIONS

To review all the details of your transactions, place your cursor in the Account you would like to query
(i.e., 7000 for supplies). If you would just like to see budget transfers, put the cursor in a field in the Budget

column, or in YTD for invoices and payments, or Commitments to see just requisitions, purchase orders
and travel encumbrances.

Select Related from the menu bar and then Transaction Detail Information (FGITRND).
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You can Filter the transactions to see all purchase orders, invoices or vendors, etc.
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To filter the transactions select Filter from the menu bar.

The Basic Filter will appear on the top of the screen. Here you can type in the EXACT Account, Organization,
Program, Field, Amount or Add Another Field.
]

- DETAL TRANIACTICN RSTIVITY Bt Hi== aieer Tia=
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Select Add Another Field, then select Type to add the Type field. Type “PORD” into the Type field and select Go
to see all purchase orders (See Appendix A for frequently used Rule Codes)..
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If you want to do a more advanced filter,
select Advanced Filter.

* || Cquals o = }

—I

) CFeia v Equais =
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criteria. .
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You can export this to Excel by selecting Tools - Export as explained previously.
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Go can also go directly to form FGITRND.
Type in your FOAPAL information in the first block. Leave Account blank.

Select the green Go button.
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Select the fields you want to filter by.

To see all the accounts that begin with 7 (i.e., 7000, 7010, 7200, etc.), select Advanced Filter Account, Starts with
and then type 7.

Select Add Another Field - Type, Contains, “PORD”

Select Go.
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FILTER TRANSACTION DETAILS - FGITRND

This will show all your purchase orders for the whole FOAPAL for this fiscal year.

This can also be downloaded to Excel (Tools - Export).
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OPEN ENCUMBRANCES - FGIOENC

Open Encumbrances are purchase orders and travel encumbrances that still have money encumbered
(and have not been paid to the vendor).

In the Search enter FGIOENC.
Enter Chart-R

Enter Fiscal Year.

Enter Organization. FGIDENC @
Tab and enter Fund.

Select the green Go button. Organicationsl Encumbrance Lis

[FGIOEND)
A

Flesal ¥aar;

indax: | Lo Owganinatesn: | J40E0 |

You can see all of your open encumbrances in one clean list. This list can be downloaded to Excel (Tools - Ex-
port).
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To see more information about an encumbrance:

Select the field containing the PO number.

Choose Related from the menu bar. Q [Bearch
Choose Query Detail Encumbrance Info (FGIENCD) from Query Detall Encumbrance Info
the dropdown. [FGIEMNCD] ra

FGIENCD (Detailed Encumbrance Activity Form) will open.
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DETAILED ENCUMBRANCE ACTIVITY - FGIENCD

FGIENCD will show the balance of your purchase orders and the history of invoices and credit memos against
them. If you need even more information about the purchase order, open FOIDOCH from the start page and
enter the PO information.
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New purchase orders that have not yet been invoiced or paid need to stay open, as do standing orders. Some-
times, however, you may have money left on an encumbrance. For example, a vendor may give you a discount
and not charge you as much as you had requested on the requisition. Sometimes items are out of stock or
discontinuted, and they will never be delivered. A purchase order that has money encumbered, that will never
be used, must be closed. If you do not close it, then the encumbrance will roll over to the next fiscal year. The
money, however, will not roll over to the next fiscal year (exceptions are grants and some accounts that roll over

funds).
Go to the Office of Contracting & Procurement Webpage - https://sites.rowan.edu/procurement/

Select How to Purchase Goods. Complete the Closeout Request Form.
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GRANT BUDGET HISTORY - FRIGITD

31
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FRIGITD - Budget history of a grant.

The FRIGITD form will show you the budget history of a grant from the inception of the grant even if it
crosses Rowan fiscal years (FY). Forinstance, if you have a grant that starts October 1, it is not easy to
see the whole budget going through FGIBDST because it will display the budget based on Rowan’s FY.
FRIGITD allows you to see your whole budget no matter what Rowan FY it crosses.

In the Search field, enter FRIGITD.

Enter Chart of Accounts - R.

In the Grant field enter the grant number (G+Fund, i.e., G50902). Tab.

Enter Fund (grant number without the G - for example 50902).

Tab - Organization should automatically fill in.

Select the green Go button.

Your budget will fill in below. To drill for more details, filter and export to Excel, refer to the directions for
FGBDIST.
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REQUISITIONS - FPAREQN

To create a new requisition:

In the Search field enter FPAREQN. parearl T

Rquismion

L))

Type the word NEXT for new requisition.

Select the green Go button.
(G |

X @ ellucian

Hequisition FPARELQN 5.3 70 (FROL)

Requisiton: |NEXT| i

Complete Requisition Date and Comment Code
Order Date and Transaction Date are already populated for you.

Enter Delivery Date. (Double click field and calendar will pop up and select today’s date. Or, just type any
letter in the date field and tab.)

Enter a short comment in Comments if applicable. For Standing orders you will type SO or Standing Or-

der in this comment block. Most other comments should be entered in Document Text. IMPORTANT NOTE:

Accounts Payable cannot see comments entered in the comment block.
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Select Next Section.
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REQUESTOR/DELIVERY INFORMATION

Enter Requestor/Delivery Information

1. Enter Organization.

2. Enter requestor’s Email.

3. Enter Phone Number,

4. Enter Ship To code. (If you don’t know the Ship To code, select the arrow next to that field to
search forit. The Ship To is the location where the items will be delivered.)

5. Enter Attention To (Enter your name so it will appear on the purchase order).

6. Select Next Section.

F
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DOCUMENT TEXT - FOAPOXT

Use Document Text to communicate additional information about your whole purchase order to the
Office of Contracting & Procurement and/or vendors, such as: Standing Order, special instructions for
Purchasing or the vendor, quote numbers, discount codes, and any other additional information pertain-
ing to the whole purchase order. Note: If you have new vendor information or a new address, email
vendors@rowan.edu prior to creating a requisition.

DO NOT enter any information about payments or other information for Accounts
Payable. They will never see these instructions.

1. Select Related from the menu bar.
2. Select Document Text (FOAPOXT).

On the first screen, do nothing but select the green Go button.
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Enter the document text. Use the down arrow on your keyboard to add more lines if needed. Use the Delete

button to delete lines.
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Note: Leave the Print field checked if you want the information to print on the Purchase order. Uncheck
if the information should be off the purchase order.
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When finished, save and close.
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VENDOR INFORMATION - FTIIDEN

There are a few possible scenarios for vendors:

1. You know the Vendor ID. Requestor Defivery Irfomation CommodityAccounteg  BalancingCompletion
2. You know the vendor name, ~VEHDOR INFORMATION

but not the Vendor ID.

3. Yourvendoris not in Banner. endar E

1. If you know the Vendor ID: eriian Hoid
Option List »
Enter the Vendor ID in the Vendor field.

Tab to allow the address and contact fields to I
populate.

| Entity Name/ID Search (FTIIDEN) |

2. If you do not know the Vendor ID:
Vendor Maintenance (FTMVEND)

Search for the Vendor ID.

Click in the Vendor field.

Select three dots next to the first field after

the word Vendor. m

In the popup dialog box (Option List) choose
Entity Name/ID Search (FTIIDEN).
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You will then see the FTIIDEN form.
If you know the EXACT name of the vendor, type it into the Last Name field.
Select Go.

If you do not know the EXACT name of the vendor, or are not finding the vendor by typing it into Last Name,
select the Advanced Filter link under DETAILS
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Select Contains (or Starts with, etc.) next to Last Name, then type in part of the vendor name that you are sure of.

You can select Case Insensitive Query.

Select Go.

You may see a list of several vendors with similar names.

Look in the Vendor column to make sure it is not listed as Terminated.

Double click in the vendor ID of the one you would like to select or select the vendor ID and choose the Select
button at the bottom right side of the page.
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The Vendor ID field will now be populated. Putyour cursor in the field, and then select the Tab key on

your keyboard. The vendor name and address will populate. If this is the correct address, select Next Sec-
tion icon on the bottom left of the page.
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If the address is incorrect, select the three dots next to the Address Type field to view additional addresses.
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VENDOR INFORMATION - FTIIDEN

The number of addresses on file for that vendor is indicated at the bottom of the page. You can change the
number per page or scroll through the addresses using the arrows at the bottom of the page or the down

arrow on your keyboard. When you find the correct address, double click on the Address Type and that
address will fill into the vendor information page.
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If you cannot find the correct vendor or vendor address, email the Office of Contracting & Pro-
curement at vendors@rowan.edu.
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ENTER COMMODITY

Always Tab to move between hields in this area for

automatic calculations to work correctly.

Enter Line Items:
Enter Commodity Code.

For a list of Commodity codes go to:
https://sites.rowan.edu/procurement/files forms/content_website/CommodityCodes-9.6.2017.pdf.

Enter Description. (Type over the one auto entered by commodity code. Should be

descriptive enough that the vendor and Purchasing know what you are ordering. If itis for a service, include the
date and the type of service. This description will show on the check stub.)

Enter Unit of Measure (U/M).

Enter Quantity.

Enter Unit Price.

Tab until you get back to the Description field.

For additional items, select the down arrow on the keyboard and repeat until all items are entered.
To delete a line, select the line and select Delete.

After you have entered all your line items, select Save and then Next Section from the bottom of the page.
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ITEM TEXT

Optional - Item Text -
oo FELATED [« BRGETE
Each line holds up to 50 characters (8-10 words).
Q

To add additional descriptions for each line item:

Renaesy Coommodity Infommation

Select the item [FOICONM]

Select Related-Item Text from the menu bar.

Document Text [FOAP{ jtem Text [FOAPOXT] |

Select the green Go button.

Commodidy Text [FOATEXTH

Provmemmenl el Enlry FOSPOKT 9.0 [THNG])

== 18
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In the text fields, type the information about the item. Select the down arrow on your keyboard to add
additional lines. To delete the line, select it and then select Delete.

Procumment Texi Entry FOABOXT 9.0 [TRMG)

Text Type: A5 Code: R1716804 Change Sequence:  Berm Kumber: 1

vendor 210001330 O%ce Depoline  Commodity Description: Binders  Modify Clwise: Copy Commaodity Text:

n
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When finished, select Save and close.
aavE | X
Item Text will now be checked to indicate that item text has been entered. ~ Bottom Right Top Left
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ENTER ACCOUNTING

The accounting information tells Purchasing the fund/org/account/program (otherwise known as FOAPAL) you
will be using to pay. You can pay it all with one FOAPAL or split among multiple FOAPALs.

Charge entire requisition to one FOAPAL:

COA and FY are prefilled.
Skip Index.

Enter Fund.

Enter Organization (Orgn).
Enter Account (Acct).

Enter Program (Prog).

S “ - I-_. - a - I. 1= [ - fra—

Tab past Actv, Locn, Proj and keep tabbing until you come to the first field under the USD column. The cor-
rect Extended Amount, FOAPAL Total and Document Total should show.

Select Save and then Next Section from the bottom of the page to go to Balancing/Completion.
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ENTER ACCOUNTING

To charge to multiple FOAPALs:

Place cursor in COA field, then hit the down arrow on the keyboard to enter another accounting line.

Enter the accounting information for the next account.

Select the check box for % Extended Amount and type the percentage under the USD Extended Amount

Optional:

Enter the accounting information for the first account.

Enter the amount to be charged to the first FOAPAL in the first field under the USD column.

Place cursor in COA field, then hit the down arrow on the keyboard to enter another accounting line.
Enter the accounting information for the next account.

Enter the amount to be charged to the second FOAPAL in the first field under the USD column.

Select Save and then Next Section from the bottom of the page to go to Balancing/Completion.
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COMMODITY LEVEL ACCOUNTING

What is Document Level Accounting vs Commodity Level Accounting?

With Commodity Level Accounting, you can assign a specific FOAPAL to each commodity, or line item, in your
requisition. For instance, if you are ordering equipment with grant funds, but the grant won’t pay for shipping,
then you would use Commodity Level Accounting. This will ensure that when the invoice comes in for the
equipment, itis paid from the correct FOAPAL and the shipping is also paid from the correct FOAPAL.

In Document Level Accounting, the FOAPAL funds are distributed among the line items each time an invoice
comes in by the percent or the ratio you put in the Accounting section of the requisition. Forinstance, if you
split the accounting 50/50 then every time an invoice comes in for that PO it gets paid 50% out of each FOAPAL.
If you indicate that $100 out of FOAPAL A and $50 out of FOAPAL B the ratio is 2 to 1; so if an invoice comes in for
$30, then $20 will be paid by FOAPAL A and $10 will be paid from FOAPAL B.

By default, Document Level Accounting is checked. If you need Commodity Level Accounting, you must un-
check Document Level Accounting check box before going to the Accounting section (where you enter the
FOAPAL). The check box is located in the key block (top of the form). The box is checked by default, so you must
uncheck it to do Commodity Level Accounting.

Uncheck this box for Commodity Level Accounting,
Check for Document Level Accounting
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COMMODITY LEVEL ACCOUNTING

Enter Commodity Code, Description, U/M, Quantity and Unit Price for [tem 1.

Next Section.

F 9

Enter FOAPAL in the accounting section and tab down to enter Extended Amount. Tab back to the FOAPAL
line.

r LT
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Select Previous Section to enter the next line in the commodity section. -

Select the down arrow on your keyboard to enter a new commodity line.

Enter Commodity Code, Description, U/M, Quantity and Unit Price for [tem 2. n n n
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COMMODITY LEVEL ACCOUNTING

Now enter the FOAPAL for that commodity line, and tab down to enter Extended Amount for that item.

- [T -

B Lyvwriin L L v

PE——
i == e i i e
ram wr ]

rmann Ll

Repeat for any additional commodities and FOAPALS. Once all commodities and FOAPALs have been entered,
select Save and then Next Section from the bottom of the page to go to Balancing/Completion.
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BALANCING/COMPLETION

Complete the Requisition
Make sure Status reads BALANCED. If not, go to previous page and correct the accounting block.

Select Complete to complete the requisition, or In Process to keep it as an incomplete requisition.
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If sufficient funds are not available in the 7Z Non Salary Expense Pool, however, the Requisition
will notify you that there is insufficient budget in that sequence. This error means you have deplet-
ed your available balance in the Non Salary Expense Pool. You will need to transfer funds before
completing the requisition.

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY



COPY AND REUSE A REQUISITION

In Banner 9, you can copy one of your own requisitions to use all the information from it to create a new
requisition. You may find this helpful on orders to vendors you use frequently, for instance, Office Depot.
The entire requisition (vendor, items, document text, etc.) will be copied, although you can change any-

thing that needs to be changed such as the vendor, item, quantity, amounts and FOAPAL.

Go to FPAREQN and select the Copy Button.

Enter the requisition number (not PO number) you would like to copy in the Requisition field. Select OK.
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The new requisition number is immediately assigned.

Copy FRAREGN 9.3 (TRNG)
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Enter your Delivery Date. Your Commodity Total will change if you update your item, quantity, unit price,
etc.

Make any changes necessary for the new requisition (for example vendor, item,
quantity, amounts and FOAPAL).

Complete the requisition as usual.
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STANDING PURCHASE ORDER

A Standing Purchase Order is a purchase order that you can pay on throughout a fiscal year. When received on
FPARCVD, a dollar amount is received instead of quantity (as in regular orders).

When should I place a Standing Purchase Order instead of a Regular Purchase Order?

For an order that will have multiple invoices.

For something you may order all year long from the same vendor; for example, the water cooler rental, shredding
service or pizza place.

For an order for which you want to receive a dollar amount in FPARCVD rather than a quantity. (For
example, an order that is put in as a Lot instead of individual lines. Each standing order can only be used
for one order, however.)

How to place a Standing Purchase Order.

Estimate how much you will spend for the items in a fiscal year, and place a standing purchase order requisition
for the estimated yearly cost.

Follow instructions for entering a requisition with the following additions:

Enter SO in Comments field and indicate a standing puchase order is requested in Document Text.

See Receiving Standing Purcahse Orders for how to receive the order on FPARCVD.

How do | know if my order is set up as a Standing Puchase Order?

Enter FPIPURR.

Enter the Purchase Order number, leave Blanket Order field blank, Next Section.

Type on the Document Information screen should note ‘Standing’. Note: The final PO Document will also
read Regular Purchase Order if you create a regular order.

Note how Standing or Regular Purchase Order is titled on the Purchase Order.
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INCOMPLETE REQUISITION

Go to FOIDOCH.

Type REQ in the Document Type and the incomplete requisition number in the Document Code (instead of
the word NEXT). Select the green Go button.
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If there is no status indicated next to the requisition number, the requisition is incomplete.
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Go to FPAREQN. Instead of NEXT, enter the incomplete requisition number. Select the green Go button.
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INCOMPLETE REQUISITION

To complete the requisition, select Next Section to move through the screens and make any changes that are
needed.
=[=]

After changes are completed, select Complete on the last page.
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Press Delete again to delete the record.

Select OK. 'd"il L Al Commodity and Accounting Records o

|

De deleted

Deletion of Requisition is complete.
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RECEIVE - FPARCVD

Once items are physically received or services have been rendered from a requisition you have placed, you must
enter Receiving information in Banner 9. The vendor will not be paid until this step has been completed.

You have three choices in receiving:
1. You physically received all your items at once (Complete Regular Order).

2. You only receive some items in the order (Partial Regular Order).
3. You receive a dollar amount (Standing Order).

Hints:
If you receive multiple times on a purchase order - you will create a new receiving code every time.

Don’t put any information in document text for Accounts Payable - they don’t read it. Contact them directly to give
specific direction about payments.

Accounts Payable pays on the invoice, not how much you received.

If you are receiving a standing order, you can check the amount of the invoice in FOIDOCH.
Once you complete a receiving, it can not be undone, not even by Accounts Payable.

If you accidentally received the incorrect order, and completed it, contact Accounts Payable.
Enter into FPARCVD - Receiving Goods.

Type in the word NEXT and the next Receiver Document code will prepopulate. Select the green Go button.
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RECEIVE A COMPLETE REGULAR PURCHASE ORDER - FPARCVD

Receiving Header

Leave Receiving Method blank. Leave Carrier Blank. Next Section. = E

(S AT

¥

Packing Slip

Enter your Invoice or Packing Slip number or initials and date (i.e., jvs032817). Leave Bill of Lading blank. Next

Section.
=[=]
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Purchase Order

Enter Purchase Order number. Select tab key to confirm that correct vendor appears.
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RECEIVE A COMPLETE REGULAR PURCHASE ORDER - FPARCVD

From the menu bar select Tools -

Receive All Purchase Order Items.

You will still be on the first screen.

Select Next Section from the bottom left. SR OUCLREN] NN
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RECEIVE A COMPLETE REGULAR PURCHASE ORDER - FPARCVD

Commodity Screen

You will see on this screen that all items are automatically received and Final Receive is checked. This is just to

review. There is nothing to enter here.

Select the Complete button at the bottom of the page to complete the receiving.
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You will receive a confirmation on the top right section of
the page that the receiving was completed.
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RECEIVE A PARTIAL REGULAR PURCHASE ORDER - FPARCVD
Create Receiver Document Code

Type the word “Next” in the Receiver Document Code field. Select the green Go button. A receiving code is immedi-
ately created.
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Receiving Header
Leave Receiving Method blank. Leave Carrier blank. Next Section.

Packing Slip
Enter your invoice or Packing Slip number or initials and date (i.e., SOH072904). Leave Bill of Lading blank.
Next Section.

Purchase Order
Enter Purchase Order number. Select tab key to confirm that correct vendor appears.
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RECEIVE A PARTIAL REGULAR PURCHASE ORDER - FPARCVD

From the menu bar select Tools - Select Purchase Order Items. _i
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Select the green Go button.
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RECEIVE A PARTIAL REGULAR PURCHASE ORDER - FPARCVD

Select the check box next to the items you wish to receive.
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Save and then select Close.
You will receive a warning notice when you close. Just choose Yes.
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You will be still sent back to the first screen. Select Next Section from the bottom left.
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RECEIVE A PARTIAL REGULAR PURCHASE ORDER - FPARCVD
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RECEIVE A PARTIAL REGULAR PURCHASE ORDER - FPARCVD
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In the Commodity Code section, enter the Amount you want to receive in the Current field. Tab and the origi-
nal U/M (unit of measure) will automatically fill in.

If you are receiving more than one line, select each line (each record) and enter the amount you wish to receive
foreach. If you do not receive each line item you will get an error message.
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RECEIVE A PARTIAL REGULAR PURCHASE ORDER - FPARCVD

Select Complete.
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You will receive a message at the top of the page with acknowledgement of completion.
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RECEIVE A STANDING PURCHASE ORDER - FPARCVD

Create Receiver Document code.
Type the word Next in the Receiver Code field. Select the green Go button. (A receiving code is immediately created)
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Receiving Header
Leave Receiving Method blank. Leave Carrier blank. Next Section.

Packing Slip
Enter your invoice or Packing Slip number or initials and date (i.e. SOH072904). Leave Bill of Lading blank. Next

Section.

Purchase Order
Enter Purchase Order number. Select tab key to confirm that correct vendor appears.
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RECEIVE A STANDING PURCHASE ORDER -

From the menu bar select Tools - Select Purchase Order Items.

Select the green Go button.
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RECEIVE A STANDING PURCHASE ORDER - FPARCVD

Select the check box next to the line item.
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Save and then Close.
You will receive a warning notice when you Close. Just choose Yes.
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You will still be on the first screen
Select Next Section from the bottom left. .
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RECEIVE A STANDING PURCHASE ORDER -

FPARCVD
Fiesz esving Goods FRARCVDN G (THNG )
Rsardwnst Dhopmsprnt Cosle: o' 1720000
= BECENMGFREIADER 4+ [ —| Fiy ¥
Bpairsg Mt Twi1 Enity
raiar [ = Fecewid By  HEGEL
Cuew Recwwves* (03232017 =
» PasEmid LI o PLTTL I - | i T
Faching S5 | NEHIAIRNT 5 Baof Lading
T Earl?h
= PgmCme L SkDP R nl"-ll"! .Ll--l!l FgCooy W Ftas
Porchaas Oedar [P '-.:I'::‘_.-I.-- | [ Baymr Full F
St drwd o Al l:‘j S wew T foliratend [ uka k- Duginl Anmrarcd Terifioabon LLC
i Ednnt Burm
Fogcors 1 of 1
Enter the current amount you will be receiving today. Tab for U/M (unit of measure) to fill in.
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RECEIVE A STANDING PURCHASE ORDER - FPARCVD

Select Complete at the bottom of the page.
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You will receive a confirmation at the top right of the page that the receiving was complete.
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RECEIVING MORE THAN ONE RECORD

When you are receiving in Banner 9, you may get a warning that “Commodity record(s) exist .....without any received
amounts”. This means that you have another record to receive. Make sure you receive all the line items (records).

0 Commodity record(s) exist for Standing POs without any
receved amounts
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You can see at the bottom of the form there are multiple records. Receive the first one and then select the next record
line to receive it.

Enter the amount to receive for the second record. Repeat for each line,

Then select complete.
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INCOMPLETE RECEIVING CODES

In FOIDOCH, if there is no status indicated next to the receiving code, the receiving is
incomplete.
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Complete an incomplete receiver code
Go to Form FPARCVD, In the Receiver Document Code field enter your incomplete
receivercode (Y_ _ ). Select the green Go button. Complete the receiving steps.

Delete an incomplete receiver code
Go to FPARCVD. In the Receiver Document Code field, enter your incomplete receiver code (Y

green Go button.

While cursor is in Receiving Method field select Delete twice.
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You will receive an acknowledgement that it was deleted.
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DOCUMENT HISTORY - FOIDOCH

In FOIDOCH you can look at the history of a purchase order including the requisition,

invoices, checks and receiving codes. Go to FOIDOCH.

Enter the Document Type -
depending on what code you have:

REQ - Requisition
PO - Purchase Order
RCV - Receiver code
INV - Invoice

CHK - Check

Document Hisdony FOIDODCH 90 (PROD)

et Started Fll out the fislds above and press Go

llucl.rn'rrﬂltﬂde:l | B 1R3G5

Tab
Enter Document Code - Your requisition,
purchase order number, receiving code, check number

orinvoice.

Select the green Go button.

Each document code is followed by a status indicator.
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To clear the form to look up additional Document codes, select the green Start Over button to clear the form.
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DOCUMENT HISTORY - FOIDOCH - REQUISITION INFORMATION

If a Requisition is complete, and waiting to be converted into a PO, there will be a C in the status indicator field. If
the status indicator field is blank, then the Requisition Is incomplete. See instructions in this book on how to com-
plete an incomplete Requisition. If there is an S, then call the purchasing office because the requisition is in sus-
pense.

For more information about a Requisition:

Select the Requisition field

Select Related—Query Document by Type Information from the menu bar.
Select the green Go button.

Use the Section buttons to move through the form.
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DOCUMENT HISTORY - FOIDOCH - PURCHASE ORDER INFORMATION

In the Purchase Order field, if a PO has been approved there will be an A in the status field and Status Description
will be Approved. If there is not an A, call the purchasing office.

For more information about a Purchase Order in FOIDOCH:

Select the Purchase Order field

Select Related - Query Document by Type from the menu bar.

Select the green Go button.

Use Next Section to move through the form.

One thing that you can check on this form is if a purchase & orderis a Regular or
Standing order.
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DOCUMENT HISTORY - FOIDOCH

Check If your Receiving is complete!

Your receiver document code MUST have a complete status indicated by a C in the
Status column. If not, follow directions in this book next page to resolve it.

RECEIVING INFORMATION
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To drill down for more information about a receiving code
Select the receiving code

Select Related—Query Document by Type from the menu bar.

Select the green Go button. E
a

Use Next Section to move through the form.
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DOCUMENT HISTORY - FOIDOCH - INVOICE INFORMATION

In the Invoices field, if an invoice has been issued, there will be one or more invoice numbers.
Next to the invoice number there will be a status code (Blank, P, R, X or S).
Blank - not yet paid
P - Paid
R - The Receiver Code is not registering.
If your receiving is incomplete, complete it.
If your receiving is complete, and everything looks fine, call Accounts Payable.
S - There may be a problem with the invoice—contact Accounts Payable.
X - The invoice was cancelled.
For more information about an invoice:

Select the Invoice Number.

Select Related - Query Document by Type from the menu bar.
Select the green Go button.

The Invoice/Credit Memo Query form will open.

Use Next Section to move through the form. . E

[ ] % Revwin |inivarsity - Y tary Eivaheth Magel B Sign Out 4
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DOCUMENT HISTORY - FOIDOCH - INVOICE INFORMATION

Some important fields to check:
Commodity Record Count - Number of line items on this invoice.
Invoice Item—indicates the line item. Use the down arrow on your keyboard to see other line items.

Ordered indicates the quantity and price from the original Purchase Order
Invoiced indicates what the vendor is charging. Sometimes this could be more or less than the original order.

W s TenE i CLry FALRNVE U 3 3 {TRNC) : % J& manmn L roms

" i a1 LE THUITRD Magadiatn pa 1008

1
L

73 €@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY



DOCUMENT HISTORY - FOIDOCH - CHECK INFORMATION

In the Check field, if the check has been issued, there will be a check number

Next to the check number there will be a status code (X, F or Blank)

Blank - newer check, not yet reconciled in Banner

F- Check has been finalized or reconciled

X- Check was voided

If it is an electronic check (indicated by an ! in the first digit, the status will always be blank.
For more information about a check:

Select the Check Disbursement field.

Select Related - Query Document by Type from the menu bar.

X Deocuman! Migiery FOIDOCH 00 (TRND]

Enterin the Bank field. The Bank field is the first two digits of the check number. If the check starts with an exclamation
point, then itis an electronic check, and the Bank is 30).

Select the green Go button.

The Check Payment History screen will open.
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DOCUMENT HISTORY -

FOIDOCH

- CHECK INFORMATION

Check Date indicates the day the check was “cut” or made. Check Accounts Payable for mailing dates.

Check Amount indicates the total of the check (which may include other invoices to the same vendor). If it is paid to a
frequently used vendor, like Office Max, then many invoices (from many POs) may be paid from one check.

Document Number indicates the invoices paid with the check.

Vendor Invoice Code - the vendors actual invoice number for your Purchase Order.
Vendor Invoice Amount - the invoice for your particular Purchase Order
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With the cursor in one of the invoices, select Related and Document Inquiry to find out more information about the

invoice.
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DETAILED ENCUMBRANCE ACTIVITY - FGIENCD

Use the Detailed Encumbrance Activity form to show the balance of your purchase
orders, travel encumbrances, and the history of invoices and credits. It's a good screen to keep track of how much is left
on a standing order. This form can also be used to explore why an encumbrance is still open.

Go to FGIENCD
In Encumbrance type your Purchase Order number.
Select the green Go button.
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Encumbrance, amount liquidated and balance.
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History of Invoices and Credit memos against the Purchase Order
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DOCUMENT BY USER - FOADOCU

Use the Document by User Form to display a list of documents originated by a specific user. Go to FOADOCU.

The User ID, COA and Fiscal year are already populated. Change the User ID, Fiscal Year or enter Activity Dates if de-
sired.

Select the green Go button.
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You will see a list of requisitions (REQ) and budget transfers (JV) originated by the user. If any have a blank status, they
are incomplete (see incomplete requisitions for directions).
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Select one of the Requisition numbers in the list and then select Related - Document History to open FOIDOCH and
drill down for more information.

Select one of the JV (Journal Voucher) numbers in the list and then select Related - Query Document (BY TYPE) to open
FGIDOCR and drill down for more information.

You can see the FOAPAL where you debited and credited the funds.
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VENDOR DETAIL HISTORY - FAIVNDH

Go To FAIVNDH. Find the Vendor ID by selecting the three little dots next to the Vendor field.
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Select Entity Name Search (FTIIDEN)
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To query the form, select “Last Name” from Add Another Field.
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VENDOR DETAIL HISTORY - FAIVNDH

Select query options such as Contains & Equals. We no longer use the % wildcard. Type in the Vendor name. It
IS case sensitive.
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Double click on the vendor you wish to research.
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VENDOR DETAIL HISTORY - FAIVNDH

It will bring you back to FAIVNDH with the Vendor number filled in.
Select the green Go button.
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You will then see the Vendor history. You can sort A-Z by selecting a column head, select again to sort Z-A.
Select Filter to filter the information.
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LIST OF RECEIVING CODES -

FPIPKSL

Find a list of your receiving codes, with the dates and your packing slip, for a particular purchase order. This is very help-
ful for Standing orders or Regular order with multiple invoices and receiving codes.

Go To FPIPKSL.

You will see a form filled with Receiving Codes with the related Packing Slip, Vendor and Date received.

Select Filter from the top right side of the form.

M | RecenverPackng Slips Validation FRIPKSL 0.3.4 (PPRD) ‘ |+ | B | & | ¥
* RECENWERPRLFCMG FLIP S Wl LIDATICM a2 rl\T. i
Receiver Docimant Packing Shp Purchase Ordes Vendor [Crte Riscervad

From the drop down menu, select Purchase Order.
Select “Contains” or “Equals”.
Enter the PO number.

Select Go.

X

ReceiverFacking Sips Vabdation FPIPKSL 9.3.4 (PFRD)
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PURCHASE ORDERS BY VENDOR - FPIOPOV

Find a list of all the purchase order for a particular vendor. Go To FPIOPOV.

Fill in the Vendor ID or select the three dots next to the field to search.
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From the drop down menu, select Last Name. Select “Contains” or “Equals”. Enter the Name (Case Sensitive).

Select Go.
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You will see a list of vendors, double click on the ID of the correct vendor.
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APPENDIX A - REQ TO CHECK PROCESS

SSB - Self-Service Banner
BOAP - Banner 9 Admin Pages

Department

1

Department wants to order goods and/or
services.

Budget Transfer if Needed Budget Trans-
fer (Log into SSB and go to Submit Elec-
tronic Forms ) Regular Accounts or Paper
Form-Grants

Supporting documents sent to requisi-
tions@rowan.edu(Quotes, New Vendor
info etc...)

7 Procurement

Purchase Order document is emailed to
user.

Department
9 P

Goods/services are physically received in
department.

Accounts Payable
11 — —
Invoice is sent by vendor to invoices@
rowan.edu with a PO#. User notified by
email and can confirm in FOIDOCH or
FAIVNDH (B9AP) or View Document (SSB)

83

Budget is reviewed in FGIBDST
(B9AP) or Budget Query (SSB)

Requisition created FPAREQN (B9AP),
Requisition (SSB), or Rowan ProConnect
(Shop)

Procurement

The PO number is assigned, and the
Requisition is converted to a Purchase
Order.

Purchase Order is mailed, emailed or
faxed to vendor with exceptions
(including over $30,000, IT orders
etc.).

Goods/services are received in Banner
FPARCVD (B9AP). Note: Confirm that

receiving has been completed success-
fully by verifying that the invoice (I#) is
in Approved status FOIDOCH (B9AP).

Accounts Payable
12 .

Check is sent to vendor via mail or elec-
tronic transmission. Confirm in FOIDOCH
or FAIVNDH (B9AP) or View Document
(SSB).
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https://support.rowan.edu/sp?id=kb_article_view&sysparm_article=KB0014464&sys_kb_id=a1c1eb1f1b831dd005c32f4b234bcb1a
https://support.rowan.edu/sp?id=kb_article_view&sysparm_article=KB0014464&sys_kb_id=a1c1eb1f1b831dd005c32f4b234bcb1a

APPENDIX B-HELPFUL WEBPAGES & EMAIL ADDRESS

Resources for Help

Helpful Email Addresses

support@rowan.edu (technical questions about Banner/Network/Your Computer)
irt-training@rowan.edu (questions about training sessions or training resources)

Budget

Budget Office website sites.rowan.edu/budget
budget@rowan.edu
Account Codes https://sites.rowan.edu/budget/ _docs/account_code_definitions.pdf

Purchasing (Office of Contracting & Procurement) (placing a requisition)

Main number - (856) 256-4171

requisitions@rowan.edu

Purchasing (Office of Contracting and Procurement) rowan.edu/purchasing. Select How to Purchase Goods or
Services

Contract Inquiries & Submissions contracts@rowan.edu

General Inquiries & Purchasing Information requisitions@rowan.edu

Open Public Records Acts (OPRA) Requests opra@rowan.edu

Public Bidding Questions & Correspondence bids@rowan.edu

Supplier Diversity & Inclusion Questions supplierdiversity@rowan.edu
Vendor Builds, Questions & Correspondence vendors@rowan.edu

Accounts Payable (payments to vendors)

Main number - (856) 256-4115

Accounts Payable rowan.edu/accountspayable
invoices@rowan.edu - scan and send invoices to Accounts Payable

Other Helpful Webpages

Campus Directory rowan.edu/ph

Grants (Sponsored Programs) rowan.edu/grants
Information Resources and Technology rowan.edu/irt
Training Services - Information Resources and Technology
rowan.edu/irt-training

LinkedIn Learning—Free Online Training Library https://askus.lib.rowan.edu/som/faq/359316

For Banner Access

Request through the Rowan Support Portal ---- go to the Request Something section, select the Access and
Security category, and select Banner Finance Permissions. Note: All access requests must be approved by
the appropriate Supervisor (Manager, Department Head, Faculty member, or Principal Investigator (Grants). Visit
the Banner Finance Security website for more information.
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mailto:support%40rowan.edu?subject=
mailto:irt-training%40rowan.edu?subject=
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APPENDIX C -

Rule Codes

might s¢cin Banner Financs foms:

PORD  Establish purchase order
(when a PO is creatod)

INMI - Accounts payabde mwoice withicut encum brance fdike
an MDW or dired pay to Kowan's travel agency)

IMEI - Invaice with encumbrance fa Piucchose Order or fravel
encumbrance s attoched o bthe Invaice)

INEC - Creclit mema wil by encombr ance o Porchose Orofer or
travel encumbrance fs attoched to the aredit mema)

DHHKI - Check - invoice willoul enoumbrance
(ke o check for an MDV]

DHEI - Check - involoe with enambrance
(a purchase order or travel vouwcher is oitached to the check)

DDEZ1-Budgettransfer done by enduser

E100 | ravel Encumibrance
CU32 - Lncumbrance Liquidation
CF - Fricembirance Rall

other Rule Endes you may seet

Requisilion and Purchase @rder Transaclions
REQF Requisitlon  reservation

RCQP - Cancel requisition

FORD - Establish purchase order

FOLG - Purchase order  request liguidation
PLLE  Concel PO - reinstate request

RULE CODES

II“H}EE l Fiﬂi&tﬂﬂl‘ii
IMMI - Accounts payable ivwaice without
encumbrances
IMHIE - Credit memo without enoam brance
ICHI - Cancel invoice without encumbrance
ICMC - Cancel credit mem ¢ without encumbrance
1CFI - Cancel imvaice with encam branee
ICFC - Cancel oredit mema with enoem brance
DMKEC - Check - /1 without encumbranace
DHEL - Check - /'8 with encumbrance
CHMI - Cancel chiedk - inoice withowl encumbr ance
CHME - Cancel check - C/M withou b encum b ance
CHEl - Cancel check - ivvalce with eanoumbrance
CHMEC - Cancel deck - C/M willy encumbrane

Budgel Enlries

BO01 - Pomanent adopted budget

BUOOZ  Pomanent budget adjustments BDRZ
[ emporary adopted budget

BLod - | emporary budget adjustment

self Service Dudget Transfer [Site Specific)
DX - Selt Service Dudget Transter
PP - Selt Service Pudget Transter— Litility Meoal

Research Accounting

RAR - Accrued &/R

GREY - Accrued revene
GRCC - Cost shiare charge
GRCG - Costshare grant
GRIC - Indirect cost charge
GRIR - Indirecr cost reCoa ey

Juurnal Vouchers (usually entered by someone in Ac-
counting Services or 05P)
JELE - Gereral Journal Litry (Inter b und)

JELS - General Journal Entry (ntra-fund)
1700 - Revwsan PCard Feed
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APPENDIX D - FIND YOUR FUND & ORG ACCESS

Find your Fund and Org Access - Banner Self Service rowan.edu/selfservice
Log in with Banner ID and PIN. Go to Employee Tab. Select the Employee Dashboard hyperlink. Select My Profile. Select

My Fund/Orgn Access. © RowanUniserss
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http://rowan.edu/selfservice

APPENDIX E -

LEAVE PROGRAM CODE OFF IN FGIBDST

Example of why to leave Program Code off in FGIBDST.
Program code is entered and the total balance for 7218 is $297.90
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Program code is not entered and the total balance for 7218 is $462.72
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APPENDIX E - LEAVE PROGRAM CODE OFF IN FGIBDST

By putting 11 into the Program code, you can see that $164.82 was entered into the incorrect Program Code. This is why
the two FGIBDST screens show different totals when a program code is entered and when it is left blank.

Program: 11 Instruction
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