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FAAINVE -- Direct Pay

To pay an invoice not paid against a Purchase Order

B Oracle Developer Forms Runtime - Web: Open > FAAINVE
File Edit Options Block Item Record Query Toaols Help
BYE AEEE 47 BEE Q &G RP SR ¢4 L@ 01X

r8 Invoice/Credit Memo FAAINVE 8.4.B (EQUPRD)

| v

- H H <\ . oy s -
[ Multiple Direct Pay - Specify whether it is a Direct Pay or

Document: MEXT
v Cvendor being paid against a PO

VYendor: *
AN

Query for Vendor ID #

Entity Name/ID Search (FTIIDEN)

Yendor Maintenance {FTMYEND)

Alternate ID Search (GUIALTI)

I Cancel

|

| | <0sC>

Record: 111

Type NEXT in Document field

If you don’t know the vendor code, click on the down arrow by vendor and click on Entity
Name/ID search.
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Oracle Developer Forms Runtime - Web: Open, > FAAINVE - FTIIDEN

File Edit Qptions Block [tem Record Query Tools Help

BB RAEAEE BT BEE IS [XE DG S @@

i Yendors [J Grant Personnel [JFinancial Managers [ Agencies

[ Terminated Yendors [ Proposal Personnel [JTerminated Financial Managers Can

Middle Entity Change
1D Last Name First Name Name Ind Ind

=
-
=
7]
h-]

Type

4

|Easte rn Office %

SERRRRNRRRRRNENR
N N (o
N N (o
N N e ([
N N (o
N N ([
N N (o
N N ([
RRRRRNNANANANIND E

1]

¥ - ¥endors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel

4

Enter a query; press F7 to execute, F12 to cancel. |
Recard: 111 | | Entercu.. | | | z08C=

Click on ? on the toolbar to Enter Query

Type name of the vendor in the last name field. Fields are case sensitive, use % as wild card at
the end of the vendor name.
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B oracle Developer Forms Runtime - Web: Open > FAAINVE - FTIIDEN

File Edit Qptions Block [tem Record Query Tools Help
BYE BCEER 49 BEE QIS RE TH ¢ &£ @ .
i Yendors [J Grant Personnel [JFinancial Managers [ Agencies
[ Terminated Yendors [ Proposal Personnel [JTerminated Financial Managers Can
Middle Entity Change
D Last Name First Name Name Ind Ind v F A G P Type =
G10011751) |Eastem Office Solutions | ,7 F W "7 W W W W ’7
\ | | I N B A O D L L
\ | | I L N R N N L L
\ [ [ I I 1N I N N N O
\ | | I e R N L I L N
[ [ | [ 0O 0O 00 000C g
\ | | R I (B D R
\ | | (1 0O 0O 0000 CCdE
\ | | I e e B D D A B
\ | | (. C 0 000600
[ [ | I I L N N D N B
\ | | I D O N e D D B
\ | | (1 0 0 0O b0oQ0o b
\ | | I L N R N N L L
\ | | I I L B D D N B
\ | | (. C 0O 0006002
\ | | o0 o oo obor 1=
v - ¥endors F - Financial Managers A& - Agencies G - Grant Personnel P - Proposal Personnel =
ID. Press Edit to change Crdering of Recaords. | J
Recard: 111 | o | | z08C=

Click on button to the right of the ? on the toolbar to Execute the Query
Once the vendor ID is highlighted hit select on the tool bar.

If you cannot locate the correct vendor, try other variations of the name, (i.e. BiMart instead of Bl
MART). If you still cannot locate the vendor, contact Accounts Payable Office for assistance.

Page Down
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Oracle Developer Forms Runtime - Web: Open = FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

BOEEEAEE ¥ F HEH HIESIE

(B (2@ @1 01X

" Invaoice/Credit Memo FAAINVE 8.4.B (EQUPRD) =
Document: NEXT e [ Multiple Direct Pay
Vendor: 910018257 7 Dunlap, Raymond K. [Ovendor Hold
Invoice Date: g-0CT-2 W Transaction Date: 25-0CT-2011 i:i ¥ Document Accounting
Check vendor: | = Type date off -
. Backdate if necessary
Vendor Invoice
Address Code: WP EI Sequence Number: 1 EI Discount Code: EI
Payment Due: 26-0cT-2011 [
Address Line 1: |dba Eastern Office Solutions
Address Line 2: |PO Box 757 A Bank: Bl |Genera| Suspense Checking
Address Line 3: | N Vendor Invoice: |42?5 @
\ Direct Deposit Statuy/ Mo [1IAT  ACH Transaction Type: B
City: |La Grande Exact remit 1099 Tax ID: 544042206
State or Province: OR [7 address from L Credit Memo
Exact invoice |
7IP or Postal Code:  [97850 = vendor invoice # 1090 Vendor
o number from  [*
Nation: vendor invoice Direct Deposit Override
Collects Tax: W|COLLECTS MO TAHES [ Text Exists
=
Enter invoice date{DD-MOR-YYY ) |
Recard: 111 | o | | z08C=

Type in the date of the invoice from the vendor’s invoice in the Invoice Date field.

Tab to Transaction Date and enter the transaction date — usually “today” unless you are backdating to
have expense moved to prior month. If that is the case, date it to the last day of that month.

Verify that the Address matches the Remit To: address on the vendor’s invoice. If it does not, Click on
the arrow next to the Sequence Number and select the correct address. If the correct address is not
available contact Accounts Payable (23664) and they will help you get it added.

Tab to Payment Due field and enter the Due Date. Note: Checks are cut every Wednesday — the
Payment Due date is the date that the check will be cut and mailed, so ideally, you should enter a date that
falls on a Wednesday at least 7 days prior to the due date shown on the vendor’s invoice. That will
allow a week for the check to be mailed and received after it is cut. If no due date is shown on the
vendor’s invoice, use the date of the next Wednesday. If the address field has *****DIRECT DEPOSIT
ONLY***** key it to that address no matter the address in the field. Accounts Payable does direct
deposit every day, so you can enter the next day’s date as the Payment Due.

Tab to Vendor Invoice field. Enter the vendor’s invoice number exactly as it appears on the vendor’s
invoice. If no invoice # is shown, enter the account number and invoice date. If paying for services, put
the PSA # first, then dash, then invoice number. Example= PSA# 112163-4545

Page down
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B oracle Developer Forms Runtime - Web: Open > FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

EREEE 9 BEE QI & NFE TG H & @1 00X

Document: 10252457 Yendor: ‘91001825? ‘Dunlap, Raymond K. [ ¥endor Hold
Enter description of purchase, so A/P
ik/ knows what you are paying for
Item: 1 of
Commodity: | E”Service % Repair HP CP400SM in Learning Center EI
["'Rewerse Calculation
Amounts * - Indicators
Entire amount of
Approved: | 265.50 €—— invoice - shipping Suspense: |‘r—
Discount: | 0.00 Open or Paid: [
Additional: | 0.00 -
Shipping Costs [ Commodity Hold
MNet: | 265.50 if applicable [ Access Completion
=
Enter Commodity Code and press NXTFLD |
Recard: 111 | o | z08C=

Tab over once. Enter description of purchase. Note: even if there are several items, they must fit in this
field, (i.e. Paper, envelopes and pens, could be entered as stationary supplies).

Tab to Approved Amounts and enter the Amount Due from the vendor’s invoice.
Tab to Additional Amounts and enter shipping charges from the vendor’s invoice.

Net Amounts should equal to the Total Amount Due on the vendor’s invoice.

Page down
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B Oracle Developer Forms Runtime - Web: Open = FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

NAE T REEE B9 HENE @ISR
Memo FAAINVE 8.4.B (E D)

nting Distribution FA.

(T [k (22 1@ @1 01 X

|»

Document:  |I0252457 Yendor: |91001825? Dunlap, Raymaond K. CI¥endor Hold
Item: Commodity: |DOCUMENT ACCTG DISTRIBUTION Transaction Date: [25-0CT-2011
Commodity Record Count: 1 Accounting Record Count: i}
Sequence Number:
COA Year Index ﬁ Fund Orgn Acct* Prog Actv Locn Proj
(] M id] d M d M M M
& 12 [acaozs [o01z02 206001 23504 [30800 [ [ \
Bank: |B1 |Ganera| Suspense Checking Income Type: [l E‘
Currency Code:
Commodity Yo Accounting
Approved: | 26550 |— | 265,50
Discount: | ooo | | 0.00 Indicators
Additional: | 0.00 r | 0.00 NSF Override: W
Suspense: |N—
MNet: | 265,50 MNSF Suspense: |A—
=
Enter (Pjercent to calculate dallar amt based on percentage. |
Record: 11 | 1 L | | =0sC=

Enter Accounting Information (i.e. Index, Acct, Actyv, etc).
Tab to Approved Accounting and enter amount to be charged to the Index/Acct.

Tab to Additional Accounting and add shipping if applicable. Net Accounting should reflect the total
amount due on the vendor’s invoice.

From here, write down the Document number, the account code and the index on the invoice.

Also note, if billing to more than one account index for the same invoice arrow down on this page
and repeat the process of entering the accounting information for the additional account. Make
sure that the total of the two charges matches the overall total for the invoice.

Page down
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B oracle Developer Forms Runtime - Web: Open > FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

BYE RBEEE %9 @ @& &E

JjCredit Memo FAAINVE 8.4.8 (EQUPRD)

(B (2@ @1 01X

Document: 10252457 | ¥ [ Multiple Direct Pay
Vendor: 910018257 7 Dunlap, Raymond K. [Ovendor Hold
@ Balancing Completion FAAINVE 8,48 (EOUPRD)
Input Exchange Rate Converted

Amount: 265.50

Amount Type Header Commodity Accounting Status

approved: | 265.50 | 265,50 [ 265,50 [BaLancED

Discount: | voo | ooo | 0.00  |BALANCED

Additional: | noo | ooo | 000 [BALANCED

Complete: @ In Process:
-

WARNIMG : Budget is exceeded for sequence 1 |
Recard: 111 | o | z08C=

Click the box next to Complete to forward the invoice to Accounts Payable or In Process to save the
invoice so you can work on it later.

After invoice is completed, please notify the Budget Authority that they need to approve it.

Be sure to send the original invoice to the Accounts Payable
Office and keep a copy for your records.
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FAAINVE -- Regular Pay

To pay an invoice paid against a Purchase Order

B Oracle Developer Forms Runtime - Web: Open = FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

BOE I BEEE 29 BEME @ &K

(S ek [ @ 01X

Document: MEXT EI [! Multiple Regular -
Purchase Order: PDDDQS4D| El Select PO Items: Invoice All: |—
vendor: ‘ E| [CIvendor Hold
-
Recard: 111 | | z08C= J

Type in Next in Document field

Tab twice, click down arrow in the Direct Pay box and select Regular

Tab to next field, type in the purchase order number for the invoice you are paying

Page Down
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B Oracle Developer Forms Runtime - Web: Open > FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

MREEE %7 BHEM G &R

(Sm ([ 2@ @1 01 X

JCredit Memo FRAINVE 8.4.B (EQUPRD) (=]
Document: MEXT v [ Multiple Reqular
Purchase Order: PooO0%340 7 Select PO Items: Invoice All:
Yendor: 910043241 ¥ Computer Discount Warehouse Government Inc [Ovendor Hold
Invoice Date: M@ Transaction Date: M@ ¥ Document Accounting
Check vendor: | =
Address Code: [v¢ [*] sequence Number: | 1[¥] Discount Code: [ 7
Payment Due: 03-Nov-2011 [
Address Line 1: |CDW Government
Address Line 2: |75 Remittance Drive Ste 1515 Bank: ’? |Genera| Suspense Checking
Address Line 3: | vendor Invoice: |Z><\-'2359\ =]
Direct Deposit Status: ’Fl_ IAT  ACH Transaction Type: I—EI
City: [chicags 1099 Tax ID: [se4z30110
State or Province: ,Il_—[T [T Credit Memo
ZIP or Postal Code:  [50675-1515[~ + 1099 Yendor
MNation: I—F [ Direct Deposit Override
Collects Tax: |N—‘COLLECTS MO TAHES [ Text Exists
Enterwendor's invoice number | J
Recard: 111 | | z08C>

Type in the date of the invoice from the vendor’s invoice in the Invoice Date field.

Tab to Transaction Date and enter the transaction date — usually “today” unless you are backdating to
have expense moved to prior month. If that is the case, date it to the last day of that month.

Verify that the Address matches the Remit To: address on the vendor’s invoice. If it does not, Click on
the arrow next to the Sequence Number and select the correct address. If the correct address is not
available contact Accounts Payable and they will help you get it added.

Tab to Payment Due field and enter the Due Date. Note: Checks are cut every Wednesday — the
Payment Due date is the date that the check will be cut and mailed, so ideally, you should enter a date that
falls on a Wednesday at least 7 days prior to the due date shown on the vendor’s invoice. That will
allow a week for the check to be mailed and received after it is cut. If no due date is shown on the
vendor’s invoice, use the date of the next Wednesday. If the address field has *****DIRECT DEPOSIT
ONLY***** key it to that address no matter the address in the field. Accounts Payable does direct
deposit every day, so you can enter the next day’s date as the Payment Due.

Tab to Vendor Invoice field. Enter the vendor’s invoice number from the vendor’s invoice. If no invoice
# is shown, enter the account number and invoice date.

Page down
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Oracle Developer Forms Runtime - Web: Open > FAAINVE
File Edit Qptions Block [tem Record Query Tools Help

BOEBEEBE %P E

I &I RE Gl &@001X

Document: 10252474 Yendor: |910043241 |Cumputer Discount Warehouse Governm [ Vendor Hold
PO Number: [Ponog34g|
Commodity Record Count: Invoice Item:
Commodity: | E” EI UfM: |
Quantity Unit Price Extended Price Indicators
Ordered: | | | Override Tolerance:
Prev Invoiced: [ Hold:
Accepted: | | | Final Payment:
Invoiced: | | | Last Receiver:
Approved: | | | Suspense:
Discount: | Open or Paid:
additional: |
Text Exists:

Net: |

Enter and MEXT FIELD to select PO's itemsNEXT BELOCK to query selected items

Record: 11 | o | | <05C>

select PO: ||

PO Item:

E [ add Commodity

Access Completion

(N A [ (O

4

Type Y in the Select PO field.

Enter to go to the PO Selection page
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B Oracle Developer Forms Runtime - Web: Open = FAAINVE - FAQINVP

File Edit Qptions Block [tem Record Query Tools Help

BB AEAEE %9 BEE @ ERF I SaiE £& @001 X
A Invoice/Credit Memo Po Selection FAQINVP 7.0. L B L B | -
Document: ’m Purchase Order: IW[T [ Invoice All

VYendor: |910043241 |Computer Discaunt Warehouse Gavernm

Commodity Text

Item Code Description Exists UfM Quantity Unit Price Add (=1
1 W oEa | 200 | 32,99 )

- miml | B

. | | o

] | | o.

- | | o

- mimmy | o

[ LI | o.

) misml | o

[ LI | o.

. | | o

— mimml | -

- mimml | o

[ LI | o.

) misml | -

[ LI | o.

] C1 | o. -
Atlast record. | J
Record: 111 | | «<0gCs

Click on boxes in Add column to choose items to be paid on this invoice. Those not added will be
available to pay for later.

After all items you are paying for on this invoice have check marks beside them click the Save button on
the toolbar.

Then click on the X button to go to the Commaodity Information page.

Page Down
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B Oracle Developer Forms Runtime - Web: Open > FAAINVE

File Edit Qptions Block [tem Record Query Tools Help
RY0 REEE 37 BBE & & R0 S ¢ &80 X
. = ’ =
L e o T e e o o e o o e o o e o i o L e o i L o D D L D L D D D L e e
Document: 10252474 Yendor: |910043241 |Cumputer Discount Warehouse Governm [ Vendor Hold Select PO: r
PO Number: PO0OS340 PO Item: 1
Commodity Record Count: 1 Invoice Item: |1
Commodity: [ [=][My Book WDBACWDD20HEK - hard drive - 2TE [¥] upm:[ea [7] [ladd Commodity
Quantity Unit Price Extended Price Indicators
Ordered: | 2 | 92,9900 | 165,98 Override Tolerance: |—
Prev Invoiced: [ 0.00 Hold: |N—
Accepted: | a | sz3900 | 0.00 Final Payment: [F
Invoiced: | z | sz.9900 | 185.98 Last Receiver: [
Approved: | z bz.9000 | 185.98 Suspense: [
Discount: | 0.00 Open or Paid: E
Additional: | 0.00 W Access Completion
Text Exists: W
Net: | 185,98
Enter Commodity Code and press NATFLD |
Record: 11 | o | <05C>

Tab through the fields to highlight quantity and price of item you are paying for.

Arrow down to view multiple items. Verify the quantities and prices match what is shown on the
vendor’s invoice. If not make the appropriate adjustments on “Quantity” and/or Unit Price” Invoiced and
“Quantity” and/or Unit Price” Approved.

Note: you will often receive several invoices for each PO and/or each item on a PO, (i.e. you order six
batteries and get three separate invoices with two batteries on each invoice).

Tab to Additional to add shipping if applicable. Use arrow keys to move between multiple items on one
invoice.

Page Down, then
Page Up.
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B Oracle Developer Forms Runtime - Web: Open = FAAINVE
File Edit Qptions Block [tem Record Query Tools Help

Item:

Commodity Record Count: 1
Sequence Number:

n

Document: 10252474 Vendor:

BOE AEER 49 DER OIS RE Sl g! L& @10

In redit Memo FAAINVE 848 (

|910043241 Computer Discount Warehouse Government Inc

Commodity: |DOCUMENT ACCTG DISTRIBUTION

Accounting Record Count: 1

[Ivendor Hold

Transaction Date: |25-0CT-2011

Bank: |B1 |Ganera| Suspense Checking
Commodity o Accounting
Approved: | 18598 | | 185.98
Discount: | 0.00 |— | 0.00
additional: | oo [ | 0.00
Net: | 185.98
Enter Chart of Accounts.
Record: 111 | ... | Listofvalu.. | | «<0gCs

Income Type:

Currency Code:

Indicators
NSF Override:
Suspense:

NSF Suspense:

i

===

COA  Year Index Fund orgn Acct Prog Acty Locn Proj
(<] A id A 5] A A 5] A
B [z [seozs (001100 285057 20204 [30001 |

4

All the information on this page should default in.

If there are multiple Accounting Records (#1), use arrow keys to move between them and verify that
amount charged in Approved field is correct for each index, including shipping (showing up in

Additional field). Make any necessary adjustments.

Page down
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B Oracle Developer Forms Runtime - Web: Open = FAAINVE

File Edit Qptions Block [tem Record Query Tools Help
NAE RBREER 9 RHEHE S &R

ce/Credit Memo FAAINVE 8.4.B (EOUPRD)

(S k[ S8 @101 X

Document: 10252474 | ¥ [ Multiple Reqular

Purchase Order: poo09340 ¥ Select PO Items: Invoice All:

vendor: 910043241 ¥ Computer Discount Warehouse Government Inc [Ovendor Hold

g Balancing Completion FAAINVE 8.4.B (EQUPRD) iefeiefeieieieeieieleielelelelelelelelel el el el el e el e e e e e e e e e e e el
Input Exchange Rate Converted

Amount: 185,98

Amount Type Header Commodity Accounting Status

Approved: | 18598 | 185,98 [ 185,98 [BALANCED

Discount: | noo | noo | 0.00  [BALANCED

additional: | noo | 0.00 | 0.00 [paLancED

Complete: @ In Process:
-

WARMIMG © Budget is exceeded for sequence 1 |
Record: 111 | o | «<0gCs

Click the box next to Complete to forward the invoice to Accounts Payable or In Process to save the
invoice so you can work on it later.

Make a copy of the vendor’s invoice for your records.

After invoice is completed, please notify the Budget Authority that they need to approve it.

Be sure to send the invoice original to the

Accounts Payables Office and keep a copy for
your records.
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FAAINVE -- Credit Memo

To process a Credit Memo

Process just as you would a Direct Pay invoice until you get to this screen.

B oracle Developer Forms Runtime - Web: Open > FAAINVE

File Edit Options Block Itern Record Query Tools Help

.-f\l@@@@l@@l@@[%l%[q

JjCredit Memo FAAINVE 8.4.B (EQUPRD)

(B @i 2@ @1 01X

Document: MEXT - [ Multiple Direct Pay
Yendor: 910043241 ¥ Computer Discount Warehouse Government Inc [Ovendor Hold

Invoice Date: 17-0CT-2011 @ Transaction Date: 26-0CT-2011 @ W Document Accounting
Check Vendor: | E”
Address Code: ’F EI Sequence Number: ’_1E| Discount Code: ’_EI
Payment Due: 02-nov-2011 [
Address Line 1: |CDW Government
Address Line 2: |75 Remittance Drive Ste 1515 Bank: ’? |Genera| Suspense Checking
Address Line 3: | Vendor Invoice: |1020242 @

Direct Deposit Status: Mo [1IaT  ACH Transaction Type: EI

City: Chicago 1099 Tax ID: 2 364230110

State or Province: ’IL_F [ u

ZIP or Postal Code: IM[T ¥ 1099 Yendor

MNation: I—F [] Direct Deposit Override

Collects Tax: |N—‘COLLECTS MO TARXES [ Text Exists
Check to markinvoice as a credit memo | J
Recard: 171 | | <08C*

Click in the box next to Credit Memo. Note: this must be done before you page down. Once you
have left this block, you CANNOT return and check the Credit Memo box. If you forget and page
down without checking the Credit Memo box you will need to delete the document and start over.

Page down
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B Oracle Developer Forms Runtime - Web: Open > FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

Document: 10252461 Yendor: ‘910043241 Cormnputer Discount Warehouse Government Inc [Ivendor Hold
Item: 1 of
Commodity: | E”Credit for return of defective monitor E‘

["IReverse Calculation

Amounts Indicators
Approved: | 70.13 Suspense: |Y—
Discount: | 0.00 Open or Paid: |—
Additional: | 0.00

Net: | 70.13 [l Access Completion
Check on to place cammodity record an hold |
Recard: 111 | o | z08C>

Tab over once. Enter description of purchase. Note: even if there are several items, they must fit in this
field, (i.e. Paper, envelopes and pens, could be entered as stationary supplies).

Tab to Approved Amounts and enter the Amount Due (less any shipping) from the vendor’s invoice.
Tab to Additional Amounts and enter shipping charges from the vendor’s invoice.
Net Amounts should equal to the Total Amount Due on the vendor’s invoice.

NOTE: Even though this is a credit memo, the Approved and Net Amounts show as positive numbers.

Page down
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B Oracle Developer Forms Runtime - Web: Open > FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

BOEEBEEE %7 HE@ME @l &R

3l dit Memao FAAINVE 8.4.B (EQUPRD)

[T [k [ 4212 @1 01X

8 Invoice Accounting Distribution FABINVE S.hB (EOUPRD) o L
Document: 102524581 VYendor: |910043241 Computer Discount Warehouse Government Inc [ vendor Hold
Item: Commodity: |DOCUMENT ACCTG DISTRIBUTION Transaction Date:  |26-0CT-2011
Commodity Record Count: 1 Accounting Record Count: i}

Sequence Number:

COA Year Index Fund Orgn Acct Prog Actv Locn Proj

(] M ] M M M M M M
[ [z [acaoes (01202 (206001 (20204 [30800 [rPLC | \
Bank: |1 |Ganera| Suspense Checking Income Type: ’HE
Currency Code: l—
Commodity %o Accounting
Approved: | 701z [ | 70.13
Discount: | 000 | | 0.00 Indicators
Additional: | 0.00 |— | 0.00 NSF Override: |N—
Suspense: W
Met: | 7013 MNSF Suspense: |A—
Enter (P)ercent to calculate dollar amt based oh percentage |
Recard: 111 | o | | z08C>

Enter Accounting Information (i.e. Index, Acct, Actyv, etc).
Tab to Approved Accounting and enter amount to be charged to the Index/Acct.

Tab to Additional Accounting and add shipping if applicable. Net Accounting should reflect the total
amount due on the vendor’s invoice.

NOTE: Again, even though this is a credit memo, the Approved and Net Amounts show as positive
numbers.

Page down
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B Oracle Developer Forms Runtime - Web: Open > FAAINVE

File Edit Qptions Block [tem Record Query Tools Help

BOEEBEEE %7 HE@ME @l &R

JCredit Memo FAAINVE 8.4.B (EOUPRD)

[T [k [ 4212 @1 01X

Document: 0252481 ¥ [ Multiple Direct Pay
Yendor: 910043241 ¥ Computer Discount Warehouse Government Inc [OIvendor Hold
Input Exchange Rate Converted
Amount: 70.13 |
Amount Type Header Commodity Accounting Status
Approved: | EE 70.13 [ 70.13 [BaLanceD
Discount: | noo | oo | 000 [BALANCED
additional: | 000 | oo | 0,00 [BALANCED
Complete: @ In Process:
Selectto mark document incomplete and “In Process” |
Recard: 111 | o | z08C>

Click the box next to Complete to forward the invoice to Accounts Payable or In Process to save the
document so you can work on it later.

After invoice is completed, please notify the Budget Authority that they need to approve it.

Be sure to send the credit memo originals to the
Accounts Payable Office and keep a copy for
your records.
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Creating a PO
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FPAPURR -- Purchase Order Creation
To create a Purchase Order (PO)

Note: Purchase Orders for less than $1000 total may be ordered “confirming only” (i.e. you may place
the order before the PO has been approved) as long as the vendor does not require a copy of the PO. If
the Purchase Order is for $1000 or more or the vendor requires a copy of the PO to place the order, the

PO must be approved in Banner before the order is placed.
EEX

Oracle Developer Forms Runtime - Web: Open = FPAPURR
File Edit Qptions Block [tem Record Query Tools Help

BOEEEAEE YT HBENH HIESIE

(B (2@ @1 01X

Purchase Order:  |[NEXT E @

4

Enter NEXT or leave blank for automatic assignment or enter document number; press Next Field to activate COPY function | J

Record: 111 | . | <0gC=

Type NEXT in the Purchase Order: field.

Page Down
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B oracle Developer Forms Runtime - Web: Open = FPAPURR

File Edit Qptions Block [tem Record Query Tools Help

BOEEEAEE %7 BEE & EF

e Order Entry: Document Information FPAPURR 2.5.0. (EQUPRD) -7

"em Purch

Purchase Order:  |[NEXT Blanket Order: EI Order Type:
Order Date: Z2E-NOV-2011 @ Transaction Date: ZE-NOY-2011 @ [JIn Suspense
Delivery Date: @ Comments: | O Document Text

Commodity Total: | 0.00 Accounting Total: | 0.00 [/ Print Ind
¥ Document Level Accounting

ey t=le iyl inla=ralnlgl Feduestor/Delivery Information wendor Information Commodity/accounting  Balancng/Completion

PO created from Requisition

Requisition Document Text:

Buyer Code: |ACC1| E|

BO Termination Date:

[JRush Order
[« NSF Checking
[ Deferred Editing

Purchase Order Copied From:

4

Enter buyer code; [LIST] available; required for completion. |
Record: 111 | ... | Listofvalu.. | | <0gC=

Type in your Buyer Code:
Note: The IT Department Buyer Code is ACC1

Page Down,

Page Down.
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B Oracle Developer Forms Runtime - Web: Open = FPAPURR

File Edit Qptions Block [tem Record Query Tools Help

e Order Entry

Purchase Order:
Order Date:
Delivery Date:

Commodity Total:

Document Information

BYE AECEE T &

dor FPAPURR §.5.0.

Requestor/Delivery Inf

28-NOV-2011 B

=

.00

Blanket Order:
Transaction Date:
Comments:

Accounting Total:

B &1 F Tl Gl H @ @1

(ECUPRD)

-

26-NOv-2011 E

Regular

Order Type:

[JIn Suspense
ODocument Text
0.00 [CIPrint Ind
[#|Document Level Accounting

Vendor:
Address Type:

Street Line 1:

-

Address Seque

Entity Name/ID Search (FTIIDEM)

¥Yendor Maintenance

{FTMYEND)

nting  Balancing/Completion

[OOv¥endor Hold

Zip or Postal Code:

Street Line 2:

Street Line 3: hrea Code Phone Number Extension

| cancel
Contact:

Email:

Discount: h
FOB Code: -
Tax Group: M [IDisbursing Agent
Class Code: v

Carrier: v

Currency: -

Record: 11 | | =0s5C>

|

In the Vendor field, click down arrow, then click on Entity Name/ID Search
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Oracle Developer Forms Runtime - Web: Open = FPAPURR - FTIIDEN
File Edit Qptions Block [tem Record Query Tools Help

BB AEERE ¥ 9 BEXE QI EIREI G Eik & @0

W ¥endors [ Grant Personnel [CIFinancial Managers [ Agencies

[ Terminated ¥Yendors [ Proposal Personnel [ Terminated Financial Managers Call

Middle Entity Change

D Last Name First Name Name Ind Ind Type

K
>

|Amaznn%

N N e
BN N o
AN N e
N N o Y
N N e e
JInnnnnn

JTTTTTITTTT T T

V' - ¥endors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel

|

Enter a query; press F7 to execute, F12 to cancel. |
Record: 11 | lEnterou. | | | zosC=

Click on ? on the toolbar to Enter Query
Type Name of the Vendor in Last Name field. Fields are Case Sensitive — use % as wild card
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B Oracle Developer Forms Runtime - Web: Open = FPAPURR - FTIIDEN

File Edit Qptions Block [tem Record Query Tools Help

BB ACEEE %9 BEH @ &R

(S [k [ | @

W ¥endors [ Grant Personnel [CIFinancial Managers [ Agencies
[ Terminated ¥Yendors [ Proposal Personnel [ Terminated Financial Managers Call
Middle Entity Change

1D Last Name First Name Name Ind Ind v F A G p Type -
BUEEE  [smazon.com LLC | [ [c [] (2 R R TR TR
(610010973 [Amazon.com LLC | [ ] [c [f Moo w W [
lwoooose3e [Amazon.com LLC | [ e [t Moo o e m
\ | | (1 0 0 0O b0oQ0o b
\ | | I L N R N N L L
\ | | I e e N L B N I N
\ | | (0 °C oOobonood !
[ [ | (0 0O 0O0o0d:00-r. 7
\ | | (L 0 0O 000 O0>C_dfp
\ | | (0 0 0O 00Co0 ot
\ | | I L N R N N L L
\ | | I I L B D D N B
\ | | I N I N O N O B O
[ [ | I I L N N D N B
\ | | I D O N A e D D L
\ | [ I (N I I N A A N I
\ | | N IR IR IR R R BN O AR =
V - VYendors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel j

Record: 113 | 1 L | | zosC= | J

Click on button to the right of the ? on the toolbar to Execute the Query

Highlight the ID of the correct vendor and click the Select button on the toolbar (vendor number and
name will automatically populate the correct fields). If you cannot locate the correct vendor, try other
variations of the name, (i.e. BiMart instead of Bl MART). If you still cannot locate the vendor, contact
Accounts Payable Office for assistance.

Page Down
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Oracle Developer Forms Runtime - Web: Open = FPAPURR
File Edit Qptions Block [tem Record Query Tools Help

BOE BEEE 97 REE &SR Tl

Purchase Order:  |PO003393 Blanket Order: [7 Order Type:
Order Date: 28-nov-2011 [ Transaction Date: 28-nov-2011 [ CIn Suspense

Delivery Date: @ Comments: | [ Document Text

Commodity Total: | 0.00 Accounting Total: | 0.00 [ Print Ind

| Document Level Accounting

Document Information  Reguestor/Delivery Information  Wendaor Information Commodit: Balancing/Completion
ufm Tax Group Quantity Unit Price
Item | of [ a7 [ [+ [ 2.00 ¥ 124.8700 = Extended: | 249.74
Commodity Description Discount: m
(7] [7] Additional: | 0.00
| ‘HP Laserlet Printer Monochrome (P2035) Llcommodity Text Tax: ‘
| ‘ Clitem Test Commodity Line Total: ‘ 249,74
| ‘ Liwdd Commodity Document Commodity Total: ‘
| ‘ [ Distribute
FOAPAL | of [ Remaining Commodity Amount: | CINSF Override % UsD
[IMSF Suspense  Extended: [ ‘
COA Yr Index Fund Orgn Acct Prog Acty Locn Proj Discount: [ |
(~] 4 (*] [*] (*] [*] (*] [*] 4 Additional: [ |
E ’_| | | | | | | | Tax: [ ‘
B | | | | | | | FOAPAL Line Total: |
r ’_ | | | | | | | | Document Accounting Total: ‘ |
Enter discount amaount of item | J
Record: 111 [ 1 | =o50=

Tab to Description and enter the description of the item you wish to order. Continue tabbing and enter
U/M (ea, pg, dz), Quantity and Unit Price. The Extended amount and Totals fields will populate
automatically.  If you have more than one item to add , arrow down to get to next record and repeat the
process.

When there is more information needed for the description than there is room to type in the Description
field, you can enter information in Item Text. To do this, click on Options on the Toolbar and select ltem
Text. Click on the top Text field and add information as needed. Arrow down to access additional text
fields. Click on the Save button, then the X on the Toolbar to save and exit

Page down
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File Edit Qptions Block [tem Record Query Tools Help

NEBEEE ¥¥ BEE &I &K
%3 Purchase Order Entry: Commadi wunting FPAPLUR 3 5

PODDS393
28-nov-2011 [

Blanket Order:
Transaction Date:

Purchase Order:
Order Date:

(S [k [ 422 @[

[
25-Nov-2011 [

Order Type:

[JIn Suspense

Delivery Date: @ Comments: |

Commodity Total: | 249.74 Accounting Total: |

Document Information Requestar/Delivery Information wendor Information

Comrodi

[CDocument Text
[ Print Ind
¥ Document Level Accounting

Balancing/Completion

BRI | | | | | |

| FOAPAL Line Total:

ufm Tax Group Quantity Unit Price
Iem | 1 of [ 1 Er = ~ 200 X 124.6700 = Extended: | 249.74
. L Discount: ‘ 0.00
Commodity Description
- - Additional: | 0.00
| ‘HP Laserdet Printer Monochrome (P2035) O Commodity Text Tax: ‘
| ‘ [ Item Text Commodity Line Total: ‘ 240,74
| ‘ [ add Commodity Document Commodity Total: ‘ 249 74
| ‘ [ Distribute
FOAPAL l— of l— Remaining Commodity Amount: | 249,74 | |NSF Override %o usD
[MSE Suspense  Extended: [ ‘ 249 74|
COA Yr Index Fund Orgn Acct Prog Acty Locn Proj Discount: [ ‘
d| [=] d| [=] d| [=] d| [=] [=] Additional: [ |
le [tz [asEopi  [ooiroo (245101 [zozos [oiioo | [ [ Tax: = |
\
\

BRI | | | | | |

Enter Dollar Amount, Percent of Dollar Amount, or Press NEXT FIELD.
Record: 111 | . | | <0gC=

| Document Accounting Total:

4

Enter Accounting Information (i.e. Index, Acct, Actv, etc). Tab to Extended and enter amount to be

charged to the Index/Account. If you are charging more than one Index and/or Account, arrow down to

get to next record and repeat the process.
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Oracle Developer Forms Runtime - Web: Open = FPAPURR - FOAPOXT
File Edit COptions Block [tem Record Query Tools Help

BOEIACER % @EKE &SR

(S G2 @1 01X

Text Type: ’FF Code: WF Change Sequence: l_ Item Number: l—
vendor: [10045526 [Amazon.com LLG
Commodity Description: |
Modify Clause: ’—F [ copy Commodity Text Default Increment: 10
Text Clause Number Print Line
[CONFIRMING ONLY - ORDERED OMLINE \ [ [ 10 =)
| | ©
[For IT# 28317 -- MHCC \ v D
‘Note: order will be shipped directly to: ‘ ] ’T
‘MHCC - EOU Callege of Ed & Business ‘ D W
(26000 SE Stark St., Gresham OR 97030 \ 73 [ &0
\ \ 0 [ ]
\ \ 0 [
\ \ o ]
\ \ o [
\ \ O [ ]
\ \ = [
\ \ 0 [ ]
\ \ 0 [
\ \ o [ ]
\ \ O [ ]
\ \ O ] =
Checked for Print, Unchecked for Mo Print | J
Record: 58 [ 1 . | | =o50=

Before completing the document you will need to add information regarding how the order will be placed
and who initiated the order request to the Document Text.

To do this, click on Options on the Toolbar and select Document Text. Click on the top Text field and
add the required information. The first line should include how the PO will be submitted —i.e.
Confirming Only — Order Placed Online, or Email Order to Budget authority.

Quotes and or Contract #s should go on the next line.

On the third line, note who the order is for, i.e. For AP# 1234 — Haley McEnroe.

Any additional pertinent information such as special shipping instructions should be entered next.

If price quotes are required they should be entered on the next few lines. Be sure to note each company,
who gave you the quote with their contact information, when they gave you the quote, the dollar amount
of the quote and when the quote will expire. You will also need to uncheck the print box, because all
checked lines of text will print on the PO form and quote information is confidential and should not
appear on the printed PO. Once all the required information has been entered, click on the Save button,
then the X on the Toolbar to save and exit.

Page down
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File Edit Qptions Block [tem Record Query Tools Help

BOYE BEEE ¥ T REE QIS X[ &G

% Purcha Completion FPAPURR 8.5.0.7.5 (E R, X

Purchase Order: POOD9393 Blanket Order: F Order Type:
Order Date: IM@ Transaction Date: IM@ [JIn Suspense
Delivery Date: ’7@ Comments: | ¥ Document Text
Commodity Total: | 249.74 Accounting Total: | 249,74 [/ Print Ind
[+ Document Level Accounting

= Order Entry: Balanc

Document Information  Reguestor/Delivery Information wendor Information Commodity Accounting fCormpletion

vendor: [310045526 [amazan.com LLc O vendor Hold

COoA: & [ous Eou chart Requestor: [Helen Moore

Organization: |290201 |ACC Computing Operations

Currency Code: | |

Exchange Rate: | Commodity Record Count: 1

Input Amount: | 249,74 Converted Amount:

Header Commodity Accounting Status

Approved Amounts: | 24974 | 24974 | 249.74  [BALANCED

Discount Amounts: | non | oo | .00 BALANCED

Additional Amounts: | 000 | oo | 0.00  |[BALANCED

Tax Amounts: | 000 | ooo | 0.00 [BALANCED

Complete: In Process: |& |

v

Selectto mark this Document "Complete". |
Record: 111 | . | <0gC=

Click the box next to Complete to forward the Purchase Order to the Approval Process or In Process to
save the PO so you can work on it later.

Check status of PO via FOIDOCH periodically and once it is approved print it out. If it needs to be sent
to the vendor, scan, fax or mail a copy as required by vendor.
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FWAPORD -- Purchase Order Print
To Print a Purchase Order

B Oracle Developer Forms Runtime - Web: Open = GJAPCTL
File Edit Options Block Itemn Record Query Tools Help

M &R

2 [EQUPRD)

(Sm [k [T 1@ 01 X

Process: FWAPORD ¥ FPurchase Order Print Parameter Set: -
Printer Control
Printer: v Special Print:  PORTRAIT Lines: Submit Time:
Parameter Values
Number Parameters Values
- -
o1 Purchase Order Mumber POO02394 -
oz Status
03 Buyer Code
Find)|%.
Code Description =l
EQ_PRINTEE Hoke - Student Activities
EQ_PRIMTE7 Admissions - Cross
LENGTH: 8 TYPE: Character O/R: Optional M/5: Single EO_PRINTSS Inlaw Hall - Computer Center
EQ_PRINTZ2D Inlow Hall - 012 Jon Morris m
Eniter & P.O. number EO_PRINTSZ Hunt Hall-Distance Ed Rmalo
EQ_PRIMNTSZ Distance Ed - Paulson
. EO_PRINT94 admissions-IH 1098
Submission EO_PRINTOS Hunt Hall-Distance Ed, rm B210  ~
. ] v
[Isave Parameter Set as Name: Description:
Find Cancel —]
Chaices in list: 226 |
Recard: 1/1 | .| Listofval.. | | z08C>
Page Down

Click on the arrow on the Printer: box and select the appropriate printer (EO_PRINT88 for IT). Click
OK.

Page Down
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File Edit Qptions Block [tem Record Query Tools Help

[ o omh | ok

BOAE BAEEBE YT HEH &SR

w8 Process Submission Controls GIAPCTL 2, A (EOUPRD) (-imie

Parameter Set: |

Process: |FWAPORD F|Purchase Order Print

Printer Control

Printer: | EI

Special Print:  |PORTRAIT

Lines: l_ Submit Time:

Parameter Values

Number Parameters

A

Values

i

|Purchase Order Murnber |PDDDQSQS

[status c

|Buyer Code |

T T TERIF]

LEMGTH: 8 TYPE: Character O/R; Optional M/S: Single

Enter a P.O. number

Submission

Name: Description:

v Save Parameter Set as

“'Hold ® Submit

4

Save Entered Parameters; CHECK to save.

Record: 11 | o | =0s5C>

Tab to the Values box and enter the PO Number you wish to print.
Page Down and click on the Save Parameter Set as box.
Click on the Save button on the toolbar.
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B Oracle Developer Forms Runtime - Web: Open = GJAPCTL - GUQINTE
File Edit Qptions Block [tem Record Query Tools Help

BOE ACEE ¥ P HEHE DI EITRB GBI EIE & @0 01X

A (EQUPRD)

s Submission Controls GIAPCTL 2.

"o B

Parameter Set:

Process: FWAPORD ¥ Furchase Order Print

Printer Control

Printer: - Special Print:  PORTRAIT Lines: Submit Time:

Parameter Values
MNumber

o1 Purchase Order Number .
Saving current parameter values as user level defaults.
oz Status

o3 Buver Code

LEMGTH: 8 TYPE: Character O/R; Optional M/S: Single

Enter a P.O. number

Submission

W Save Parameter Set as Name: Description: C'Hold ® Sybmit

Saving current parameter values as user level defaults.

Record: 01 | o | | =0s5C>

4

Click OK in the Forms (Saving current parameter values as user level defaults) box.

PO should print on the printer you designated.
If required, fax, email or mail the PO to vendor, then file the PO in the red accordion file in Helen’s

Desk (top left hand drawer).
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FPAPDEL — Purchase/Blanket Order Cancel
To delete a PO out of Banner — usually used if an order is
cancelled after the PO has been approved in Banner.

Oracle Developer Forms Runtime - Web: Open, = FPAPDEL

File Edit Options Block Item Record Query Tools Help

B EBAEEE T BE@EN &SR

(S [k [ 1@ @1 01 X

Purchase Order: |P0009217 [T Blanket Order: F

Purchase Order Cancel Date

Ordered Date:

Delivery Date:

Vendor: |910043241 |Computer Discaunt Warehouse Government Inc
Origin: [BannER
Extended Discount Tax additional Net
Amount Amount Amount Charges Amount
90,91 - o.oo0 + o.0o + o.oo = 90.91
Check for {Yes) |
Record: 11 | 1 | zosC= 1130

Type the PO number in the Purchase Order field.

Page Down

Click on Options on the toolbar, Access Completion Date
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File Edit Qptions Block [tem Record Query Tools Help

BOEEEAEE YT HBENH HIESIE

(B (2@ @1 01X

Purchase Order: |F0009217 [7 Blanket Order: F

Purchase Order

Record Count

Accounting: 1 Cancel Date:
Commodity: 1 Reason Code:
Make Cancellation Permanent: @

4

Enter cancel date and select Make Cancellations Permanent. {DD-MON-YYYY) |
Recard: 111 | o | | z08C= 1430

Today’s date should default into the Cancel Date field. Change date if necessary (i.e.
backdating).
Click on the button next to Make Cancellation permanent.

Be sure to make a note on your paperwork stating why the
PO was cancelled and include any other pertinent
information.
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FGAJVCD -- To bill another campus department for goods
and/or services.

Go To... FGAJVCD (enter)

B oracle Developer Forms Runtime - Web

File Edit Options Block [tern Record Cuery Tools Help

&l ll>-<-3ﬁiévl; H%I (& @:@Iﬂs[---[@[@[

aneral Menu GL

Go To... [FGAIWCD D Welcome, Helen Moore, Products: B Menu | Site Map | Help Center
1My Banner My Links
ABanner
1Student [*STUDENT] Change Banner Password
LIEOU Forms [*EOUFORMS] Check Banner Messages

IFinance System Menu [*FINANCE]

_IMain Human Resources [*HRS]

_IFinancial Aid [*RESOURCE] Personal Link 2
*

_1General [*GENERAL] personal Link 3

Personal Link 1

Personal Link 4

Personal Link §

Personal Link &

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages
01-FEB-2011 Banner passwords rmust be a minimum of 8 digits long, with at least one letter and one number.

Enterthe object name; Press LIST for listing.
Record: 111 | o | «<0gCs
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Oracle Developer Forms Runtime - Web: Open = FGAIVCD

CEX

File Edit Options Block Item Record Query Tools Help

NE REEE P BEE G EIQF S S RI@ 01X
"mlournal Youcher Entry FGATVED BB (EOURRD) i i i e L S e e LR S b b e ¢ (I
Document Number:  |NEXT Submission Number: I_D [E
Journal Youcher Document Header
Transaction Date: |26-0CT-2011 @: : V\ Document Total: | 1.00)
[ Redistribute Backdate if Distribution Total: |
[« MNSF Checking necessary Document Status: |
[ Defer Edit Create Source: |
[ Document Text Exists
=
Enter Document Hash Total for balancing |
Record: 141 | o | z08C=

Type NEXT in the Document Number: field and then (Page Down). Today’s date will default

into the Transaction Date: field. Change it only if you are backdating the document. (Tab) to
Document Total and enter the total dollar amount of all entries; debits and credits.

Click on Options on the toolbar, then Document Text [FOATEXT].

43|Page



Oracle Developer Forms Runtime - Web: Open = FGAJVCD - FOATEXT
File Edit Options Block Item Record Query Tools Help

BEOE BEEE ¥ BEE & &R F S8l

%General Text Entry FOATEXT 8.4 (EQUPRD) -i-i-i- ) .

Type: ’J\.-'_E Code: WE Default Increment: l—:LD
Text Print Line
[t 20824 vl T (]
|Computer Speakers @ $8.36 v ’—20
| Helen Moare, ext 23582 [ ’—30
| O
| O
[ O
| O
| O
[ O
| O
| O
[ O
| O
| O
[ O
| O
| o -
=
Check to Print or leave unchecked. This field is used for commodity text only | J
Record: 143 | o | | z08C=

Click on the top blank line under Text and enter information about the transaction you are
processing.

Be concise, but enter enough that the department you are billing can understand what the
charges are for.

The last line of text should include your name and phone extension.

Put a checkmark (for each line of text) in the boxes under Print by clicking in each box. If there
is no checkmark in the box, the corresponding line of text will not print.

Make a note of the JV number (Code), in case you need to reference it later.
Click on the Save button, then the X button on the Toolbar to save and exit FOATEXT.

Page Down
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File Edit Qptions Block [tem Record Query Tools Help

BOEIACER % @EKE &SR

(S G2 @1 01X

1.00

Submission: I_U

Document Number: 10045050

Document Total: ‘

A

status: | ~| sequence: [ 1 Journal Type: [mwv1 (7] w/0 Encumbrance
COA Index Fund Orgn Acct Prog Actv Locn Project
[e[7] [aasroz [*] [orezor [¥] [eavess (7] [eezoa (7] fomoe (7] | = | = | =]
Percent: ’— Amount: ‘ g.36 DehitfCredit: I— NSF Override
Description: |Spaakers for DSSML Laptop Bank Code: ’_E Deposit: l—
Encumbrance Number: I—E Item Number: l— Sequence: ’— Action: (Mone) = |[Commit Type: I:I
Document Reference: M Budget Period: ’_ [ Accrual Indicator Currency: I—El

Gift Date: ,7@ Number of Units: ’—

4

Enterthe Budget Period

Record: 111 | | «<05C> 1430

Note: Each regular Journal Voucher must have at least two accounting records, one Debit and
one Credit. The Amount of the Debit(s) must equal the Credit(s).

Tab once to Journal Type and enter 3JV1.
Tab again and G will default into the COA (Chart of Accounts) field.

Continue tabbing to fill in the Index, Acct Code, Actv (if applicable), and Amount you wish to
charge. Tab to Debit/Credit and click on the down arrow. Choose Debit.

Tab to Description and enter a brief description of the charge. This is what will appear on the
budget documents, so be as specific as possible in the small space allowed.

Tab to Document Reference and enter the reference document, such as Purchase Order # or
Invoice #.

Down Arrow to access the next record.
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Oracle Developer Forms Runtime - Web: Open > FGAJVCD
File Edit Qptions Block [tem Record Query Tools Help

BOEEEEE %7 HE@MEH @l &R

Document Number: 10045050 Submission: I_U Document Total: ‘ 1.00

Status: \:I Sequence: 2 Journal Type: |3Iv1 E”J\.-' WO Encumbrance

COA Index Fund Orgn Acct Prog Actv Locn Project

B[ [ecoza (] [ovoren 3 | (7] faavoz  [7] | = =) | = A
Percent: ,7 Amount: ‘ §.36 Debit/Credit: ‘Credit v| TINSF Override

Description: |Spaakers for DSSML Laptop Bank Code: EEI Deposit: l—

Encumbrance Number: I—EI Item Number: l— Sequence: ’— Action: (Mone) *|Commit Type: I:I
Document Reference: m Budget Period: ,7 [ Accrual Indicator Currency: liEl

Gift Date: @I Number of Units:

4

Check to override Available Balance Editing |
Recard: 212 || . | =0BC= 1430

Repeat the process on Page 4 to enter the Index, Acct Code, Actv (if applicable), and Amount
you wish to Credit, choosing Credit at the Debit/Credit field. Continue tabbing to enter the
Description and Document Reference.

This process may be repeated until you have entered all the necessary accounting information.

Note: F4 copies the previous record. It is convenient to use this feature and just change the
pertinent data. Be careful when using F4 that you do change the necessary fields otherwise,
you can end up crediting and debiting the same index/account.

When you are finished, Page Down.
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File Edit COptions Block [tem Record Query Tools Help

BOE ACEE P BEH DI SITRB GBI EIE & @00 1X

g8 Transaction Detail FGAWCD 8.4.B (EOUPRD)

Document Number: 10045050 Submission: 1] Document Total; 1.00
Status: Postable - Sequence: z Journal Type: 31w1 ¥ W W/0 Encumbrance
COA Index Fund Orgn Acct Prog Actv Locn Project
G ¥ ACCO24 - 090140 - - A4002 hd - v - -
Percent: Amount: g.36 Debit/Credit: Credit ¥ [ONSF Override
Description:  Speakers for DSSML Laptop Bank Code: BpL ¥ Deposit:
Encumbrance Number: ¥ Item Number: Sequence: Action: (Mane) Commit Type: -
Document Reference: IT#23024 Budget Period: [OJaccrual Indicator Currency: v
Gift Date: E Number of Units:
g Completion FG 8,48 (EOUPRD) i
*Zomplete: @ In Process:
=

Selectto keep Document Incomplete and "In Process” |
Record: 111 | 1 | | =0sC=- 1430

Click the box next to Complete to complete the JV or In Process to save the document so you can work
on it later. Be sure to make a note of the JV number for your records.

Note: Instructions for correcting various errors are on the following pages.
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Oracle Developer Forms Runtime - Web: Open > FGAJVCD - GUAERRM

File Edit Options Block Item Record Query Tools Help

BOEBEEE %9 HEE @ISR Sl EI&1@0 01X

mTransaction Detail FGAMWCD 8.4B (EOUPRD)

Document Number: 10045050 Submission: 0 Document Total: 1.00

"R Banner Errar and Warning Me

Status: Fostable

Total amount of all transactions {16.72) must equal document total.

|*

COA Index oject
G ¥ ACCO24 -
Percent:

Description:  Spe
Encumbrance Num °n Type:

Document Referen

7 Completion FGAJ

T L= T FTOCESS, &

4

Close window |
Recard: 11 || | =0BC= 1430

If you see this screen when you click on Complete, it means your Document Total on the opening page
is incorrect.

To correct this, Close this screen, Page Up, Tab to Document Total and enter the correct amount.

Page Down twice and click on the box next to Complete.
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Oracle Developer Forms Runtime - Web: Open = FGAJVCD - GUAERRM
File Edit COptions Block [tem Record Query Tools Help

BB ACEE 9 HEH I ETRE I GEHIEI £ &1@ 01X

g8 Transaction Detail FGAWCD 8.4.B (EOUPRD)

Document Number: 10045050 Submission: ] Document Total: 1671

'gm Banner Errar and Warning

Status: FPostable

Chart G is not in balance. =
COA Index Total Debits: §.36 Total Credits: §.35 Difference: 0,01 bject
G ¥ ACCO24 -
Percent:
Description:  Spe
Encumbrance Num % Type:

Document Referen

8 Completion FGAMNC

L= T FTOCESS: &

4

Cloge window. |
Record: 111 | | «<05C> 1430

If you see this screen when you click on Complete, it means your Debits and Credits are not equal
amounts (they are not in balance).

To correct this, Close this screen, identify which record is incorrect and enter the correct amount.

Page Down and click on the box next to Complete.

Notify Budget Authority to approve.
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Approving a Document
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FOAUAPP — User Approval

To approve an invoice that a Banner user has keyed in

Enter your User ID and tab over to Document if you know the document number (10281111 or
J0004234 for example) of the transaction you are approving, page down. Only THAT document
will be displayed.

| £ Oracle Fusion Middleware Forms
File Edit Options Block Item Record Query Tools Help
BvE AABE % BE® & & ‘.
’y8User Approval FOAUAPP 8.7.A (EQUPRD) |
I
User ID: CPOLLARD |Came Follard Document: |10237714 v Next Approver
Document Document Change Cred Document Queue MNext
NSF Type Number Sequence Submission Originating User Mem Amount Type Approver
r o was77ie [ Lo bvawewven N [ 1sme2 poc ¥ -
Approve: - Docqgry: @ Disapprove: Detail: @ Queue: @
[ [ I [ | [ [ [
Approve: [E Docary: [E Disapprove: @ Detail: [E Queue: [_
[ [ I [ | [ [ [
Approve: [E Docary: [E Disapprove: @ Detail: [E Queue: [_
[ [ [ [ [ | (] [ [
Approve: [E Docary: [E Disapprove: @ Detail: [E Queue: [_
[ [ [ [ [ | (1] [ [
Approve: [E Docqry: [E Disapprove: @ Detail: [E Queue: [_
[ [ [ [ [ | (1] [ [
Approve: [E Docqry: [E Disapprove: @ Detail: [E Queue: [_ 2
-
4 3
Record: 11 . =03C+
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If you don’t know the document number, type in your User ID, and page down. This will show
all documents currently in your approval queue.

%) Oracle Fusion Midd

ces: Open >

File Edit Options Block Jtem Record Query Tools Help

BOE RAEAEBR %

‘mUser Approval FOAUAPP 8.7.4 (EQUPRD)

BEoE & & [

‘T 3

User ID:  |CPOLLARD |Carrie Pollard Document: |« Next Approver
Document Document  Change Cred Document Queue Next

NSF Type Number Sequence Submission Originating User Mem Amount Type Approver
Approve: - Docary: @ Disapprove: Detail: @ Queue @

[ v 10287635 0 [crranks N 42,792.00  |poc [r
Approve: Docary: EI Disapprove: @ Detail: @ Queue; @I

[ NV 10287636 0 [cFRanks N 86,73472  DOC [
Approve: Docgry: @I Disapprove: @I Detail: @ Queue: @I

[ NV 10287645 0 [rBLANSCET o 9,408.96 Doc [
Approve: Docgry: @ Disapprove: @ Detail: @ Queue: @

[ v 10287645 0 [rBLANSCET o 1,090.80  [poc [
Approve: Docgry: @ Disapprove: @ Detail: @ Queue: @

[ v 10267648 0 [RBLANSCET N 1,699.00  [poc [r
Approve: Docqry: @ Disapprove: @I Detail: @ Queue: @ 7
4 3

Record: 1/? =0SC=
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To view the document, click Detail.

| £| Oracle Fusion Middleware Forms Services: Open >

File Edit Options Block [tem Record Query Tools Help

BOER BEAEBE 9% HEXK & & K o | k421 @ 101X

"z:slnvoicef(:redit Memo Approval FOQINVA 8.0 (EQUPRD)

Document Number: [10287365 Credit Memo: W Vendor: |Pih|, Theresa M.

Line Item Information

Item Commodity Transaction Date

|W0r|-c meeting-reimb for food 01-SEP-2014 el

11

4] o

Accounting Information

Sequence Number COA Fiscal Year Index Fund Organization Account Program Activity Location

[ 1 e [15 [cEPM13 [312201 208554 28611 [z0800 ]

Project Bank Bank Description Income Type

’7 ’E |Genera| Suspense Checking ’H

Previously Paid To Be Paid Invoiced Approved Discount
| | | | 22.35 | 0.00

Tax Additional Net MNSF
| 0.00 | 0.00 | 22.35 N [ NSF Override ~
-
4 3

Check to override the Mon-Sufficient Funds condition.
Record: 111 =08C=

FOQINVA includes the description of the purchase, the vendor as well as the accounting
information and amount.

Once you have established that the document details are correct, exit out of this screen by
clicking X. This will take you back to FOAUAPP, where you can click the green checkmark
next to Approve. The document is now approved.
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View/Delete Banner
Messages
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How to view and delete a Banner Message

B Oracle Developer Forms Runtime - Web

File Edit Qptions Block Item Record Query Tools Help
= EEEEEIE T YRR R G

[
70 General Menu GU

Go To... [*] welcame, Helen Maoore. Praducts: [~] Menu | Site Map | Help Center
al\-'l\; Banner = My Links

2 30urnal Youcher Entry Form [FGAIVGD]

@dpayroll Report by FOAP [FWRFOAP] Change Banner Password

B purchase Order Yendor Lookup [FWIPOIT] ﬁ Check Banner Messagas ¥

Bl Fixed Asset Master Query [FFIMAST]

[ 1*MENU* Eastern Finance System [*EO0.MAIN] 2
[ organization Budget Summary [FGIBSUM] Personal Link 2
B Purchase Order Creation [FPAPURR] Parsonal Link 3
B purchase Orders hy ¥endor Form [FPIOPOY] -
B mnvoice/Credit Memo Creation [FAAINVE]

B vendor Detail History Form [FAIYNDH] Personal Link 5
Bluser approval Form [FOAUAPP]
&33ournal Youcher Listing Report [FWRIYLR]
& purchase Order Print [FWAPORD]
E3pudget Status Report - PSU Mod [FGRBDSH] My Institution
@G/L Transaction Activity [FGRGLTA]
E30rg Detail Transaction History [FGRODTH] suncarn CHEREE DN CT
B procurement Text Entry Form [FOAPOXT]

Bl personal Menu Maintenance Form [GUAPMMNU]

Personal Link 1

Personal Link 4

Personal Link &

Banner Broadcast Messages
01-FEB-2011 Banner passwords rmust be a minimum of 8 digits long, with at least one letter and one number,

Press ENTER to start selection or expandicollapse menu.
Record: 111 | . | | <0gC=

If a document you have entered is disapproved, Banner will create a message to notify you of the
disapproval. If you have a Banner message you will see a checkmark next to Check Banner Messages.

Click on Check Banner Messages.
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File Edit Cptions

Oracle Developer Forms Runtime - Web: Open = GUAMESG

Block Item Record Query Tools Help

"8 General Message GUAMESG 5.4 (EOUPRD)

BOEIACER % @EKE &SR

[ o [ ek

Recipient: [HMooRE [=]|Helen Moore Sender: |HMCENROE Date:  [De-DEC-2011 [E| Time: [1112
Message: |DOCUMENT 1S DISAPPROWED/ per your reguest, [ZI Source: |FOAUAPP
Reference ID: | F| Item: 10254027
System: ’F_EIFinance System
* C Complete ® Pending C Hold

Recipient: | [T| Sender: ’7 Date: ’7[_ Time: ’—
Message: | [ source:
Reference ID: | F| Item:
System: I_F

T Ccomplete T Pending Z'Hold [ Confidential
Recipient: | [T| Sender: ’7 Date: ’7[_ Time: ’—
Message: | [ source:
Reference ID: | F| Item:
System: I_F

T Ccomplete T Pending Z'Hold [ Confidential
Recipient: | [T| Sender: ’7 Date: ’7[_ Time: ’—
Message: | [ source:
Reference ID: | F| Item: ’7
System: I_[T

T complete T Pending ' Hold [ Confidential

Confidentiality Indicator;
Record: 111 [ 1 | =o50=

|

)

Read the message and make notes of any important information (Item number, gist of the message, etc.)
Once you have everything you need delete the message by clicking on Complete then Save on the tool
bar. The message is now deleted and you can exit the screen by clicking on the X on the toolbar.

The check box beside Check Banner Messages should be gone.
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View Document
Status
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FOIDOCH -- Document History

To view status of Purchase Order, Invoice or Check or to review
a document after it has been paid and/or has gone through the
final completion process.

B Oracle Developer Forms Runtime - Web: Open > FOIDOCH

File Edit Options Block Item Record Query Tools Help
HeEE vF BHEK I SIRE I HmHmIE @& @00 1X
"= Document Histary FOIDOCH 8.5 Choose PO, INV, or CHK * =
Document Type: PO Elpurchase Order Document Code: | EI
Invoice Status Check Status Purchase Order Status V\
,7 r N ,7 r y ,7 r “ Type Document, PO
,7 ||: g ,7 ||: ,7 ||: or Check Number
0OV [ r [
[ [ [
(1 U= (1 U= 1 [UF
Asset Tag Status Asset Adjustment Status
[ 1 [=
r [ r L
[ 1 0O [ 1 0O
1 0OF 1 0~
([ ([
(1 [UF (1 %
Enter document code |
Record: 111 | | <0gC= J

Type Document Type in the Document Type box. i.e. PO for Purchase Order, INV for Invoice or CHK
for Check.
Tab to Document Code:
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Oracle Developer Forms Runtime - Web: Open = FOIDOCH

File Edit COptions Block [tem Record Query Tools Help
BOE BAEBE BER A G RR S & S 2@ 01X
%Eﬁl[ﬂ::l_lment S = = T =
Document Type: lFFDurchase COrder Document Code: ’WF
Invoice Status Check Status Purchase Order Status
) [O- ) [ = poovsass | e =
([ ([ ([
L O [ [ 1 0
1 0O [ I
r [ r L r L
) Ok 1 0= ) 0=
Asset Tag Status Asset Adjustment Status
[ [
[ [
[ O [
Oy [
[ [
(1 U= (1 U=
Record: 11 | 1 | zosC= | J

Type the PO number, Invoice number or Check number in the Document Code box.

Page Down to view document status — C = completed, A = approved, O = open, P = paid. For definition
of other Status Indicators, click on Options on the tool bar and select View Status Indicators.

Once PO is marked A, you can exit out of this screen by clicking on the X on the tool bar and going to
FWAPORD to print it out.

If there is an O in the status box, it means someone has disapproved the document. If a document is
disapproved, you will receive a Banner Message (under My Links) and will need to follow the
instructions in the message to recomplete the document. It will need to go back through the approval
process before you can print it out.
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View Vendor History
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FAIVNDH -- Vendor History

dor Detail History FAIVWDH 8.8

® _—

Record: 1/1 | o | | <0gC=

Yalid selection eriteria are: (411, {Chredit Memos, (Oipen, or (Fiaid | J

If you don’t know the vendor code, click on the down arrow by vendor and click on Entity
Name/ID search.
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Oracle Developer Forms Runtime - Web: Open, > FAAINVE - FTIIDEN

File Edit Qptions Block [tem Record Query Tools Help

BB RAEAEE BT BEE IS [XE DG S @@

i Yendors [J Grant Personnel [JFinancial Managers [ Agencies

[ Terminated Yendors [ Proposal Personnel [JTerminated Financial Managers Can

Middle Entity Change
1D Last Name First Name Name Ind Ind

=
-
=
7]
h-]

Type

4

|Easte rn Office %

SERRRRNRRRRRNENR
N N (o
N N (o
N N e ([
N N (o
N N ([
N N (o
N N ([
RRRRRNNANANANIND E

1]

¥ - ¥endors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel

4

Enter a query; press F7 to execute, F12 to cancel. |
Recard: 111 | | Entercu.. | | | z08C=

Click on ? on the toolbar to Enter Query

Type name of the vendor in the last name field. Fields are case sensitive, use % as wild card at
the end of the vendor name.
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B oracle Developer Forms Runtime - Web: Open > FAAINVE - FTIIDEN

File Edit Qptions Block [tem Record Query Tools Help
BYE BCEER 49 BEE QIS RE TH ¢ &£ @ .
i Yendors [J Grant Personnel [JFinancial Managers [ Agencies
[ Terminated Yendors [ Proposal Personnel [JTerminated Financial Managers Can
Middle Entity Change
D Last Name First Name Name Ind Ind v F A G P Type =
G10011751) |Eastem Office Solutions | ,7 F W "7 W W W W ’7
\ | | I N B A O D L L
\ | | I L N R N N L L
\ [ [ I I 1N I N N N O
\ | | I e R N L I L N
[ [ | [ 0O 0O 00 000C g
\ | | R I (B D R
\ | | (1 0O 0O 0000 CCdE
\ | | I e e B D D A B
\ | | (. C 0 000600
[ [ | I I L N N D N B
\ | | I D O N e D D B
\ | | (1 0 0 0O b0oQ0o b
\ | | I L N R N N L L
\ | | I I L B D D N B
\ | | (. C 0O 0006002
\ | | o0 o oo obor 1=
v - ¥endors F - Financial Managers A& - Agencies G - Grant Personnel P - Proposal Personnel =
ID. Press Edit to change Crdering of Recaords. | J
Recard: 111 | o | | z08C=

Click on button to the right of the ? on the toolbar to Execute the Query
Once the vendor ID is highlighted hit select on the tool bar.

If you cannot locate the correct vendor, try other variations of the name, (i.e. BiMart instead of Bl
MART). If you still cannot locate the vendor, contact Accounts Payable Office for assistance.

Page down

This will show all invoices that have been keyed to this vendor. You can view what has been
used as invoice number, what account codes have been used, specific check numbers for
invoices, and details of invoices.
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