Login to the MyWord Portal

Under the Launch Pad select the
Banner 9 Admin Pages (INB) link.

Automated
Purchase Approval
Process

Sam Wages Laura Gonzales x1236
wages@ lathomas@

Carmen Rivera x5837 Marisa Vasquez x3999

rivera@ mfvasque@



= Q  University of the Incarnate Word

.‘ ‘
( 'C To approve pending requisitions
4 the appropriate approver must log 2
into PROD and type FOAUAPP n "
FOAUAPP < the Go To field then press enter.
User Approval
(FOAUAPP)

This screen appears first when you have requisitions
awaiting your review. Click the X to proceed.

X Approvas Notcaton FOIAINP 3 (PROD) Bio Fremee Eeemen  moos
™ APPROVALS NOTIFICATION (HE - [ e ?!ﬁuerE
Number of Documents Document Type Message
m Purchasz Order Awafing your revigw
Record 1 of 1




Q I'b University of the Incamate Word

User Approval FOAUAPP9.32 (PROD)

S R IWILLIAMS,

Next Approver:

———————— Click on “GO”and then a list of
Argela Mezzar Doment | requisitions will appear. —_— “

(et Started: Completz the fislds above and cick Go. To search by name, press TAB from an 10 field, enter your search eriteria, and then press ENTER.

To review any added
User Apprval FOAUAPP 9,32 (STTH) documents, click on the R Bemee Srwm  $oos

Detail button. (see next

UserlD: ISOLCHER. s Solcher Docament — NextApprower § ~ glidle)

™ USER APROVAL / Dnset @eee Py Vi
\: Approwe H Disapprove H Detal || (Queues \
HSF Document Type Document Humber Change Sequence Submission Qriginating User Document Amount Queue Type Next Approver
REQ RO0M30 \ACF 14 35643 00C Y
REQ ROD4402 WILLIAMS 400:00C ¥
REQ RO04406 WILLIAMS 1.00:00C ¥
REQ ROD44408 WILLIAMS 203.00:00C ¥
REQ ROD4403 WILLIAMS 21015:00C ¥
REQ RODA41 WILLIAMS (.59:00C ¥
REQ RO0M413 WILLIAMS 200:00C ¥
REQ RODM416 WILLIAMS 250:00C ¥
REQ RO0M430 WILLIAMS §.00:00C ¥
REQ RO0M433 WILLIAMS 200:00C ¥
(4 Qom0 | 0] Paree Rec 11
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BRRE "INl Exit to return to Ruao Boemee Srewm  gmoos
— approval screen.

ke T Cony Y filer

™ REQUISITION APPROVAL

Request  ROMAQD  Angels Mazzara Humaer o tems {

Orset Eoeee Ty | ¥ Fie

™ LINETEW INFORMATION

Place your cursor in the Request
box and click Related button and
Document Query (FPIREQN)

fiem

Commodity  Document Accig Distnbuton ce Supply

fof1 I ParPage Recard 1 of 1
¢ )
Seousnce Number Locafion
COA Extended Amount 400
FiocalYear 16 DiscountAmaunt 10
Index TatAmourt 00
Fund 10010 Addifonal mounl 00
Onganizaion 6306 Titdl 40
Aecount 6384 Projedt
Program 6230 NN
iy (] e
fof1 {1 PorPage Record f of1




Ao B retReve [EPGERNEN 3 TOOLS
Q
Document Query [FPIREQN] —

View Commodities [FOICOMM]

Click on FPIREQN

Requition Ly FPRECQH 4.0 STH A0 FEREE

Requiion: | GkELY _\ Click “GO” to get into requisition.

(et Stared: Compete te filds above and clck Go. T search by name pess TAR Tom an 0 ild enter your seach ctens, and hen press ENTER

Requisition Query FPIREQN 9.0 (SITH)

Bao Bremer Sreme  fEoos

Pemsor: RIAAL While your requisition # is highlighted, /
" REQUISTION INGURY: DOCUMENT INFORMATION __—— click on the Retrieve button to view back -~ Wrset @oeke iy VFier
Requisiion - ROD44402 / up documentation if further clarification msnm
OrderDate  01/34/2018 Delivery Date is needed. Total 400
Transaction Date  01/34/2018 Comments Accounting Total 400

T REQUISITION INQUIRY: DOCUMENT INFORMATION G nset E0elete Tacopy ¥ Fiter

Cancel Reason

v Complete Document Tpe P PROCUREMENT
Approved | NF Checking
Print Date Deferred Editing
Cancel Date Requisition Copied
From
Closed Date Origin -~ BANNER

ActivityDate  01/34/2018 Reference Number

UseriD  WILLIAMS




opentext’| ApplicationXtender - SITH

B-F-DOCS » New Search » QueryResults ) R0044430

Document

Page
| 1

Page

1

Document

oom
4

x

<«

1

Page 1

Page 2

LAY

Scanner

Page

|/15 »

Document 1of 1

Q, Text Search B4 EMAIL

Annotation Format Actions

+BEOBRY R/-O0-TL2 & &- 2 =%

Heights Office Products

Detalled Order Report
UNIVERSITY OF INCARNATE WORD

Onder#: otz

Bill To

Orler Status: A=aliméaacedd Order Date: <3428 45200
B2

ShipTo- 5306

UNYEREITY OF HGARNATE WORD
CORMEN
A RRDATWAY

BANMTOND % Tams

o RICEGEET P GINS8EEI

LHIVEREITY O INGARNATEWORD
308 - BANNER DM, S¥ETEU

A3 BROATAY

a0 ANONT «  rEm

hve: ZIENGEG R 1

Sho,  Ttem Description __Cost Center/Comment Oty _Price UOH Exd

400 B WOUSTIERISAILT 4 osm sz
F

ETaET TRE

Autharization A

s
LR

% EXPORT 5 PRINT

You can view all page/pages in
BDMS. At the top you can see
how many pages are attached,
click on arrows to go through
pages. The thumb nail will display
to the pages on the side as well

DOCUMENT ID*
BANNER DOC TYPE
DOCUMENT TYPE *
TRANSACTION DATE *
VENDOR ID
VENDOR NAME
FIRST NAME

PIDM

ROUTING STATUS
ACTIVITY DATE
VPDI_CODE
DISPOSITION DATE
DOCUMENT NAME

CREATE NAME

<

& winaws - 0- -ﬂ

R0044430
REQUISITION
REQUISITION
30-Apr-2018
60462

HEIGHTS OFFICE SUPPLY

60462

2018-04-30 10:24:35



isin Qe FPRECNSD T

Requiston: RO0ALA(Y

When finished viewing, click on X
to get out. May have to click on
the X more than once to return to
approving/deny screen.

Bao Bremee Swum fmos

Start Qver

" REQUISION INQURY: DOCUMENT INFORATION

Dot Moese facoy Ve

Requiston  ROUAA4(E
OderDate 01472018

Transaction Date (4342016

In Suspense

Dol Dt 2012015

Comments

Documen Tet
Commody Total 400

Aocaunting Ttal 400

" REQUISION INQURY: DOCUMENT INFORATION

Orset Boeee facoy Ve

¥ Complete
Approved
Print Date

Cancel Date

Closed Date
Ay Date - 00302018

UserlD  WILLIAMS

Cancel Reastn
Documentpe P PROCUREMENT
¥ N5F Checting

Daferred Edifng

Requisiion Capied

From

Oign - BANKER

Refarence Numoer




™ USER APPROVAL

Dinset DDeite TacCopy ¥ Fiter

| Approve H Disapprove H Detai H (Queves

Document Number
RO044370

NSF ent Type
REQ

Change Sequence

Click on icon to Approve
requisition or click Disapprove to
return to initiator for revision.

REQ ROD44411
REQ RO044413
REQ RO044416
REQ RO044430
REQ RO044431

A [a2p N | [107] Perpage

Submission Originating User
JACK
WILLIAMS
WILLIAMS
WILLIAMS
WILLIAMS
WILLIAMS
WILLIAMS
WILLIAMS

WILLIAMS

Document Amount Queue Type
143543 DOC
400 DOC
1.00 DOC
20300 DOC
21015 DOC
0.59 DOC
200 DOC
250 DOC

§.00 DOC

IR

7500 DOC

Next Approver

— Rl Bl Bl Bl el Bl Bl ]

Record 10 of 13

Document Approval FOAUAPP 9.3.2 (SITH)

Type
Number
Submission

Change Sequence

REQ
R0044423

If disapproving, notes can be
made in this box, to initiator
for their review.

DOCUMENT IS APPROVED

(o ] oo ]

Click OK to confirm approval.




Document Approval FOAUAPP 9.3.2 (SITH)

Type REQ

Number RO0044423
JUO B remieve  SarElaten  $F ToOLS 2
Submission

Change Sequence

@ Document has your approval.

DOCUMENT IS APPROVED i

== & Saved successfully (1 rows saved)

a____ B

Coc e

You will receive two
messages in the

o Type REQ
Upper rlght Corner Number R0044422
When you r Submission

Change Sequence

approval/disapproval
is complete.

[DOCUMENT IS DISAPPROVED

Co ] e

BRrao B REREVE SLrelatep  ¥f tooLs 2

@ Document has been disapproved by you.

— Q Saved successfully (1 rows saved) J



Screen will return to pending
requisitions . Click on the X button
X P AT to return to General Menu.

User ID: ISOLCHER Iris Solcher Document:

¥ USER APPROVAL

Next Approver: +

[ Approve ][ Disapprove ][ Detail ][ Queues

NSF

M« (T)of2p M

Document Type

REQ
REQ
REQ
REQ
REQ
REQ
REQ
REQ
REQ
REQ

|

10 v

Per Page

Document Number Change Sequence Submission
R0044370
R0044402
R0044406
R0044408
R0044409
R0044411
R0044413
R0044416
R0044430
R0044435
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FOAAINP to see who needs to approve a requisition before
Purchasing can assign a P.O. number.

Q % University of the Incamate Word

X Document Approval FOAAINP 9.3 3 (SITH)

Document: * | SULEEEYS

Change Sequence: \

Get Started: Complete the fields above and click Go. To search

name, press TAB from an ID field, enter your search criteria, and then press ENTER

Type in the Document number

and click “GO”

Q Ms. Iris Dalinda Solcher @ Sign Out ?

Type: |REQ =

Submission: ‘ ‘

o0 Bremeve  Jireaten B Tools

" QUEUE AND LEVEL LIST Giset @0eele facopy T Fiter
Queve ID Quewe Description Cueve Level Approval Level
G308 BANNER ADMINISTRATIVE SYSTEMS 100 +
Record 1 of 1
+ |ndicates what wil be approved
™ APPROVER LIST ] Qo fa T
Queve Level User
6306 100 Iris Solcher
6306 100 requis_approv
Record 10f2
In suspense m
Detail ' Disapprove '

11



FOIAPPH will show you who has
approved a requisition. Click on
Related and select FOIAPPH.
Type in the Requisition number
and the type (REQ) and press

ADD B RETRIEVE £ TooLs A.LT Page .Dovyn. You can us.e the
Filter option in the upper right
Q, lsearch corner to search for

requisitions.

Approval History [FOIAPPH]

X Document Approval History FOIAPPH 9.0 (SITH)

ADD R RETRICvC & RELATE

~ DOCUMENT APPROVAL HISTORY Dinsert B Delete '8 , Fiter
Document Code Type Change Sequence Submission Number
RO044370 REQ

Record 1 of 1
” DETAILS Binset Q0eete Facopy | Vit
Queue ID Level Approver's Name Approved Date
DENY 0 Iris Solcher 011172018

Record 1 of 1
™ USER INFORMATION Winset [Delete TmcCopy | ¥ File

Onginating User  JACK Name Jack Rogers

12



X Document by User FOADOCU 9.0 (SITH)

Original User ID:  {WILLIAMS|
18

Document: | |

Activity Date From: _

Fiscal Year:

Screen FOADOCU is where you can see all purchase requisitions
entered by a user. Click on “GO” to see a list of requisitions. A
requisition can be denied (to return to requestor’s queue) from
here as well if icon is red in color.

E o0 B RETRIEVE

coa: |1

Document Type: | \

Status:

ActvityDateTo: [ [B)

“

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER

Click the X to return to the
Application Navigation page.

/

X Document by User FOADOCU 9.0 (SITH)
Original User ID: [WiLLLAMS COA: [1 Fiscal Year: |18
Activity Date From: [m] Activity Date To: [ 0

~ DOCUMENT BY USER

Status Document Type Document Code Change Sequence
W REQ R0039794
A REQ RO041447
A REQ RO041619
| REQ ROD42322
A REQ RO042336
A REQ RO042491
A REQ RO043141
1 REQ R0044236
c REQ RO044402
Cc REQ RO044406
| REQ RO044407
C REQ RO044408
[ REQ RO044409
c REQ ROD44410
Cc REQ RO044411
] REQ ROD44412
C REQ RO044413
[ REQ RO044414
Cc REQ RO044415
C REQ RO044416
H 4 [1)of2 W 20 7| PerPage

[] Document Type: | pocument: | staws: |
Submission Description Activity Date Document Amount
Corporate Travel Planners 07052017
Sodexo, Inc. & Affilates a7
Heights Office Supply 08082017
Lone Star Bloom 10042017
Corporate Travel Planners 1000412017
Corporate Travel Planners 10122017
Heights Office Supply 1042017
Heights Office Supply 01/05/2018
Heights Office Supply 0113172018
Heights Offica Supply 030572018
Heights Office Supply 031272018
Heights Office Supply 031412018
Heights Office Supply 031412018
Angela Mazzara 0311412018
Heights Offica Supply 03142018
Heights Office Supply 0372772018
Angela Mazzara 032772018
Corporate Travel Planners 0372772018
Heights Office Supply 032712018
Heights Office Supply 03272018

£ To0Ls

mset @ oeke TWCopy . Famer
Deny Document

109188 [cél

2525 (8|
22226 [cf|
8495 [l
559.96 [c|
55996 o
170.15 [
100 [c#
400 [cf)
100 (e
17.00 [c8|
203,00 [c]
270.15 el
350.00 [c8|
059 |cf|
200 [c|
200 ed)
250.00 el
5.00 [c|
250 [c|
Record 10f 29
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X' Reison Query FPIREQN 9. (STH) Run Bremee Zrum  fmous

Requisidon: |RO03%345

Il You can also check the status of a
requisition from the requisition itself in the
viewing screen. FPIREQN is the screen,
type in the Requisition #, click “GO”

(at Started. Complate the felds above and cick Go. To search by name, press TAB from an D e

X Requistion Query FPREQN 9.0 (STH) Ruo Brmee Zoewm oo |
Requison: RUIACE45 |
™ REQUISITION INGUIRY: DOCUMENT INFORMATION Giset B0kt "o ?,Fillerl
Requistion ~ JUIREREE In Suspense Document Ted ‘
Order Date 06212017 DelieryDate 06242017 Cammody Tota 230000 |
Transaction Date 09212017 Comments Accounting Total 230000
™ REQUISITION INQUIRY: DOCUMENT INFORMATION Gset @0eet Tloy Ve

Cancel Reason

:i:::::e < Notice under the dates are COMPLETE
and APPROVED. The box under them
P e will indicate wither it’s been !
Cancel Dae completed by the end user and then |
approved by the department
Closed e 06272017 approver.
Actvity Date 08222017 Reference Number

UserD  BLLANI

14



How To Delete a requisition you entered by mistake or to pull back a requisition to make
corrections to for any reason. Must be done before approved by budgetary authority:

*Go to screen, FOADOCU, click next block. Once your requisitions come up, click on the number and on the right
side is the Deny Document icon, it should be red. Click that and it returns it to the incomplete status. Then you can
go back into the req. to make any changes you need to or to delete it under FPAREQN, type in the number

(RO004222 ex.) and click Next Block.

*To delete a requisition, do so while you’re in the requisition. From the first screen, (Requestor/Delivery
Information) click Record and Remove (twice) to delete requisition completely. It will tell you at the bottom when
you have done this successfully.

How To Look at a Purchase Order or Requisition to see details of it:
*Go to FPIREQN (requisitions) or FPIPURR (purchase orders) (if you have the access) and type in number
(RO017658/P0167596), click “next block” and it shows you the details of the order.

*You can also add your backup if you failed to do so before completing your requisition. Process is the same as if
you were attaching from FPAREQN



Purchase/Blanket/Change Order Query FPIPURR 3.0 (STH Rao Beemee Som  fmous

Purchase Order. P16 0 \ Blanket Orter :[\ “
Change Sequence:

Number Enter the PO# and Click on “GO”

(et Startad: Complete the fields above and click Go. To search by name, press TAB from an I field, enter your search critera, and then press ENTER.

X Purchase/Blanket/Change Order Query FPIPURR 9.0 (SITH) ADD B OREREVF  JLRELATED g TOOLS

Start Over

Wnsert @Dekete Twcopy ¥ Fiter

Purchase Order: P0168432 BlanketOrder.  Change Sequence Number:

™ PURCHASE/BLANKET ORDER INQUIRY: DOCUMENT INFORMATION

Purchase Order NliiamDots 0200712
BlanelOrer Click on the Related button to
select FOAPOXT (Document Text) a0 B remeve R
OrderDate  07/29/2014 Com T
TransactionDate ~ 07/292014 Accounting Total 17490.22 ‘

™ PURCHASE/BLANKET ORDER INQUIRY: DOCUMENT INFORMATION

| Complete Requisition |
Document Text |
v Approved Buyer Code W Document Text [FOAPOXT] |
PrintDate  07/30/2014 Sam Wages
Cancel Date Blanket Order
Termination Date
ClosedDate  08/28/2014 Rush Order
Activity Date ~ 07/29/2014 NSF Checking

UserlD  RIVERA

Tipe . Regulr When using account 7640 in the 3rd set of your
budget. Please put your item under the Description
section of your requisition. Any other items would
B ——— go under “Related”, “ltem Text” instead of

additional line items under Description section.

Cancel Reason

16



Pre-Paid expenses are
items/services being purchased out
of the next fiscal years budget but
received or paid while in the current
fiscal year. Ex: Airfare being taken in
the next FY but booked in current FY
are considered pre-paid.

* Enter in the budget as you would a regular
requisition but using account 1751 for pre-
paid. Account number must be 1751.

* Under Related select FOAPOXT, put the

= ST Ao gemee Ewm #mos
Requiston: RDD44467 m
" REQUITIONETRY REQUESTORCELIVERY Gret B fooy Vi
Requisfion  ROM44467 Comments :hSJspense
: Document Ted
TransacionDate (6062018
DelierDate 05082016 EE-:mer:Le‘;a\:mﬁrJ
RequestorDefery information  Vendor Information  [ROECL VTSIV BalancingComplefion
" coumouY HEN- I T
tem Commediy Tescripban uu TarGrowp Gty nitrice Commodity Text fem et Add Commatity
1 i EA w 130000 1 0 1
Record 1 cff
Estended Amourk 260000 Tat : Distioute
Discourt 0 Commodiy Total
Aiind 0 Documert Toll
" ACCOUNTNG Brset Qoeee Ryopy Tre
Sequence COA Year Index Fund O
1 101 123
Record 11
% i)
Etented Ao i
Dscond i
Adftond i
Tar
FOAPAL Toid
Docament Totd
Remaining
Commodity Amout

* June 1% is used on requisitions as we draw
nearer to the end of the month in April. If you do
not require expenses to be paid from the current
fiscal year than you would date your requisition
6/1t under Order Date, Transaction Date and
Delivery Date, so that those expenses get paid
out of next fiscal year.

budget to charge so Journal Entry's can be
made by accounting.

ADD B RETREVE [ESAGIERNNE

Vipw Budget Availability [FGIBAVL]

Review Accounting Information [FOICACT]

Document Text [FOAPOXT]

17



X Procursment Text Entry FOAPCXT 9.3.5 (SITH) Click on “GO” to open the Buo Beemee  Seeam  fEmoos

TextType:  REQ requisition
Change Sequence: Ttem Number:
Vendor: 60462 Heights Office Supply Commodity:
Description

Modify Clause: [:I:| Copy Commodity: D

Text

Default Increment:

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Brmer &

- TextType: REQ Codec ROMAET  Change Sequence: temMumber.  Vendor: 6IME2 Heghis Offce Supcly CommodityDescripon:  Modify Clawse:  Copy Commodity Text  Default increment: 11
" PROCURENENT TEXT BNTRY Breet Bree Moy e
nzert B Delete
Text Clause Number Print * Line

Insert (FG)

El =]1|[=]

June T -25 to atend confarence
/ FY 18010 100106306 T202-6250
Record 30f3

In the Document Text type the
description and then skip a line
by entering : and then list the FY
and GL account number for the
Journal Entry. Use the insert
button or F6 to add additional
lines. Click Save in the lower right
corner to save your work.

18
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