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Login to the MyWord Portal

Under the Launch Pad select the 
Banner 9 Admin Pages (INB) link.
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To approve pending requisitions 
the appropriate approver must log 
into PROD and type FOAUAPP n 
the Go To field then press enter.

This screen appears first when you have requisitions 
awaiting your review.  Click the X to proceed.
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Click on “GO”and then a list of 
requisitions will appear.

To review any added 
documents, click on the 
Detail button. (see next 
slide)
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Place your cursor in the Request 
box and click Related button and 
Document Query (FPIREQN)

Exit to return to 
approval screen.
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Click “GO” to get into requisition.

Click on FPIREQN

While your requisition # is highlighted, 
click on the Retrieve button to view back 
up documentation if further clarification 
is needed.
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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
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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.
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Click on icon to Approve
requisition or click Disapprove to 
return to initiator for revision.

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

Click OK to confirm approval.
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You will receive two  
messages in the 
upper right corner 
when your 
approval/disapproval 
is complete.
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Screen will return to pending 
requisitions . Click on the X button 
to return to General Menu.



Type in the Document number 
and click “GO”

FOAAINP to see who needs to approve a requisition before 
Purchasing can assign a P.O. number.
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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 
ALT Page Down. You can use the 
Filter option in the upper right 
corner to search for 
requisitions.
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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.
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Click the X to return to the 
Application Navigation page.
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Notice under the dates are COMPLETE 
and APPROVED.  The box under them 
will indicate wither it’s been 
completed by the end user and then 
approved by the department 
approver.

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”
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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 

(R0004222 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 
(R0017658/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
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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
go under “Related”, “Item Text” instead of
additional line items under Description section.

Enter the PO# and Click on “GO”

Click on the Related button to 
select FOAPOXT (Document Text)
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* 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 
budget to charge so Journal Entry's can be 
made by accounting.

* June 1st 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 
6/1st under Order Date, Transaction Date and 
Delivery Date, so that those expenses get paid 
out of next fiscal year.

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.
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Click on “GO” to open the 
requisition

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.


