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BANNER FINANCE 
QUICK REFERENCE
This Banner Quick Reference material was developed and produced by Maggie Davis in Political Science.  If you find this "Quick Reference" helpful, please send Maggie an e-mail letting her know.  She spent a great deal of time and effort producing this material for use by everyone in the College.

INTRODUCTION

The scheduled go-live date for Banner was July 1, 2006.  This booklet contains step-by-step helpful instructions for the new process of Banner Finance. It should get you started on how to complete some of the online forms used in Banner.   
This Quick Reference can assist both new and veteran employees.  Concise and easy to understand instructions have been written on how to obtain help if needed and processing online forms.  New information will be added as needed. 
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Open Sessions
Email finance@uncg.edu to check to see when sessions will be held
Customizing Personal Menu Forms Within Banner

You can customize the most frequently used forms under My Banner by using the Personal Menu Form (GUAPMNU).  This form will allow you to set up a “Personal Menu” within Banner with the forms that you use most often.  You can then click on the

 forms within your Personal Menu.

1. 
Click the Banner Icon (Internet Native Banner) on your desktop and log onto banner by using your username and password.  Press Enter.  You will then see the Banner Web page. 

2.
Enter GUAPMNU in the Direct Access Box and press Enter.

To add a form to the Personal Menu, proceed with the following

1.
In the right hand side of the screen Click in the Name column and Enter the Banner form name of the form and Press Enter.

2.
The description of the form should appear.  You can edit the description if you desire.  Click Save.
Inserting a form in an existing Personal Menu

1.
Click on the description of the form directly above where you wish the new form to be inserted.  

2.
Under the pull-down menu  Do a Record/Insert.

3.
In the name column Enter the Banner form name, and Press Enter.
4.
The description of the form should appear.

Removing a form from the Personal Menu

1.
Click on the form description to be removed.

2.
Under the pull down menu Do a Record/Remove.

3.
Click Save.
Note:  The additions, inserts, and removal of forms will not show up under “My Banner” until you log out and log back into Banner.  Once you log back into Banner, the personal menus should show up under My Banner.

QUICK MENUS FOR BANNER
PURCHASING FORMS

FPAREQN
identifies the requestor, vendor, commodity, and accounting information. (HOW TO CREATE A REQUISITION) (CREATING A REQUISITION USING COPY)

FPIREQN
query and review the requisition information (QUERYING REQISITIONS)

FPARCVD
receive goods based on the quantity identified on a regular PO (PARTIAL RECEIVING OF ITEMS)

FPIRCVD
query and review receiving document information 

FTIIDEN
provides name and vendor number (NEW VENDOR/VENDOR INQUIRY).  Remember to use %Vendor%
FOIDOCH
displays the processing history and status of a requisition, PO, receiving and payment documents (QUERYING DOCUMENTS—ACCESSING DOCUMENT HISTORY)

FPIRQST
view requisitions entered

FGIBDST
shows actual expenditures and revenues in the system (ORGANIZATION BUDGET STATUS)

FGIBAVL
shows available budget to expenditures (BUDGET AVAILABILITY STATUS)

FTIFATA
signature authority and other fund attributes (SIGNATURE AUTHORITY AND OTHER FUND ATTRIBUTES)

FPIPURR
shows you how to query PO’s (QUERYING PURCHASE ORDERS)

BANNER QUERY FORMS

FOIDOCH
this form shows you the status of your documents, ties document numbers together, and allows you to view details on the documents that are displayed (DOCUMENT HISTORY FORM)

FPIORQF
searches for open REQ’s by FOAP (OPEN REQUISITION BY FOAPAL)

FAIINVE
this form allows you to query invoices (INVOICE/CREDIT MEMO QUERY FORM)

QUICK MENUS FOR BANNER (con’t)

BANNER QUERY FORMS

FAIVNDH
look up detailed information on invoices for a specific vendor. (VENDOR DETAIL HISTORY FORM)

FAIVINV
form used to find document number if you have a vendor invoice number or know a day or month when invoice was created (VENDOR INVOICE QUERY FORM)

FAICHKH
allows you to view information such as date, amount, and invoice number for a particular check (CHECK PAYMENT HISTORY FORM)

FAIOINF
provides an online display of open invoices (OPEN INVOICES BY FOAPAL)

FTIIDEN
form used to search database for specific persons, entities, and ID numbers (ENTITY NAME/ID SEARCH).  Remember to use %Vendor%
FIXED ASSETS QUERY FORMS

FFIMAST
look up detailed information for a specific asset

FFIFALV
list of all available assets from which you can select an asset to query


FFIPROC
provides access to purchase order, invoice, and receiving data 

BANNER CROSSWALKS 

Don’t forget to use your wild cards!!!!!!
Organization Code and Fund Codes for your Department

1.
Go to Internet Explorer and enter-- 


http://bannerfinance.uncg.edu
2.
Click on Business Intelligence Dashboard Public Views.
3.
Click on General Public View.
4.  
Choose the crosswalk selection. 

Note:  If you would like a printout of all your BANNER FUNDS BY ORG CODES, proceed with the following directions:

1.
Click on Banner Fund by Org Code.
2.
Enter your Org Code for your department.  If you do not know your Org Code, use the FRS to Banner Crosswalk.  Choose FRS Department under the Element drop down menu and then enter your FRS department number (Three digit number) in the FRS Code.  Click the >button and you will see your query with your Org Code #.  Make sure you write down your Banner Org Code.           

3.
The best way to quickly print the output of a query is to run the query as HTML. 

You have several display outputs to choose from: HTML, PDF, EXCEL 2000 or EXCEL.  Play around with all of them.  At the bottom of the window, you also have several options.


a.
The > button runs the query and returns the output.
b.
The x button refreshes the form so that a new query or request can be entered.
c.
The x button clears the data on the right side of the form.
d.
The ( Run in a new window button runs the output data in a new window.
4.
Click the > button to run the query and a list of  ORG CODES for your department will return will all of the Fund Codes.  To run this query in Excel--

5.
Click the drop down menu and select EXCEL. Check the RUN IN A NEW WINDOW button, then click on the > button to run the query in a new window.  The file will save as an Excel file and you can manually format the file for printing.   An Example of how your file should look after formatting is attached.

EXAMPLE OF ORG CODES AFTER YOU FORMAT IN MICROSOFT EXCEL

	The University of North Carolina at Greensboro

BANNER Funds by ORG Code

00000 Plantation Department
                                        Fund Title/                                       Organization       Program Code
Fund Code                      Description                                           Code                 (Purpose)            Effective Date      Next Change Date

	116667
	New Works Department
	51156
	101
	1990/07/01
	2099/12/31

	234564
	ADT-Newman
	51156
	152
	1990/07/01
	2099/12/31

	167890
	ICC-Barr
	51156
	152
	1990/07/01
	2099/12/31

	678943
	ICC-Professor Day
	51156
	152
	1990/07/01
	2099/12/31

	245695
	Network Chemical-Overhead
	51156
	152
	1990/07/01
	2099/12/31

	678905
	Programs in Law Policy
	51156
	142
	1990/07/01
	2099/12/31

	000000
	Education—Salary Allocation
	51156
	152
	1990/07/01
	2099/12/31

	890764
	Student Allowance    
	51156
	152
	1990/07/01
	2099/12/31

	356789
	Salary Review    
	51156
	101
	1990/07/01
	2099/12/31

	897002
	Davis—Award Banquet
	51156
	110
	1990/07/01
	2099/12/31

	654328
	Williams-Community Dev
	51156
	152
	1990/07/01
	2099/12/31

	567890
	McIntyre– Interns
	51156
	142
	1990/07/01
	2099/12/31

	987654
	Mann-License
	51156
	110
	1990/07/01
	2099/12/31

	213456
	American Affairs Account
	51156
	152
	1990/07/01
	2099/12/31

	209876
	Maintenance Account
	51156
	152
	1990/07/01
	2099/12/31

	208559
	Student Account
	51165
	152
	1990/07/01
	2099/12/31

	789065
	Center for Creative Studies
	51156
	110
	1990/07/01
	2099/12/31

	356789
	Honorary Society
	51156
	990
	1990/07/01
	2099/12/31


CREATING A REQUISITION (PURCHASE ORDER)
1.
Enter FPAREQN in the General Menu of Banner, then ENTER.
2.
Type NEXT in the Requisition field, then Next Block.  You have accessed the Requisition Entry, Requestor/Delivery Information screen.
3.
The Order Date will default to the date you are entering the REQ.  
4.
Press Tab to access the Transaction Date, Delivery Date, Comments Field, Requestor name field .  Continue to Tab and fill in your Phone and Fax numbers.

5.
Press Tab to access the Ship To field.  Enter the appropriate Ship To code or click on the down arrow to query and select.

6.
Next Block to access the Vendor Information screen.  If you know the Vendor ID Number, enter it in the Vendor field and press Tab.  Otherwise, click on the down arrow next to the “VF” and Click on Entity Name/ID Search (FTIIDEN).
7.
Press Tab to the Last Name Field.  Type in a portion of the vendor name, using the wild card “%” before and after.  Execute the query by pressing F8.  Select the vendor by double clicking on the name or by highlighting the vendor and pressing the select icon.

8.  
To add document text, select Options, Document Text from the access menu. Next Block to access the text fields.  Type in instructions for Purchasing.   Tab to and click inside the Print field  to remove the check mark if you do/don’t want the text to print on the requisition/purchase order.  Once entered, click Save, and then click Exit (X) to return to the Vendor Information screen.
9.
Tab to enter a vendor contact name in the Contact and vendor email address in the Email field.  DO NOT ADD OR CHANGE THE DISCOUNT, TAX GROUP, AND CURRENCY FIELDS.
10.
Next Block to access the Commodity/Accounting screen.  Do not enter or query/select in the Commodity field.

11.
Tab to enter a description of the product in the Description field.  To add item text, select Options, Item Text from the menu.

12.
Next Block to access the Text fields.  Keep the checkmark in the Print field so that the information will print on the Requisition/Purchase Order.  Once entered, click Save, then click Exit (X).
CREATING A REQUISITION (PURCHASE ORDER--con’t)

Note:  You can use Clauses that can be accessed through Document and Item Text.  Once in the Document Text form—Proceed with the following:
13.
Click on the Modify Clause to view the clauses.  Select the clause you wish to use from the list and click the select icon and the clause name will appear in the clause number section of the text entry form.  Once entered, click Save, then Exit (X).

14.
Tab to and enter the U/M field, Quantity, Unit Price, and to auto-fill the extended cost fields until the cursor is back in the Commodity field.  Note:  a decimal point must be typed if the unit price contains cents.
15.
Next Block to the FOAPAL portion of the Commodity/Accounting screen.  The COA defaults to G.

16.
Tab once and the year defaults based on the transaction date, and the ORG code defaults.

17.
Type in the appropriate Index code or query and select by clicking on the down arrow. The remaining codes will populate based on the Index code.

18.
Tab twice to access the Acct field.  Enter the appropriate code or query and select by clicking the down arrow.
Tab pass the Actv, Locn and Proj code fields.

19.
Tab through the Ext, Disc, and Addtl fields to populate the same Ext Cost.  Continue to tab until you return to the COA field.  Click Save.  If you have to include another line, Click Previous Block, down arrow for a new commodity line—follow steps 14-19 to enter the second FOAP. Continue to add/adjust FOAP lines as needed.  If purchasing a Fixed Asset item, you must add shipping and handling (unless it is free or included). Save.
20.
Next Block to the Balancing/Completion screen.  Verify the amount and verify that the status is balanced.  Click the Complete button.  Note:  If  there are insufficient funds a pop-up screen and a message at the bottom of the screen will appear “DOCUMENT CANNOT BE COMPLETED BECAUSE SOME RECORDS ARE IN SUSPENSE”.  Go to the Commodity/Accounting screen and charge a different, appropriate fund with sufficient balance.  If a budget revision is required, click on the In Process button—This holds the Requisition so that it can be completed later.  Complete the budget revision and return to the Requisition and click the Complete button.

21.
Once the requisition has been completed, the following message appears at the bottom of the screen—

DOCUMENT—REQ #--COMPLETE AND FORWARDED TO THE POSTING PROCESS
22.
Write down the Requisition (Document) Number for future reference.
Points to Remember When Entering Requisitions
All new vendors must be entered into Banner prior to completing a requisition.  New vendors should complete a REQUEST FOR TAXPAYER FORM available on-line at--
http://purchasing.uncg.edu/Taxpayer_Request.doc.
Purchase Clauses are used to advise the vendor of special instructions or comments for the order.  Add a Purchasing Clause to a requisition by clicking Options/Document Text in the Commodity/Accounting Screen of FPAREQN.

Document Text is used mainly for comments for the Purchasing Agent such as faxing an order, etc.

Item Text is used mainly for supplemental commodity item description (printed or non-printed comments about the item).

Write down Document numbers (requisition, purchase order, and receiving) for future reference.

When querying in FOIDOCH, make sure that the document has a status indicator associated with it.  If not, the document may be incomplete or in progress and must be attended to and completed.
Use IN PROCESS to hold a requisition or receiving document when you are unable to complete the document or you have discovered you are in the wrong document.  This will allow changes/deletions.

For every commodity line item, there must be one or more accounting (FOAP) line or lines associated with it.

Include Requestor and Vendor Contact information wherever available so the Purchasing Agent can resolve issues in a timely manner.  This includes telephone, fax numbers, and email addresses.

Be sure to enter decimal points when necessary in the requisition screen.

You must enter a separate Shipping and Handling line ONLY when ordering a Fixed Asset item.

When using the Copy function be sure to review what’s already there and change, delete, or add information as necessary.  You must TAB THROUGH all commodity and accounting fields in order to take the requisition out of NSF Suspense.

You can only copy requisitions that are completed and approved.  Only copy requisitions that you or your department created.
RECEIVING A FINAL PURCHASE ORDER/PARTIAL
1.
Access the Receiving form by typing FPARCVD in the General Menu of Banner, then Enter.  The Receiving Goods Form opens.

2.
Type Next in the Receiver Doc Code Field, then Next Block.

3.
Type in Receiving Method code, or query and select from the list.

4.
Bypass the Carrier field.

5.
Next Block to access the Packing Slip section. Type in the Packing Slip number if included in your order, otherwise enter something in the required field, etc. (date and your initials).

6.
Tab and enter the Bill of Lading number—if applicable.

7.
Next Block to access the Purchase Order section.  Type in the PO number if        known.  If the purchase order number is not known—to query a purchase order, click on the down arrow next to the Purchase Order field.   The following Options List appears:

Purchase Order Validation (FPIPOHD)

Purch/Blank/Change List (FPIPURR)

Open PO By Vendor (FPIOPOV)


Use the most appropriate method and select your purchase order.
8.
The Buyer name and Vendor ID and name populate in the appropriate fields. Verify that “Receive Items” is check by default.

9.
Select Options—Select Purchase Order Items. 

10.
The Receiving Goods PO Item Selection form appears, notice that all items appear in the list.  Click to place a checkmark in the Add Item box of the commodity you are receiving.  Click Save.

11.
Click OK to close the “Transaction Complete” window.

12
Exit the Selection screen. 

13.
Click Yes to close this form window.

14.
You are returned to the Receiving Goods (FPARCVD) screen.  Next Block to access the Commodity Screen.

15.
Tab to the Current Received field and Type in the number of items you are receiving, then Tab to autofill the U/M field.  If you are receiving all of a line item, Click to select Final Received.  Scroll down to receive additional line items (including shipping and handling), if applicable.  
RECEIVING A FINAL PURCHASE ORDER/PARTIAL (con’t)
16.
Save.  Make note of the Receiver Document Code that appears at the top of the screen for reference.

17.      Next Block to access the Complete sub-screen.  Click Complete.  Verify that 
“Receive Document Y has been completed” appears at the bottom of the screen.  

To Final Receive the Balance of an Order--
18.
Access the Receiving form and follow steps 1-9.   Notice that all items appear in the list, with previously quantities in the Quantity Accepted column. 
19.
Click to place a checkmark in the Add Item box of the commodity you are 

receiving.     Click Save.        
20.
Follow steps 11-17.                             

Points to Remember When Receiving a PO

Verify that the PO number is correct prior to receiving items against it.
If receiving a Purchase Order that has a separate shipping line, receive the shipping (or a percentage of the shipping) along with the commodity items of the first shipment.
COMMON BUDGET POOL ACCOUNTS
140010

Temporary Wages
140210

Student Regular Wage
201000

Supplies

202000

Purchases for Resale

203000

Property, Plant and Equipment




Computers, PC’s printer, servers, other IT device, etc.



Furniture, equipment, motor vehicles, etc.

204000

Library Books
221000

Purchased Contract Services

Data processing services, pest control, banking services, photographic services, athletic guarantees, interpreter services, food service contract, other current services

222000

Academic Services
223000

General Travel

224000

Contracts & Grants Travel




Participant travel

230000

Purchased Services

Printing and binding, repairs, freight, advertising, housekeeping services

240000

Other Operating Expense
Rent, maintenance contracts, institutional dues and memberships, licenses, legal settlements, moving expenses

ONLINE TRANSFERS
Journal Types
State Funds

BS1

CAN MOVE BETWEEN
201000 (Supplies)

203000 (Property, Plant & Equipment)

223000 (General Travel)

230000 (Purchased Services)

240000 (Other Operating Expense)

BS2

CAN MOVE BETWEEN
1400l0 (Temporary Wages)
140210 (Student Regular Wages)

BUDGET TRANSFERS
Remember:  You can also drag your UNCGenie icon to your desktop.
1.
Open Internet Explorer and type the following address:


www.uncg.edu
2.
Click the UNCGenie link on the banner production menu.

3.
Click Enter Secure Area.

4.
Enter your UNCGenie User ID and Pin# and Click the Login button.

5.
Click Finance and you will see the UNCGenie Finance Menu.

6.
Click the Budget Transfer link.  The budget transfer form will appear.

7.
Click Budget Transfer—the Transaction Date, Journal Type, and Budget Period will default.
8.
Click in Transfer Amount box and enter the Transfer Amount.
9.
Click in the From Chart box and enter Chart G.
10.
Click in From Index and enter the From Index.
11.
Click in To Index box and enter the To Index.
12.
Click the Complete button.  The Fund, Organization, and Program will default into the form.
13.
Click in the From Account box and enter the From Account.
14.
Click in the To Account box and enter the To Account.
15.
Click in the Description box and enter the Description.
16.
Click the Complete button.
17.
The Document number will appear at top of the form to indicate ”Entry Has Been Completed And Forwarded To Posting”.  If you would like to process another transfer click Another Transfer button.

MULTIPLE LINE BUDGET TRANSFERS
Multiple line transfers are used when you wish to transfer monies between more than two accounts.

1.
Click on Multiple Line Budget Transfer.  The Transaction date, Journal type, and Budget period will default.
2.
Enter the Document Amount (aggregate total for entire document).
3.
For each line enter Chart, Index, and Amount.  Click the Complete button.

4.
The Fund, Organization, and Program will default into the form.
5.
Enter the Account for each line and the Description, then click the Complete button.
6.
The Document number will appear at top of form to indicate ”Entry Has Been Completed And Forwarded To Posting.”

BUDGET FLEXIBILITY

Document Number Translation

P  Permanent

T  Temporary

R  Reversal

Flexibility Version
D  Division

F Finance
Rule Class Codes

BFT  Budget Flexibility Temporary

BFP  Budget Flexibility Permanent

Initiative Codes

01  Instruction or Instruction Related

02  Enrollment Services or Administrative

The reason codes will populate only with the codes that correlate to the initiative code selected and the explanation code will populate only with the codes that correlate to the reason code selected.

Note:  If you select Permanent Budget Flexibility that involves salary, once the validate document button is clicked, you will receive a screen with benefits calculated for you.  You can also verify and make changes before the document is submitted for processing.  You can also receive a credit for unused salary and benefits. In order to process this, you must return to the UNCG State Budget Flexibility Revision System menu.  
1.
Open Internet Explorer and type in the following address:    


www.uncg.edu
2.
Click the UNCGenie link.
3.
Click Enter Secure Area.

4.
Enter your UNCGenie User ID and Pin and click the Login button.

5.
Click Finance.
6.
Click on UNCG State Budget Flexibility Revision System Menu.
NOTE:  When a personnel account is selected, benefits will be calculated automatically.  These amounts may be modified if needed.
BUDGET FLEXIBILITY (con’t)

7.
Click Initiate a Revision Document.

8.
Select the Flexibility Type (P – Permanent or T – Temporary).
9.
Select the Fiscal Year.
10.
Enter the Revision Description.

11.
Select the Initiative.

12.
Select the Justification (check all that apply).

13.
Enter the Justification Description—Explain in detail.

14.
Enter the Revision Amount—using whole dollars only.

15.
Click the Validate Document button.

16.
Select the Reason, then click the Validate Document button.

17.
Select the Explanation, then, click the Validate Document button.

18.
Once information has been verified for accuracy, Click the Submit Document button.

19.
Select the From & To Index and the From & To Account, then, click the Validate Document button.

20.
Verify for accuracy, make any changes, then click the Submit Document button.

21.
Once the document is submitted, a status will be at the bottom of the view indicating the next approval organization.  Make a copy for your files.

Budget Flexibility Revision
1.
Select Revision Document Status Inquiry.  This is a view of the Budget Flexibility Revision Document Status—Document Reference Number Submitted.

2.
You can sort columns, click on the DR# submitted and view details.

3.
You can see the details of the BFR for the following approvals:

Dean’s Level



Provost Level



Budget Office



Final Approval—Fed to Finance for posting

Note:  Revisions are usually posted in Banner Finance the next day.
BUDGET FLEXIBILITY (con’t)

Reversal of Permanent Budget Flexibility
Note:
This can only be done after the permanent budget flex has been through the approval process and has been posted by the budget office.

1.
Select Revision Document Status Inquiry and locate your Document Number.

2.
Click on the DF# from the BFR screen to process the temporary reversal.

3.
Click the Initiate Temporary Reversal Document button.

4.
Enter the number of months to be reversed, then click the Validate Document button.

5.
Click the Submit Document button.

6.
You will then see the detail of the Temporary Reversal of a Permanent revision.  Verify for accuracy and make additional changes.

7.
Click the Validate Document button.

8.
Click the Submit Document button.

9.
Once the document is submitted, you will see the status at the bottom of the view with the next approval.

BUDGET QUERIES 
1.
Open Internet Explorer and type the following address--

www.uncg.edu
2.
Click the UNCGenie Link.
3.
Click Enter Secure Area.
4.
Enter your UNCGenie User ID and Pin and click the Login button.
5.
Click Finance and you will see the UNCGenie Finance Menu.
6.
Click the UNCG Budget Queries link.  The UNCG Budget Queries form will appear.
7.
Check the blocks after Temporary Budget—a total of 6 blocks—and each time you need to perform a query, the blocks will be checked.  Click Continue.
8.
Click Submit Query.
9.
Your Fund, Organization, and Program will default into the form.
10.
Click Submit Query again.  If you cannot remember any of your FOAP codes, you can use the code lookup feature.  You can look up codes by Title or Code. You can include the initial of the title along with the wild card “%” and look for anything you may need.  The look up is “CASE SENSITIVE”.   You can query any accounts you have access to.
11.
You can also save a query.  Once you save the query, you can pull the query up by using the Budget Query option on Finance Menu.

	Budget Query Enhancement 
Salary lines – black

Expense pools – teal

Detail poll account lines – magenta

Negative balances – red




BANNER TIPS……………….
1. Do not change the order and transaction date when entering requisitions.  Keep them both the default date—which is the current date.  If you put in a date prior to the current date, and the vendor was not put into the system until AFTER that date, you get an error and are unable to move forward with the requisition.  Banner will recognize that the vendor did not exist for the date you have entered.

2. Purchasing will no longer send an email to you giving the assigned purchase order number (the one without the PDF copy of the purchase order attached) because it will be to confusing—and redundant.

3. When you receive an order, please make sure you are receiving your items in Banner.  All items you order require receiving.  Some standing orders require receiving too.  If you are not sure a PO needs to be received or not, go to FPIPURR—enter the PO number, then next block and look in the Receipt Required field.
4. There are three main ways to pay for purchases at UNCG:  PCard, a Requisition/Purchase Order, and a BANFIN32.  The use of the BANFIN32 is limited to specific items only.  If the purchase does not fall within one of the categories listed, you cannot use the BANFIN32 to pay for the item(s) and must therefore use another method:
Advertising

Awards/Stipends/Project Payments

Certifications/Permits

CP-30 Payments

Freight  and Handling (i.e., FedEx, UPS, etc.)

Hotels/Hotel Expenses (deposits, advances, conferences, etc.)
Insurance Premiums

Legal Fees

License Renewals—excludes Software Licenses

Magazine & Newspaper Subscriptions

Membership Dues

Personal Reimbursements

Physician’s Charges

Postage

Purchases for State Agencies

Recruitment Services

Refunds

State/Federal Surplus Property

Taxes

Temporary Services/Contracted Services with Invoice

Utilities

Workers’ Compensation Payment (HR)

All other purchases must be made through Requisition/Purchase Order process or with the PCard (if it is an allowable purchase).  Refer to Allowable/Unallowable Uses for your PCard at http://purchasing.uncg.edu/pcard/uses.htm

If you are unsure which method to use, contact Accounts Payable or Purchasing.
BANNER TIPS (con’t)

5. When requesting a change order, please follow this procedure:
a. email your buyer (Judy jclillis@uncg.edu, Brenda: bsadams@uncg.edu, or Elaine: epayers@uncg.edu and cc: Debora Sharpe in Accounts Payable (dvsharpe@uncg.edu).
b. Reference the purchase order number and vendor name in the subject of the email.
c. Include the line item number, description of the item and specific details of what’s to be changed.
d. If known whether receiving and/or invoicing has been done, please state that in the message with all other pertinent information.
The sooner this information get to Purchasing and Accounts Payable, the better.

6. If you want to keep a close tab on your encumbrances and funds, you can access an eprint report (FYRWFCOM) entitled “Report of Open Commitments” that may help you.  The only problem you may encounter is the report is the previous month’s data.  But at least you can see your information.  To access this report, go to http://eprint.uncg.edu. Log in using your Banner username and password, and make sure that Banner-FR BANPRD is selected in the Repository drop-down list, then click the Enter button.
Use the NEXT icon to navigate through the pages until you find the above report.
Click on the DRILL icon.
Click on the MAGNIFYING GLASS icon next to the most recent report date. 

Choose either FUND or ORGANIZATION from the Page Key drop-down list (have either the fund or the orgn number available).
Type either the FUND number or the ORGANIZATION number in the Search field (based on what you have chosen above).
Click GO.
Choose either PDF or TEXT format.
You can use this report as a guide for requesting encumbrance liquidations, but verifying information invoiced and paid on FOIDOCH.  Send all liquidation requests to Sandy Rogerson—unless there are any invoices/payments outstanding—these requests would go through Debora Sharpe in Accounts Payable.  Make sure you let her know that this is a final payment on the order so that she can make a notation to such. 
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