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Document Creation and Processing Instructions. 
Create a Purchase Order  
These Instruc ions reference only the fields that are used by OIT. t

1. Begin Purchase Order  

A. Type - NEXT  
B. Press  Next Block. 

 

2. Purchase Order Document Information   
A. *Order Date: - Default date - Change if different  
B. *Transaction - Default date - Change if necessary  
C. Deliver by - Usually Leave Blank  
D. Prt Ind:  Blank = print and Check = not Print 

 (Usually leave blank except for travel documents.  Double click to make check mark for Travel Documents.)  
E. *Buyer - Type Your Assigned Buyer Code  
F. Press Next Block  
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3. Purchase Order Requester/Delivery  

A. *Requestor - Will default your user name, can be changed.  
B. *Organization - Will default, may be changed but required.    
C. Phone - optional  
D. Email - optional  
E. Fax  - optional  
F. *Ship to Code - Type the Mail Stop Code  required.  
G. Attention to - will default, may be changed  
H. Press Next Block  

 

4. Select Vendor  

A. *Vendor - Type vendor code or query for it  
B. *Address Code - VO for vendor address will default  
C. *Seq - Will default a sequence number change if necessary.  

D. Press Save - icon or Save Key [F10]  
E. Document Text - Enter any document text at this time. 

(Retrieve Document text screen from menu bar by mouse or pressing Alt O and then D.   
See Text Box Instructions for more detailed.)  

F. Press Next Block  
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5. Purchase Order Commodity and Accounting 
A. Write Down PO Number  
B. Select Doc Acctg by: 

Check by using mouse for Commodity Level Accounting  or Leave Blank Document Accounting.  
C. Desc: - Type Identifiable Description. 

Do not use a commodity code unless processing travel!  
D. U/M: - Type Unit of measurement code  
E. Quantity - Type Amount ordering  
F. Unit Price - Type Price (up to 4 decimals)  
G. Tab or Enter through to Additional Amount to activate calculations.  
H. Line Item Text - If applicable  
I. If another Commodity Item - Press Down Arrow and Repeat 3B.-3G 

Else Next Block. 
J. Index -Type Index code or select on LOV Query  
K. Acct - Type Account Code or select on LOV Query - Enter other codes as needed.  
L. If PO has one Index Code or if last Accounting Reference  

• Next field through to default all Accounting fields go to step e  
Else PO has another Accounting Reference 

• Change USD fields  
• Type Amount.  
• Next field through to default remaining Accounting fields until cursor is in Index Field.  
• Press Down Arrow and repeat a-c  
• Budget Availability Click on menu option.  
• Press Next Block. 

 
6. Balance/Completion  

A. Verify document is in Balance.  
B. If finished Press on Complete icon. 
C. Else tab to In Process to hold for additional processing.  

Press Exit Icon or [F2] key will also hold document in-process.  
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 Create a Regular Pay Invoice (Regular pay documents reference a purchase order.) 

These Instruc ions reference only the fields that are used by OIT.  t
 
Begin Invoice Processing  

A. Document: - Type NEXT 
B. Select - Regular from pull down menu 
C. Purchase Order: Type Purchase order number (Referenced purchase order information should default) 
D. If paying only a portion of the PO  

          Select PO Items: = Y 
Else If paying all   
         Invoice All: = Y  

E. Press Next Block. 

 
 
If Select PO Items = Y user selects items  

A. Press Next Block from top of form. 
B. Scroll to item that was received. 
C. Check the Add box. 
D. Save the change. 
E. Exit the form.  

Else all items default into Invoice form. 

 



Invoice Commodity Information  
The commodity information has been defaulted from the Purchase Order and the user only needs to edit the document and 
make necessary changes. 

A. Invoiced  field under Quantity- Type Amount received if different from amount in form. 
B. Unit Price Adjust if needed. 
C. Approved: under Quantity Type # of items approved for payment if different from form amount 
D. Approved: under Unit Price Type approved price if different from form price. 
E. Additional: Type any additional amount if needed such as for shipping costs. 
F. Final Payment Indicator: 

If final payment against the PO Type F . 
Else Leave blank for future payments against the PO. 

G. If another commodity arrow down and repeat A-F.  
Else Press Next Block. 

 
 
Invoice Accounting Distribution  

A. Confirm Index/FOPAL Accounting Codes - Change if needed but do not add additional accounting codes 
B. Confirm Accounting amount - Change if needed 
C. Write Invoice number down or Print Screen for your records. 
D. If an other Accounting Distribution then arrow down and repeat A-C 

Else Press Next Block. 
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Balance Completion  

A. Press Complete or In Process button. 

If finished Press Enter or Left Mouse Click on the Complete: Icon. 
Else tab to the In Process: Icon to hold for additional processing. 
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Create a Direct Pay Invoice. 
These Instruc ions reference only the fields that are used by OIT.  t
 
Begin Direct Pay Invoice  

A. Document #: - Type NEXT 
B. Select default Direct Pay. 
C. Vendor: Type Vendor Number or Query and Select Vendor. 
D. Press Next Block. 

 
 
Invoice Direct Pay Information            
 

A. Invoice Date: Defaults change if different. 
B. Transaction: Defaults and Change if 

necessary. 
C. Address Code: Check if correct code. 
D. Sequence Number: Check if correct address 

sequence. 
E. Payment Due: Type date 
F. Bank:* Defaults should be B1. 
G. Vendor Invoice: Type vendors Invoice number 

or descriptive text. 
H. Document Text ............... If applicable select 

Options and Document Text. 
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Invoice Direct Pay Commodity Information  

A. Desc:* - Type description item or service. 
B. Approved:* - Type amount approved for payment. 
C. Discount: - Type Discount amount if applicable. 
D. Additional: Type any additional amount if needed usually all cost are aggregated in to the approved 

amount. 
E. If another commodity arrow down and repeat 3a-d.  

Else go to f. 
F. Press Next Block. 

 
 
Invoice Direct Pay Accounting Distribution    

A. Yr - Next field through to default current fiscal year. 
B. Index -Select or Type Index code defaulting Fund, Orgn, and Prog. 
C. Acct - Select or Type Account Code. 
D. Write Invoice number down or Print Screen for your records.  
E. If one Accounting Distribution then Next Field through Discount defaulting Accounting 

Else more than one Accounting Distribution then Type amounts for Approved:, Discounted, and   
         Additional. Arrow down and repeat 4a-e until all Accounting Distributions have been completed. 
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F. Press Next Block. 

 



 
Balance/Completion Direct Pay  

a. Complete or In Process: 
If finished and correct Press Enter on Complete  
Else tab to In Process to hold for additional processing. 

b. Press Exit Button or [F2].  
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Create Document Text. 
 

• If a document requires more explanation than the description fields allow then a user may provide more 
information in either Commodity Text or Document Text.   

• Access the text document writer by selecting 
 Options then either item text or document text from the Menu Bar. 

  

 
 
After retrieving the text form follow the below instructions as indicated in the bottom image:  

A. Press NEXT BLOCK (F12) to move from header portion of the text form.  
B. Type in the information in the first line.  
C. Press down arrow to move to next line when the row will not accept any more characters or use new line 

for formatting data.  
D. Determine if the line should print: 

   if to print leave checked  
   if no print take off check.  

E. Determine line order by changing Line number if needed.  

Save with [F2] or Disk icon on menu bar. 
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Print Document Information. 
 
Retrieve Fisip Document Detail Reports Form by either a) or b) option: 

a) Direct Access 
• Type YFADDPR in direct access field. 
• Press [Enter] key. 

b) Menu Access: 
• Select Finance Information and Reporting menu option. 
• Fisip Document Detail Reports Form. 

 
 

Select which document information to print by any one of these options:  

 
A. Check Include FGBTRNH to include this table in report. The default is not to include this information. 
B. Add all documents for a particular day 

• Enter Date of documents. (Defaults to current date but may be changed.) 
 If a document is already in list it will still add that number again. 

• Press Add Docs to List. 
• Press Save. 

C. Add other documents to list.  
• Next Block to Document field. 
• Arrow to new record. 
• Type document number. 
• Press Save Icon or [F2]. 

 



 
D. Press Print Document Detail button to print document detail. 

• First time during a session a report is printed you will need to login to the report server. 
• All 3 fields of the login screen is required, note the below example: 

 
 

 
 

E. Delete document numbers from list either by: 
• Remove all document numbers = Press Clear Docs From List button  
• Delete one document number = Press Next Block and arrow to document number and Press [Shift F6]. 
• Save Change. 
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Document Approvals Form 
 

A. Retrieve Approvals Form one of the follow 2 ways. 
a. Direct access type FOAUAPP in the Go To… field. 
b. Menu Access: 

i. Select  Approvals, Password and Personal Menu Maintenancel  
ii. Select Document Approval Form.  (If documents are awaiting your approval, FOIAINP, 

will appear upon your first form selection in FIS, select User Approval from side menu to go 
to Users Approval Form FOAUAPP.)  

 

B. Process the approvals or disapprovals of documents, use the Mouse to select any of the following 
options;  
a. Approve to approve document,  
b. Docqry to view the document.  
c. Disapprove to disapprove document. 
d. Detail for document accounting distribution. 
e. Queue for queue status.  

C. Form Navigation: Navigate into each form by pressing the next block key [F12] and Pressing Exit [F2] 
to return to approval form and then press the keyboard down/up arrows to move between records. 
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D. Check queue status:  Selecting Queue icon will retrieve Document Approval Form FOAAINP.  

• On the left is the documents queue IDs, queue descriptions and queue levels. (Most PO 
documents have one or two queue IDs.) 

• On the right it shows the approval user id and their queue ID.  
• Each document must be approved by one of the approvers in each queue ID. 

 
 

E. Approval History: From User Approval form, select Approval History from Options menu  to on Menu 
Bar to retrieve Document Approval History Form FOIAPPH for prior approval history on the current 
document. 

  
Sending Other Users Messages:  you can send a user a message by selecting message icon from 
menu bar to retrieve GUAMESG or when a document is being disapproved there is an opportunity to 
put additional information in the disapproval notice. 
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View Budget Instructions 
Organization Budget Status 

 

A. Select FIS Budget Information Forms menu option and Organization Budget Status Form or with 
direct access of Go To… field type FWIBDST. Note above graphic. 

B. Enter Query Data (form shows a summary of all activity for an Index, FOP, including Activity if 
specified)  

a. Chart: and Fiscal Year: fields default. 
b. At Fis. Period: leave blank for all, or enter a specific fiscal period. If a period is used, the data 

returned will be cumulative up to and including that period. 
c. At Index. Index: enter your Index Code. 
d. In Acct. Query Specific Account:   by default a non-checked box shows list of all accounts greater 

than acct code entered in Account: field. A checked box limits query to specific Account Type 
detail. Totals will only print for specific queries. 

e. Press Next Block {F12} to retrieve accounting information. Next or Previous Record { � } to scroll 
through budget lines. 

Budget Status Form 
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C. Drill-down for information pertaining to any summarized account transactions, select Transaction Detail 
Information from Options menu on menu bar, which will retrieve the Detail Transaction History Form 
[FGITRND]. 

Detailed Transaction Activity 

 

D. To get summary totals for all level 1 and level 2 OPAL account type account codes select Budget 
Summary Information from Options menu on menu bar, to retrieve the Organization Budget 
Summary Form [FWIBSUM]. 

Organization Budget Summary Form 

 

E. To list all open encumbrances for the queried Index, select Organization Encumbrances from Options 
menu on menu bar, to retrieve Organization Encumbrance List Form [FGIOENC].  

 
Organization Encumbrance List 
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View Trial Balance Information 

General Ledger Trial Balance 

From Main Menu Under FIS Budget Information Forms select 
General Ledger Trial Balance [FWITBAL]. 
 

 

FWITBAL Form information: 

• Current account balance 
• Beginning of year for assets, liabilities and fund balance accounts 

Form Instructions: 

A. Select Fiscal year code. 
B. Leave blank if want current balance or Type period code in. 
C. Type Fund code. 
D. Press Next Block [F12].  

  Page 18 of 22 

General Ledger Trial Balance Form [FWITBAL] 

 



View Trial Balance Summary 

Trial Balance Summary Form (FGITBSR) 

 

 

Form Instructions: 

A. Select Fiscal year code. 
B. Leave Period blank if want current balance or Type period code in. 
C. Type Fund code. 
D. Leave blank Account, Fund Type or Acct Type for all Account or fill in to limit query. 
E. Press Next Block [F12].  

Trial Balance Summary Form 

 

 

  Page 19 of 22 



 
Using Banner Instructions 
Log on to FIS Banner 
 
 
Access Finance Banner: 

A. Bring up the Internet Explorer. 
B. Go to the OIT home page. 
C. Drill down through Faculty/Staff, Business Affairs, OIT FIS HR Inb – Production web links to bring up the 

Banner log on form. 
 

 
 

D. Type Username, Password and Database fields. 
E. Press Connect Button. 
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Change Your Finance Banner Password  
 

A. From Main Menu select option and change Password by one of the below options:  

• Type GUAPSWD in Go To… field for direct access or 
• Navigate Finance Banner Menu in the following steps: 

a. Open Approvals, Password, and Personal Menu Maintenance menu option. 
b. Select Oracle Password Change Form. 

 

B. Change Password by:  

a. Oracle Password: Type Current Password and Press Tab  
b. New Oracle Password: - Type New Password 
c. Verify Password: - Type New Password Again 
d. OK: - Press the save button  

 If OK block does not appear then your current password or verification maybe incorrect. 
 Password must start with an alpha text not numeric. 

 
e. On Acknowledgment Press OK to “Password has been changed, reconnecting” message.  

You will need to log out now and log back in to Banner.
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Banner Navigation or Function Keys  
The follow is a list of Banner Function Keys for keyboard navigation.  
 

 

ACTION Function KEY 

Accept (Commit) F10 

Block Menu F5 

Clear Block Shift F5 

Clear Form Shift F7 

Clear Item Shift F9 

Clear Record Shift F4 

Count Query Hits Shift F2 

Delete Record Shift F6 

Display Error Shift F1 

Duplicate Item F3 

Duplicate Record F4 

Edit Shift F10 

Enter Query F7 

Execute Query F8 

Exit W/O Value F2 

Exit With Value Shift F3 

Help F1 

Insert Record F6 

LOV-List of Values F9 

Next Block F12 or Ctrl Page Down 

Next Record Shift F12 

Previous Block F11 or Ctrl Page Up 

Previous Record Shift F11 

Print Shift F8 

Show Function Keys Ctrl F1 
 

 


