Viewing PO / Requisition Information in Banner

Effective July 1, 2007, all Purchase Orders (P@/i)be paperless and entered into the new
Banner system. To view purchase orders and requisionline, you must (1) obtain access to
the Banner system, (2) complete Banner Navigatanihg and (3) set up the Banner channel in
myCuesta.

Obtaining access to Banner

1. Locate the Computer Access Sheet:
http://www.cuesta.edu/deptinfo/compserv/ComputesssSheet.pdf
2. Complete the Computer Access Sheet online.
Make sure to mark the “Need” section for Banner INB

Need [X

User to copy or list security classes:

- Banner INB
List the security classes needed for INB access, or you can list a
person's name to mirror another users INB security classes.
- Questions on this section?
Contact the appropriate department (i.e. Fiscal Services, etc.)

Jane Q. Publi|

\
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3. Enter the Banner INB security classes or the nainagperson to mirror.

(Contact the appropriate department [i.e. Fiscah&ees, Admissions and Records, etc.)
Print out the completed form.

Sign the access sheet (emploged supervisor).

Send the complete form to Computer Services.
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Acquiring Banner navigation training (online)

* Go tohttp://www.cuesta.edu/deptinfo/elic/banner_nav nireg.htmand follow the
written instructions, completing the eight (8) shmodules.

Setting up the My Banner channel in myCuesta

» Refer to the document, “Using the My Banner Chahhetated at
http://www.cuesta.edu/deptinfo/elic/training_maaésiUsing_the My Banner_Channel.
pdf.

Viewing information in Banner

To view requisition information:

1. Log into myCuesta and, from the My Banner chansedgctGeneral Menu.
The Banner General Menu will appear.
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2. Enter form codeFPl RQST in the Go To fielt—
and pressHnter].
The Requisition Validation form will appear.

3. Click theEnter Query icon (or press [F7]) to clear the
form.

Go To... [FrIrRQsT] E Welcome, SLA

1My Banner

—dBanner
Cl1student [*STUDENT]
LJAdvancement [*ALUMNIT

4. Enter a valid number in tHRequest Numberfield and click theExecute Queryicon

(or press [F8]).

The requisition data will appear.

5. When finished, exit Banner.
a. Press thé&xit X button.

endor
[HAYLUM  [Hayward Lumber Company

Completed  Approved
i3 &
Origin Reference Number

RequestDate  Request Type Deliver by Date

Completed  Approved

Origin Reference Number

[ E

Request Date  Request Type Deliver by Date

The General Menu will appear. | s ‘
b. Press th&xit X buttonagain.
A confirmation screen will s
appear. p—— ——
c. Click theYesbutton. ‘
The myCuesta screen will -
appear.

d. Click the “back to...” link in the & s
upper left corner to return to the last tab
viewed in myCuesta.

To view detailed purchase order information:
1. Log into myCuesta and, from the My===mres

ile Edit Options Block Item Record Qu Help

Completed  Approved

Banner channel, seleGeneral laci sess 2% 38 & 2
Menu.

The Banner General Menu will

appear.

2. Enter form codeEPI PURR in the
Go To field and presEter].
The Purchase/Blanket/Change
Order Query form will appear.

3. Enter the purchase order number
in the PO field.

4. SelectOptions > Document

Enterpurchase order and sress NEXT FIELD; press NEXT BLOCKL: & Oracle Developer Forms Runtime -
o 11 [ I | Y

Information from the menu bar. File Edit
The first of five (5) detailed PO screens will appe B

Block Item Re

Document InfDrmatiDnE

5. Press théext BIOCKE or Previous Block %lr
buttons to scroll through the five (5) detailed 8eens.
6. When finished, exit Banner.
(See step #5 in “To view requisition informatiowt fdetails.)
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To view all order information:
1.

8 %P BoE Q& BRI SE

0IDOCH 7.0 (PROD) i

Log into myCuesta and, from the e
My Banner channel, select
General Menu.

The Banner General Menu will
appear.

Enter form codeFQ DOCH in the
Go To field and presgter].
The Document History form wj
appear.

Click theSearchicon ] by the g
Document Type field. - —r )
The Document Type List will appear.

Select the desired document type (i.e. PO) an
then click theOK button:

Return Status Receiver  Status

Document Type Document Description Last Ac~
PaK Packing Slips for Receiving 25-MAF
RCD Purchase Card 31-34M
PMS Payment Management System code

Purchase Order ®
NOTE: You may also type the T 20-4PF
. . Proposal Code 01-JUM

code (i.e. PO) in the Document broposal p4-00

sppreciable Property 25-MAF =
p TS | 3

Type field and press [Enter].

End) [concel)

The code will appear in the Document Type field #redinsertion point will be in the
Document Code field.

Click theNext Block icon& (or
press [Ctrl]-[Page Downl]).

The document’s information will
appear in the appropriate field

When finished, exit Banner.
(See step #5 in “To view
requisition information” for
details.)

Use NEXT BLK, PREY BLK to navigate; use DUPLICATE ITEM for Doc Inguiry Form. |
Record: 11 1 | | | <osc>
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