“Where’s my copy of the PO?”

Effective July 1, 2007, all Purchase Orders (P@/i)be paperless and entered into the new
Banner system. To view Purchase Order status qrd@taip the Banner channel in myCuesta
and follow the instructions below.

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 chanselect

General Menu. (E'-Ij | 58155 0

The Banner General Menu will appear. o 2
2. Enter form codeFPI RQST in the Go To field=—— "~ [Camy Banner

and pressknter]. g

The Requisition Validation form will appear. I advancemant [¥ALUMNI]

S b

3. Enter a valid number in the ReqU&S s .
Number field and press thE§] key. N oc=e 2= 2o 1 T IEaEIRK I —

The requisition data will appear. e —
@ @
4. When finished, exit Banner. T

a. Press thé&xit X button. — S
The General Menu will appear. = o= cops e

b. Press thé&xit X buttonagain.  ——— e T
A confirmation screen will Bl e s sy
appear. s

c. Click theYesbutton. [ — e O
The myCuesta screenM
appear. e e e )

-

d. Click the “back to...” link in the Y
upper left corner to return to the last tab
viewed in myCuesta.
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To view detailed purchase order = T otz
information: KX S— —

1.

To view all order information:
1.

EEIRS

7.2 (PROD)

Purchase Order:

Log into myCuesta and, from the My
Banner channel, seleGeneral
Menu.

The Banner General Menu will
appear.

Enter form codeFPI PURR in the
Go To field and presEter].

The Purchase/Blanket/Change
Order Query form will appear.
Enter the purchase order number
in the PO field.

SelectOptions > Document Information from the
menu bar.

The first of five (5) detailed PO screens will appe

Blanket Order: ] Change Sequence Number:

[ FIELD; press NEXT BLC
Record: 111 [ | 1 | <osc>

& Oracle Developer Forms Runtime -
ile Edit Block Item Re

3 Document InfDrmatiDnE

Press thélext BlockE or Previous Block %r buttons to scroll through the five (5)
detailed PO screens.

When finished, exit Banner.

(See step #4 in “To view requisition informatiowt fdetails.)

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

The Banner General Menu will
appear.

Enter form codeFQ DOCH in the
Go To field and presgnter].

The Document History form wj
appear.

Click theSearchicon ) bythe — EETTTEED . )
Document Type field.
The Document Type List will appear.

Select the desired document type (i.e. PO) and"*"

then click theOK button: pa " packing e for ecaving oo
PCD Purchase Card 231-1AM
5 Payment Management System code o

Purchase Order

Project 20-APR
Proposal Code Q1-JuN
Proposal 04-0C7
Appreciable Property 25-MAF ¥

NOTE: You may also type the
code (i.e. PO) in the Document
Type field and press [Enter]. (End )

The code will appear in the Document Type field #redinsertion point will be in the
Document Code field.
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6. Click theNext Block icon& (or
press [Ctrl]-[Page Downl]).

The document’s information will

appear in the appropriate field(&y:

7. When finished, exit Banner.
(See step #4 in “To view
requisition information” for
details.)
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Use NEXT BLK, PREV BLK to navigats; use DUPLICATE ITEM for Doc Inquiry Form
(I I
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