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Agenda

Banner for Purchasing

* Access

* Training

* Requisition Entry
* Invoice Submittal
* Tips and Tricks
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Banner

What does Banner do?

Requisition Entry
Requisition Approval
Purchase Order Status
Payment Tracking
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Access to Banner

Where can you find access to Banner?

Requisition Entry — Banner Self Service

Purchasing & Budget
Purchasing

Tuition & Financial Aid

Approvals
Time Entry

Instructions for How to Copy a Requisition
Former Student

Requisition Approval Form in Banner 9 (FOAUAPP)
Tutorials & Guides [

View Documen t \ Vendor LOOk-up

Banner Document Management (BDM) Query
Banner Training Resources \L
Chrome River Travel & Expense Tra i n i n g Re S O u rces




Access to Banner

Banner Finance Access Request Form

UNIVERSITY OF LOUISIANA AT LAFAYETTE

) | IT SERVICE DESK

A Division of Administration and Finance

IT Services

New Access
* List all known Fund/Organization Access Request - Banrer Finance

Please provide the following information when requesting access to Banner.

[] []
All requests require approval from your Department Head or Supervisor and the Data Steward of the
C O I I I I n a I O I l S data set requested
[ ]

Your Name *
Your ULID *

Your Phone Number *

Changes to Current Access

Are you requesting/removing access for yourself or someone else? *

[} L ]
* Adding new Fund/Orgs or if you
Someone Else
Please check one: *
No Existing Banner Finance Access
C h a n e d e a rt m e n t S ) Additional Banner Finance Access (add to existing)

g p ] Replace Current Banner Finance Access

Remove Current Banner Finance Access

Please check all that apply: *
Employee will key requisitions
Employee will view payroll expense detail (Department Heads or Administrative Assistants ONLY)
Employee will view budget through the new ULink

Employee will need access to Banner Document Management (BDM)

Banner Access Request

LOUI

L AFA

RSITY o
SIANA
Y ETTE"®

®


https://purchasing.louisiana.edu/banner-training
https://purchasing.louisiana.edu/node/71

Banner Training Documents

Moodle Class — Banner Purchasing Training

Videos

* Requisition Entry

* Requisition Approval

* Vendor Query

PDF Documents with Step-by-Step Instructions
* Requisition Entry

* How to Charge Multiple Accounts

* Vendor Query

* Mobile Document Approval

Banner Purchasing Training Moodle Class

Video Resources
Requisition Entry Video
Vendor Query (How to look up a vendor.)
Requisition Approval Video
Viewing a document not on the Requisition Landing Page Video
View/Print a pdf of your Requisition Video

Search for Scanned Documents in Banner Document Management Videc

Printable Banner Finance Resources

Step by Step Requisition Entry

= Step by Step How to charge more than one FOAPAL (Budget)
= Step by Step Vendor Query

Step by Step Document Approval

Step by Step Document Approval from Mobile App

= Step by Step Requesting a New Vendor

= Step by Step Copy a Completed Requisition

Step by Step How to Change a Requisitions Fiscal Year



https://moodle.louisiana.edu/course/view.php?id=16742

Banner Requisition Dashboard

* Requisition Entry

uuuuuuuuuuu

Draft Requisitions (2 )

e  Status of Approvals
e  Purchase Order Process Status

e Purchase Order Number o o G

e Search Requisitions

Requisition Entry



https://financessb-pprd.ec.louisiana.edu:8102/FinanceSelfService/ssb/myRequisitions#!/listrequisition

No Vendor — No Problem

Vendor ’

‘ Choose Vendor A ’
Blue Marble Q

No Matches Found

B ovisiana

Vendor Information Form

Vendor Information Form

All new vendors and vendor name changes require a current W-9 to be submitted with form.
2 q

Add I:I Change I:' (If Change) Vendor Number
. W-9 _ Request for Taxpayer Give Form to the
——  (Rov. October 2018) Identification Number and Certification requester. Do not
e n O r O I I l p e e = Depatment of the Treasury ) ) ) ) _ send to the IRS.
Intemal Revenue Service ] » Go to www.irs.gov/FormW9 for instructions and the latest information. ]

** Send to Purchasing **

UNIVERSITY ¥
LOUISIANA
LAFAYETTE®




What should be attached to your
Requisition?

* Quotes
 Unsigned Agreements

Attachments

e Solicitation Documents
* Required Documents

(ex: PPCS, Exemption forms, etc.)

All common file extensions are accepted.
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Requesting Invoice Payment

You have the invoice, now what?

Receiving Copy Report Received By

When all items are received or Date:

when services are complete.

RECEIVING COPY
Partial Delivery Receiving Report -
When some items are invoiced, or some —— @*Léﬁisil}'&&(z\ . e
. PARTIAL DELIVERY RECEIVING REPORT

services have been completed.

Email Invoice and one of the above receiving reports to Accounts Payable at
accountspayable@louisiana.edu



Banner Tips and Tricks

Internet Explorer is not your friend.

When you get an error, get a screen snip, close everything and try
again.

Watch your use of special characters S%@ &/

Before submitting a help desk ticket; close the browser, clear the
cache (history) and try again.

Don’t forget your location code for any item exceeding $1000.

Do not enter an item for zero dollars or negative dollars.

If you still have problems, call Kristi Montet in Teams.

Purchasing Website
LOUISIANA
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https://purchasing.louisiana.edu/
https://purchasing.louisiana.edu/

	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11

