Banner Purchasing 

How to Look-Up Purchase Order Request Information

This information is being provided to allow you the opportunity to become more familiar with some of the basic Banner Finance forms used in the retrievel of  Purchasing information for your department.

Most staff members will utilize these forms to view the information they are seeking,  Once the information is retrieved, and you have a question regarding particular information, the Purchasing Department will gladly assist you in either understanding your information better, or assisting in expediting any problems or dilemmas which occur through the purchasing process.   Thank you.

TO LOG INTO the Baseline Banner System: Click on to the new link to access Banner 7 http://sprod.scsu.southernct.edu/  information. 
Enter your Username then TAB or click your  mouse to the password field and enter your Password, then TAB or click your mouse and enter the Database = SPROD, then hit the ENTER key or click CONNECT.
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Enter FGIBDST in the DIRECT ACCESS box to take you to the Organization Budget Status Form to begin looking at your basic Finance/Organization information:
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When you hit the enter key, this will take you to the FGIBDST Form (see below):

ENTER your ORG Number in the top right field of the FGIBDST form: 
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After entering your ORG Number (Organization #) when you Hit the Enter Key, the Fund and Program will automatically fill in: (see below):
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Perform a NEXT BLOCK FUNCTION: Either click in the first open field in the bottom portion of  the form,  (Just below ACCT) or click on the NEXT BLOCK ICON across the top toolbar: [image: image5.png]File Edit Options Block Item Record Query Tools Window Help
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To view a Purchase Requisition:

Select the ORGANIZATION ENCUMBRANCES link in the OPTIONS MENU on the top toolbar: (formerly found in the options column to the left):
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This will take you to the FGIOENC form: Organizational Encumbrance List Form:
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Scroll down  to the Purchase Order you wish to view more information about, and select QUERY DETAIL ENCUMBRANCE from the OPTIONS TOOLBAR ABOVE: (see below):
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This process takes a minute to retrieve your information on the SCSU network:

This form will help you view some of the finer details of a “blanket type” purchase order form: (like copier PO’s).
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Should you need to view additional information regarding a Purchase Order, you might choose to view FPIOPOV (Purchase Orders by Vendor) form:     

[image: image12.png]File Edit Options Block Item Record Query Tools Window Help

CREABE Y

rpuro
Vendor: [T [~ Gorporats Expres 105 )
Statu: ® Open © Closed © cancelled  Incomplete “an

Fiscal Year: [ |[7] Organization: 2]

Purchase
Order  Commaodity Date  U/M Quar

r ks T =

< T T T T
Lstior D search |
Record: 111 [ I I | <0sc»





Next Block – displays any Purchase Orders you have with this particular vendor.
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To retrieve additional information regarding the specifics of a Purchase Order, click on the Query Purchase Order Information in the Options Menu: (see below)
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By Clicking on the link in the Options Menu, it should display several additional options for you to pursue: 
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A good form to view an account’s available balance is FGIBAVL:     After typing FGIBAVL in the GO TO box (formerly DIRECT ACCESS)  to get to this form, you will need to manually enter the specific ACCOUNT  you wish to view:   (Please note: sometimes you will need to re-enter the Organization number as well), then hit the enter key.
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A “Next Block” function will move you down to the full view of the form information:
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Another form to view OPEN REQUISITIONS is FPIOPOF. This form allows you to enter your ORGANIZATION NUMBER and view ALL OPEN REQ’S:
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Enter your ORG Number and then perform a Next Block Function to retrieve your department information:
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Additional forms for viewing are: FTMVEND = Vendor Information:
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FOIDOCH – Document History 
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