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Banner TIPS

Document Processing Tips
TIP

Always use the TAB key to navigate from field to field. This way, Banner validates the entered

information.

| want to: ||

Instructions
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Delete a FOAPAL sequence in a
document, left "In Process".

No o

Open the Banner form, which you used to create the document.
Enter the Document number in the Document Number field.

Click Next Block to go to the sequence screen.

Find the Sequence record you want to delete by clicking on the Next
Record Icon.

In the menu bar, click on Record.

If there is information entered in the sequence, select Clear.

If the sequence is blank and you want to delete it, select Remove.

Delete a document, left "In
Process"

ARl A o

Open the Banner form, which you used to create the document.
Enter the Document number in the Document Number field.
Click Next Block.

In the menu bar, click on Record and select Remove.

Perform the step above twice.

Place the cursor in the

Use the built-in calculator.
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Use the FGICSUM Banner form to verify a Deposit document or find an error.
Use the

Find an error in a document, left "In
Process"
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Banner TIPS

f TAB to the Code field and enter the Document reference
number.

f  Click Next Block. The document text for that document will
be displayed (if any).

1 Click in the next available text line.

1 Type the text; continue to type the text in the next available
lines as needed.

1 Click on the Save (diskette) icon to save the added
information.

1 Type GUAMESG in the Go To field and hit

Look up disapproval messages for
documents | submitted (requisitions,
journals, US currency deposits, and
inter-departmental charges (IDCs)).
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