Native Banner Process: FGRIDOC
Incomplete Document Listing
As of 04.01.2005

It is a good practice to periodically review your user ID for incomplete documents in
Native Banner. This can be used to determine if, for example, there are outstanding
Purchase Orders or Journal Vouchers that are interfering with the use of your budget.

Log on to Native Banner

e At the Quick Launch prompt enter FGRIDOC

[—‘é% Banner Internet Native

File Guery Tools Help Window

Ygm General Menu GLIA

Community College

o [remoc LM i 0 £ B i

J hly Banner Finance Systerm h General Business Process
Bscrsamer

—Account Index Code Walidation [FTwACC]

~Account Code Validation [FTWVACCT]

—Activity Code Validation [FTWACTY]

= Chart of Accounts Validation [FTYCOAS]

~Fund Code Yalidation [FTYFLND]

- Location Code Validation [FTYLOCN]

= Organization Code Walidation Form - Finance [FTVORGHM]

—Prograrm Code Yalidation [FTYPROG]

= General Message [GUAMESG]

—Account Index Code Walidation [FTWACC]

—Account Code Yalidation [FTACCT] =
[ Activity Code Validation [FTVACTY]

=Chart of Accounts Yalidation [FTYCOAS]

~Fund Code Validation [FTVFLND]

I=Location Code ‘alidation [FTWLOCH)]
L Mireanization Cnda Walidatinn Faee - Finanea [ETWORER A
Enterthe ohject name; press COUERY for messages, LIST for listing.

Record: 111 . =05C>

I»

e Press enter to go to that process.
e Control + page down or click next block to enter the Printer Control block.

For questions or comments please contact Laura Martin at martinl@Ilanecc.edu
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Native Banner Process: FGRIDOC
Incomplete Document Listing
As of 04.01.2005

E—Ei Banner Internet Mative
File Edit ©ptions Block |tem Record Query Tools Help Window

2EILY ulml ﬁfl@lﬁl

‘Jlulfhlfhl o B Fiel=]

J Pararmeter Set: J

Process: |FGRIDOC  [Incomplete Dacument Listing
Printer Contral
Printer Special Print Lines Subrmit Time
DATABASE | 55
Parameter Walues
FParameters J Walues J
01 |Inc|udeAIIDucumemTvpes |Y =
02 |useriD [
0z |Inc|udeJoumaIVOuchers |N
04 |J0urnaIVuucherUserID | j
Submission
T Hold & Submit

[T . Save Parameters As:

Special Print Instructions; if left hlank the default format is Landscape.

Record: 171 =08C=

o Enter the text: DATABASE to see your report on screen, or your printer
designation for a printed version.

[—‘é% Banner Internet Native
File Edit Options Block Item Record Query Tools Help Window

2SI ulyl E|@|ﬁ|

ululfhlfhl 0 5 FE=]

_IJJ

J Parameter Set: J

[T . Save Parameters As:

Process: |FGRIDOC Incomplete Document Listing
Printer Contral
Printer Special Print Lines Submit Time
FELP.16 | 55
Parameter Walues
Parameters J Yalues J
01 |Inc|udeAIIDocumentTypes |‘r‘ =
02 |Userio [
03 [include Joumal vouchers ]
04 |JuurnaIVchherUserID | ﬂ
Subrmission
©  Hold & Submit

*ERROR* FELP.16 is invalid. LIST for valid choices.

.. |\Listorvalu... =05C=

Record: 111

For questions or comments please contact Laura Martin at martinl@Ilanecc.edu
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Native Banner Process: FGRIDOC
Incomplete Document Listing
As of 04.01.2005

To simplify the process, in line one enter “Y” to Include All Document Types
Arrow down to the next line and enter your Native Banner user ID

["ﬁi Banner Internet Native

File Edit Options Block Iterm Record Query Tools Help Window

HELY HEx B EEEE E S el 56

ant APCTL B.1.1 (TESTI228)

Process: |[FGRIDOC  [Incomplete Dacument Listing Parameter Set: =N

Printer Contral

Printer Special Print Lines Subrmit Time

DATABASE | 55
Parameter Walues

Parameters J Yalues J

01 |Inc|udeAIIDocumentTypes |‘r‘ =
0z [useriD [martin]
03 [include Journal Vouchers [
04 [Joumalvoucher User ID [ =i
Submission
[~ . Save Parameters As © Hold  ® Submit
Record: 217 .. |Listofvalu... Z08C=

Control + page down or click next block

[—‘é% Banner Internet Native

File Edit Options Block ltem REecord Query Tools Help Window

gl EEl EEE =EEESE E 2 FHEE oEE

n Contrals *CTL B.1.1 (TES

Process: |FGRIDOC  [Incomplete Dacument Listing Pararmeter Set: J

Printer Contral

Printer Special Print Lines Subrmit Time

DATABASE | [55

Parameter Yalues

Parameters J Yalues J

02 [userD [mariini o]
—
03 [include Journal Vouchers [
04 [Joumalvioucher User ID |
05 [include Cash Receipts ] E
Submission
[V . Save Parameters Ag [IMNC DOC Incomplete Docs LM ©° Hold @ Submit

Farameter Set Description; long description assaciated with the Parameter Set Name.
Record: 171 . =05C=

For questions or comments please contact Laura Martin at martinl@Ilanecc.edu

Created on 4/1/2005 11:23:00 AM
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Native Banner Process: FGRIDOC
Incomplete Document Listing
As of 04.01.2005

You can choose to Save Parameters now by checking the box and entering in both

a short and full length report title. This way you can retrieve your input fields by
entering the short report title in the box: Parameter Set.

e Click F10 to save, and enter or click the box to OK.

Ei Banner, Internet Native

File Edit Options Block ltern Record Query Tools Help ‘Window

SF HE FEE =EESE S S s odv]x

'waProcess Submission Controls GJAPCTL 611 (TEST1228)

Process: |FGRIDOC |Inc0mp|ete Document Listing Parameter Set: J

Printer Control
Printer Special Print Lines Submit Time
DATABASE [ 55
Parameters 0 Saving current parameter values as INC DOC.
02 [UserD =
=
03 |Inc|udeJUumaIVchhers
04 |Jnurna|VmucherUserlD T
05 [include Cash Receipts [ =l
Submission
[+ . Save Parameters Ag NG DOC Incomplete Docs LM ©  Hold & Submit

Saving current parameter values as ING DOC
Recard: 071

=08C*

e Under the Options menu, select Review Output

Ei Banner, Internet Native

File Edit Block lter Record Query Tools Help Window

P EE FEE EEAE E B e e

’5_9 Saved COutput Revi GJIREVO 5.4 (TEST1228)

Process: |FGRIDOC Incomplete Document Listing

Mumber:  |4000632 File Mame: ||

4

=
L4

File Mame; double-click for valid file names
Record: 111

=05C*

For questions or comments please contact Laura Martin at martinl@Ilanecc.edu
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Native Banner Process: FGRIDOC
Incomplete Document Listing
As of 04.01.2005

e Double-click in the box named: File Name to list your report

Ei Banner Internet Native

File Edit Block [tem Record GQuery Tools Help Window

RIFLY Hxl FEE =R E e e o

,E Saved Output Review GJIREVD 5.4 (TEST1228)

Process: |[FGRIDOC Incomplete Document Listing
- MWumber:  |4000632 File Name

a2 x|
=]

Auailable Files

Find|fgridac_4000632.1%

Output File Narme Record

Taridoc_4000632.log

4 | I

Find Cancel

Ll |

=
[«

Choices in list: 2
Record: 111

=05C=

e The Output File Name should be the same as the Number to the left with a
“dot, lis” extension.

e Click OK to select. Review, save or print as needed.

Ei Banner Internet Native

File Edit Options Block Iterm Record Query Tools Help Window

gl EE EEE =EEBEE E = rHEE o]

g Saved Output Review GJIREVO 5.4 (TEST1228)

Process: [FGRIDOC Incomplete Document Listing

Mumber, (4000632 File Name: [fgridoc_4000832 lis Lines: 51

FGRIDOC 6.0 Lane Community College =

Incouplete Document Listing

DOCUMENT TYFE: Purchase Orders

PURCHASE PURCHASE BLANFET TRANS DELIVERY

ORDER ORDER DATE ORDER ISP RUISH DATE DATE

POOLLEES n9/0z/z004 09/0z2/2004 0g9/04/200.

Total

Ll | B =l

Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAB or ENTER ta shift viewr.
Record: 317

=05C=

For questions or comments please contact Laura Martin at martinl@Ilanecc.edu
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Native Banner Process: FGRIDOC
Incomplete Document Listing

As of 04.01.2005

To remove existing documents, go to the form in which they were originally entered.
For example for the purchase order above, go to FPAPURR just as if entering a new
PO, but enter in the existing PO number from the report. Note the number above is
“P” Zero, Zero 11663. The only letter in the string is the “P”. When you go to the

next block you will be able to view and edit your document.

e Todelete, click Record Remove.

e Note the message at the bottom left. Press Delete Record again to delete this

record.
e Enter Record, Remove again to delete.

g@ Banner Internet Native

File Edit Options Block Item Record Query Tools Help Window

.’;ﬂ;.'q_F'urn: hase Crder Entry: Document Information FPAPURR B.0.1 (TEST1228)
Purchase Order.  |FO0OTTEES Blanket Order:

Order Date: 02-5EP-2004 Trans Date: 02-5EP-2004 ¥
Delivery Date: 04-3EP-2004 Comments: r
Cornmodity Total 1.00 Accounting Total: 1.00

PO Created from Req: r

Reqg Documnent Text: -

ALY B FEE ElEES 5 2 FHeEE silE
Type: |Standing ~

In Suspense

Document Text

Purchase Order Copied From:

Buyer Code: |LCC |LCC Universal Buyer J
BO Termination Date: Rush Order r
MNSF Checking: W

Deferred Editing: [

- Press Delete Record again to Delete this record.
Record: 171 .

=08C=

For questions or comments please contact Laura Martin at martinl@Ilanecc.edu

Created on 4/1/2005 11:23:00 AM
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