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Overview   
  

• Banner 9 Self Service will allow Users to create and submit Requisitions in a more convenient 
and user-friendly environment.  
 
 

• Users will be able to follow the status of Requisitions and view all related documents in Self 
Service.  The idea is to create a unified “hub” that Users can access quickly.  
  
 

• Banner 9 Self Service will also enable Users to create custom queries, which can then be saved 
and accessed again with one click.  
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Navigation in Self Service  
  

• Banner 9 Self Service is mouse-heavy.  Users are strongly encouraged to abandon keystrokes 
in favor of mouse clicks.  Users will not be able to “tab” through modifiable fields as they did in 
Banner 8 Self Service.  

  

• When creating Requisitions, the Next button is the only way to move from screen to screen   
(Requestor Information, Vendor Information, and Add Item & Accounting screens are NOT 
clickable).  
  

• The easiest way to navigate Banner 9 Self Service is to utilize the Link String, which is located 
just below the blue Ellucian bar :  
  

 

(see below) 
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My Finance Dashboard   
  

• This is the first screen the User will see once they are logged in.  
• Click My Finance Query to access Queries.  
• Click My Requisitions to access Requisitions.  
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My Requisitions Dashboard  
  

 
• Requisitions will be sorted into 3 categories: Completed, Pending, and Draft.  

 
• Click on the View More link to see the full list in each category.  

 
 
 

• There is also a Search bar that allows Users to locate Requisitions. Type in the  
Requisition Number or the Vendor Name (not case sensitive) and press Enter.  
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Types of Requisitions  
  

Completed Requisitions are Requisitions that have been approved.  The Status will as “Converted 
to PO.”  

  

  “Converted to PO”:  The Requisition has been assigned to a Buyer and a PO has been  
 completed. Click on the Information icon to obtain the PO Number.  

  

 
  
 
 
Pending Requisitions are Requisitions that have been completed and submitted for approval.  The 
Status will show “In Approval.”   
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  TIP:  Click on the View More link to see all Pending Requisitions.  From this screen, Pending  
 Requisitions can be sorted by Requisition Number, Date, Vendor, Amount, or Status.  The User  
 can also use the Search bar to find a Requisition by typing in the Requisition Number or the  
  Vendor Name.  

 
  
 



 
 

10  
  

To see the full list of approvers, click on the Information icon.    

  

  TIP:  As the Requisition gets approved, the list will get shorter (each approver is removed from  
 the list once they approve the Requisition).    
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Draft Requisitions are Requisitions that the User has started, but have not been completed or 
submitted for approval.  Clicking on the Requisition will redirect the User to the Requestor 
Information screen.  The Requisition can now be edited and submitted for approval.  

   TIP:  Click on the View More link to see all Draft Requisitions.  From this screen, Draft  
 Requisitions can be sorted by Requisition Number, Date, Vendor, Amount, or Status.  The User  
 can also use the Search bar to find a Requisition quickly by typing in the Requisition Number  
 or the Vendor Name.  
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Creating Requisitions  
  

1. To create a new Requisition, click the Create Requisition button located in the My 
Requisitions dashboard.  

2. On the Requestor Information screen, the User’s information will be auto-filled.  
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3. NOTE:  The Accounting Type in Banner 9 Self Service will default to Commodity Level 
Accounting.  This is intentional (see Requisitioning Tips section for more information).  

4. Enter the Delivery Date and Attention To information.  
5. Use the Public Comment field to enter notes to Vendors (if needed).  
6. Use the Private Comment field to enter internal notes to Purchasing (if needed).  
7. Click Next to access the Vendor Information screen.  
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8. The Requisition will now be assigned a Requisition Number, which can be seen in the top 
left corner on the Vendor Information screen.  

9. To select a Vendor, click on the Choose Vendor box.  The User can either scroll through 
the list and click on the Vendor OR type the Vendor Name and wait until the Vendor 
appears in the drop-down list.   
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10. Once the Vendor has been selected, it will appear in a yellow box.    
11. To change the Vendor, click on the small “X” in the Choose Vendor box and re-select a  

 different Vendor.  
12. Click Next to access the Add Item & Accounting screen.  
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Entering Line Item Requisitions  
  
1. On the Add Item & Accounting screen, the Choose Item box will appear.  
2. For Line Item Orders, click on the Choose Item box and type in the Item Information (up 

to 50 characters including spaces) using the required format established by 
Purchasing.  

3. Once the Item has been entered, click (Add as new item) from the drop-down list.  
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4. If the User was unable to enter all of the Item Information on the previous screen, the rest of 
the Item Information must be entered in the Public Comment field.  
 
 
 

5. Select the Unit of Measure from the drop-down list.   
 
 

 
6. If applicable, enter Shipping/Freight charges in the Additional Amount box.  

 
 
 

7. Click Add Accounting.   
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8. Select the FOAPAL by using each corresponding drop-down list (Activity, Location,  

 and Project are not required fields and should only be selected when applicable).  
9. The User can either scroll through each list and click on the number, OR type the number  

 and wait until the number appears in the drop-down list.  
10. Once the FOAPAL has been selected, click Save.    
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11. The Add Item & Accounting screen will now refresh and show the Funding bar and the  

 Requisition Summary.  The Funding bar indicates that all of the funds have been 
applied to the FOAPAL and that the Requisition is balanced.   
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12. To add another Item to the Requisition, repeat Steps 2 through 11.  
13. The User may now choose to Save as draft, View as PDF, or Submit Requisition.  

  

   
    



 
 

21  
  

Submitting a Requisition  
  
1. To submit a Requisition, click on the Submit Requisition button on the Requisition 

Summary screen.  
2. If there are not enough funds in the chosen FOAPAL, a warning message will appear.   

The User will be unable to submit a Requisition for approval if the FOAPAL status is NSF. 
Instead, the Requisition will be saved as a Draft.  
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Copying Requisitions  
NOTE:  Users will ONLY be able to copy Requisitions that have been created in Banner 9 Self 
Service.  Requisitions created using Banner 8 cannot be copied in Banner 9 Self Service.  

 

REMINDER:  Copying Requisitions should only be done if the same Vendor is going to be  
used for the new Requisition.  

1. To copy a Requisition, go to the My Requisitions dashboard.  
2. Click on the Completed Requisition that needs to be copied (Completed Requisitions 

are the only Requisitions that can be copied – Users cannot copy Draft or Pending 
Requisitions).  

3. Click on the Copy Requisition button located in the top-left corner, and then click Yes on 
the pop-up notification.  
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4. Enter the Delivery Date.  
5. If needed, revise the Attention To information (which will be pre-filled from the Requisition 

that was copied).  
6. Click Next to access the Vendor Information screen.  
7. Click Next to access the Add Item & Accounting screen.  
8. Click on the Commodity to make any changes.  
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9. If needed, edit the Public Comment field to change the Valid Dates, Authorized 

Purchasers, and/or the PO that is being replaced.  
10. Click Save.   
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11. To edit the FOAPAL, click on the Funding bar located on the Requisition Summary on  
 the right side of the screen.  
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12. Click on the FOAPAL which will appear below the Funding bar.  
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13. Select the new FOAPAL by using each corresponding drop-down list (Activity,  
 Location, and Project are not required fields and should only be selected when  
 applicable).  

14. Once the new FOAPAL has been selected, click Save.  
  



 
 

30  
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15. The Add Item & Accounting screen will now refresh and show the Funding bar.  The  
 Funding bar indicates that all of the funds have been applied to the new FOAPAL and that  
 the Requisition is balanced.  

16. The User will also see a notification in the top-right that reads, “Accounting updated in  
 Requisition,” which confirms acceptance of the new FOAPAL.  

17. The User may now choose to Save as draft, View as PDF, or Submit Requisition.  
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33  
  

Requisitioning Tips  
  

 In Banner 9 Self Service, the Accounting Type will default to Commodity Level Accounting.   
This change was made in order improve the way that Fixed Assets are tracked and reported.   
The Accounting Type should not be changed by the User**.      
   
**NOTE:  The ONLY exception to this rule is when multiple budget numbers are being 
applied to a Non-Receivable Requisition.    
  

(Example:  An IC Agreement for $12,000 that is split 3 ways between each campus)  
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Requisitioning Tips  

  
• Click on the View as PDF button and the Requisition will open in a new tab as a PDF file.  The 

User can choose to download the PDF or print a hard copy.  NOTE:  Viewing a Requisition as a 
PDF does not mean that the Requisition has been submitted for approval.  

 
  

• Requisitions are automatically saved as the User moves through each screen, but the 
Requisition can also be saved manually by clicking on the Save as Draft button.  
  
   

 



 
 

36  
  

• To delete a Draft Requisition, access the My Requisitions dashboard, click on the 
Requisition, and then click on the Delete Requisition button.  
  

  
• To recall a Pending Requisition, access the My Requisitions dashboard, click on the 

Requisition, and then click on the Recall My Requisition button. Click Yes on the pop-up 
notification.  The Requisition will be moved to Draft Requisitions.  
    
NOTE:  A Requisition can be recalled up until Final Approval.  Users cannot recall a Requisition 
that has been fully approved by all approvers.  
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My Finance Query  
  

1. To create a new Query, click on the New Query button.  
    

 
     
   

2. Use the Select Query Type drop-down list to select the query type. For most queries you want to 
choose Budget Status by Account.  
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3. Select the Fund, Organization, Account, and Program codes by using the corresponding 
drop-down lists.  

4. Scroll to the bottom of the window and click Submit.  
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5. The Query Results screen will appear with the query results.  
6. From here, the User can choose what to do with the query results.  
7. To save the query, click the Save as icon.  The User can name the query and choose to Save 

as favorite.  
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8. Queries that are saved to Favorites will appear in the Favorites section and the Saved 

Queries section of the My Finance Query Dashboard.  
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9. The saved query will display a summary graphic.  
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