THE UNIVERSITY OF NEW MEXICO

Documents in Xtender

May 28, 2010
Alana Monjure



Presenter
Presentation Notes
(click)


Xtender Documents

» Copies of Actual Documents available in
Xtender

» Documents can be printed from Xtender
> FSJA - 056
http:/ /www.unm.edu/~fssc/jobaids.html
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Documents Available in Xtender:

» Journal Vouchers
» Purchase Orders
» Invoices

» DPIs

» Signature Authorization Forms
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Documents Available in Xtender:

» Fund Establishment Forms
» Staff and Student Recognition Awards

Beginning in Fiscal Year 2011

» Clinical Practice Plans

» RAC Award Letters
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Banner Forms from which to
Access Documents:

» FGIDOCR

> Journal Vouchers
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Presentation Notes
You can access Journal Vouchers in Banner Form FGIDOCR.  Rule class codes JEH, JES, and JAD are scanned in.

(click)


Accessing a Journal Voucher:

I Oracte Developer Fomms Runtime - Web: Open > FGIDOCR
Eile Edit opt Block [tem Becord Query Tools Help

H oY I: E ‘Iﬂ - |:I ’.,__’-:-—'——_', I‘- r__j ﬁ E (\'I | 3—! :'_:‘ | w3 | 5 | |'-" I:"I'.'_l I 4

5l Document Ratriaval Inquiry -arm FSIDOCRE 8.0 (BAMND) ' 5 s : T L L SRR e e e - (e T o

S E—
nutum Submission Mumber: | Document Type: v [=]

Header Information

Transaction Date: | Fiscal ¥ear: Fiscal Period: | ] Items: Commit Type: | Text Exists: I

Detail Information

Sub Jourrnal 1 Do t
Mumber Ibem Seguence Type Description Amount Sign  Currency Relerence
[ i ; : ; i I I
Ccon  Index Fund orgn Acct FProg Actv Locn Proj MWNSF Override Bank Accrual
B [ [ : i [ I
Sub Journal Document
SMumber Item Seguence Type Description Amount Sign Currency Reference
[ 5 [ [ 5 [ [] | I
Ccon Index Fund Crgn Acct Prog Actv Locn Proj NSF Override Bank Accrual

After entering the document number, do not select NEXT BLOCK
as no document will be retrieved — go straight to the Xtender icon.
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Access Banner Form FGIDOCR. (click)

Type in the Journal Voucher number (click)

Do NOT select the “Next Block” icon, or you will be unable to pull up the document.

Select the “Xtender” Icon (click)

And (click)

 


Accessing a Journal Voucher:

'€ ApplicationXtender Web Access .NET Document - Windows Internet Explorer = [ B[S
@ O - |@, https://ostrich.unm.edu/AppXtender/DocView.aspx?DataSource= BANP&ParamEnc=28 %3aCESDCC38FTB0B5SC33612A58DC1TAAG! & | "f| x | | Live Search »p v|
File Edit View Favorites Tools Help :
: — = P = v &k Tools ~
ﬂf ﬁ'ﬁ [ @ ApplicationXtender Web Access NET Document l l 3 @ i IJ’ Page \g} ools
File Wiew Document Fage Help
ﬁe. Zoom 100% v Rotate0° v <4 L s
HEALTH SCIENCES CENTER CONTROLLER'S OFFICE SUBMITTED BY: John V‘{at‘l'
SIMPLE JOURNAL ENTRY ﬁgPROVED BY: T ji{h‘_, 7/3 b/a? 3
finnes . FToeg
BATCH IDENTIFIER: Jul-09 Aot 8
FISCAL YEAR 2010 7/30/12009] |GME Housestaff Non-Student A/R accrual.
DEBIT CREDIT
ACCOUNT T ACCOUNT
NUMBER C REF1 DATE DESCRIPTION AMOUNT REF 2 NUMBER
4-00074-A224 Private Wage & Fringe 104,482.17 4-00074-0460
4-00074-A224 Private Admin 12,219.33 4-00064-0722
4-00073-A224 Private Pagers 197.00 4-00073-0460
4-00074-A224 VA Wage & Fringe 666,879.83 4-00074-0410
4-00073-A224 VA Pagers 1,268.50 4-00073-0410—
4-00074-A501 UH Wage & Fringe 1,843,293.75 4-00074-0340
4-00074-A501 UH Admin 61,275.92 4-00084-0340
4-00073-A501 UH Pagers 3,529.50 4-00073-0340
I | »
f Trusted sites | Protected Mode: Off H100%
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The first page of the scanned Journal Voucher will appear.  

Note that this is page one (click)

There are three pages scanned for this Journal Voucher (click)

To see the following pages, select the green arrow (click)

(click)


Banner Forms from which to
Access Documents:

» FOIDOCH

o Purchase Orders

o lnvoices

> DPI’s
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Accessing an Invoice:

B UTELIE LEVEIUEED FUIITIS RUTILIFIE - VWELS WPEN & FUILg e

File Edit Options Block [te ord Query Tools Help

D = BEE O & BE Sl g 22 @ 00X
O T NS NENI VI S
Document Typ& ¥ Requisition Document Cn
. agm S - \—//
Requisition 7 Bid Status Purchase Order Status i Status
[& = - POOSAEEL [a = -

T

-

1]

-

il
T
I

Invoice Status Check Status Return Status Receiver Status

Pl = 30397514 [] & [] &

-

I
T
T

1

T

1

([ [

-

Asset Tag Status Asset Adjustment Status

-

1

T
1T

1
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If you have the requisition number, you can view PO’s and Invoices related to that requisition.  You cannot view the check with which it was paid, but you can see if one has been issued.

Go to Banner Form FOIDOCH (click)

Input the type of document you wish to view.  Here, requisition was selected (click)

Input the document number (click)

The screen populates with the data seen.  You can now select the Invoice Number (click)






Accessing an Invoice:

O AJTALIE LEVEIDDED CUITTIS RUILIFTIE = WELS R 2 Fuinuem

File Edit Cptions Block Item Record Query Tools Help

7\
BYE REAEBE 9 @R @ E(@P TEIEI L L@ 01X

Document Type: |[REQ FRequisitiun Document Code: [RO111596 F
Requisition Status Bid Status Purchase Order Status Issues Status

=]
[

RO111896 = | FO0S4651

1

-

L
]
I
]

Invoice Status Check Status Return Status Receiver Status
06156 * 303597814 [1 &

- -

10615644

HITE
T

1

T

1

il

-

Asset Tag Status Asset Adjustment Status

-

I

1

T
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And select the Xtender icon. (click)

(click)


Accessing an Invoice:

— o
GU = |l hitpe:/ontrch.mnm. e/ A pitende Do Vi, aspsfDat sSources BANP S sramEne = 2% s CEADCC S FTBOASCI36 2ASS0C TAABACIBL ESCOMATIEAETA0A ~ & |42 [ 2 [])

File Edit View Favontes Took Halp
s o #% Applestanktende Web Acceni NET Document o L |

Fia lam Dt vl Faga el
: o a|F

aom 00% = Aotabs 00 ~ = dk

QdCNLyy 19, FOT GriTAMSeRLALS SHBCRNAVE :\.ji 138% P haroes '
Ehacioses Devionas LLG p——— L‘Ilwoig [ §
BAT Hesbany 5E

- |

Lratit] |

[T | o rie. | 7o rharier | e Project |

o4n4ne | E‘_._fltl | l S

e | Crmergation Zi Ousntry Rucw Amount__

Spoaking e L o a—— S04 A0 534,38 |

e gt

Al puargsr Groans Receipts BATSW 200
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The first page of the scanned invoice will appear.

You determine the number of pages by selecting the “Page number”  drop down area; it will tell you the total number of pages scanned. (click)

You can move to the next page by selecting the green arrow (click)

(click)




Banner Forms from which to
Access Documents:

» FTMACCI:

> Signature Authorization Forms

- Unrestricted Indices

- Restricted Awards (by fund)--dated after 10/2009

- For awards prior to 10/2009, Signature Authorization
Forms are accessed using FRAGRNT

> Fund Establishment Forms

- Staff Recognition Award Forms
Beginning in Fiscal Year 2011

> Clinical Practice Plans

- RAC Award Letters

12


Presenter
Presentation Notes
If you are unable to find a restricted index signature authorization form you may need to access it from Banner Form FRAGRNT.

(click)


Accessing a Fund Establishment

Form:

Eile Edit Coton: Block Jtem Becord Query Iuclls Help

BN 0 HaEBEE %% L l‘l?n @ EEEEEY

Chart of Accounts: | 7]  Active Status Last Activity Date:
Account Index: ] Account Index Title: |
Effective Date: [za-mav-zon0 [T Termination Date: | = Next Change Date: |

Accounting Distribution
Check to Owerride

Fumnd: | .__j

L
Qrganization: r—r:] v
Account: | r_! -l‘
Pragram; =) ~
Activity: [ =] -
Location: [ 1=l ]

13
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Go to Banner form FTMACCI (click)

(click)




Accessing a Fund Establishment
Form:

:\_:% Oracle Developer Forms Runtime - Web: Open > FTMACCI[Q]

File Edit COptions Block Item Record Qi ,\-- Help
: =) : 5
(ABvwE BaEE (el @ E BB S ¢ £ L@ 01X
'E_E I N T I e e B e e e oL e BC o SC oL DL BE S BT BENC BE S SN NPT
Chart of Accounts: |—E| v Active Status Last Activity Date:
Account Index: hd Account Index Title: | =
Effective Date: = @ Termination Date: @ MNext Change Date: -]

Accounting Distribution
Check to Override

Fund: li (=] I~
Organization: |7E| [n?
Account: li El o
Program: Ii (=] W
Activity: Ii[zl [ne?
Location: Ii[zl [

14
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Select the Query Icon, (click)

Input the index number that is associated with the Fund Establishment Form (click)

And Select the “Execute Query” icon (click)

(Click)


ccessing a Fund Establishment

Form:

@ Oracle Developer Forms Runtime - Web: Open > FTMACCI[Q]

File Edit COptions Block Item Record Query Tools Help

Chart of Accounts:

Account Index:
Effective Date:

Fund:
Organization:
Account:
Program:
Activity:
Location:

z@HEHE]EIEIIE@ﬁI@@I%IE

Last Activity Date:  |12-JAN-2009

EE [ Active Status
0990FE EI Account Index Title: |D2131—Surface Research Prof Support

01-JAN-2009 @ Termination Date: @

Accounting Distribution

’WEI HU Mon Endowed Spending Research
,WEICRTC Development Office
A

WE]DEIBl—SurFace Research Prof Suppor
WEIGeneral Activity

A

|+

Mext Change Date:

[

Check to Override

15
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The form will populate.

You now select the Xtender Icon (click)

And (click)


Accessing a Fund Establishment

Form:

& ApplicationXtender Web Access NET - Windows Internet Explorer =0 =
OO - | @] httpsif/ostrich.unm.edu/AppXtender/isubmitquery.aspx?DSh=EANP &AppName=E-F-IND EXGINDEX 20 CODE=0990F E&iCredentials=28:00761925731203059 + & |45 | x || Live Searcn o -
File Edit View Favorites Tools Help

Yo o I@ApplicationXtenderWebAccmNEr ] ] I 113 ~ = v |13 Page v {3 Tools v

File Edit  Wiew Options Help

& @ik AR D e 8 &

Query Results for Application "B-F-INDEX"

B3 modify
Document 1 - 2 of 2

INDEX CODE |INDEX DESCRIPTION - FUND CODE+ | ORG CODE | PROGRAM CODE

/ ACTIVITY CODE | TERM DATE | ROUTING STATUS | ACTIVITY DATE
PSSOFE 02131-SURFACE RESEARCH PROF SUPH ‘w 3uoos1 08sHO

e ——
0990FE 02131-SURFACE RESEARCH PROF SUPPOR

2010-01-11 13:40:
e
@ posi 099HO 2009-04-13 08:39:

.

| "

+ Trusted sites | Protected Mode: OFf #100% -

16
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This screen will appear.

Notice that there are two different documents available for this index on this form.  One is the 

Fund establishment Form (click)

And the other is a signature authorization form.(Click,Click)  All available FTMACCI forms that have been scanned into the FTMACCI area for this index will be listed.  You then select the “Open Document” icon (click)(click)

And (click)




Accessing a Fund Establishment
Form

'€ ApplicationXtender Web Access .NET Document - Windows Internet Explorer =0 R |
@O ~ ‘g, hittps://ostrich.unm.edu/AppXtender/DocView.aspx -~ 9 |4¢‘ b3 || Live Search £ v\
File Edit View Favorites Jools Help

W [@ApplimtionXtenderWebA((.NI:—I' Document ]

- % v [ Page = {3 Tools =

|

File  View Document Page Help
IENE=

| Zoom 75% v Rotate0° v <= |} B

- University of New Mexico Foundation, Inc. Fund Establishment Form
Acsounting Depariment  MSC D7 4260 Phone: 2774503 Fax: 277.1888
Wnedward Centari700 Limss NE. Sulie 203

The Surface Family Ressarch Professors Suppart Fund

[Fund Nl.mher from Uk
jation

Fund Type REVErus SOWCES  Gheck ol hat aogy:
Curmant Oparations Gits
|Gzt Endiment Frivalo Granis
[Brdomrremt Joser (specity)

[Purpase code (sele anly ane)

Libeary __Bludent Financisl Ald
bic Servis & Exiansion X Rssaarcn __Other reskicions

naw rasesrch professorships &t the CRTC and will bo sxpandod in support of thess
programs, [faculty salaries, laboratory Stafr, research trainees (PRD, WD, and

I ulty members, laboratory supplics, equipment, and ather program support].

The foliowing Information is required to'estabiish a new Foundation account:

Bannar Crg Cods: Banner Activity Code:

m

oasH)

P ————
,A- raiurs Rulhorzstion_—

e S o
\'/
Eer Center Chief Financial Officer 2 ST J A fn S,

[ Typad Mame & Title-Organizatian Financial Manager Signature

=
Mary Swangen - UNM Sancer Center Operations Managsr FSusar—  afufev

Typed Name & Tile-Acoount ASministrator (his pereon wil rcsvo fund statemantsh Signature.

MSC08 4630 2728547  mswanson@salud unm.edy

UNM Mailing Address of A it i FPhone Number: Email

UNM Cancer Center 0994

Deperiment Neme Departmant Org Coda:

Authentication of Dean/Chalr and Constltuent Development OFficar

|1 understand hal, sithcugh the abowe.mentionad people are sLBhorizad t sign for this account. as the Dean or Director, | am ulimately

and ensuning

Chory! L Willman, 1.D., Director and G.E.O. E?’/ 1/‘02 |
[Typod Harm of Bear/Sroctar e T

Patricia (Patt) Cain }J ez Pk i 4

Typad Name. Gfficar “Signature Tote il

m G

/" Trusted sites | Protected Mode: OFf ®100% -

<

Data Source: BAMP: Doc Id: 11510; Page 2 of 2; Version1 of 1
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The first page of the scanned Fund Establishment Form document appears.

Note that you can select the page you are viewing with the page drop down menu (click).  You will note that this is for index 0990FE (click), the index we queried.  Authorized Signors on the account are listed (click), as is an explanation of how the funds may be used (click).

(click)




Printing a Fund Establishment
Form:

'g ApplicationXtender Web Access .MET Document - Windows Internet Explorer
@ O - | £ | https://ostrich.unm.edu/AppXtender/DocView.aspx hd % | +4 | X | m

File Edit View Favorites Tools Help

;@'

]

ﬁ <ke [@ApplicationXtenderWebAccas.NEI' Document l

File Wig Document Page Help

&“% m | _zj Add Page...

Delete Page...

Page 2 ~ ﬁ| Show Version 3 4 _Jk

&= Prey
==

Fund Establishment Form

niversity of New Mexico Foundation, Inc.
1Depariment  MSC 07 4260 Phone: 277-4503 Faw 277-1605
Two Woodward Center/700 Lomas NE, Suite 203

Fund Name:

The Surface Family Research Professors Support Fund
Fund Number from UNM
Fund Type Revenue Sources  Check all that apply: Foundation
X |Current Operations Gm .0 2./ 3 l
Quasi Endowment Privale Granis Banner Index
= . Other {spacify)

Furpose code (select only one)
_hcademics

— Property, Bulldings & Equipment ___Public Servica & Extension
Flease daseribe how the funds will be used:

The fund will be used to create and support new research professorships at the CRTC and will be expanded in support of these
newly recruited faculty and their research programs, [faculty salarles, laboratory staff, research trainees (PhD, MD, and
|postdoctoral fellows) of the faculty members, laboratory supplies, equipment, and other program support].

__Alhletics __Faculty!Staff Compensalion _Library ___Sludent Financial Aid
_X_Research __Other restriclions

The following information s required to'establish a new Foundation account:
Banner Org Code:

Banner Activity Code:

099H 0
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Presentation Notes
To print a document in Xtender, first select the “Page” drop down menu

Then select “Printer Friendly View”. (click)

(click)


Printing a Fund Establishment
Form:

-
& ApplicationXtender Web Access .NET Document - Windows Internet Explorer [=n=a=
-
@ u v ‘ €] https:/fostrich.unm.edu/AppXtender/DocView.aspx A % +4 | X || Live Search R '|
¢ File Edit View Favorites Tools Help
- — - - »
o o [@Apphoﬂt\on){teﬂderWebA:cﬁ.N!:T pEe [ I 2 ov B v v [2hPage = £ Took v
File  ‘iew  Document Page  Help
(1
i SN JERE]
ﬁ Page 2 ﬁ| Zoom 75% + Rotate 0° ﬁ Ak B
H - University of New Mexico Foundation, Inc. Fund Establishment Form
[#ccounting Dsparimert  MSCOT 4260 Phone: 2174503 Fax 2771365
[Lacalion: Two Wondward Genler700 Lowsss NE. Sl 203
(€ Printer Friendly View - Windows Internet Explorer
© File Edit View Help
wo® fa- } Rage ~ G Taols ~ @~ o
. - University of Mew Mexico Foundation, Ine. Furd Fstatlishment Form
WAGOF G290 o TITATI S S AG3
; im0 —
The Surfaos Family Resnarch Profesears Suppart Fund
Fund e et R 1
Pl Tyon v B Gtk s Frundeion =]
Pl p— " 0213/ o
st Ernarent Frbanke Ceaniy e indzis —
- o Ware
| ey : : —
Araderics Al _FarutyEt Cnmpansonrs Y __Budert Grungsl 44 ) || -
__ Prupsty, 3ubrgs £ EQUETART __PUNS Srvice & Laderaen & Heozawn _ Stherreetcians b | eEm
e b e s k£ L —
Tha fund will s ngsr b sreale ard support naw Raarch profeszorahips Bt Hhe CRTC and will be expendsd in support of tese B
A rREUINS TacLly.and the reacareh progeaine, [faculty 83larios, 3Lralery =, research alnes (PO D, and —
fellews) of the faculty members. labartory suppiles, wauivment, and athor pragram suppoT]
The fallowing infommarion bs requires -or establish & hews Fuuufilion aces ni: —
Banner Org Cods: § Danner Activity Gode: —
[EERLd
Sianatars Aulherizatn
T ks VG DErwarne Gt ewliar 264 10 6131 o 113 3Ceats —
Brad Mucak - UNM Gancer Gentsr Chlef Financiat Offiacr E 3 £E 2,
Tyaed Name & Tite-Crganizalien Fita-cial Monager Signsture —
Mary Swanson - UNBY Canoer Genter Oporations Mansger f}\ &Mﬂ?s’ilﬂ%*ﬁ-- (2fnfov
| Typsd Mame & Tibs-&coount Administista- s pern mil veche fund smiements) - Signalure
WSCaa 8530 TTZABAT  mawsneo1Baslud.anm.edy L
Uhid Mefling Adess of Aocoust Adingiratar. Phone bumber Lot
LM Ganear Ganter
Tiepaarme . Sene Trement g Gode:
<l | [Authentication of DRanChalr and Consatuent avalapment Gifoer o
1 viscr vl W, sl wch e 33 mosetinz paoplh 7o autaoe3ad b ign f iz woeze rl, 06 Iho Dean or Sreciar, | omulimatoly 5
usgcratia far hrwsoen - /" Trusted sites | Protected Mode: Off H100% ~
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Presentation Notes
a printable version of the page of the document will appear.  You may now select file (click), and print the page.  You must repeat this procedure for each page of the document you wish to print.

(click)


Xtender in live Banner

» Using Xtender - Banner Demonstration.

20
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AFTER any live Banner demo is completed, (click)


Questions?
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Last slide.  Click to remove slide presentation mode.
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