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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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

 

Journal Vouchers



 

Purchase Orders



 

Invoices



 

DPIs



 

Signature Authorization Forms
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

 

Fund Establishment Forms



 

Staff and Student Recognition Awards

Beginning in Fiscal Year 2011



 

Clinical Practice Plans



 

RAC Award Letters 
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

 
FGIDOCR

◦

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

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

Presenter
Presentation Notes
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)
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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)





 
FOIDOCH

◦

 
Purchase Orders

◦

 
Invoices

◦

 
DPI’s
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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)
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And select the Xtender icon. (click)

(click)
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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)







 

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

(click)
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Go to Banner form FTMACCI (click)

(click)
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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)
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The form will populate.

You now select the Xtender Icon (click)

And (click)
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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)
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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)
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To print a document in Xtender, first select the “Page” drop down menu

Then select “Printer Friendly View”. (click)

(click)
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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)





 

Using Xtender -
 

Banner Demonstration.
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AFTER any live Banner demo is completed, (click)
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Last slide.  Click to remove slide presentation mode.
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