FAST FIS

User Approval Form- FOAUAPP
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“Oh what a relief it is!”


FIELD   
INSTRUCTIONS

ACCESS
Type FOAUAPP in Go To box, press [enter]. 

 
OR


To access this form through the menus - Select the following menu items in the order listed: 

(1) “Finance Menu”, (2) “Approvals Menu”, (3) “User Approval - FOAUAPP”.

If the Approvals Notification (FOIAINP) screen appears, click EXIT to continue to the User Approval form-FOAUAPP.
User ID
Defaults to your name.  Username can be overridden.
Document
Leave Blank unless searching for a particular document.  If accessing a particular document, clear the User ID and Next Approver fields, and enter document number in Document field.
Next Approver
Defaults checked to list only those documents currently awaiting your approval.  To list all documents which will require your approval, regardless of whether you are next in line, clear the check from the field.
 Next Block  

[Page Down] to view the list of documents awaiting your approval.

Form will populate all documents awaiting approval.  (If no documents are awaiting approval by the user, a message will display at the bottom left of the form.)  Select the desired document by clicking on it or using the arrow keys to move the cursor to it.

ACTION BUTTONS

Approve: 
To approve the document click the Approve iconic button in the row directly below the desired document number.  A message box will appear; click APPROVE to approve the document. (Click CANCEL to leave it unapproved.)  Another message box will appear stating “Document has your approval”; click OK.  
Docqry:
Displays up to twelve accounting lines at once for Journal Vouchers.  Displays all original document screens for Invoices and Purchase Orders.  Next Block [Page Down] to move through screens.  Click EXIT to return.

Disapprove: 
To disapprove the document click the Disapprove iconic button in the row directly below the desired document number. A message box will appear stating “Document is disapproved”; type in the reason for disapproval.  This message will automatically be routed back to the originator and any previous approvers.

Detail:
To review the Summary detail information of the document, click on the Detail iconic button directly below the desired document information. This will access one of the following document summary forms:

FOQINVA (Invoice);  FOQPACT (Purchase Order);  FOQJVCD (Journal Voucher).  

To view multiple accounting lines, use the up/down arrow keys or the vertical scroll bar.  Select the View Commodities option from the menu bar to view a list of all commodities at once.  Click EXIT twice to return to approval screen.  To view document text on a journal voucher, select the Text Information option from the menu bar and Next Block [Page Down].  Click EXIT to return to the summary form.

Queue:
To review the approval queue(s) related to the document, click on the Queue iconic button directly below the desired document information.  This will access form FOAAINP. Use Next Block [Page Down] to get into the body of the form.  Use the up/down arrow keys to scroll through the approver names.  Click EXIT to return to the FOAUAPP form.

OPTIONS
Approval History
This provides historical approval information (who approved, when) for a given document. Select the desired document, then select the Approval History option from the menu bar. It will access form FOIAPPH. Execute query on desired document.  Click EXIT to return to the FOAUAPP form.

INFORMATION FIELDS

NSF
A “Y” in this field indicates the related FOAPAL has insufficient funds for this document.  The document will route through its normal approval queue(s) then continue into an “NSF” approval queue for approval by the Budget Director (or assigned backups).
Document Type
Indicates the type of document being approved. 


INV - Invoice

JV- Journal Voucher 
PO - Purchase Order 
ENC - Encumbrance


Document #
The number assigned by the Banner system to that particular document.  The first digit usually corresponds to the Document Type.  (i.e. a Purchase Order document number would begin with a P, a JV with a J, etc.)
Chg No.
Not used.

Sub No.
Not used.  

Originating User
Designates the user id of the person who originally input the document.

Cred Mem
Defaults “N” if not a credit memo.

Document Amt
Displays Document total.  

Queue Type
Should say “DOC”.  An “NSF” indicates that all departmental approvers have approved the document and it is now located in an NSF queue awaiting approval by the Budget Director (or assigned backups).
Next Approver
A “Y” in this field indicates the user is the next in line to approve the document. 
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