MACALESTER
View Approved Requisitions (Banner) COLLEGE

Finance - Purchasing

Thisform is used to view document information on approved purchase requisitions.
FOIAPPD Form
Log into Banner and do the following:

* TypeFOIAPPD inthe Go Tofield, and press <Enter>.

e

M General Menu GUAGMELL 7.4

Go To... |FOIAPPD EI

The next screen will display requisitions that have been approved:

"E:E!.E.;:I;:Irnj'-.-'enj Document Query FOIAPPD 7.0 (EUTR)

Document Document Type Document Submission Bank
Type Description Number Number User 1D Code Activity Date
REQ Requisition ROOO0O04 JOHNSOMKL 17-APR-2005

e Select the document you want to view by highlighting the line.

» Goto Optionsand select Query Document to view document information.

*  Click Next Block E@ through the screensto view all pages of information.

 Exit X to return to FOIAPPD form.

»  Continueto view additional documents by selecting a different line and following the previous instructions.

Refer to:
* Loginto Banner

Business Services Macalester College
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