
BANNER 
APPROVAL OF PURCHASE ORDERS



To enter Banner, use the Banner link on your desktop or go to:
http://cougar103.taftcollege.edu:9099/

The link will bring you to the screen below. 
Click on Java to bring you to the next screen
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Enter your user name (first initial & last name) and password. 

Click on Connect to log in.
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Presenter
Presentation Notes
A schedule design for optional periods of time/objectives. 



Enter FOAUAPP in the Go To… box.
Click Enter.   
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Presenter
Presentation Notes
Introductory notes.



Ensure that your name is in the user ID.
Click on Next Block.
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Next Block



Your queue of purchase orders will be listed.
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To look at the details of any purchase order click on the Detail 
button.
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Detail



You will see an overview of the purchase order with budget code and description. 
For additional details, click Options in the tool bar and select Query Document.
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Click Next Block to see a more detailed description of the purchase 
order.
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Next Block



Click Next Block repeatedly for more pages of information.  
Once you are finished reviewing the information, click on the X.
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Click on X once more to return to the approval queue.  
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To approve the purchase order, click on Approve.  
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Click OK on both boxes.  Then you can move to the next purchase 
order in the queue or click X to exit.
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To disapprove a purchase order click Disapprove.  
Enter a reason for the disapproval and click OK.   
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A disapproval message will go to the originator of the purchase order.
Once the message is received, the originator can resolve the matter.  
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Questions?

 Please contact the Office of Instruction for further 
information or questions.

 Denice McCauley 763-7919

 Nicola Bayley 763-7941
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