EIO Tips and Tricks 

Entering/Editing
·  “Preauthorization” is required for Bear Logic and Warehouse purchases over $2000 before they will order.
· An EIO number is assigned after you “Save Changes”.
· All FOAPAL information will be validated against Banner when the “Save Changes” button is activated. 
· The EIO webpage also validates if an Approval Queue exists for each Fund and Org combination.  You cannot save an EIO if the queue does not exist in Banner.
· You can add as many rows as necessary with the “Add Rows” button.  If you add a row then don’t need it, just leave blank or blank out all fields.
· When editing an EIO you must tab out of a field to have the “Save Changes” button appear.
· “Reset Form” will reset all fields to the last saved version.
· Date “Submitted to Banner” will be the date used for posting in Banner not the date created.
· You may print your EIO but this is not necessary because the documents are stored electronically for retrieval.
· Emails are used to route the documents back and forth between departments.  This is not automatic, you must push the “Route to Ordering” or Route to Supplying” buttons.  Please be sure to provide an email address for contact purposes.
· The supplying department will not order items until “Route to Supplying” button is pushed.  This will change the status from blank to “Waiting on Supplying”.
· Once the “Route to Supplying” button is pushed you are committing to purchase the items.  If this is a special order you may be charged a restocking fee if you change your mind.
· Supplying departments like Warehouse and Bear Logic, will change the status of the EIO to “In Process” while they are filling the order.  
· Email addresses are validated against Banner.  Be sure to check the listing of preferred email addresses on the Help link.
· Many fields in the EIO webpage will assist you by auto-populating values.  You can delete these or clear your cookies to eliminate the auto-populate feature.  
· All changes and entries made to the EIO are logged at the bottom of the document.
· When an EIO is completed by both Buyer and Seller it needs to be “Submitted to Banner”.  
· It will then require both sides to approve the document through the Approval Queues, even if preauthorized in the web page.
Approving
· Actively watch Approval Alerts and approve documents as soon as possible. Ordering departments may not be aware that there may be several suppliers that need to approve an EIO, based on the supplying side FOAPs.  There is an alternative method to use in approving if documents do not appear in the Channel.  See approving help sheet.
· The email message requesting approval of documents through Banner approval queues is sent to all individuals on the approval queue.  If someone is having trouble finding the document to approve, it most likely is that someone else on the queue has already approved it.  Once a document is approved, it drops out of the approval alert channel for all individuals on the queue.

Searching
· The “Search” function will search all text fields except document description.
· “Advanced Search” allows for filtering data on criteria like dates, status and FOAPAL.
· “Search” dates look at date created fields.
· You can sort on any column when viewing active or archived documents, however, this sort only works per page.
· The “Information” section at the top can be hidden by clicking the bar.  The message will stay hidden for 30 days, or you can click to show again.
· You can control the amount of records you want to display per page under “Advanced Search”, then “Records per Page”.
Other
· Preauthorizing must be done by person authorized on the queue for the Buyer Fund/Org (this will be validated)
· EIO’s for official functions must have the official function form submitted to Financial Services, Campus Box 44 by the end of each month with the EIO number written on it, or you may attach the document in electronic format by pushing the “Document” button.
· Be sure to read all Pop Up Boxes
· If a document sits in Banner awaiting approvals and the accounting period closes, you will be contacted by your Fund Accountant with procedures.
· Watch the status of the EIO’s until they are “Submitted to Banner”.  There are icons to assist you at a glance or this also appears in the Notes section.
· Check junk mail for stray EIO notices.
· If you need to return some items you can select the closed EIO and push “Return”.  This will generate a new EIO number where you can only change the quantities and all other fields are reversed for the return.  Then you will follow all the procedures for a new EIO including approvals.
· Most Supplying departments want to push the “Submit to Banner” button once the order is filled and cost adjustments are made.

Account Code Use
When to Use and FUND/ACCOUNT Codes to Use
· You cannot use the EIO system when an Agency fund (8xxxx) is either the buyer or the  seller.  
· 8xxxx Agency funds CANNOT use the Internal Sales (579xx) or Internal Purchase (729xx) account codes.  
· Sales to 8xxxx Agency Funds are processed by Journal Entry by the General Accounting office.
· For the short term, the previously used Transitional Internal Order Form (TIO) can be used to sell to 8xxxx Agency funds. 
· General Accounting will enter these forms as Journal Entries.  
· In the future, a new journal entry form will be developed to accommodate these sales.  
· If your department is selling something to an 8xxxx Agency fund and cannot identify an appropriate, specific external sales account code to use, then use account 57367 “Sales to 8xxxx Agency Funds.”
· 8xxxx Agency Funds use the same expenditure codes that would be used for a purchase from an external Non-University Vendor. (i.e. 72210 office supplies, 72390 Official Functions).
· Call your fund accountant if you have questions about how to sell items to an 8xxxx Agency fund.
· Call your fund accountant if you are responsible for an 8xxxx Agency fund and have questions about how to purchase something from a University seller such as Bear Logic, Conference Services, Auxiliary Services, etc.  


· You cannot use the EIO process when the seller is the General fund (10000).
· The 10000 General Fund is not in the “Business” of selling to other University departments.
· Expenditures can be allocated into and out of the 10000 General Fund.  
· “Allocations” are NOT internal sales.  
· “Allocations” follow specific processes and are completed using a Journal Entry and NOT an EIO. 
· The 10000 General Fund can occasionally be “reimbursed” for expenses.  
· Reimbursements are NOT internal sales. 
·  Reimbursements are completed using a Journal Entry and NOT an EIO.
· Funds can possibly be “Transferred In” to the 10000 General Fund. 
·  Such “Transfers” are also NOT internal sales
· Transfers are completed using a Journal Entry and NOT an EIO.
· Call your fund accountant if you have questions related to the 10000 General Fund.

· If the Purchasing Department has chosen an COS Cost of Sales internal expense account code – the Selling Department should also choose an COS Cost of Sales internal revenue account code.
· Selling departments should NOT change the Purchasing account code without first asking the purchasing department. 
· This is important to accurately report internal COS Cost of Sales expenses vs. internal Operating Expenses.
· This is also important because it affects the administrative overhead calculation charged to the purchasing department.
· The following table shows the COS Cost of Sales Internal Expenditure Account codes and corresponding COS Cost of Sales Internal Revenue Codes.
	COS Internal Expense
	COS Internal Revenue

	72920
	Internal Purch COS Resale Other
	57920
	Internal Sales-COS Resale Other

	72922
	Internal Purch COS Resale Room/Brd
	57922
	Internal Sales-COS Resale Room Brd

	72923
	Internal Purch COS Resale Facl Rent
	57923
	Internal Sales-COS Resale Facl Rent

	72924
	Internal Purch COS Resale Dine Catr
	57924
	Internal Sales-COS Resale Dine Catr

	72926
	Internal Purch COS Resale Parking
	57926
	Internal Sales-COS Resale Parking

	72927
	Internal Purch COS Resale IT
	57927
	Internal Sales-COS Resale IT

	72928
	Internal Purch COS Resale Supplies
	57928
	Internal Sales-COS Resale Supplies

	72929
	Internal Purch COS Resale Oth Serv
	57929
	Internal Sales-COS Resale Oth Servc




· Accounts Payable Purchases (Ixxx), Cash Deposits (MSC) and Pcard purchases (PCD) should NEVER use an Internal Sale or Expenditure account code. (One exception, Bear logic “WALK IN ONLY” purchases.)
· Only EIO’s and other specific processes monitored by General Accounting should use the Internal Sales 579xx or Internal Purchases 729xx Account codes. 
· Accounts Payable Purchases (Ixxx), Deposits (MSC) and Pcard Purchases (PCD) (with the exception noted above) are considered EXTERNAL sales or expenses and should NOT use the Internal Sales 579xx or Internal Purchases 729xx Account codes.
· General Accounting and Bear Logic Staff will be working together to develop processes to address the use of Pcards for “WALK IN ONLY” sales.
· Until this process is developed, Pcards can be used for small “WALK IN ONLY”purchases from Bear Logic (i.e. off the self items).
· The EIO process should be used for any other orders (i.e. ordering something from Bear Logic from your office.)
· If a Pcard is used, Bear Logic must use an Internal Sales account code (579xx) to record the sale. 
· If a Pcard is used, the purchasing department MUST reallocate the expense to an internal purchase account code (729xx). 

