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Electronic Internal Order (EIO) Instructions

If ordering technology items, please contact Technical Support (TSC) at 351-4357. Do not initiate an EIO; IM&T will create the EIO
and forward it to the authorized FOAP approver. Once the FOAP is authorized, the IM&T Technology Center will order and deliver

the requested technology item.

1. Log onto URSA and click on the Employee Tab
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2. Under the Employee Important Links Channel, click on EIO — Electronic Internal Orders

O Employee Important Links

« Production Banner (INB)

« Track Your Overtime

+ Pay/View #Bill or Bear Pay

* Purchase Parking Permits or Pay Tickets Online
* Qutlook Web Access (OWA)

+ Skillsoft Login

¢+ Add Funds to Your Bear Print Account

« Insight Reporting Portal

+ Student Success Collaborative

+ Digital Measures

« Approval Alerts

¢ Pulse Secure Client Download

3. To create a new EIO, click on the “Create a New EIO” link.

e
Create a new EIO | View Active EIO forms | View All EIO forms

4. A new window will open with the Electronic Internal Order Form. Here you will fill out the blank fields to begin the ordering

process.

a) Fill in the Ordering Department information on the left and Supplying department e-mail. You must enter valid contact
e-mails for your form to be routed back and forth between the supplying and ordering departments. The supplying
department will complete their information.

b) Fill in the ordering department FOAP information you wish to use for this transaction. The Account box is a drop-down
menu that lets you choose a valid account number for your purchase. The matching supplying account code will auto

populate.

c) Enter the quantity and unit cost for each item you are purchasing. Your total cost will be calculated at the bottom of the EIO

form. If you need to order multiple items from the department, select Add Row.

Ordering Department

Office of Admissions
[Visitors Center
ceri.turnbeaugh@unco.e

Department Name:
Location:

Contact Email:

UNIVERSITY OF
NORTHERN
COLORADO

Phone: 351-2667
Date: 2017-08-16

optnl Unit
Fund Orgn  Acct Prog Actv Quantity Cost

[VC Booklets P62308, Common App 25212

Description

Supplying Department

Department Name:

Location:
Contact Email:
Phone:

Date:

University Relations
Trotter House ]

In Process V]

Actual optnl
Cost Fund Orgn  Acct Prog Actv

[10800][32500 | 72940 V] (5500 || [ $[8409.30] [VC Booklets 10,000

5500 1 $[3183.00] [Common App PC 75775

‘Account Code List

== Add Row | & Pre-authorize | | | Documents | [ Route to Ordering i Route to Supplying | Submit to Banner

7 Reset Form

Total $11,592.30




d) Complete the description field with the product name or number the supplying department requires.

e) Click Save and the EIO form will refresh and assign a number in the upper right corner. If information is missing, you will
receive an error message. Warnings of missing supplying department information is ok.

f)  You may now attach any backup documentation by clicking on the Documents button. You must upload the signed Official
Function form when using account codes 72910/57910.

<= Add Row % Pre-authorize | | | Documents | Route to Ordering i Route to Supplying [ | Submitto Banner _ Reset Form
5. Once completed, click on Route to Supplying. This will send the EIO to the supplying contact email. The status will change from

blank to waiting on supplying. Supplying will now begin the order and fill in their information. By pushing this link, you are
committing to this purchase and may be charged a restocking fee for special orders.

== Add Row i Pre-authorize | | Documents | J Route to Ordering | Routeﬁto qugl¥i9g { | Submit to Banner _” Reset Form
6. The EIO form can be routed between supplying and ordering departments until both parties agree that the form is ready to be
submitted. If the form requires pre-authorization, you will need to click on the pre-authorize button. You must be an authorized
person on the ordering approval queue in order to pre-authorize. This may require another person authorizing the EIO through their

URSA.

<= Add Row | 2 Pre-authorize | Documents | Route to Ordering | | I Route to Supplying | £ | Submit to Banner . Reset Form

7. Once all information has been filled in correctly by both parties, the Submit to Banner link will appear at the bottom of the EIO
form.

<= Add Row & Pre-authorize = | | Documents |3 Route to Ordering | i Route to Supplying | £ | Submit to Banner _ Reset Form

8. All changes made to the EIO form are logged at the bottom of the page.

Log entries for #E0021976

Entry Date/Time User PDID Entry
3 2017-08-16 16:08 christine.gomez This form has been marked as being in process. Please contact the supplying department for more information.
5 2017-08-16 16:04 christine.gomez Foapal Row 2

« Description changed from [Common App PC 75,775] to [Common App PC 75775].

4 2017-08-16 16:04 christine.gomez Foapal Row 1

Supplying FOAPAL
Fund Orgn

25175 72000

Supplying FOAPAL
Fund Orgn

57940

25175 72000 57940 9500

3 2017-08-16 15:58 ceri.turnbeaugh D t VC Booklets 10,000.pdf uploaded.

Y]

2017-08-16 15:58 ceri.turnbeaugh Document Common App PC 75,775.pdf uploaded.

1 2017-08-16 15:58 ceri.turnbeaugh EIO Form Created.




9. You are able to review active EIO’s and all EIO’s any time using the options in your EIO Channel in URSA.

Create a new EIO | View Active EIO forms | View All EIO forms

There were no active EIO forms found with
your email as a contact.

10. To check the status of your EIO, you may run Insight Report, FINO50 — EIO by status.

e  Enter Fund/Org/Acct (Optional)

e Select Needs Approval

e  Select Fiscal Year

e Choose document number to see who is authorized to approve. If the information is in green, it means that person has
approved the document.

EIO Documents waiting for approval
Fund: 10000 - Orgn: 32000 - Acct: All
Fiscal Year: 18 - Accounting Period: All

DO e a a 0 Acti Do

be Date Orde g Depa e pplying Depa Orga atios A 0 Progra A ocatio Date ota

:E

£0021905 2017/08/09 EMSA Schedufing & Events 32000 72950 5500 2017/08/09 685.00
E£0021905 2017/08/09 EMSA Scheduiing & Events 10000 | 32000 72955 5500 2017/08/09 685.00
E0021963 | 2017/08117 | EMSA | Dining Services | 10000 | 32000 | 72910 | 5500 [ [ [ 201708117 | 984.00
E0022020 [ 2017/0822 | EMSA | Ticket Office | 10000 ] 32000 [ 72090 | 5500 | | [ 20170822 | 4006.00

Shows everyone able to approve a FOAPAL on the Document.
Document Number: E0021905 - Document Amount: 685.00

Queue ID Banner Username Dollar Limit  Date roved
A002 JENNIFER_STOKES 1,000,000,000.00
TAMMEE_ETL 1,000,000,000.00
B769 BRYAN_VANDRIEL 1,000,000,000.00
JAY_DINGES 1,000,000,000.00
ROGER_STINAR 1,000,000,000.00
TIMOTHY_GRASMICK 1,000,000,000.00




11. You may also check on approval status through URSA. Click on Approval Alerts in the Employee Important Links
Channel.

e Remove your name from the User ID and click Query
Approve Documents

Enter Approval Parameters

User ID |
Document Number:
® Documents for which you are the next approver

> All documents which you may approve

Submit Query

e Find the appropriate EIO and click History

v UNCEIO E0021904 |[History
0 130.00 DocC Approve | Disapprove

v UNCEIO E0021905 |History
0 1,370.00 DoC Approve | Disapprove

e  You can view approvals required and approvals recorded

Document Identification
Document Number(E0021905(Type|Journal Documentl
Originator: UNCEIO

Approvals required

Queue|Description |Level Approvers

B769 [28000-65002|60

Brian VanDriel

Jay Dinges

Roger Stinar

Timothy (Tim) Grasmick|

Approvals recorded

Queue|Level Date User

A002 |60 Aug 09, 2017|Tammie Etl

12. If you need to edit or void an EIO after it has been submitted but before it is posted to Banner, have the EIO
disapproved by an approver. Then contact General Accounting to have the Banner records removed and the EIO
reopened. Edit the EIO and resubmit or void the EIO. If the order is “in process”, please contact the supplier.

13. If you need to edit or void the EIO after it has been posted in Banner, submit a journal entry with backup for
changes and reference the EIO number. Contact the supplier for returns if necessary.



