
BANNER DOCUMENT 
MANAGEMENT (BDM) 

Presented by: Pam Grey, Ellen Lyon  
and Chien Shih  



Agenda  
• Overview of project with a focus on the purchasing 

process 
• Development of taxonomy 
• Accounts Payable  
• Security  
• Next steps 
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What the BDM pilot includes 

• The lifecycle of purchase requisitions 
  

Requisition PO Receiving Invoice Check 
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• Vendor Set-up 
• W9 & W8 

 



What is not included 
• Independent Contract Agreements (w/o POs) 
• Direct Pay 
• Historical documents  
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Current state 
• Two user groups  

• INB (super users) 
• SSB (majority of users)  

• Hybrid of electronic and paper workflow 
• Issues 

• Lost documents and lag time 
• Physical storage limitations 
•  Access to files 
• Touching documents multiple times 
• Difficulty sorting documents for destruction    
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Why are we doing this 
• Reduce costs by capturing paper-based content and 

converting it into electronic images 
• Minimize inefficiencies by making information easier to 

find and share 
• Improve security by applying more consistent retention 

policies across campus and limiting access 
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Team and milestones 
• Project Team 

• Representation from each stakeholder group  

• Steering Committee  
• C-level representatives  

• Project Milestone Dates  
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http://fhdafiles.fhda.edu/downloads/etsfhda/ImplementationTeam.pdf
http://fhdafiles.fhda.edu/downloads/etsfhda/SteeringCommittee.pdf
http://fhdafiles.fhda.edu/downloads/etsfhda/BDMSpurchasingKeyMilestones.pdf


Developing taxonomy  
• Selected ETS to do beta testing 
• Key Banner documents central to all members of the 

group were reviewed and discussed 
• A pilot group of staff from ETS, Purchasing, Plant 

Services and Accounts Payable began testing 
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REQ 

FPARQN 

FPIRQN 

PO 

FPAPURR 

FPIPURR 

RECV 

FPARCVD 

FPIRCVD 

A/P 

FTMVEND 

FAAINVE 

FAIINVL 

INB 

Purchasing Warehouse A/P 

Finance 

VIEWDOC 

REQ 
HEADER 

CFO 

SSB 

Documents may also be viewed in FOIDOCH 
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Banner Document Type is hard coded 
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Document Type is custom and can be 
changed 
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B-F-ID 
  Banner Document Type: 
• W9s 
• W8s 
• Vendor information forms 
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B-F-ID 
 

• File cabinet where W9s, W8s and vendor information 
forms will be stored 
 

• Limited to authorized users only 
 

• Only the last 5 digits of a SSN will show when queried 
 

• Taxonomy taken from document names 
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Viewing Documents in INB 
 
 
Once documents have been indexed, you will be able to pull them up and 
view them from the INB. 
  
For example we use FOIDOCH for most of our searches. In this example I 
have entered an invoice number “I0089348”.  If you are not already logged 
into my Portal it will take you to the web page to log on.  
  
Click on the Magnifier Glass.  All documents indexed to the highlighted 
Banner Doc Type will be listed on the next screen. 
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Security  
• Staff will be able to single sign on through MyPortal 
• The security model deployed is based on the Banner role 

based security  
• We currently have three access classes  

• read only, read/write, read/write/delete 

• The provision is controlled from Banner, and is real time. 
• The cabinet security class can be further defined to the 

document type level, but this is not advisable, given the 
resources within each department and the complexity we 
need to maintain within the document depository, if 
needed, we need to re-visit the security model in more 
detail 
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Next Steps  
• Steering Committee sign off  
• Next identified user – FF&E Coordinator 
• Develop timeline and roll-out plan 
• Equipment needs  

• create a standard list of equipment based on needs and role 

• Documentation and training 
• Train the trainer vs. Purchasing/ETS training 
• Develop training schedule and documentation   
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