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Redistributing Banner Procard Charges

· Go to Banner ---FAAINVT
· Enter your Banner User ID in the Account mgr box or Business mgr box

· TYPE  :  “Not Fed Transactions”

Alt Page Down

Cardholder Information Block

· Find the cardholder name & number you are redistributing by using the arrows located below the block.
· Once you have the correct information in the block

Alt Page Down to get to the transactions

Vendor Transaction Block

· Find the transaction you wish to redistribute by using the arrows located above the block.

· Once you have the correct transaction to redistribute in the block

Alt Page Down

· Type INV in the commodity field and press tab

· Enter the last name of the cardholder and description

· Save transaction

Alt Page Down

· Change the index number if needed, enter the account code, bank code and if splitting dollars between index and or account codes the dollar amount.

· Save the transaction

Alt Page Up to return to the vendor transaction block to change the Feed Date and save or select another transaction.
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