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USER GUIDE 
PO PROCESS AND IMPLICIT APPROVAL <$ 2500.00 

 
General Information / Log On To Banner INB TEST Environment / Log On To INB 

Banner Production Environment / Creating a PO / Viewing PO Document with 
Signature 

 
 
General Information 
 

• These instructions are to assist you with processing and printing a completed PO 
under $2500.  

 
• This process includes implicit approval so there will be no need to obtain an 

approval from the Procurement Department or your supervisor. 
 
• For all POs which are completed by this documented process, you will not need 

to confirm receipt of product/service.  Invoices will automatically be paid. 
 

• Overages cannot be completed by this process at this time and will be 
determined in the near future.  
 

• This process is not valid when using a capital expenditure account. 
 
 

 
Log On To Banner INB Test Environment: 
 
In the URL type (or click on this link):  https://pages.emerson.edu/erplink/ 
 
You will be taken to the ERP Systems Link page: 
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For the test environment, click on PPRD Database [PPRD2/for Everyone Testing] 
(Cloned Daily) . 
 

 
 
Log On To Banner INB Production Environment 
 
For the live production environment, go to eCommon. 
 
 



Created: 3/9/16  Page 3 of 34 

 
 
 
 
Click on the Banner tab and select Log in to INB on the right hand side. 
 

 
 
 
 
 
 
 

Note:  INB is a Java-based applet that will load as a pop-up program from your 
browser. Please make sure of the following in order to prevent any technical 
difficulties: 1) Google Chrome does not support Java. Recommended browsers 
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include Firefox, Internet Explorer, and Safari. 2) Make sure pop-ups are allowed 
for INB to open. 
 
If you receive a notification that your Java is out of date, do NOT update Java. 

 
 
You will then be on the INB home page: 
 
 

 
 
 
Creating a PO 
 
In the space next to Go To…, type FPAPURR and press enter. 
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You will then be on the FPAPURR page: 
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In the blank next to Purchase Order, type the word NEXT and click on NEXT BLOCK:  
 

 
 
You will now be on the Document Information tab: 
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The following information should be completed: 
 

• Delivery date.  Suggestion delivery date: two weeks after order date.  Note: 
The exact dates do not matter but you cannot put in a month that is closed. 
 

• Fill in 99 under Buyer Code. 
 

• (Optional) short note in Comments box. 
 

Once this information is completed, click on NEXT BLOCK to continue. 



Created: 3/9/16  Page 8 of 34 

 
 
 
 
You will now be on the Requestor/Delivery Information tab: 
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On this tab: 
• Change the Requestor or leave it as yourself. 
• Fill in appropriate area code and phone number of requestor. 
• Complete Ship To. If it is inside delivery is required, you can change the Ship 

To to 101 or you may leave it as 120. 
• Fill in Attention To blank (requirement). 

 
Once completed with this information click on NEXT BLOCK to continue. 
 
 

 
 
You will now be on the Vendor Information tab: 
 


