
Invoice/Credit Memo 
 
 
Take your invoice and write the V# and the address sequence in the top right corner of the page.  Write the index and account code information on the invoice.  
If there is only one index and account code, write it in an open area on the invoice.  If you have multiple indexes and account codes write the close to the 
description and amount.  Write this information in red. 
 

 



In Banner go to form FAAINVE (Invoice/Credit Memo). 
 
 

 
 
 
 
Tab until you get to the Vendor box.  The word NEXT will now be in the box to the right of the word Document. 
 
Type in the V# from the form.  If it is missing or incorrect you can click on the … to the right of the Vendor box to search for the V#. 
 
Press tab.  Verify that the correct name is displayed. 
 
 

 
 
 



 



Click on “Go”. 
 

 
Enter the Invoice Date from the invoice.  Leave the Transaction Date as the current date.  Check that the Address Code is a VP.  Change the Sequence Number if 
it is different than what is written on the invoice 
 

 



 



You will now need to enter a Payment Due date.  If there is a hand written date on the invoice, use that.  Otherwise use the current date. 
 
The next step is to enter the Vendor Invoice.  Enter in what the invoice has as the invoice number. 
 
If the invoice is a credit memo (refund), you will need to click on the box to the left of Credit Memo. 
 
 

 
 
 
 
 
 



Click on the Next Section button (arrow down located on the bottom left-hand corner on your screen).  This will take you to the COMMODITY INFO -DIRECTY 
PAY/GENERAL ENCUMBRANCE screen. 
 
Tab to the Commodity Description box.  Type in the Commodity description.  Press tab twice.  This will take you to the Amounts section.  Type in the amount.  
Press tab.  If you have more than one commodity line, press the arrow down button on the keyboard.  Continue to do this process until all of the Commodity 
lines have been entered. 
 

 
   
 
 
 
 



 



Click on the Next Section button (arrow down located on the bottom left-hand corner on your screen).  This will take you to the INVOICE ACCOUNTING 
DISTRIBUTION screen. 
 
 

 
 
  



You will need to enter the Index, Acct, Actv (if there is one) and the amount.  The rest of the boxes will self populate.  The amount goes in the box directly below 
the word Accounting.  You will need to tab between boxes.  If you have more than one Accounting line, press the arrow down button on the keyboard.  Continue 
to do this process until all of the Accounting lines have been entered. 
 
Sometimes you will have a Fund instead of and Index.  You would then enter that in the Fund Box instead of an Index in the Index box. 
 

 



 

 
 
 
 
 
 
 
 
 
  



Click on the Next Section button (arrow down located on the bottom left-hand corner on your screen).  This will take you to the BALANCING COMPLETION 
screen.  It will only take you here if your Commodity amounts and your Accounting amounts are the same.   
 

 
 
 
 
If it doesn’t take you to this screen you will need to figure out where the mistake is at. 
 
 
 
 
 



Now you will need to write your Invoice # (I#), your initials and the date on your Invoice form.  The I# is located towards the top left of the form just to the right 
of the word Document. 
 
Now you will click on the Complete button. 
 

 



 

 
 
 
 
 
 
 
Now your Invoice/Credit Memo and all of the supporting documents need to be scanned into DocStar for indexing.  See the instructions for DocStar if needed for 
this process. 
 
 
 




