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• Agenda

▫ Budget Request System overview

▫ Budget request form – FWABREQ

 Purchasing Review Required box

▫ Purchasing review 

 SSRS reports 

 Banner form – FWABRPU

▫ Recording Purchasing comment

 Banner form – FWABRPU

▫ Review



Budget Request System Overview

• UNCW’s budget request process is available through 
Banner forms created to automate and standardize the 
budget  process

• Budget requests requiring Purchasing review can be 
entered during the following budget cycles:
▫ AA Annual Allocation (March – June)

▫ BE Biennial Expansion (July – August)

▫ CITI  Campus Initiated Tuition Increase (July – Dec)

▫ FF      Student Fees (Sept– Dec)

▫ MY     Mid-Year Adjustment (Jan– March)

▫ SB      Supplemental Budget (Nov – Jan)



Budget Request System Overview

• Purchasing reviews all budget requests that meet 
the following criteria

▫ Items that cost more than the capitalization 
threshold

▫ Consulting services

▫ Purchases requiring lead time



Budget Request System

Budget Request Form - FWABREQ
• Users check the Purchasing Review Required box for 

items that will require the Purchasing Office review



Budget Requests

Purchasing Review
• To review a report of budget requests

▫ Access the UNCW SSRS report portal on the web

 https://uncwreports/reports/

▫ Select Budget Request System folder

▫ Select the Budget Requests Needing Purchasing 
Review report

▫ Select the Budget Year and Budget Cycle provided 
in the guidance from the Budget Office

https://uncwreports/reports/Pages/Folder.aspx


Budget Requests

Purchasing Review
• Displays budget requests that have the Purchasing 

Review Required box selected on FWABREQ 

▫ Filters 

 Budget Year

 Budget Cycle

 Division

 Department



Budget Requests

Purchasing Review
• Budget Requests Needing Purchasing Review



Budget Requests

Purchasing Review
• To display all budget requests in Banner

▫ Access the Budget Request Purchasing 
Recommendation Form – FWABRFA

▫ Select the Budget Year and Budget Cycle provided 
in the guidance from the Budget Office

▫ Select All Divisions from the Division Code 
dropdown box, next block



Budget Request System

Purchasing Approval Form - FWABRPU
• Displays budget requests that have the Purchasing 

Review Required box selected on FWABREQ 

▫ Filters 

 Budget Year

 Budget Cycle

 Division

 Budget Request ID (optional)



Budget Request System

Purchasing Approval Form - FWABRPU
• Header record

▫ Select filters, next block



Budget Request System

Purchasing Approval Form - FWABRPU
• Line item request

▫ Scroll down to the line item to review

▫ Select the Line Item Request tab



Budget Request System

Purchasing Approval Form - FWABRPU
• Line item request

▫ Check the Purchasing Reviewed box

▫ Enter comment in Purchasing Comments box





Budget Request System

Purchasing Review and Comments
• Review

▫ Budget request form – FWABREQ

 Purchasing Review Required box

▫ Purchasing review 

 SSRS reports 

 Banner form – FWABRPU

▫ Recording Purchasing comment

 Banner form - FWABRPU
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Need assistance?

Call the Budget Office

Craig Funderburk

23914


