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Objectives:

The objectives of this guide is to educate those of the AAMU End-User community responsibile for creating requisitions
of the required requisition procedures.

Intended Audience:

All those responsible for requisition creation and approval.

Pre-Requisites:
In order to attend this class, one must have the following pre-requisites:

e Basic Keyboard & Mouse Skills
e Basic Internet Native Banner Navigaton

lcon Key:

F& Imporrant Info

Must know information.

& Nifty Note — nice to know information.



Logging Into Internet Native Banner

Before you can create a requisition with Interner Native Banner, you must first login through the AAMU
web page. This web page will be the entry point for anything internally related to AAMU and by which
you will gain access to all Banner service.

Banner can be accessed at anytime from any computer arywhere with an Internet connection,
To login to Internet Native Banner:

1. Go to the internet

.t\)

Typein hlp://prod—as.aamu.edu:9099/forms/frmserv]et?conﬁg:prodjpi
or

Go to AAMU website

IT Services, click Services, click Banner

3. Sign in using your ID and Password

You should be taken to the INB Main Menu screen, as shown below.

%8 General Menu -GUAGMNU

\ ) =
\N‘e!comi\fNUODOS’DQE Products: ; -

My Banner

_¥Banner
—IStudent [¥STUDENT]
—IFinancial [*FINANCE]
—JHuman Resources [¥HRS)
—IFinancial Aid [*RESOURCE]
—JGeneral [*GENERAL)




Creating a Single Line Requisition

A number of employees will be required to create requisitions as part of thier position at AAMU. Basic
Internet Native Banner (INB) Navigation and Creating a Requisition classes are required for all those
creating requisitions.

To complete a single line requisition:
1. Login to Internet Native Banner (Chapter 1).

2. Enter FPAREQN in the Direct Access bar, then press <Enter>.

I
% General Menu GUAGMNU :

Go Ta...IFPAREQN] [~} welcome, NOODDBOYE

;IMy Banner
‘_yBanner [}g
JStudent [*STUDENT]
JFinancial [*FINANCE] :
| _JHuman Resources [*HRS] l%, .
| OFinancial Aid [*RESOURCE]
| lgeneral [*GENERAL]




3. Perform a Next Block function to access the Requisition Entry Requestor/Delivery
Information screen. Next blocking will force Internet Native Banner to assign the
requisition number for you.

File Edit Options Block

Item Record Query Tools Help

Requisition: | i~

Il

& Do not type anything in the Requisition field on the Requisition Form (FPAREQN). INB will automatically
generate the next consecutive requisition number for you when you perform a Next Block function.

4. Change the order date, which defaults to the current date, in the Order Date field, if
appropriate.

A0 (RS

Requisition:

Order Date: Transaction Date: 1§-MAV-21 09 J In Suspense
Delivery Date: ze-Mev-zocy 31 Comments: Document Text
Commodity Total: 1280 Accounting Total: 133 00

“Docurnent Level Accounting

TR oo e Commedity/accouning

Lon Balsnang/Completion:
Requestor: COA: Yy _'_i:l:,mm; LR U ErSy
Oryanization: 20508 _‘_jrd&rrham'..ql Frgneernng Emoail:
Phone: Extension: Fax: Extension:
Ship To: P :,'
Strect Line }: Museno A8 Feoporty Mg
Street Line 2: 3409 Mengiar Street

Street Line 3

Building: Floor:

City: Huntsy: i

State or Provimce: AL 7ip or Postal Code: 25511
Nation:

lelephone: Extension:
Contact:

Attention To: Jettresy Ponervon




5. Press <Tab> to move past the transaction date, which defaults to the current date. Make
any necessary changes in the Transaction Date field, 1f appropriate.

6 Press <Tab> to enter a delivery date in the Delivery Date field.

& You can enter any date in the format of MM/DD/YYYY and INB will convert it to DD/MM/YYYY format.

If the Delivery Date is in the same month as the Order Date, you can simply type in the number that represents the day
of the month then press <Tab> and INB will populate the full Delivery Date for you.

The Delivery Date must be the same as, ot later than, the Order Date.

7 Press <Tab> to enter special instructions in the Comments field, if applicable. (For
example, Need by Fall Term.)

8 Press <Tab> to enter the requestor in the Requestor field, if different than defaulted
requestor.

9. Press <Tab> to the COA (Chart of Accounts) field which will default to the COA for
AAMU, which is the letter “N”.

10. Press <Tab> to accept default Organization code in the Organization field, or enter
Organization code if blank. If the Organization code is unknown click the Search icon to
select the correct code from Organization Code Validation Form — Finance (FTVORGN).

11, Press <Tab> to enter Requestor’s e-mail address, if blank or different than default.

12. Press <Tab> to enter Requestor’s phone number, if blank or different than default, in the
Phone fields.

13. Press <Tab> to enter Requestor’s fax number, if blank or different than default, in the
Fax: fields.

14. Press <Tab> to the Ship To field. If you need to change the default Ship To address chick
the Search icon to select a new ship to address from Ship —To List (FTVSHIP).

\(3\ If you select a different shipping address from the FTVSHIP form than the default Ship To information, the Address,

Phone and Contact fields will fill in automatically.

10



15. Press <Tab> to the Attention To field and enter the contact name, department, building,

and room number where the product is to be delivered.

Requisition:
Order Date:
Delivery Date:

Cormmodity Total:

Lo e

Requestor:
Organization:

Phone:

Ship [o:
Street Line 1:
Street Line 2:
Street Line 3:
Building:
City:

State or Province:

Natior:
Telephone:

Conracr:

Attention To:

Requisition:
Order Date:
Delivery Date:
Commodity Total:

| Vendor:
| address Type:
Street Line 1:
Street Line 2:
Street Line 3:

| city:

State or Province:
Phone:

| Fax:

Contact:

Email:

Discount:
Tax Group:

Currency:

Transaction Date: ISMAY 2173

Conwnenta:

PRECHVT Accounting Totat:

Latizks

20504 e nanc s brig weerng
Extension:

pra -

Alasema 88 G1operty Mg

3409 Menigar Street

Floar:
Hurifyy: b
AL Zip or Postal Code:  5tuit
Uritea Ststas af amerrs
L6 57;-5".»‘ Extension:

Jefirey Roomsun

leftrey Peoeison

Transaction Date:
Comments:

oo Accounting Total: i

_ Commedity/ccounting

Commaodity/Accounting

1"”‘? In Suspense
Gocument 1ext
£25 00

v Docunent Level Accouriting

COA: N~ |aiabaeny =i univ
Etnail:
Faw: Extension:

In Suspense

Document Text

" Document Level accounting

- Balancing/Campletion

Zip or Postal Code:

Extension

Extension:

Nation:

& The header of the Vendor Information screen will automatically be filled in for you.

Currently this action is not available.



17 To find the appropriate Vendor ID click the Search icon in the Vendor field, and
click on Entity Name/ID Search (FTIIDEN) to perform a vendor search.

Entity Name/ID Search (FTIIDEN)

vendor Maintenance R/IVEND)

A3

o Ccancel . )

18. Press <Tab> to Last Name field to enter a search for the Vendor.

"8 Entity Name/ID Search FTHIDEN

S
Middle Entity Change

1D Number Last Name First Name Name Ind Ind v F A G P Type
1 it j 2Rl R TR [N O S T 0
e . ————— = — - - - — — — e
| X A S A

— ; — — = e — i — -
| \ ! i i : ! :
———— —_— — — — — — — — —_—
: ; ; i ! ! |
3 - T \“—k T - P o t\? e [ = — r~ T

i i i ! i i
A O - cCCC 00T
[ : ‘ I : } 1 ‘
! \ ! | i | |
It i A - - [ o o ~ o
T T ‘ i - F F £ & =
e R R S i H—— ! o = - . - - ‘F’ ot R —
i i ! {
i |

- S — e p— LN — | 2 TR
I i ! |
[ - F — = - o~ o i i . T

19. Type in a meaningful portion of the Vendor name, using mixed case with the wild card
w0, hefore and/or after, as necessary. (For example, if I were searching for the Vendor ID
for Ace Plumbing Supply, I could type in Ace% or %Plumbing%o.)

20. Execute the query by pressing <F8> or select Query>Execute from the Menu bar.



21. When the Vendor is found, double click on the Vendor number to select.

22. Confirm that the Vendor information displays correctly in the Vendor Information screen
of the FPAREQN form.

Requestor/Delivery Information Vendor Information ] Commodity/Accounting Balancing/Completion

vendor: 100401031 | ¥]iAce Plumbing Supaly

Address Type: f.\

) Sequence:
Street Line 1: PO Box 550829 :

Street Line 2:

Street Line 3:

City: Jacksonwile

State or Province: L Zip or Postal Code: 32255-0829 Nation:
Phone: QET?EB* Extension: |

Fax: 904 5369375 Extension:

Contact: 'Jor;;w;d o T

Email: e T T

Discount:

Tax Group:

Currency:

23. Perform a Next Block function.

% Requisition Entry: Commcdity/Accounting FPAREGH

Requisition

Order Date: Transaction Date: 14-FEB-2007 In Suspense

Delivery Date: Comments: Dacument Text

Commadity Total: | Accounting Total: .00

Document Level Accounting

24. Confirm Requisition Entry: Commodity/Accounting appears on Title bar of form.
\
|

Requestor/Delivery Information Vendor Informatiol Coraradit S iounating Balancing/Completior;

u/™M ax Group Quantity Unit Price
i em | of g T - N T M = Extended:
| Commodity Description Discount:
| - =zl i - Additionat:
| 1 T Commgity Text Tax: A
Item Text Commodity Line Total:
e Add Commodity
T Distribute
FOAPAL |  of | Remaining Commodity Amount: . " NSF Override . usD
NSF Suspense  Extended: .
COAa Year  Index Fund Acct Discount: o
- | =] = Additionat:
Tax:

FOAPAL Line Total |

Commodity Accounting Total:




Verify that the check box is checked in the Document Level Accounting field

N
wn

Requisition: R0021227

Order Date: 14-FEB-2007 Transaction Date:  14-FEB- 20u7 ! In Suspense
Delivery Date: 14-FEB-2007 T Comments: 1 " Document Text
£ Accounting Tutal: 00

Commodity Total:
Document Level Accounting

F‘&’ IMPORTANT!

The Document Level Accounting checkbox must be checked before continuing with the requisition.

If a requisition is processed without the Document Level Accounting check displayed, the requisition will
be disapproved by the Approver or the Purchasing Department.

26. Your cursor should be located in the Commodity field. Move tab to the Description area.

Equestor/Delivery Information Vendor Information Commadity Balancing/Compietion” -
u/m Tax Group Quantity Unit Price
Item E’Ni— of [ o I_Q‘Ej {_k'v‘_ r 2 X ( ) = gxtended: ! R RS
Commodity Description Discount: oK
EL v additional: |
B i i B s ) i Commodity Text Tax: i
S Itém Text Commodity Line Total: e
7" Add Commodity
"~ Distribute

Requestor/Delivery Infarmation wvendor Infarmation- oty f2usicn
usm Tax Group Quantity Unit PE
Item | - of | o [Ea =] e 77 x [T 7F

Descrlptnon \

/-H’H':lﬂ'ﬂlty

INatural Gas Cylinders, Mode| R><3003[

~ commodity Text

731002 . j
I T— / " Item Text

\ h / ™ add Commodity :
{—_A - — 7 Distribute

e R e ]

?3\ The correct format for entering the commodity description is product name, manufacturer, full description,
including any colors that are pertinent, manufacturer number and vendor part number, if applicable. Also include
quote/proposal numbers, if applicable.
Example — Stapler, Swingline, Commericial Stapler, Black, Model 67, SW10601

E\ If the description is too long to fit within the Description field, see Chapter 6 for detailed instructions.

32 Press <Tab> and enter the appropriate unit of measure in the U/M field. (Each, Box,
Package, etc.)



& If you are unsure of the appropriate unit of measure, click the Search icon in the U/M field to select the appropriate one.

33. Press <Tab> and enter the quantity of items being requested in the Quantity field.

34. Press <Tab> and enter the unit price of the commodity in the Unit Price field.

@\ You must enter a unit price on the requisition without the use of text characters, such as commas or dollar signs. If the

item(s) you are purchasing is(are) at no cost, you will need to enter the information in the document text/item text field. You
cannot enter a line item with a zero in the cost field.

35. Press <Tab> and enter appropriate discount in the Discount field, if applicable.
36. Press <Tab> and enter any additional fees in the Additional field, if applicable.

37. Press <Tab> to the Commodity field.

@\ Confirm the Commodity Line Total has been filled in by Banner.

38. Perform a Next Block function. The FOAPAL elements block will become active.

FOAPAL ; of | O Remaining Commodity Amount; | 50.00 - NSF Override| -

;EA Year  Index Fund Orgn Acct Prog Acty Locn Proj
Ind S I G S o S N A BN £ N o I
u- e |

07 250001 250001 ORI 731002 46 N

39. Press <Tab> to advance past the COA (Chart of Accounts) field, which will default to N
for AAMU.

40. Confirm the correct fiscal year appears in the Year field.

\@x The Fiscal Year will default based on the transaction date.

15



42 Press <Tab> to enter fund number in Fund field.

43, Press <Tab>to bypass the default organization number in the Orgn field.

44 Enter account code in Acct field.

45. Press <Tab> to enter program number in Prog field.

46. Press <Tab> three times. This will take you past the Activity (Actv) field, Location
(Locn) field, and Project (Proj) field.

AAMU does not use Location or Project fields at this time.

47. Press <Tab> through the Extended field, Discount field, and Additional field. This will
populate the appropriate accounting information in these fields.

o " NSF Override % usDh
CWEE Zuspsnse Extended: : :

50.00

i
Proj Discount: . zr : 00
1= Additional: | .00
oy Tax: Tik D
i

FOAPAL Line Total: |

Commodity Accounting Total

48. Perform a Next Block function.



49. Confirm that Status column reads “BALANCED” for the Approved, Discount, Additional
and Tax amounts.

Ix

Ry

Regquisition:

Order Date: Transaction Date: In Suspense
Delivery Date: Comments: Document Text
Commodity Total: 50.00 Accounting Total: 50.00

" Document Level Accounting

equestor/Delivery Infarmations, Vendor Information Commedity/Accounting Ealancing/Z ompletion

Yendor: N00401031 iace Plumbing Supply i ' Requestor: ‘Chersss Hamilton

COA: U Urnversity of North Florids

Organization: 1503000  ‘ORSP - )

Currency:
Exchange Rate: Commaodity Record Count; 1
Input Amount 50.00 Converted Amount: g .

Input Commodity Accounting Status
Approved Amount: 50.00 50.00 ! 50.00 [BALANCED
Discount Ameunt; ! .00 i o0 ; 00 BALANCED
additional Amount: | 00 oo ] 00 [BALANCED
Tax Amount: .00 .00 H 00 'BALANCED
Complete: @I i In Process: &

& If you do not see “BALANCED” in the Status column an error message will pop up at the bottom of the screen and
you will be directed to the area where the error occurred.

50. Once confirmed, click the Complete button to send the requisition to the electronic
approval process.

51. Write down the requisition number that appears on the AutoHint line (bottom left of
screen) for future reference.

Document RDDm 569 completed and forwarded to the Approval process
Record: 1/1 N b <08C>

52. Click the Exit icon to exit FPAREQN.

:



Creating a Multiple Line Requisition

In many case, multiple items need to be purchased on a requisition. Internet Native Banner easily
allows you to create a multiple line requusition.

To complete a multiple line requisition:
1. Login to Internet Native Banner (Chapter 1).

2. Enter FPAREQN in the Direct Access bar, then press <Enter>.

%m General Menu GUAGMNU :

p——————
o To... [FPAREQH| v} welcome, NOOOOSO98

;iMy Banner

INBanner Rf
! (dStudent [¥*STUDENT]

JFinancial [*FINANCE]

_JHuman Resources [*HRS]

_IFinancial Aid [*RESOURCE]

_IGeneral [*GENERAL]




~

3. Perform a Next Block function to access the Requisition Entry Requestor/Dehvery
Information screen. Next blocking will force Internet Native Banner to assign the
requisition number for you.

File Edit Onptions Block Item Recard Ouery Tools Help

g - .

@\ Do not type anything in the Requisition field on the Requisition Form (FPAREQN). INB will automatically generate the
correct requisition number for you when you perform a Next Block function.

4. Change the order date in the Order Date field, if appropriate. (Order date should default to
current date.)

| |
Requisition: 210 !
Order Date: - - Transaction Dele: iSMav-aras 3 In Suspence |
Delivery Date: 2utmav-zis S Commeents: Document Text
Cornmodity Yotal: 15600 Accounting Total: 138 00

~Docurnent Level Accounting

IR Voo vemasn  CommodtyAccoumng  Baisnong/Conpleton

Requestor: Latizhs Jones COA: N 7 falasms ein tnwersr,
Organication: 20508 ¥ Jtarrenarucai Ergoereng Ernail:

Phone: Extension: Fan: Extlension:
Stup 1o: Pra -

Street Line 1

Street Line 2:
Street Line 3:

Building: Floor:

City: Huril sy e
State or Provinee: AL Zip or Postal Code: 35311

Nalion:

P amerca

Telephone: Extension:

Conrtacr:

Attention To: Jethgsy Polinsnn

5. Press <Tab> to change the transaction date in the Transaction Date field, if appropriate.



6. Press <Tab> to enter a delivery date in the Delivery Date field.

@\ You can enter any date in the format of MM/DD/YYYY and INB will convert it to DD/MM/YYYY format.

If the Delivery Date is in the same month as the Order Date, you can simply type in the number that represents the day of the month
then press <Tab> and INB will populate the full Delivery Date for you.

The Delivery Date must be the same as or later than the Order Date.

7. Press <Tab> to enter special instructions in the Comments field, if applicable. (For
example, “Rush” or “Need by Fall Term™.)

8. Press <Tab> to enter the requestor in the Requestor field, if different than defaulted
requestor.

9. Press <Tab> to the COA (Chart of Accounts) field which will default to the COA for AAMU
which is the letter “N”.

10. Press <Tab> to accept default Organization code in the Organization field, or enter
organization code if blank or 1f it is different than the default Organization code, or click
the Search icon to select the correct Organization code from Organization Code Validation
Form — Finance, (FTVORGN).

11. Press <Tab> to enter requestor’s e-mail address, if blank or different than default.

12. <Tab> to enter requestor’s phone number, 1f blank or different than default, in the Phone
fields.

13. <Tab> to enter requestor’s fax number, if blank or different than default, in the Fax fields.

14. Press <Tab> to the Ship To field. If you need to change the default Ship To address click
the Search icon, to select a new ship to address from Ship —To List (FTVSHIP).

@\ If you select a different shipping address from the FTVSHIP form than the default Ship To information, the Address, Phone and

Contact fields will fill in automatically.



15. Press <Tab> to the Attention To field and enter the contact name, department, building,
and room number where the product is to be delivered.

Requacition 210
Order Date Transaction Deate: IR TS| N Segpenar ]
Delivery Date: Conunents Docunent Tt

Conumodity Total Accounting Totui: [EEE

“Docutnent Level Accountng

BRI veosor orormense Commedty/acenrtes  Baending/Cormoeson

Requestor: Lariols Jones COA:T v " Jaisbary autt tnynr iy

Organization: 26508 = Jranichnai Frigineanng

Ertiail:

Phonre: Extension: Maw Extension:

Stup lo:

Street Line 1

Street Line 2
Strcer Line 3:
Building ' Filoor:

City ey b

State or Province:  a 7 or Postal Code:  stull i

Nerlion: alax Cl Ambr oo

Telephorne: 86 ATEClae Fxteosion: i

Contact: Jetivey Fotrmui

Attention To: Jetney Fotwion

Requisition:

Order Date: Transaction Date: In Suspense
Delivery Date: Comments: i Document Text
Commodity Total: Accounting Total: ! .00

Document Level Accounting

Reguestor/Delivery Information Commodity /Accounting Balancing/Complation

Vendor: 1

Address Type:

Street Line 1: N
Street Line 2: i .

Street Line 3:
City:

State or Province: | Zip or Postal Code: | Nation:

Phone: ! Extension:
Foax ! Extension:
Contact:

Email:

Discount:

Tax Group:

Currency:

@ The header of the Vendor Information block will automatically be filled in for you.

o



17. To find the appropriate Vendor 1D click the Search icon in the Vendor field.

‘e Requistinn Entry: vendorintarmahan FPAREGN 7.0 (NFP

Reaulsition: [ESE

Order Date: 1aoFEG-Z0RT ) Transaction Dote: 147262007 = in Suspense
Delivery Date: 16-FEE-2007 D Comments: Document Text
Commudity Total: o Accounting Total: ’ R

Document Level Accounting

Reguestor/Delivery Informaton

ealanm'_ng/cama)eogn

Vendor: T

Address Type: j
Street Line 1:

Street Line 2

Street Line 3;

City:

State or Province:

Zip or Postal C Nation: |

Phone: " Extension: -
Fax: Extension: h

Contact

Email:

Discount: |
Tax Group:
Currency: Ad|

18. Click on Entity Name/ID Search (FTIIDEN) to perform a vendor search.

"z_étmnl..nst e

Entity Name/ID Search (FTIIDEN)

vendor Maintenance &NVEND)

[y

{  Cancel }

/4“31

This funtion is not currently available for use.

Print out current Vendor Listing and type i n the appropriate vendor number. Continue at number 23.

22



19. Press <Tab> to Last Name field to enter a search for the vendor.

AL,

"B Entity Name/ID Search FTLGDEN

e
10 Number Last Name First Name Name

Type in a meaningful portion of the vendor name, using mixed case with the wild card “%”
before and/or after, as necessary. (For example, if I were searching for the Vendor 1D for
Ace Plumbing Supply, I could type in Ace% or %Plumbing%).

- Execute the query by pressing <F8> or select Query>Execute from the Menu bar.
. When the Vendor is found, double click on the Vendor number to select.

- Confirm that the Vendor information displays correctly in the Vendor Information screen

of the FPAREQN form.

Requestor/Delivery Information W Commodity/Accounting _  Balancng/Completion

vendor: 00401031 ¥ |iace Plumbing Supply
Address Type: }:j Sequence: | 1’j
Street Line 1: PO Box 550829

Street Line 2:
Street Line 3:

city: T
State or Province: F: - Zip or Postal Code: 5255»0529' Nation: | - 3
Phone: ;0‘.77:7372611 - Extension: |

Fax: ‘904¥2359378; Extension: T g
Contact: John Ward T

Email: S - o T o

Discount: ;3

Tax Group: e

CUI’FE”CVZ ) VV _T_Jw- o B - o T o




24. Perform a Next Block function.
25. Confirm Requisition Entry: Commodity/Accounting appears in the Title bar of form.

26. Verify that the check box is checked in the Document Level Accounting field

,5".& Pequisitan Entry: Recuestar/Calivery Informaticn ‘FRARECMN

Regquisition:
Order Date: 114-FEB-2007 % Transaction Date:  1a-FEE- " In Suspense

Delivery Date: Comments: Document Text

Commadity Total: Accounting Total:

" Document Level Accounting

% IMPORTANT!

The Document Level Accounting checkbox must be checked before continuing with the requisition.

If a requisition is processed without the Document Level Accounting check displayed, the requisition will
be disapproved by the Approver or the Purchasing Department.

27. Your cursor should be located in the Commodity field. Move tab to the Description area.

Entry: CommodityfAscourting  FPAREQON 8.0 (&

Requisition: W&S
Order Date: 20_7~APR'2009 ?] Transaction Date: :07-APR-2009 ;@ ¢ 1n Suspense
Delivery Date: 121-APR-2009 )| Comments: P— " Document Text
Commoaodity Total: ; 0.00 Accounting Total: | 0.00
" Document Level Accounting
Réqdestor/[)‘elivery Information Vendor Information - Cormmodity/accounting Balancing/Complétion
us/m Tax Group Quantity Unit Price
Item ,r__— of (VD E——‘_T_] ! B %= i = Extended:
Commaodity Description Discaunt: L_,”_,___v_g‘___,_ﬁ_~
<] ] Additional: |
" Commodity Text Tax: E
|

. r - T " Distribute

~ Item Text Commodity Line Total:
) " Add Commodity

24



32. Type the actual description of the product you wish to purchase in the Description field,
overwriting the generic default description, 1if different from default.

Requestor/Delivery Information

vendor Information Commodity/éccounting =

U/M Tax Group Quantity Unit Dh

e e g e e )

Item | of 0 Ea 7| i i X -

/E‘Mﬁity Description

=l id :

Natural Gas Cylinders, Model R><3CID3] Commodity Text ;
f ; # Item Text
\ [ B - " add Commodity g

" Distribute

@\ The correct format for entering the commodity description is product name, manufacturer, full description — including any

colors that are pertinent, manufacturer number and vendor part number, if applicable. Also include quote/proposal numbers, if
applicable.

Example: Stapler, Swingline, Commercial Stapler, Black, Mode!l 67, SWI10601
& If the description is too long to fit within the Description field, see Chapter 6 for detailed instructions.

33. Press <Tab> and enter the appropriate unit of measure in the U/M field. (Each, Box,
Package, etc.)

& If you are unsure of the appropriate unit of measure, click the Search icon in the U/M field to select the appropriate one.

34. Press <Tab> and enter the quantity of items being requested in the Quantity field.

35. Press <Tab> and enter the unit price of the commodity in the Unit Price field.

& You must enter a Unit Price on the requisition without the use of commas or dollar signs. If the item(s) you are purchasing
is/are at no cost, you will just type in the item description in the item text field on the last item on the requisition.

36. Press <Tab> and enter appropriate discount in the Disc field, if applicable.

37. Press <Tab>and enter any additional fees in the Addtl field, if applicable.
38. Press <Tab> to the Commodity field.

& Confirm the Commodity Line Total has been filled in by Banner.

39. Perform a Next Block function. The FOAPAL element block will become active.



1

FOAPAL |~ of | 0 Remaining Commodity Amount: | 50.00 NS

o

@

A Year  Index Fggd Oﬂn Acct Png Acty Locn Proj
MM N M M M

07 250001 (50001 (EEMEN 731002 46 |

=T

40. Press <Tab> to advance past the COA (Chart of Accounts) field, which will default to “N”,

for AAMU.

41. Confirm the correct fiscal year appears in the Year field.

43. Press <Tab> to enter fund number in Fund field.
44. Press <Tab> to bypass the default Organization number in the Orgn field.

45. Enter the appropriate account number in the Acct field.

46. Press <Tab> to enter program number in Prog field.

F Override|

47. Press <Tab> three times. This will take you past the Actv (Account) field, Locn

(Location) field, and Proj (Project) field.



48. Press <Tab> through the Extended field, Discount field, and Additional field. This will

populate the appropriate accounting information in these fields.

NSF Override

TWEE Bursenis  Extended:
Discount:
Additional:
Tax:

FOAPAL Line Total:

Commodity Accounting Total: |

49. To input the next line item on the multi-line requisition, perform a Previous Block
function. This will take your cursor back to the Commodity code field.

Regusstor/Delivery Information

vengor tnformarion ~__ EREIRO EN

Item .. 1 of 1

Comrﬂﬂdity

" Balanding/Completion

u/m Tax Group Quantity Unit Price

EA 7] i 1% 50 =

Description

FOAPAL 1 of | 1

COA Year Index Fund
~ ~ ~

| U 07 7 [2s0001  l250001

iNatural Gas Cylinders, Model AX3003

" Commodity Text

NSF Suspense  Extended:

" Item Text
- - o " Add Commodity
- T 7 Distribute
Remaining Commodity Amount: | T oo S ks
Orgn Acct Prog Actv Locn Proj

r
o
¥

Extended:
Discount:
Additional: |
Tax: i
Commodity Line Total: |

crie o

Discount
Additional:
Tax:

603000 731002 46
TSRS, rn—"
|

i i ] FOAPAL Line Total: |

i i

Commodity Accounting Total:

50. Press the down arrow key on your keyboard. This will take you to the next blank

commodity line on the requisition. You will repeat previous steps to add additional

commodities.
Requichian
Order Date: Transaction Dete:  jarip-lu; I InSuspense
Olivery Date: Comments: o Decument Text
Commodity Tatat Acruunting Total )
Document Level Arcounting
ittt W i i B i AT AR e
/™M Tax Group Quanthy Lt Price
New St () - xR Extonded: i
ity Discount: ) o
. Addhinal:
Commodity Text Tax
tem fext Commonity Line Total:

Adit Cammudity

Distribute

rosral Remaining ¢ amauadity Amount: Y NST Override Y
% ixtended:
COA Yesr Indrx  Fund tran acet rag Acty Lorn Proj Blgsourte 0 - ho
5 = et . 2l i i b 2 Rifditionat e
uooar JTOGRL 2EOBM EL3RGD TTLGOE ei Tax = B 0!
FOABAL Llns Yotal - e
v

Cammodity Accarnting Iotal:
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51. When finished adding all line items, perform a Next Block function.

52. Confirm that Status column reads “BALANCED” for the Approved, Discount, Additional
and Tax amounts.

53. Once confirmed, click the Complete button to send the Requisition to the electronic
approval process.

vendor: NOO401031 §Ace £lumbing Supply b
COA: Ufumverswty of North Flarida

Organization: ,éEaTa’n““ ioRsP T

Currency: N

Exchanige-Rate: o Commodity Record Count: /772

Input Amount: 56.00 Converted Amount: o

Commodity Accounting Status

Approved Amount: 56.00 i 56,00 ‘BALANCED

Discount Amount: .00 t .00 {BALANCED

Additional Amount: .00 i .00 i .00 BALANCED
Tax Amount: : .00 ] .00 .00 BALANCED

Complete: @ In Process: ;';_J

54. Write down the requisition number that appears on the AutoHint line (bottom left of
screen) for future reference.

Document RDOUTSBQ completed and forwarded to the Approval proﬂcess

Recard: 1/1 N | <08C>

54. Click the Exit icon to exit FPAREQN.



Requisition Approval

Requisition Approval Using FOAUAPP
To view a list of requisitions awaiting your approval, follow these steps:

1. Go to the FOAUAPP form.

Any time you have requisitions waiting for approval, the Approvals
Notification Form (FOIAINP) will appear the first time you access any

Banner form. This form shows how many requisitions are on your approval
list.

2. Click on the Exit button to close the FOIAINP form. / it

IR CEE 9% 2
%A Approvals Notification FOIAINP 7.0 (BANT7) =

Number of
Documents Document Type Message
rw {Ptequisifjon iAwaiting your review : =

| i f
| i

—— -
i i
i ! !

3. When the FOAUAPP form opens, you must click on the Next Block
button to see the requisitions waiting for your approval.

2 Orade Developer Forms Runtime - Web: Open > FOAUAPP
File Edit Options Block Item Recops

Click the Next Block
button to view your list.

LB ERE %

- Each requisition
User ID:  [RBROWN {Robert Brown o Next Approver
' awaiting your approval
5 s e 5 appears on this list. e o
Document Document Change Document Queue Next
NSF TYpE NUmUeT SEUUENCE  SUDMISSTON OTgnIauny user RIMTOUTIT Type Approver
Lo IREQ [R0001254 B e k=1 ORLEY] 1,634 .00] Doc. v
| Approve: (¥ Disapprove: E@_J Detail: L Queue: @
i Requisition Creator Requisition Value
Requisition Number q 9 \Bq
Dochﬁ\ Document Change . cument
NSF Type trrreT Sequence Submissi Orrytrotrg-tiser Amport
P REQ 'RO001254 ISWORLE - ' 1,634.00
Approve: [ Disanprose: &Y Defail; =] Queue; fli,f]




Requisition Approval

Review a Requisition

1. To review a requisition for approval, click the Detail button in the
document listing. This opens the Requisition Approval form (FOQRACT).

Document ‘Document Change Document
NSF Type Number Sequence Submission Originating User Amount
[ lreq iRO001254 [ i S s ORLEY 1,634.00

Approve: @ Disapprove: '@ Detail: |

\ueue: r@f
Click the Detail button to

view details of this
requisition.

The FOQRACT form shows the vendor information, FOAPAL information and
dollar amount.

2. To view more detailed information, select Requisition Query from the
Options menu. This opens the Requisition Inquiry (FPIREQN) form.

3. The FPIREQN form will display the requisition number that you chose to
review. Click the Next Block button to view the requisition.

$& Orade Developer Forms Runtime - Web: Open > FOAUAPP - FOQRACT - FPIREQN .

File Edit Options Block Item Recesra—Gqiery Tools Help
@ REEE HP(EEN @& e w L
%Requisi’don Query"FPIREQN 7.0 {(BAN7) ......... S !

Next Block button

- as | P H
Requisition: |JIFEES | 7

This above step will reveal a “read only” copy of the requisition. If there are any
corrections that need to be made, you must Disapprove the requisition so it can
be fixed by the person who created it.

4. Navigate through the information blocks using the Next Block and
Previous Block buttons as required to review the entire requisition.

(%)



Requisition Approval

Reviewing a Requisition (continued)

eyery Tools Help

& LA

Requisition: 1.——

Order Date: 102-MAR-2006
Delivery Date: OZ-MARQUDET
Commodity Total: : 1634.00

i Orade Developer Forms Runtime - Webh
File Edit Options Block Itemp -
= o PN

= =

DORA PIREQ

BA

TR e w1 X

Transaction Date: ;rDZ-MAR-ZGOE:

Comments: |

Accounting Total:

Use the Next Block
and Previous Block
buttons to move
through the requisition.

1634.00

When you have
finished reviewing
the requisition, click
the Exit button to
close the form.

5. When you have finished reviewing the requisition, you can click the Exit
button to close the form. This will return you to the FOQRACT form.

6. Click the Exit button again. This will return you to the FOAUAPP form.
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Requisition Approval

Approving a Requisition

Once you have reviewed the requisition you can approve it on the FOAUAPP
form.

1. To approve a requisition, click the Approve button in the requisition listing.

5 e Depiianor Sarms T e S

File Edit Options Block Item Record Query Tools Help

mRBEE 9% | & 2 =

User ID: ;RBROWN jMRobert Brown Document: ¥ Next Approver
} Document Document Change o Document Queue Next
| NSF Type Number Sequence Submission Originating User Amount Type Approver
: i [ REQ 'Ro001254. b e {%WBEL?Y"T T 4 T T1e3a00 Ipac N
; Approve gj . Disapprove: @ Detail: @ Queue: x:@:]

Select the Approve button to
approve the requisition.

2. A Requisition Approval message box will appear. Click the OK button to
approve the requisition.

w3 Document Approval FOAUAPP 7.0 (BANT) l-iri-i-lrilelelelrleleleielele el :

e I IS

Type: |REQ Number: |RO001254 Submission:

Change Sequence:

DOCUMENT IS APPROVED

i
|
i
f
|
|

{7 oK /; { Cancel _

3 Another small window will appear, click the OK button to finalize the
approval.

O8]
[\



Requisition Approval

Disapproving a Requisition
To disapprove a requisition, follow these steps:

1. Click the Disapprove button in the requisition listing

; REQ [Ro001254 ; o fsworLEYR -
Approve: [ Disapprove: |/&9 Detail: (& [ Queue: =

\

Click the Disapprove button to
disapprove the requisition.

2. A Requisition Disapproval message box will appear.

3. You must add text that explains why the requisition was not approved.

This text will explain to the requestor what needs to be corrected in order
for this requisition to be approved.

7@ Document Disapproval Text Entry FOAUAPP 7.0 (BANT) Lo’

o T - r
Type: REQ Number: |RD001254 Submission: |

Change Sequence: J

%bOCUMENT IS DISAPPROVED-Incorect account number. Please use account

%number 712050,

i
|
|
i

oK j Cancel -

4. Click the OK button to disapprove the requisition.

5. Another small window will appear. Click the OK button to finalize the
disapproval.

6. Logout of Banner after you have completed the approval process for the
requisitions on your list.




Splitting Commodities Across Multiple FOAPALS

There are times when creating a requisition that commodities may need to be split between two
or move FOAPAL elements. You would need to do this when the commodities being purchased
need 1o be charged to differing Funds/Orgs.

For example, a printer is being purchased to be used by two depariments and the requisition
needs to reflect a split in the commodity cost between the two departments.

To split commodities among multiple FOAPALS:

L

2.

8.

g,

Login to Internet Native Banner (Chapter 1).

Follow the directions for creating a requisition in Chapters 2 or 3 only through
step 37.

Enter the FOAPAL elements for the first commodity in the FOAPAL block.
<Tab> to the Extended field.

Enter the amount that is being charged to the first FOAPAL element.

Press <Tab> key until you return to the Chart of Accounts field.

Press Down Arrow key to the next blank line.

Enter the next set of FOAPAL elements in the FOAPAL block.

Repeat steps 4 - 8 for each additional FOAPAL that is be charged for this commodity item.

10. Perform a Next Block function and confirm the Status column reads “BALANCE”.
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I'1. Once confirmed, click the Complete button to send the requisition to the electronic approval

Process.
Input Commodity Accounting Status
Approved Amount: 56.00 5500 56.00 BALANCED
Discount Amount 6o ' 00 - 00 BALANCED
Additional Amount: 00 T T e T e BALANCED
Tax Amount: 0u 00 00 ‘BALANCED 3
Complete In Process: _Z_’

12. Write down the requisition number that appears on the AutoHint line (bottom left of
screen) for future reference.

13. Chick the Exit icon to exit FPAREQN.



Creating a Requisition Using the Copy Function
Process

The Copy Requisition process enables you to copy data from a posted requisition 10 a new

requisition document.

Only requisitions that ave fully completed, approved and posted through Purchasing Department may
be copied.

To create a requisition using copy function:
1. Login to Internet Native Banner (Chapter 1).

2. Access the Requisition Form (FPAREQN).

3. Click the Copy icon.

File Edit Options Block Item Record Query Tools Help
a8 = ;1;@@@@'%3253%’2@;&}3; N B % x|
"z Requisition FPARESGN o T T e e e e e

Requisition: |
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4. Confirm that the Copy From screen opens.

Copy From

Regquisition: f |v
[

Vendor:

5. Enter the requisition number that you wish to copy in the Copy From Requisition field.

@\ If you do not know the requisition number you wish to copy, click the search icon and search for it.

\:& IMPORTANT!

The copy funcoonality will not check or update available balance unil you navigate enurely through the form

6. Press <Tab> to populate the Vendor field, if necessary.

7. Click OK.

"BCony FRAREGH

Copy From

Requisition: RO000892 EJ

i

Vendor: NO0400756 Atlantic Self Storage-Kernan

TR

@\ If you are not able to populate the Vendor Name or proceed, check the status line for a message stating that the

“Document is not completed, approved or posted.” Only requisitions fully completed, approved and posted through
Purchasing may be copied.
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8. Confirm the information from the old document appears in the Requisition Entry:
Requester/Delivery Information block.

9. Make note of the new requisition number in the Requisition field in the upper, left corner
of Requisition Entry screen.

10. Confirm the In Suspense box contains a check mark.

Fequestar/Delivery Information FEAFECH

Y Penuisition Entry:

Requis@ion:
Transaction Date: ils-rmz&ﬁ ;:'_rl

Order D 8-FEB-20¢ = ¥ In Suspense
Delivery Date: Comments j " Do at T
Commaodity Total: | Accounting Teotal: \r— B 405”0_0
Document Level Accounting 4
Fequestar;Delaey Iotarmatian Vendor Information Commodity/accounting Balancing/Completion

—
COA: U i ¥]iUniversity of North Florida

Requestor: iBarbars Lanz

Organization: {E’l‘o‘;)g—“i]i:\;;wma(ms & Statistes Email: [blanz@unf.edu -

Phone: is04 [6202653 Extension: | Fax: 904 (6202818  Extension: |
k-

Ship To: centRL [ b

Street Line 1: L;crsvty of North Florida E

Street Line 2: ja567 StJohns BIuff Road S B

Street Line 3: {Central Receiving - B1dg 6 .

Building: "(WA 7T Fleon fA -

City: Dacksonville

State or Province: "F'Li‘ Zip or Postal Code: ?;z;;‘AA -

Nation: i E

Telephone: o - Extension: |

Contact:

Attention To: iMath & Stat, Barbara Lanz, 11/1311

S e s i s SR sl

& The suspended mode of this copied Requisition will be removed once you have navigated fully through all the

screens and clicked the Completed button.

11. You may make any necessary changes to the copied requisition. This can include the

following:

J Requestor

O Vendor

O Commodity

(J Accounting information

12. Change the order date in the Order Date field, 1f appropnate.

13 Press <Tab> to change the transaction date in the Transaction Date field, if approprnate.



14. Press <Tab> and enter a delivery date in the Delivery Date field.

& The Delivery date must be the same as or later than the Order date.

15. Press <Tab> and enter special instructions in the Comments field, if applicable.
16. Press <Tab> to change the requestor in the Requestor field, if approprate.
17. Press <Tab> twice.

18. Change the organization, if appropriate.

@\ If you don’t know the Organization, click the Search icon and search for the correct Organization from the list.

19. Press <Tab> and enter requestor’s e-mail address, if blank or different than default.
20. Press <Tab> and enter requestor’s phone number, if blank or different than default,
21. Press <Tab> and enter requestor’s fax number, if blank or different than default.

36. Press <Tab> and enter new Ship To information if different than default.

@\ If you need to change the default Ship To address, click the Search icon and select the correct Ship To address from the
list. When you select a Ship to address the Address, Phone, Contact and Attention fields will fill in automatically.

37. Change the Attention To field if blank or different than default.

|
Regiusition: 210 i
Order Date: e | Transaction Dite 1-tanv-aros in Suspense ‘
Delivery Date: 22-MAV-2053 _Z_\ Comments Doctanent Text F
Cormmmodity Total: 1rouu Accounting Total: 133 0U |

~Docurnent Level Accounting

IR oo vormesn  Commednytcemenng - Baanong/Compietier.

Requestor: Latiska donen COA: N~ faanirn apn

Phone: Extension: Fax: Extension
Ship 1o Pra - 5

Street Luse 1. Alisua ARM S0 L Mg

Suect Line 2 0% MEnaar Ltrzer

|

Qryanizaton: 20808 jrurr;\a—:';-\ Fragas e ng Eriiait: r
|

|

|

Strect Line 3:

Building Fioor \
City Huols e e

State or Province: &t Zip or Postal Code: 3ty |
Nation Lttt S1atomy 1 amiare s

lalephone: Frtcimion

Contact:

Atienton To:
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24. Perform a Next Block function.

25 Enter correct vendor information, 1f blank or different than default, in the Vendor
information block.

@\ If a different vendor is required, click the Search icon next to the Vendor field and select the correct vendor from the list.

Once a vendor is selected, the remaining fields will fill in automatically.

If a NEW vendor is required, see Chapter 7.

26. Perform a Next Block function.

27. Change the commodity information in the Commodity and Description fields, if different
than default.

28 Perform a Next Block function.

29. Change the FOAPAL information, if different than default.

% Baguisition Encry: Commaoditv/Accaunting  FPAPEQH AR ekt LR O T O e L e e Ll e

Requisition: R0021290

Beder BEEE: Ne-res-2007 (= Transaction Date:  116-FEB-2007 1) “1n Suspense
Delivery Date: 18-FEB 2007 Comments: T o fumbnt Text
Commadity Total: | 405.00 Recounting Tatal: | 405.00

" Dacument Level Accounting

Requestor/Delivery Information vendor Information Commocity Scuourting Balancing/Completion™ .

u/m Tax Group Quantity Unit Price
| o | ee o H § R
em | 1 of | 1 iFEE g H X 40s = Extended: | 405.00
Commadity Description Discount: 00
~ = Additional: 00
{71906 . [teass agresmant for ane controlled 5x10 storage Commodity Text Tax: T - 00
S « Item Text Commodity Line Total: 205.00
- T T " add Commadity
i ;'—‘""'—mi_w‘“*A N T Zoistribute
— ! —_— ;
1 Remaining Commodity Amount: .00 NSF Override o
TesE Sungvasy Extended:
Orgn Acct Prog Actv Discount:
ST i N W . additional:
{zs0001  [603000 771900 T
- el " g EmE———
: | ! ¢ i FOAPAL Line Total: |
e e
i | Commodity Accounting Total

i : IMPORTANT!
To remove the requisiton from In Suspense mode, you must navigate through each commodity row and FOAPAL row

in the Commodity and FOAPAL blocks.

30. Perform a Next Block function.



31. Confirm the Status Field reads “BALANCED” for each amount.

ai etas Soos mpy, Lttt Ve infurmaon Cunmenny e RS —

Requishtion 3
Order Date: Transection Date:  ho. In Suspense i
Delivery Date Comments: i Document Text -
Commodity Total Accounting Total O T s o I

" Document Level Accounting (

T Commoariaccourone __ (ER——

Requestor  ‘Cheresa Hamiiton

vendor
Coa:

Organization

Currency:
Exchange Rote Commodity Record Count: )
Input Amount 405.00 Converted Amount
Input Accounting Status 8
Approved amount: 405.00 405.00 BALANCED 3
Discount Amount 00 BALANCED -
| Additional Amount: 00 o oo BALANCED
Tax Amount 00 i 00 : 00 BALANCED =
| Complete: (B InProcess: )

33. Write down the requisition number that appears 1n the AutoHelp line (bottom left of
window) for future reference.

Document ROOND1 rwarded to the Approval process 7

Record: 1/1 L\(

34. Exit the form.



Entering a Long Description

There will be times when the description of the item(s) you are purchasing does not neatly fit on
the Description field of the FEAREQN form. In these cases, you will follow the steps below to
add a long commodity item description.

To input a long description:
. Complete steps 1-31 of Chapters 2 or 3.

2. Confirm that your cursor is in the Description field on the FPAREQN form.

u/m Tax Group
S
Item | 1 of | 1 lEA B e
Commodity Description

3. Enter the long description of the commodity as needed in the Description field.

4. Select Options from the Menu bar.
5. Select Item Text (FOAPOXT)

6. Complete a Next Block function.

7 Enter the remainder of the item description in the Text field.
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‘F@Pédcurement’TextEnm FOAPOXT

Text Type: REQ 3

P Code: (R0D021290

Vendor: {NO040075¢ ‘Atlantic Self Storage-Kerran

Commodity Description:

Modify Clause:

Clause Number Print

& If you need extra Space, press the down arrow key on your keyboard to type in additional rows of information

8. Click Save button from Toolbar.
9. Click Exit button to close the Procurement Text Entry form (FOAPOXT).

10. When you return to the FPAREQN form, confirm that a checkmark has been placed i the Item
Text checkbox.

Requestor/Delivery Information’ “Vendor Information _ Cormmadity/Scoounting
u/m Tax Group Quantity Unit Price
ttem [ of [T 0 L OCTEA s =
Commodity Description
(~) =
[71300 e ntal of & uildina R T ext
|
[ :"“7—‘;‘—_\x% odity
\f_ﬁ\\_—k ¥ Distribute

@\ If an Original Commodity Description block appears on the screen — simply click and drag on title bar to move it, if

needed. This block displays the original description of the commodity for reference,
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Requesting a New Vendor

Occasionally you may want to make a purchase from a Vendor that is not already listed in Banner as an
approved AAMU Vendor. In these cases, you can request that a new Vendor be added by following the

steps below:

To request a new vendor:
1. Complete steps 1-16 of Chapters 2 or 3.

2. Confirm that your cursor is in the Vendor Name field on the FPAREQN form.

L.

" Commaodity/Accounting

vendor Infarmation

Requestor/Delivery Infarmation

VYendor;

wendor Informatian Comfnodityfﬂitcouhgng j

_ReQuesto'r/Delive_rlk Information

—
Yendor: lljgﬁlll Gates Public Speaking Serv;ce‘

4. Select Options from the Menu bar.
5  Select Document Text (FOAPOXT).

6. Perform a Next Block function.
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7. Enter the following information of the new requested vendor in the Text field.
a. Address
b. Phone Number
¢.  Fax Number

d. Any other information used to identify this vendor.

{%aProcurement Text Entry FOARONT

Text Type: WTEQ“T Code: W} ¥ Change Sequence:":
vendor: h—h‘ ‘—— - T
Commodity Description: T ,
Modify Clause: HMT Csny Cumnenodity Tao Default Increment{f ]

<

: e ———————— SRS — —

TR

| 1123 Anyway Street v 20
’ J: e T T e ! -~
|904-620-1234(Phone) 30

Y

—_———
04-620-5678 (Fax)| -

@\ This process will provide the Purchasing department with the necessary information for them to manually input the new
Vendor once approved.
8. Click Save button on Toolbar.

9. Click the Exit button to return to the FPAREQN form.

10. Confirm that the Document Text checkbox in the upper right corner of the screen is checked.

In Suspense

Document Text

I'l. Complete requisition as needed.



Placing a Requisition “In Process” (Suspending)

There may be times when you want to suspend a requisition temporarily and access it later for

Completion. Instead of completing a requisition, follow the steps below to place it “In Process .

To place a requisition “In Process”:

1. Follow all steps for creating a Requisition up, but not including, the final completion step.

not click the Complete button.

Requestor/Delivery Informam'dn Vendor Information

Requisition: {R0021290
. 6-FEB.2007 i . [eres2007 =) =
Order Date: ES-FEB-ZOW Transaction Date: 118-FEB-2007 (ZE] In Suspense
e | SR s
Delivery Date: |18-FEB-2007 [ZE] Comments: ! v Document Text
Commaodity Total: | 1,000.00 Accounting Total: | " 1,000.00

Document Level Accounting

commociysecoinino* (PITEE |

:Bill Gates Public Speaking Service

Requestor: [Cheress Hamilton

Vendor: ,

coa: U University of North Flarida

Organization: :;"10300 iMathematics & Statistics N

Currency: ! i

Exchange Rate: | Commodity Record Count: ,—_—f

Input Amount: imw‘i_l-chlaa Converted Amount: T

i B

% a7 i B SA S n S A Lt Sy Y SRR Sy i v B S S T gy e m T T TR g AR M TETALN, L i S NI £ T T TS T S S S AT AT € T %
! Input Commodity Accounting Status
‘ Approved Amount: Jr T 1,000.00 1,000.00 (—im }BALﬂNCED
[ Discount Amount: r """""""" 00 T T ae I ;FEA?L‘AVN—CME_Diwi 2
O 5 — % — T b
} Tax Amount: ;’,~‘_ T o T o ‘r"iivniA;E iBALANCgl;——_V
J‘ Complete: In Process: z]

2. Confirm that you are viewing the Requisition Entry: Balancing/Completion screen of the

FPAREQN form.
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3. Wnte down the Requisition number that appears 1 the Request field at top of screen.

Requisition: ;TQ002129E'

Order Date: 318»FEB-2007 =
Delivery Date: 5_18»FEBVZOO7 gf_g
Commodity Total: j' 1,000.00

E> IMPORTANT!

Make note of the Requisition number as stated in ste

p 3 or you will need to search for it later when you wish 1o
complete it

4. Click the In Process button at bottom of screen.

n Process

5. Once you put the Requisition “In Process”, you will be taken back to the beginning of the
FPAREQN form.

"SRequisition FPZREQN

Requisition: [ 3 @

PR The Requisition will stay “In Process” until

In process, see Chapter 9

you go back 1n and mark it Complete. To access a requisition that is

6. Close the Form.



Accessing a Requisition Still “In Process”

Ifa requisition has been marked *“In Process”’ you may go back to complete it by following the
steps below: You will be able to edit any of the fields in the requasition. You can not access a
completed requisition through this process.

To access a requisition “in process™:
1. Login to Internet Native Banner (Chapter 1).

2. Access the Requisition Form (FPAREQN).

3. Type the Number of the In Process Requisition in the Requisition field.

e

---------------

%aRequisition FPAREQN  irieeieielielellior

==y (T
Regquisition: |R0021290|| 7]

& See the Important Information box in Chapter 8 about noting requisition numbers that are in process.

4. Perform a Next Block function.
5. Change any of the necessary fields and progress through the Requisition as usual.

6. When ready to complete the requisition, click the Complete button.

Complete: E
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Editing a Requisition

There may be times when you will need to edit requasition afier you have submitted it for
approval. In order to edit a requisition the creator or the approver must first disapprove it so that

it becomes “available” for editin . If the requisition has already been approved — Banner will
not allow you 1o edit it and you will receive a message on the hint line stating *‘Request is
approved — no changes are allowed.”

To edit a requisition:
1. Login to Internet Native Banner (Chapter 1).

2. Enter FPAREQN in the Direct Access bar, then press <Enter>.

)

ZHGeneral Menu GUAGMNU

Go To...|FrareQy| [=] welcome, NOODDBOGE :

i_IMy Banner
"¥Banner

Jstudent [*STUDENT]

«JIFinancial [*FINANCE] L
[ -
i JHuman Resources [*HRS]

“JFinancial Aid [**RESOURCE]

—IGeneral [*GENERAL]
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3. Type the requisition number to be edited in the Requisition field.

I Requisition FPAEQ

Requisition: ]RODZlZZ?IB EY

4. Perform a Next Block function.

%@ Pequisition Entry: Requestor/Delivery Information FPAREQN

Requisition: jRO021227
Order Date: Transaction Date:  '14-FEB-2007 T In Suspense
Delivery Date: ﬁg—-Fm = Comments: O " Document Text
Commodity Total: | Accounting Total: fﬁ
" Document Level Accounting
Vvendor Information - Commodity/Accounting - " Balandng/Completion
Requestor: ﬁ&resé Hemilton COA: Eiﬂ‘umv:rsm of North Florida
Organization: le03000 ~Jjorse Email: [chamilto@unf.edu
Phone: ! 16202713 Extension: | Fax: . | Extension: !
Ship To: fcenteL (7
Street Line 1: ‘;—Ur\iversity of North Floride T
Street Line 2: [a567 Stohns Bluff Road S -
Street Line 3: [Central Receiving - Bldg 6
Building: 1’7‘»" T Floor: T
City: @sonvdle
State or Province: wFT.‘ Zip or Postal Cade: ::Tz;zrrwrib—*‘
Nation: \
Telephone: f‘i—-*- Extension: !
Contact: |
Attention To: [C Hamitton, ORSP, Bldg 3/2501
= = T e cestiy 5 2

5 Edit the necessary fields. Use <Tab> and Next Block to move around the form.
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Save the form.

When you are finished editing the form, close the form. Click “Yes” to the prompt “Do you
want to save the changes you have made?”

Requisition: R0OD21227 ?
Order Date = Transaction Date: 14-FEB-2007 53 {l1n Suspense =
Delivary Date 19-FEB-2007 X Comments: CiDocument Text 3
Commodity Total: 55.00 Accounting Total: 26 00 &

CIDocument Level Accounting i

Vendor Informaoon Commodity/Accounong Balanang/Completion

Requestor

r of Norh Tlorida

Orgenization v 2
Phune 6202713 3 Q Do you want to save the changes you have made? Extension <

i Ship To: CENTRYL -

} Street Une 1; University of North fFlos T ANVD TR JiAc'a_;.c;J -

| Street Line 2: 4567 Stlohns BluH Ro ;J“:_‘—) :

| Street Line 3 Centrsl Receiving - Bldg 6 \ f
Building: Floor: ’.

' City Jacksonville :
State or Province: fL Zip or Postal Code: 32224

"‘ Nation: f
Telephone Extension
Contact: B

2ldn 3/2°0)




Checking The Status OF A Requisition

Native Banner Form FOIDOCH

1. Log in to internet Banner
2 Use your 1D and Pass word
3. On INB Main Menu Screen type FOIDOCH and enter

4. Type REQ in Document Type

5. Tab over to Document Code and click drop down Button, this displays all requisitions that are in
the Banner System

6. Look for your requisition number check the approved and completed columns

Requisition Status Breakdown:

To assure that your requisition has fully processed, both columns Approved and Completed must read

“Yes".
Approved:
Yes - Requisition has been successfully submitted and has been approved.
No - Requisition has not yet been approved or has been disapproved.
Completed:
Yes- Regquisition has been successfully completed and submitted for approval.
No - Requisition has not yet been successfully completed. The Requisition may have been

intentionally or unintentionally suspended (put n process).
<blank> - Requisition has been successfully completed and submitted for approval, but was

disapproved.

W
]



Scenarios:

Result
Requisition has been successfully completed, submitted and approved.
Requisition has been successfully completed and submitted, but not yet
approved.
Requisition has been successfully completed and submutted, but was
disapproved.
Requisition has not been successfully completed, and therefore not approved ]
as of yet.

|
f
|

For Requisitions listed as Yes/Yes — The Purchasing Department will be or has cut a purchase order
for the products listed on the requisiion and should arrive as scheduled.

For Requisitions listed as No/Yes The one assigned as the Approver for this requisition has not yet
approved it. You may wish to check with the Approver to inquire on when to expect approval.

For Requisitions listed as No/<blank> - The requisition was disapproved by the Approver. The one
who created the requisition should have received correspondence about the disapproval status of the
requisition and can now edit the requisition and resubmit as desired.

For Requisitions listed as No/No — The requisition was not successfully completed or submitted

Please check the requisition and if you still need the 1tem on the requisition just complete the requisition
and submut it for approval. 1f you do not want the requisition and need assistance m correcting or

deleting a requisition in this condition, contact the Purchasing Department at ext. 5227 with a description

of the problem for assistance



Canceling a Requisition that has been Completed,
Approved, and Posted

Canceling a requisition that has been completed, approved, or posted is used to reverse pastings of
(&)

the original requisition and cancel its availability for any further action in Banner. Before you can
cancel a requisition, it must be completed, approved, and posted. Also, the requusition must be in an

open window prior o subsequent activity (e.g., Bid, PO, Delivery Receipt, etc.), in order to cancel it.
Otherwise, it cannot be cancelled.

To cancel a requisition:
1. Access the Requisition Cancel Form (FPARDEL).

g B oE®E! P 8T
23 Pequisition Cancel FRAPGEL T R RS TRt CUO OO O MR OGSOt ST LN
Request Code: | =
erie sy RGeS = s s St o R 5,
e N L RARE S G N e e s 2
¥ NSF Checking
Request Date: ‘r
S ——
Transaction Date: !
Request Type: ]
Delivery Date i
vendor: i [ - __
Origin !
‘ Extended Discaunt Tax Additional
| Amount Amount Amount Charges
} — 2 - + - +




2. Inthe Request Code field enter the requisition number for the requisition you wish to cancel and

perform a Next Block function.

%o Reqaistior Cantel FFARGEL

Request Code. 20071213 [ Trocy prarers

v NSF c%e_ckm_g
‘ Request Dore Ye-FE32007
| fransaction Date 1—:»’63 2007
Request Type ®
| oetivery pote 26-Fe8-2007
| vendor R[/Za?zlhss—}—c?&;;;;n Inc T
Orioin BANNER
Extended Discount Tax Additional Net
Amount Renount Amount Charges ceeilpRunE
B e O B o T : ER
TR & ja==ia RS S & PR T TR T g s g =

number.

@ Banner displays the requisition detail in the Cance] Header block to help confirm correct selection of the requisition to

be cancelled
3. Perform a Next Block function or select Access Cancel Date from the Options menu on the
Menu Bar to g0 to the Cancel Date block.

%= Cancel Date FRARDEL o T e e 5 ;
3

v} -

| Accounting: [ Cancel Date: h 5-FEE-2007RES i
I —*._‘r_

’ Commodity: | 1 | Reason Code: Ed

|

! Make Cance

. 5 . he :
@\ The cursor 15 in the Cancel Date field, which displays the current date. You can enter another date, but it must be afier

the onginal Transaction date and in an open fiscal year period.

4. Double-click in the Reason Code field, and select the approprniate Cancellation Reason Code.

5. Select Process Cancellation from the Options menu on the Menu bar to cancel the requisition.

6. Click the Exit icon.



Canceling a Requisition that is “In Process”

Canceling a requisition that is “In Process " is used to cancel its availability for any further action in
INB Banner: 10 cqﬁgel a requisition “In Process ", the requisition cannot be comjplezfed approved. or
posted. If the requisition is completed, approved, or posted, follow the steps outlined in Chapter 1 2.1

To cancel a requisition “In Process™:
|, Login to Internet Native Banner (Chapter 1).

2 Enter FPAREQN in the Direct Access bar, then press <Enter>.

% General Menu GUAGMNU

Go Ta... [FPAREQN] [~] welcome, NOOOOBOSS

;’:.JMy Banner

1‘r_\JBanner

_Jstudent *STUDENT]
_JFinancial [*FINANCE]
“JHuman Resources [*HRS]
““Ifinancial Aid P*RESOURCE]
“Jgeneral [*GENERAL]
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3. Type the requisition number to be cancelled in the Requisition field.

v o v raeren
L0 I 38 S A S
L6 A S N 2

e errreea vl
M L
voee e s s vre e e

v v e
v > e »

%aRequisition FPAREQN

Requisition: 002122 EE

Requirition 210

Order Date: T =] Iransachon Date: 15-Mav- 25 In Suspense
Defivery Date 22-8evezies I Commenta Documient lext
Cominodity Total 1.8 vu Accounting Totul: £33 Oy

“Docurnent Level Accounting

m Vendor aformason C-)mmoww/"lcco«mmg Balaﬁmg/Co"‘alet\zf

[

Strect Line 3:

Requector: LANSEs dpas, coa 9 ;ju,\mm a1 Uraverii,
Oryanizalion 205C: taricnane ai frgas o nn Erniail
Phone: Extension: Fax Extension:
|
Ship To P4 - ’
Strect Line | HlosiTis L&M Broperty, Mgn
Stueet Line 2 IRV Menaiar Ltiget f
|
|
|
i

Building Floor:
City MUl ) e
1}
Stare or Provinee: 2L 2ip or Postal Code: 3¢5 4
Nihion: LIile SHatas ol amercn ‘
|
telephone: Zrs Exteision:
Contact Jeltiey Fobuaon
i
Altentinn To: Ietoey Pabinzsn i
]




5 Select Remove from the Record menu on the main menu bar twice.

B R e el e

} Freviaus

M Next
Scroll Up

— Scroll Down

L Clear e

S

Insert

Duplicate
Lock

i e i i, _’ -

TS The Autohint line at the bottom of screen will indicate the need to delete the record again to

complete the process.

Press Delete Record again to Delete this record.

6. Select OK to the All Commodity and Accounting records will be deleted dialog.

The following note will appear at the bottom left corner of the screen to confirm that the document has been

deleted

7 Click the Exit icon.
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Querying Completed and Approved Requisitions

Use the Requisition Inquary Form (FPIRE, ON) 10 query and review the requistion informaton. Data
can be viewed, but not changed, on FPIREQN.

Note: The Reguisition Form (FPAREQON) initiated the procurement process. You defined the
requesion, vendor, commodity, and accountin g information. Once you complete a requisition, you
cannot query the information from the Requisition Form (FP4RE ON). You have to use the FPIREQON

Jorm for querying

To query completed and approved requisitions:
I Logm to Internet Native Banner (Chapter 1).

2. Access the Requisition Inquiry Form (FPIREQN).

IRequisinon Query FPIREQON

Requisition: | id

1n the Requisition field. If you do not remember'the
play all the requisitions, and select one from the list by

(U5

Enter an EXISting requisition number
number, click the Search rcon to dis
double-clicking on the Request #.



4 Perform a Next Block function to access the Requisition Inquiry: Document Information block

View all desired information on this block.

%5 Raquisitan Inquir

Requisition
QOrder Date
Delivery Date

Commadity Totak:

Print Date:

Activity Date:
Cancel Reason

Dacument Type

Origin:

Reference Number

-o: Gurument Infarmation FRIPEQH

RnGo23ag]
Transaction Date:
Comments:
270.00 Accounting Total:

! Cancel Date:
17-AUG-2004 User ID:

‘s PROCUREMENT

Requisition Copied From:

Closed Date: '26-AUG-2004

N00OQ7467

SRR Ta A

D L SR

@\ This will take you to the Document Information window. Information can be viewed about whether the document was

completed and approved; if it was printed; cancelled, or closed, and the date those activities happened

5 Perform a Next Block function to go to the Requisition Inquiry: Requestor/Delivery Information

block. View all desired information on this block.

Requisition

Order Date:

Street Line 1:

Street Line 2:

Transaction Date:

iUnversity of North Florige

—

14567 St Johns Bluff Road South

&8

PR
AUG-2002 [T

it e
Street Line 3: :
e .

Building: ;8lda & Floor:

City: Dacksanville

State or Province: fre Zip or Postal Code: {3222¢ 3

Nation: : N 2

Telephone: '9pa 6202869 Extension: | 3

Contact: ‘Central Receiving - §
3

attention To: M. Steinbrecher 10/2425 -
5

52y = ST T ST i e g

Delivery Date: [24-AUG-2008 Comments: [BLANKET PO FOR MUl T -
5 L :

Commodity Total: ! 270.00 Accounting Total: ! 270.00 -
Requestor: @Meqdelme Steinbrecher COA: ,?[Unwersny af North Floride =
Organization: 611100 [Public Admin & Palit Science Email: msteinbr@unf edu 3
Rl v o— ; e — 3

Telephone: ig04 16202977 Extension: ! Fax Number: 904 6202979 Extension: | A

. ]
Ship To: JCENTRL £
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6. Perform a Next Block function t

desired information on this block.

0 go to the Requisition Inquiry: Vendor block. View al]

Requisition R0002000 j

Order Date: 17-a0G 2004 Transaction Date:  17-auG 2008 E

Delivery Date: ‘?OTUG_EJG‘ Comments: BLANKET PO FOR Myl

Commodity Total: 270.00 Accounting Total 270.00

Vendor: mm-apvtromcs Inc e — ;:7

Address Code: lro Sequence Number | 3

Street Line 1: Eiﬁl Rolac kg 77 -

Street Ling 2 I

Street Line 3 T

City: Jacksonville

State or Province: E‘ Zip or Postal Code: ;;207

Nation: "‘"Hh_\ri—”'—‘%h“'¥A

Telephone: [s0a 315100 Extension: | t

Fax Number: F;.’JT ‘_‘?TBZT- Extension: ! ’ -

Contact: IRich Jones T _*_;

Email: E‘“‘K\—\“M i
e 3 TR

block. View all

&5 Pequiziticr Inquire:

Requisition
Ordar Date

Delivery Date

Perform a Next Biock function t

Cormmodit; /Aczour|

117:2U5-200

124-AUG- 2004

NNUal Maimenancs Comract

g FRIRECH

Tax Grou

Description

0 20 to the Requisition Inquiry:
desired information on this block.

Transaction Date:

D

N

A7-AUG-2002 B S iy

Quantity Unit Price
T T e = Extended
Discount
Additional
i 3 Tax

L Commuodity Line Totol

Extended
Discount
Additional
Tax

FOAPAL Line Total

= IS
Cummaodity Accounting Total
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8 Select Commodity Supplemental Information from the Options menu on the Menu bar

@\ The Commodity Supplemental Information screen displays additional information regarding the selected

commodity

9 View all desired information on this block.

% Commadity Supplemertal Information. FRIREQ 7.3.0.1 (PROD) _15-HAY-3009 01:25 PM

Delivery Date: m

Text Usage: Standard

Ship Ta: CP.

Address: " alebeme ABM Centrel R:cc;vlr\g
Building: o

Floor:

Contact: T‘r‘notH;ALerﬁons. )

Assigned Buyer:
Bid Assigned:
assigned to Purchase Order:

purchase Order Item Number:

Cilose

10. Click the Close icon to close this window.

11. Click the Exit icon.



Querying Document History

The Document History Form (FOIDOCH) displays the processing history of purchasing and
pavment documents (i.e.fron requisition number through check mumber for non P-card purchases).
Itidennfies related documents and provides the status (i e approved. complered. cancelled, eic.) of all
documents that are in the processing sn eam for the document that is being queried,

Types of documents that can be viewed in the Document History Form

(FOIDOCH):
E Doc Type List ‘]
CHK Check Disbursement ]
]FAA Fixed Assets Acc nting Adjustments ]
FAS Fixed Assets Asﬁﬁaq |
NV fmvo:ce J

fPurchase Order
Recemng Documents
Requisition

[RTM |Returns |

Document Statuses

/ Approved

A
C ) ComE}aed
F T

| Final Reconcilianon

| Pad

P
R f Receipt Required
S J Suspended

O [Open
X :‘CanceUed

V| Void
H | Hold
1
L

T Taoged Permanently
Pate)

e NS S I G S S S L J

1)



To query document history:

l.

]

LJ

Login to Internet Native Banner (Chapter 1).
Access the Document History Form (FOIDOCH).

Enter the type of document in the Document Type field (see Document Type chart on p.63)

=
Oucument Type: i _ Document Cod | =)
Requisition St 8id Stetus Purchase Order Status T issues | stamus
e st ol S e i g
T — i e — fassaiane - -
SO - ! : — ;. .
o i i r : e
i i : ; ‘_ i [ -
Ap— - n o - e T e z
i ; P A S I S
I —_— - AN i
! i
Invaice Status Check Status o0 Smtis T r——————
_Hivaics o Eheck at _Return Status Receiver Status
| L] : I i . DA pani
M, s S — L, — e = =
| | P i e L,
e = e - e — R I
| : | i i
S r s — | e = i ~ L 3
e — s e | —— - ! | F
i ! : i : [ "
Lo me——— e = (g =T
i |
Stotus ‘Asset Adjustment Status
! = = e —— [ -
: o ] i =
: ‘ .
i e e s 3
= cmmy e AI— g F

4. Press <Tab> to go to the Document Code field and enter a document number or click Search
icon to select one from Requisition Validation (FPIDTYP) hst.

e e T

sa0ocument Sisary

Document Code: R0001525 <)

Oocument Type: FB® 7 JRequisiion

5 Perform a Next Block function. The cursor will go to the area that corresponds with the type of
document that you are querying. For example, 1f you were querying the document history of a
particular requisition, you will be placed in the Requisition block. The active block will be

highlighted in blue.

% Gosument Histor, FOI00CH

PEQ |- Reauwsition Document Code: 0001525 -

Document Type . o o
T TRequisition  Status Bid Statu Purchase Order  Status i tss
- i el Foaraie - b

RS - S b 2 =




6. Chck on the document number in the appropnate area for which you wish to get more

mformation.
Document Type: REQ ¥ REL,
Requisition Status 3
ROD01525 T

f

l!
|
Il

7. Select Requisition Info [FPIREQN] from the Options menu on the Menu bar.

8. When finushed viewing the history, click the Exit icon.
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Querying Completed and Approved
Purchase/Blanket/Change Orders

You can query the orders you created from the Purchase/Blanket/Change Order Inquiry Form
. . o 3
(FPIPURR) at any stage of completion, even those that have yet to be completed. '

To query completed and approved purchase/blanket/change orders:
I. Login to Internet Native Banner (Chapter 1). .

2. Access the Purchase/Blanket Order Inquiry Form (FPIPURR).

3 Enter the purchase order number in the Purchase Order field.

Purchase Order: [POCO00OC3 :3

@x If the purchase order number is unknown, click the Search icon on the FPIPURR form to search tor correct

purchase order from the Pwchase Order Validation form (FPIPOHD).

E You can search for a blanket purchase order in the same manner as a regular purchase order, except put the blanket

order number in the Blanket Order number field.

4 Enter change number in the Change Sequence Number field if you want to review a specific
change order. 1f not leave the field blank.

. J— .
purchase Order  FO006003 =] Blauket Order d| Change Sequence Numbers  OF
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> Perform a Next Block function.

Purchase Order Blanket Oser T Change Sequence Number !
Ortler Date

Transaction Date 04-4UG- 2004

Drlivery Date Comments
Cammodity 1utal 7580 Accuunting Total 7380

Prnt Date - Cangel Boti T Closed Date:

Activity Date User 1D Type Kegula
Cancel Reasin T

Requwsition Docurment Ty

Buyer Cude KL Kathryn 2omar

Rlanket Ordpr Terminatinn Date

Purchase Order Capred £ rum
Origm

Reterence Number

\'& Information entered on the order is displayed on this block, including the Order Date, Trans Date, Delivery Date. Comment

fields and Document totals. You can also see whether the document was completed, approved, printed, cancelled or closed and
the dates those activiries occurred. The Activity Date and UserlD will appear from the last time someone updated the document
I this document was cancelled, you can review the Cancel Reason code that was entered

You can addimonally see what the status of the NSF Checking

. Deferred Editing and Purchase Order Copied From fields were on
the document when it was entered.

6. Perform a Next Block function to a
the Requester and Ship To address.

B3

ceess the Regq uestor/Delivery Information block 10 review

e qonsitan

Oretre Datr TramCiction Dyte =Y o Shapence .
Coraneita Ducinent 1ew

Delvery Uaie

Cutunodity 1ol Accounting Yot

“Doturnent Levet AcLounitey

Balanzmy/Complztar. :
S A0 e i
[ — — L
Ot uuniiation o - Ernail
Fhone Cau Extension
St o &
Stecet G

Street Line 2

Strect Line 2

Huniing Fluor

Coty -

Stats or Procings 7 or Poctal Code: iz,
LI TN e,

Telephone - Futlenmon
Contac .

eate t [
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7. If document text exists (make note of Document Text checkbox), you can view the
information by selecting Document Text from the Options menu on the Menu bar. This will

display the Procurement Text Entry Form (FOAPOXT).

8. Perform a Next Block function to view current Vendor information.

Purchase Order
Btanket Order
Change Sequence Number v

rder Oate P
o ¢ Oat Transaction Date:

Delivery Date Commients:

amemoyt ate
co oulty Tatal Accounting Total:

Vendoe €k s ine T T T T
Sequence Number | 1

Audress Coda.

Street Line 1

Struet Line 2

Street Line 3
City
State ar Province:  [FC

Natian
Tataphone Extenston: (223
Extension:

Fax Number:

Contacr

Discount

FOB Cuaue

Tax Croup
Class Code

Carriee

i & Important Warming!
Rewmeving a change order that has been posted only displays changes that were made to the items. Any items that were
not changed will not display. You can see the amount the change order has been changed by, whereas when vou
entered the change order, you entered the amount you wanted the purchase order to be charged to. Make a note of this 5o

you are aware of the differences in display.

9  Select Commodity/Accounting Information from the Options menu on the Menu bar to
navigate to the Commodity/Accounting window.

dit Opfions  Block Iterm Record Query

:GS[ Document Information
—— Requestor/Delivery Information

e

Fche wendor Information
ase Commaodityl Accounting Information-
Oga View ltems in Suspense el

COUlnformeation

This window shows the commodity and accounting information entered on any of the three order
creation blocks. This window also includes the Onginal Commodity Description pop-up window.,

which allows you to see the commodity description as defined for the code, even if the description

has been overwritten.



10. Select Commodity Supplemental Information from Options Menu on the Menu bar.

A 2 g e

Options  Black ftern Fecord Query
,A‘ Docurnent Information

EEIJUE‘E‘IC\r‘fDEH‘v‘EI‘w‘ INtarration

© Vendor Infarrmation

¢ Commodity Supplememal Information
& Y\, -

11, Chck Close buftton to close thi1s window.

Delivery Date: EBO—JUN-ZOE

Text Usage: gétandard —
Ship To: ISEEBLW
Address: gSee Below s s :
Building: i - Fleor: ‘ n ‘
Contact: T -

12 Click the Exit icon to exit the form.



Querying Vendor Detail History

The purpose of this section is to explain the day-to-day or operarional procedures for retreiving Vendor
. . A o x ~ 5 - v ) ’ C
Detail History at Alabama A&M University. This process can also be used 1o retrieve invoice informa-

tion by vendor and by the vendor'’s invoice num-

If the vendor consolidation (FACICON) option has been used for multiple invoices, then there can
be several vendor invoices per Banner Finance Accounts Payable document (or “I" mumber). The
Vendor Detail History Form (FAIVNDH) identfies all vendor invoices associated with the queried
vendor:

To query vendor detail history:
1. Login to Internet Native Banner (Chapter 1).

2 Access the Vendor Detail History Form (FAIVNDH) to retrieve an existing vendor. Press
<Enter>. -

-

vendor 4 i Selection: al

Fiscal vear: 107 7] o

Indicators \

vendur [nvoice

Invoice

Credit Open/

i Approval VIC Memo Paid Cdncel|
' i

Yendar
Invoice Amt

Check
Number

o

2.

3. Do you know the Banner assigned Vendor ID number for the vendor that you want to query?

If yes, enter the vendor number in the Vendor field, press <Tab> and go to step 8§
[f no, go to the nextstep.
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4. Chick the search icon next to the Vendor field to search for the desired vendor

—

Vendor: v ‘

Fiscal Year:

> Click on Entity Name/ID Search (FTIIDEN) from
vendor

Alternate ID Search {GUIALTI)
——— T orAlth LLUIALTL)

[2 = 42 e e e
.VBOthst -.--..'.'..-.--....-‘-.,—-.-v--.-.;
- .v--.v....--..-.-.....'-.'-.'.-.»

Entity Name/ID Search (FTIIDEN) B
e AT RN :

the Option List 1o search for the desired

6. Chick on the Last Name field. Enter in a portion of tl
the wild card “%” before and after as necessary. Pres
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1€ vendor name, using mixed case with
s F8 to execute the search.

ity Change
nd Ind

& You can also perform a query for the ID Number, Firs Name, M
and Type fields

ddle Name. Entity Ind. Change Ind. V.F.A.G. P.



7 Scroll down, if necessary, to find the correct vendor desired for detail hustory.
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8 Double-click on the vendor name desired.

9 Perform a Next Block function.
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@ All invoices associated with the selected vendor will display. The VIC Ind (indicator) on the
atesa Y (Yes) if there are multiple vendor invoices associated with the SCT Banner invoice.
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10. Click the Exiticon to exit the form.

vendar

Fiscal Yeor

N0OAN173E T

07

Del marketng LP

Selection

Indicators

Vvendor

Check

i 1
! 1
| Credit  Open/
vendor tnvaice tavaice | Aporovel VIC Mems  Paid Cancel Invoice Amt T
e | = - . e
10084201 N T e in |
rye ' N ™ B N
: 2 e z i
! N i~ o ¥ |
| i~ ~ g W
i - oo = n ’ — &
i N N 3 in Lo 1,555.58 {05-JuL-z00¢ 10008535
| I~ in i CR 19911 05-)UL-2006 ‘looaesas
: v ;4 3 o 07 ut-200¢ :
| I % ¢ ~
‘fagesosa | ™ ~ e N ‘\
S | 2 h il i i
Touss0s o G N
5 i m 5 N
{rovssuss | i N ° N
"Touss0sE v n N

FAIVNDH form

~l

9]



7. Scroll down, 1f necessary, to find the correct vendor desired for detail history.

Middle  Entty | Chenge )
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8. Double-click on the vendor name desired.

9. Perform a Next Block function.

Vendor Selection

fiscal Year
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?\}3\ Allinvoices associated with the selected vendor will display. The VIC Ind (indicator) on the FAIVNDH form

mdicates a Y (Yes) if there are multiple vendor invoices associated with the SCT Banner invoice.

10. Chck the Exit icon to exit the form.
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The Purchasing Department wish to thank the following for their support in gathering
and supporting the information assembled 1n this document:

Delores Hudson, Purchasing Director

Kourtney Greene, Buyer

Vindetta Medlock, Buyer

Special thanks is also given to Joe Hudson foe arranging and printing of the docu-
ment. We also would like to thank Phyllis Campbell for her assistance in creating the
On-line Requisition Form found on the Purchasing Webpage.



