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Objectives:
The objectrves of this guide ts to eclucate those of the AAMU End-User community responsibile for creatrng requisrrrons
of the r-equired requisition procedures.

Intended Audience:
A-ll drose responsible for requisirron creadon and approval.

Pre-Requisites:
In order to atrend dris class, one must have the folJou.ing pre-reqursites:

' Basic liel'board & Mouse Skils
. Basic Internet Native Banner Nar,rganon

lcon Key:

W t-pon^n, nro
Must know rnformauon

?S. Niftv Nofe - ruce to lmow infonnation.



Logging Into Internet Native Banner
Before ))ou can. creale a requisitiorttr.,ith Internet l',latitte Banner; )tou.rttustfirst Iogin tbough th.e AAMU
web page. This u,eb page uill be tlrc entt)) poinrfor anythilt8 i,nrerna.lb,rel.ated to-AAMU ind bl,whiclt
),ott wil.l. gairt access to al.l Baruter service.

Banner can be accessed at arytitnefom an)) computer clq.wherewith a7Intentet corutection..

To login to Internet Native Bannen

1. Go to the inrerner

2. Type ln htp://prod-as.aamu.edu:9099/forms/frmservlet?config=prodjpi
or
Go to AAMU website
IT Services, click Senrices, click Banner

3. Sign in using your ID and password

You shor-rld be taken to the INB Main Menu screen, as shown below

11 ner.on{rucooosooa Produds: -
J MV Bdilner

lBanner
I $udent [*STUDENT]

--l Filancidl ['FINANCE]
I Human Resorrrces [+HRS]
J Financial Aid Ix,RESOURCE]

-l Cenerdl [, CENERAL]



Creating a Single Line Requisition
A ntunber of emplot,ees wilL be required to create requisitions as part of thier positiort at AAMU. Basic

Inteynet Native Baruter (lNB) Nat,igation and Crectting a Requisition classes are required for all those

c re atirtg re q uis it ions.

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

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

Go To... tr^*o-- trJ '&elcome, N0o00gL9B

J Student IXSTUOENT]

-J Financial IxFINANCE]
JHumdn Resources IxHRS]
'j Financial Aid [*RESouRcE]
jGeneral IxGENERAL]



aJ.

?9. Oo not t)?e any'thing in the Requisitron field on rhe Requisition Form
generate the next consecutive requisition nurnber for yor: when you perform

Perform a Next Block functron to access the Requisitron Entry Requestor/Delivery
lnformation screen. Next blocking rvili force Intemet Natirze Banner to assign the
requisition nunrber for you.

(FPAREQN). INB will automarical)y

a Next Block function.

4. Change the order date, rvhrch defaults to the current date, in the Order Date field. if
appropnate.

Erle Edrr OpiLons Clocl. ltem Record euery Iools fe p

GJ all'1€-trr-Ef -S d- jGGjft'or;'-Fjll ;;,-:-=-ai r- aii t -

Requisition: t-l1

Requisition: zlr
Order Date: EilE J]
Dclivery [)atc; :t-!lrY-:nc! :j
Conrmod;fy loGl: t:!_uu

@ v-endor:nflimsjs

I0 Srsl)ensc

Doclrmenl I ext

/ Docurf crtL L evel AccotrrLing

I
I

Conmcd,ry/r€snirl Bfrsaf,ng/:oapletior- :. .-j

aOAt ,, '].raorr-, lftr,l rjnrvr,i,l,

Errrail:

rax: Extension

TrJnsactiorr f)Jte

{:omnrenli:

.AccouftUrtg Totdli

: s-ltru :rtl iJ

ili 0!

flequestor:

Orltdnila tioil:

P hon e:

Shqr lo:

S trec t Line l :

Stftet Li,)e 2i

S trec t Lirlc 3:

Buildinq:

Crty

StJfe o. Provincr

\;rlrcrr;

I elephonel

C orrtact:

Atlcnlk)n To:

r.tfrsi! ii.ri
20501 

-:-jr+r.tur)r.;t 
F.$,Err,l

Extension I

pril 
-:- i

,!3i"ao tgrr i!eportT r1g[:

liijq !?.r;a,ir ;rr.et

ts lodt:

't 1ip or Postal Coder ::sLi
Lh'l?c :llilis .f !nar f .

:!ta, 2::.i..-.1 FxacrrsioilI

9



5. press <Tab> to move past the ffansaction date, which defaults to the current date. Make

any necessary changes in the Transaction Date field, if appropnate.

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

?9r you can enrer any date in the format of MM/DD/YYYY and INB will convert it to DD,MM/YYVY format.

If the Delivery Date is in the same month as the Order Date, you can simpiy 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 fieid, if applicable. (For

example, Need bY Fall Term.)

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

requestor.

g. 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 ciick the Search icon to

select the correct code from Organization Code Validation Form - Finance (FTVORGN)-

1 I . press <Tab> to enter Requestor's e-maii address, if blank or different than default.

12. press <Tab> to enter Requestor's phone number, if blank or different than defauit, 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 click

the Search icon to seiect a new ship to address from Ship -To Ljst (FTVSHIP).

)8. It ro.' 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 Aftention To field and enter the contact
and room number where the product is to be delivered.

narrle, depaftment" building,

Rcquisi{ro,r: ?it)

OrdcrDate: @[$
De{iveryDdlrr'ti't!Lf,2rJa)

Conrmodity Tout:

JJ

3
Irr'rsact;or! l)ate: 1!-Mr! )rir? !
(:ar'r'rfnr( 

t)oiurx.nr trlt
AccouilUil9 [oidli

@'-,- .. vendcr j.fDrmer.T

r' DocuncrrL L ev€l Acrorilr(irq

901'.9dll/l!".1,!!!r- _.,.,q-ggl-{rcord.Led

(:oar I J.rrr.-'r :tf.r rrn,..r,
Et trail

Ship Iol

Strcet !ioc l:

Sr.ct lirrc 2i

Stect Linc 3i
Eurldrrq

Crtvl

StAtc or Prcvinc.:

?atrr :}ri.,.h;Dr.r F.{ a.-r^,1

Extcllsion:

atl .:-l
nl.o.l,d ,riv Pialr1? [!], i

3{9 r1r,.c i. irr iel

Floor!

r.L Zip or postrl Cod€r j!!rl
rJr, rF. tiir;{ !:i a..Fr r.
:!.. ir. l',+ | rt( r,5,oi,

I6. Perform a Next Block function to access the Vendor Inforn-ration block.

?g fn- header of the Vendor lnformation screen will automatrcally be filled in fbr you

l1

Oocument Text

Docr,ment Leeel AccountinO

vendor: I :l

Street Line 3i :

ZiD or po5rdt Code.
rxtension: i -Phone:

Ext€nsion: I

O;scount: i a;o,scount: i :Jl
Tax G.ouo:

Currently this action is not available.



Entity Ndnre/ID Search FTIIDEN)

Vendor f\'laintendnce

ll. To find the appropnate Vendor ID click the Search icon in the Vendor fieid, and

cljck on Entity Name/lD Search (FTIIDEN) to perform a vendor search.

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

-r:. :a:*=':-::-::<-
Middle EntitY Chanqe

IO Number LaJt Nam€ first Name N.m€ Ind lnd V

Type in a meaningful portion of the Vendor name, using mixed case with the wild card
,,oh,'before and/or after, as necessary. (For example, if I were searching for the Vendor

for Ace Piumbing Supply, I could type in Aceo/o or 04Plumbing"/o.)

Execute the query by pressrng <F8> or select Query>Execute fiom the Menu bar'

ID
19.

20

L2



? 1 . when the Vendor is found, double click on the vendor- number to serect.

22' Confirtr that tlre Vendor jnforrnatton dispiays con'ectly jn the Vendor jnfonliatroir screel
of the FPAREQN forrn.

Requestor/Delivery I nf omation Comm0dtllArmunting

Venr,or: r;m;rox :13." Fb-b;s n+dy 
--

addresstvpe: E ; sequpn.e: i 1
)Ireet Lrne 1: PO eoj 5:-i829

street Line :: I 
---St.eet Line 3

citv: ;-.;, .
slare or province il* zip or postdl coae: :i:;s-&l \ation:
Pf,one: gnr 7'jt?6lt Fxtension:
Fdx: igoq iiog3is Extension: i -
tontdft: Johft ryard

E ma il:

23. Perfonn a Next Block function.

24 Confinn Requisition Entry: Commodity/Accounting appears on Title bar of forrn

R.qulsition: Roo:r:27
l" FE3 ,oo? .6

O€lieery Oate: rl-rra.zoor :gJ
LOhmodrtv tornt

r.dn!adon o.re: ;,;;;;;' :A
Conhenis:

^ccounrrn0 
I o(.t:

Docurnent Levtsl Acco!nti.o

iaqe9::q@9ll91.l!!,.tl:!iol__ v6ndo,

,.uj,il',.-:

Oescrrpt,on:r ..1_.
comm(Ytty r.f{

Commodity Line Tor6l:

Commoditv Accoundno Totat:

1at1



25 Verify rhat the check box is checked in the Document Level Accounting field

Requisition: Roo?12?i

Order Ddtei ra-Fe6.?007 -!i+l

oelieery Dale: :;ie:ooi g

commodity Total: i ------- ---.ao

rranlsdioo Dare: 1. ;;"- 
= 

In srsnenee

Lomtr,cntt. i 
- 

_- 
DocLment rPYt

Accounting Totdl: oo

-----+ 

Document Level a@untinq

W ,*oo^TA {T!

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

[f a requisition is processed without rhe Document Leve] Accounting check displayed, the requisirion will

be disapproved by the Approver or the Purchasing Department'

26. your cursor should be iocated in the Commodity field. Move tab to the Description area'

31. Type the actual description of the product you wish to purchase in the Descnption field

?5}- fn. correct format for entering the commodity description is product narne, manufacturer, full description,

including any colors that are pertinent, manufacturer number and vendor part number, if applicable Also include

quote/proposal numbers, if applicable'

Exampie-stapler,swingline,Commericialstapler,Black'Model67'SW1060i

?B- tf ,l" description is too long to fit within the Description field, see Chapter 6 for detailed insmrctions

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

Package, etc.)

ceqrJ4ior/oeli ve.ry I nf orm atls@
Quantity Llnit P

x f----

i ' Commodity Text
:- Item Text
i- Add-commoditi

14



)A lfyo, are unsure ofthe appropnate unit ofnteasure, click the Search icon in the U/M field 1o selecl the appropriate one.

33. Press <Tab> and enter the quantity of iterns being requesteci in the Quantity field.

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

)Br yo,, must enter a unit price on the requisrtion without the use of text characiers, such as commas or dollar signs. lf the
item(s) you are purchasing ls(are) at lto cost, you will need to enter the information in the document textitem text field. you
cannot enter a line itent lttth a zero in the cost field.

Press <Tab> and enter appropnate discount in the Discount fieid, if applicable.

Press <Tab> and enter any additional fees in the Addjtional field, if applicabie.

Press <Tab> to the Conrmodity field.

?B. Cor,fi..n the Commodity Lrne Total has been filled in bv Banner.

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

39. Press <Tab> to advance past tire COA
for4,,414g.

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

)8. ff.r. Fiscal Year will default based on the transactron date.

35.

36.

1a

which will default to'N"

Remaining Commodity Amount: i 50 00 NSF Ove

Index FundEE
i4-91. Foool

Orgn Acct Prog

ljlif
i@l@ i731oo? i46

l\'}.i- j\.iiir:i_:iii

I ocn Proj
Fr i;lr-J _li-.. - :.-

i,-':i

(Chan of Accounts;

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. F;nter 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 fieid, and Additional field. This will
populate the appropriate accounting information in these fields-

48. Perform a Next Block function

i- NSF oYerride
:

: !,'.1 :1i;, :tJ t l:i r:.i;: ij Extended:

Discount:

Additional:
Tax:

FOAPAL Line Total: i

Conrnrodity Accounting Total:

l6



49. Confinn that Status colun.in reads "BALANCED" for the Approved, Djscount, Adciitionai
and Tax antounts.

IEALANCED

E^rANcED

8.4 LA N CE'--

e:

Reour)rtrun: I CL2t:- -

Order Ddt€: 1r.rEB ?007 Ji Trdnsddion Dater l;;;t00; El In Suspense

-=Deiiv€ry Ddte: ]1:9 rr-9l_gl_ comnrenrs: Document Text
C0mmodity T0tal: 50.tr0 Accounting Totdli 

- 
,O OO

Document Level Accountino

:qrestor,Deliyer) Jnfomabonr ve^do' tnfo,mabon commoditylAcmundng llFffi[iltEGilil

Vendor: \r'a0t0l1 .nce rr--1,-o \ufg. Reguest.r: i;..." ".;J,;. 
-

coA: ;i;;;t;;;1,'b,d. 
_---- --

Organization: 1s03000 OF.sp

LurTency: I

lxchanqe Rdle: (omm0dity Rerord (ount: I

Input Amount 50.0! Coryerted Am0unt:

:i,: . .:1:.:. -i.. -.---:_-;-- -:,

Input comm.ditv accountios Ztr.,>t
Approved Amount: - --- --:o.oo 

-- * * / ,oror.ro- \
Di5rounl Amount:

Additjondl nrount, 
-__- 

-oo 

- 

- 
-.oo ---- -- ,;l * |

Tdx Amouot: I .!0 00 i l]0

?3'Iluo,t do not see "BALANCED" rn ihe Status column an error message will pop up at rhe bottom of the screen ancl
you wili be directed to the area where the error occurred.

50. once confinred, click the complete butto' to send the requisition to the elech-o'ic
approrzal process.

51. Write dor'vn the requisrtion number that appears on the AutoHint iine (bottom left of
screen) for future reference.

orument R0utl1 SErJ cornpleted
fr:

ecord 1/1 t',f
?nd 

follvaldeO ]1ttre Apnrovat pr!_cess

<aisc>

52. Click the Exit icon to exit FPAREQN

11



Creating a Multiple Line Requisition

In many case, multiple iterns need n be p,orhased on a rcqt risition. Interna l{alive Banner *tily
allows ltou to oeale a mttltiple line rcquisition

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>.

co To... irpanrqul 1'] tru"l.o.e, F10000s098

ijj Student [,i'STUDENT]

J Financial IxFINANcE]

.J Human Resources I*HRS]
lJ Financial Aid IxRESoURcE]

,J General IxGENERAL]

IB



J, Per-form a Next Block function to access the Requisition Enhy Requestor/Deiivery
Infonnation screen. Next blocking will force Internet Native Banner to assisn the
requisrl ion nunrber for you.

Fre Edrt QFrions qlock Item &ecord euery fools HEp::_.-::--t --=--:-:-:E ." a., I E {E -"-*.i,'-g= iql ;d. €--5;--" r r g- g-.1 r; - i

)A Oo not t)?e anything in the Requisition field on the Requisition Fornr (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 appropnate. (Order date sirould default to
current date.)

ncq',isi6on: :ro
ordcrDdrc: E :;]
Delivery Ddrc: zz-n,v-za< Ji
Cornmodiry Tdal: tJ!.!u

@1_-___vsdn;il.ym.ir

l{cqr)cilor: I rr.f.6 r.^.

orod,riratb,, .oios -
:j.i;r.h;nrrni Fr,!,.,r.,1

Erten6;onr

IrnrFicrir' D.re 3 tn suspen.c

Accou(tiilq Iotdl

r'Doorncr,t Level Aceountiilg

q?-T9d!Yl4!!11b9- --, --,qq|1lr'elcoft 
Dreri@

coa: a .lru*,_r
Er!dd;

I ar: !vrer\,on:

Srrc.r Linc 2:

Sfter Linc 3:

Ciryl

Srar. o. Provi.ce

/rr.-hJ;ar rrlrr,v n9,, I

3{! Mrr,c;. :.r€;l

:t Z;t or Po\rel Code: is3r I

lq

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



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

?8. you can enrer any date in the format of MM/DD/YYYY and INB will convert it ro 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, rf different than defaulted
requestor.

9. Press <Tab> to the COA (Chart of Accounts) field which will default to the COA for AA.MU
which is the letter "N".

10. Press <Tab> to accept default Organization code in the Organrzation field, or enter
organization code if blank or if it is different than the default Organization code, or click
the Search icon to select the correct Organization code fiom Organrzation Code Vahdation
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, if blank or different than defauit, 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 fiom Ship -To List (FTVSHIP).

)9. ftrou selecr a different shipping address from the FTVSHIP form than the default Ship To information, the Address, Phone and

Contact fields will fill in automatically.

20



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

name, department, butldrng,

ncq,,i<itt.,r.

ordcr{)drc: llrc i.l

l)er,wW D,r.l

Co!',,r,o!lrv lot.rl:  ..ou,trlilq lorrt

@.,----v-9r9r.r"rc.Tf?rt geTTqd!r,ll{-_-rd.f,.

,Drcur'rcr,! Lcv.l a(rouIurq

. - ,.. g!11-4..r>:lo4!:,a,

, jjrs.,,.-, ",.i,,.,".,,r

Slrp lo: ilr -l

SrRrjr ( nxi I I rr!-,-i: -.!-q ./!p-rl p,9,i.

Sfttr LnE 2: t{! 'r<,c ' 
:r,.<r

c rv

srdrc nr p.^vir.-: r, Tiri o. p6rat C6dtr its I I

Arr.:"tnD to: )iln.r r;br',r.-

16. Perform a Next Block function to access the Vendor Infonnation block

)A 1. header of the Vendor Information block will automatically be filled in for you

2I



17. To find the appropnate Vendor lD click the Search jcon in the Vendor field

Reaur'1ion: ;1iri-_
Ordcr Ddlcr :r FEC :'rDi

OelivenDale: i!-F€6.:0D)

Cotrilnodatv Tol.l:

3
1;l

Irdne.<tion odte: 
-r. 

tii roli- li

A.(.untlu Totol: 'rl
Oocumeot !o!€1 A(rount;rQ

5tdt. or Provinte

Eordil:

Dirrounl:

J

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

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.

Entity Name/ID Search (FTIIDEN)

Vendor Mdintenance

22



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

Maddl€ tnriry Chdng€
Fid Name N.ore IDd Ind v F

Type in a meaningfulporlion of tire vendor name, using mtxed case with the wild card"oh"
before and/or after, as necessary. (For example, if I were searching for the Vendor I D for
Ace Plurnbing Suppiy, I could type rn Aceo/o or %plumbing%).

Execute the query by pressing <F8> or seiect euery>Execute fi-orr the Menu bar.

when tlie Vendor is found, double click on the Vendor number to select.

Confirm that the Vendor infonnation displays correctly in the Vendor Infonnation screen
of the FPAREQN fonn.

20

21.

22

L)-

Re questor/Delivery Infonnatjon

Mo4omal :]ffi-b.r-Gpt,

zip or Postal coau, Exswg

Di s cou nt:

Tdx CrouD:

C urre 0 cy:

/.-)



24. Perform a Next Block function.

25. Confirm Requisition Entry: Conrmodiry/Accounting appears in the Title bar of fomr.

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

RequiJjlion: Rm;tt
order D6k: f"ffim-E
DeliveqDdte: !*tq E
CommoditY Totdl: .00

rr.nsadion Date: ;,E;e;".18 r--tn suspense

comments: | -- -- 
: oocum€nrlsxt

lccounting Totol: .00

--<+ 

Document Level Ac6untinq

l-)
P rvponrANT!

The Document l-evel Accounting checkbox must be checked before continuing with the requisition.

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

2j . Y ow cursor should be located in the Commodity field. Move tab to the Descnption area.

Requisition:

Order Date:

Delir€ry Date:

Commodity Totdl:

iR0002s79

6iAPR-roo, -El

-G|

i21"APR-200e i=J

Trdnsaction Ddte:

Comments:

F?-APRroo, El ln Suspense
-- Document Text

o.00
- Document Level Accounting

Balaircin g/completion

U/M Tdx Group Qudntity Unit Price

i irl i i Xi =Extended:
-__)

Discount:
D es cription

1;r Additiondl:.;l
_---: --- .: 1: 

-:-:: 
ia--:- . .- 

Commodity Text Tdx;

commoditv Line Total:

i

r-,_*._._
I

f------- =--_
I

Item Text

'- Add commodity
'oisrributer----r

1i

heq u estor/o'eli very I nf ormation
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Requestor/Delvery Information Vendor Informatron

ommodity Text
Item Text

Add'commodity

Distribute

y Description_!=_ _____3 _ -i t'tatural Gas Ct linders, l.,lodel RZ3003l

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

?A fl" correct format for entering the commodity descriptlon is product name, manufacturer, full description - including any

colors that are pertinent, marufacturer number and vendor part number, if app)icable. Also include quote/proposal numbers, if
appl icabl e.

Example: Stapler, Swinglne, Commercial Stapler, Black, Model 67, SWl060l

)8. tf rn" descriprion is too long to fit witlrin the Descnptron Jleld, see Chapter 6 for detailed insnlcrions.

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

?\ f you are unsure of the approprjate unit of measure, click the Search jcon in the UA4 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.

?A 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 willjust fype in the item description in the item text field on the last irem on the requisition.

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

37. Press <Tab>and enter any additronai fees in the Addtl field, if applicable.

38. Press <Tab> to the Commodity field.

?Br Confirltr the Commodjty Line Tota) has been Jilled in by Banner.

39. Perforn a Next Block function. The FOAPAL element block rvill become active.

25



oApAL 
I

0A Year

Remaining Commodity Amount I

Index Fund OrgnI]EE Acct Prog ActY Locn Proji:] EEIII
trqo? i*- i - i-* i- --

will default to "N"

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'

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

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

26



48. Press <Tab> through the Extended field, Djscount field, and Additional field. Tlris wrll
populate t)re appropriate accounting infonnation in tirese fields.

o NSF Override
',:-,i f.iitl:r'irrl_ Extended:

Discount:

Additional:
Tax:

PJsj

!

FOAPAL Line Total: :, s0,00;.__:-__:
Commodity Accounting Totdr: I ,url

49. To input the next line item on the multi-line requisrtron, perform a previous Block
function. This will take your cursor back to the Comrr.todifv code field.

f9l91E!qrl!9!I!Ir!r" 
v.nao,rnfo-.don.

Irem,-i u r-l
UIM Inx croup eu.nthy Unit pdce

iE^ ::l : '--i x -''--:- so = €'tended: i, ---- --- a;,m
DiscoonL .Oo

^dd'Uondl: 
. .oo

IdI: 
- 

- 

!d
Commodiry L inc lotdl: - -- 

* 
-bO.;O

-t i;l
tllq 'Neral c.r catiodea ModelRx3oo3 commodtty Tsd
F : It€hT€d

,f,-- -a.tdconmodrty
t--7 : / orsbd.

rolper r ot ll Remdining commodity e*nunt --- --- m
NSF Surg€ns.

% UsD

COA Ye6. Inder
-t"

u ro7 i?50001

F:!d o-!en ajlr ptgs actv

;?5d001 603000 :737OoZ 16 :

L9!o PLoj

--_- t---_

Extended: i so.oo

Oi5count i 
----- ".. 

,;

^dditioaal: 
-

'00

( ommodilv Amunrin0 Tordt: 50 oo

50. Press the down arrow key on your keyboard. This wjli take you to the next blank
commodity line on the requisition. You will repeat previous steps ro add addjtional
commoditles.

oE.rod.: t.1.,,:1,: =. 
t..n!,.!ono.r.r r".,rr,,,,_: :l ,nMo.n!.

o.rl!.n o.r.: :c,rr rrr 3i (.h6.6rr: !(!6.d T.n

er6.d tpe.r rrr.!..no
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5I . When finished addrng all iine items, perform a Next Block function.

52. Confirm tliat Status column reads "BALANCED" foT the Approved, Discount, Addjtional
and Tax amounts.

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

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

Jorument Rt1001569 completed and forwarded to the 'Approval process

iecord: 1/'l hd =OSC>

54. Click the Exit icon to exit FPAREQN

Commodity Record Count:

Converted Amount:

28



Requisition Approval

Requisition Approval Using FOAUAPP

To view a list of requisitions awaiting your approval, follow these steps:

Go to the FOAUAPP form

Any time you have requisitions waiting for approval, the Approvals
Notification Form (FOlAlNp) will appear the first time Vou access anv
Banner form. This form shows how many requisitions are on your approval
list.

2. Click on the Exit button to close the FOlAlNp fornr. Exit Button

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

frle Idit Qptions Qlock Item Record euery Tools Belp

- 
- ---- l::-=-tr ', _:. : rI oj B E,b E'iu e; a- O g ;; .- :,-;

Number of
Documents Docunrent Type

Click the Next Block
button to view your list

Ljser tD: inaaorqr in"1ru*

::j:]:='.::i-:-:_+!;-:]:::.-.'.:!-]-!*: :,:: ],] ::lj:]::l

Document Documeot Change

lext Auorceer

TYDe

;DOC

Approee r

ri

Requisition Number Recuisition Creator Reqursition Value

NSF Type
:-'
i iREa

Approve: -,U)

Mmtrs -
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Requtsition 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).

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.

This above step will reveal a "read only" copy of the requisition. lf 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.

uocum{
NSF Type

i- lRril

cum e cumen
Number Sequence

inoooizs+ I -
Disapprove: iA

Submission

i

Detoil:

Originating User Arnount

i 1,634.00

Approve: iA
dEF
l-trtl----- o""j"'--igl

----- | ."^.,,Click the Detail button to
view details of this
requisition.

tile Edit Options Block Item orrr Tnnlc Holr'L' t

El -','r i>B{B@@i

Requisition: 1@-El
Nexl Block button
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Requisition Approval

Reviewing a Requisition (continued)

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

6. click the Exit button again. This will return you to the FoAUApp form.

Requisition: IEEEEIEEE

Order Ddte: p, rr^R-t;;
Delivpry Ddte: o7-"oor*u
commodity Total: 

- 
163" -o;

Transaction Date: Fii;R-roo6
Lomments:

Accounting rotat: i 
- 

-rs:.-oo

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

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

aiJI



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.

Select the Approve button to
approve the requisition.

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

Type: iotq Nunrber: jnnoorzs< Submission: 
i

Change Sequence: i

iDOCUMENT ]S AFPROVED

'---_':, oK j i cancel 
-7

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

approval.

32



Reqursition Approval

Disapproving a Requisition

To disapprove a requisition, follow these steps:

1. Click the Disapprove button in the requisition listing

i i-ra- iBqogttt i-- jr iffi- r,'
Approve: igl Disapprove: Detail: trl fl eueue: 'bl

h\

Click the Disapprove butlon to
drsapprove the reauisition.

A Requisition Disapproval message box will appear.

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.

rype: F.a Number: Subnrission:
I

Change Sequence: 
i

ipocuFrENT is DISAPPRoVED-Incorect ;ccount numtrer. please uge account
jnunrber 712050,
I

I

I

i=c:l i Cancel .r

2.

4.

5

Click the OK button to disapprove the requisition.

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

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

R000125q

the

a1
-),-)



Splitting Commodities Across Multiple FOAPALS

There atertmes whet ctecrtingarcErisitionthnt comnndities mayneedn be splitbemeennvo

or mote FOAPI4.L elements. Youwould need to do this when the contmodities fuingprrchnsed
need to be chnrged to dffhng Fands/Orys.

For aample, aprinter is betngp,achnsedn bersedby fiuo depafinents cmd therequisition

needs to reflect a split in the conrnndity cost betweq the nvo depatunents.

To split commodities among multiple FOAPALS:
1. Login to lnternet Native Barurer (Chapter 1)'

2. Follow the directions for creating a requisition in Chapters 2 or 3 oniy through

step 37.

3. Enter the FOAPAL elements for the first commodity in the FOAPAL block.

4. <Tab> to the Extended field.

5. Enter the amount that is being charged to thefirst FOAPAL element.

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

7 " Press Down Arrow key to the next blank line'

8. Enter the nert set of FOAPAL elements in the FOAPAL block.

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

10. Perform a Next Block function and conflrm the Status column reads "BALANCE".

2A



I I Once confirmed, click the Complete bufton to send the requisition to the eiecfronrc approval
process.

Jnput Comnrodiry _ accountrn g Stdlu9
,,ruffi-Approved Amounti

Drscount Amount

Addationdl Aniount:

56.00

;;
- oo

u: 
!? 56 00

00

;lln ProcesJ: llj

00

oo 
,

00 l

B ALAI!C E O

ioiorirc
tseA|!m

Complet

12. wrrte down tlre requisrtion number that appears on the AutoHint lrne (bonom left of
screen) for future reference.

ocumenl R0001 5Eg c0mpleIEd and for,lvarded to the Approval pr0cess

ecord. 1 /1
f\t\\ =OSC'

13. Click the Exit icon to exit FpAREeN
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Creating a Requisition Using the Copy Function
Process

TLrc Copy Requisitionpocess ennbles you to copy datafom a Wledrequisition to a new

reEdsition doatrnent-

Onfu reEtbitions that mefulfu completed, approved cmd psted thru,tgh Purchasing Departntenl may

becopied.

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

2. Access the Requisition Form (FPAREQN)'

3. Click the CoPY icon.

Eile Edit Qptior's Qlocl< ltem Becord Querv fools llelp
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Copy Frorn

Requisition: i 1;li)

vendon: l-=-f

': oK j , cancel /

Confirm that the Copy Fron-r screen opens.

Enter the requtsition number that you wish to copy in the Copy From Requisition field

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

l-)
ILIPORTA rar!

5

)s

6

1.

The copl' fulcuonahry unil not clreck or update avzulable balance unnl you narngate enurdy duough r.l-re form

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

Clrck OK.

Copy From

Requisition: nooooolr J
Vend0r N00400/56Atlifbrselfstorege-t{ernan

A-
It 0K llcaoelT\-7

2A tf you are not able to populate the Vendor Name or proceed, check the sratus lrne ibr a message srarrng that rhe
"Document rs not completed, approved orposted." Onlyrequisitions fully completed, approved a:nd posred througb
Purchasing may be copied.

1-)t
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Confirm the information from the old document appears in the Requisition Entry:

Requester/Deiivery Information block.

Make note of the new requisition number in the Reqursition field in the upper, left corner

of Requisition Entry screen.

Confirm the In Suspense box contains a check mark.

br fn" strspended mode of this copied Requisition will be removed once you have navigated fuJly through ail the

screens and clicked the Completed button'

I 1. you may make any necessary changes to the copied requisitton. This can include the

following:

O Requestor
D Vendor
J CommoditY
O Accountinginformation

Change the order date in the Order Date field, if appropnate'

press <Tab> to change rbe transaction date in the Transaction Date field, if appropnate'

l0

12.

13

Oelivery Oote:

commodity Tot.ll

rranradion oate: !.::*+f- ?_
Comment5: !

Accountjnq Totalr I 405 00

Docum€nt L€v€l Accountin0

Reque 5 to n

o rgani?dtion:

shlp To:

Street Line 1:

Srre€t Line 2:

Stre€t Line 3:

Bulld ln g i

CitY:

Stdte or Province:

Nntlon:

Tele0hone:

Contdd:

A(€ntion To:

COA: 1u i 'lruhrvcr!,b of North Flor;d6

38



14. Press <Tab> and enter a deiivery date jn the Delivery Date field.

b. n. Delivery d.ate musr be the same as or Iarer than the Order date.

l5 Press <Tab> and enter specral instructions in the Comments field, if applicable.

16. Press <Tab> to change the requestor jn the Requestor field, if appropriate.

l7 Press <Tab> twice.

18. Change the organization, if appropnate.

?A If,'o, don't know the Organization, click the Search icon and search Jbr the correcr Orsanization from the lisr.

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 djfferent tiran default.

36. Press <Tab> and enter new Ship To informatjon if drfferent than default.

bt ttyou need to change the default Ship To address, click the Search icon and select the correct Shrp To address f;rom the
lrst When you select a Ship to address the Address, Phone, Contact and Attentron fields will fill in automatrcallv.

37. change the Aftention To fieid if blank or djfferent than default.

, Ducurnc,'r L e!rt Ac(ou^d'rq

fn,=liels-18.."191. --,--.-!9aa9{r/7-:9--,,.,1r:T_-- -__rd.r=.!/99TseM:
Rra,,c.io.: c()a. * -J*r."qOrgdr:aLo.,: asnF JJr&,rtu-.;L F..]-3^r

Srnp ro: - I.-t
StE,ir t;{ L /!!.!. r.i:n hor,: ^e,

C,rv

i
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25.

Perform a Next Block function.

Enter correct vendor information. if blank or different than default, in the Vendor
information block.

?E- tf 
^ 

different vendor is required, click the Search icon next to the Vendor field and select the correct vendor from the lrsr

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

If a NEW vendor is required, see Chapter 7.

26. Perform a Next Block function.

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

Perform a Next Block function.

Chanse the FOAPAL information, rf different than default

28

29

Requiiition: l-ooz-tfgo

ord€r o6te: ltffiM;t;€
o€tteery o6te: [ti-Ei-zooz @
commodity Totul' I -- ---<t 

oo

Tr.ns.dion o.t€: re-iea-rco ;i1
cnhhents: l_ _ _
accounting Total: i 4os oo

Commodity Oescnpcon
(; i-

r;'eoo -- -- ;.;-";;;;'.;;ti-"i" -.J"ri.as-'io;;;;-'- 
- commodit' rext

l. -:- - -- 
-..

t--,--- r' oistribute
ll

R€maining CommoditY Amount

W ,*no^TAI\rr!
To remove the requsiuon &om ln Suspense mode' 1'ou must nar'rgate *rough each commodrry rorv and FOAPAI- row

u-r the Commoditv and FOAPAI blocks'

30. Perform a Next Block function'

40



31. confinn the Starus Field reads "BALANCED" for each arnounr

.,qr-, {EJ

32. Click the Complete button

Reouishion: F;m;t
o.der D.rs: i;,.$;- -
DeriveryD6re: ris:;;;;o;:tl

Comrodity Tor.l

Oocum€nt Lrvel Accounriilq

tuoue'!orDeliv6ryhtomadon vsndorlnbmalon

Reauerio. Ch.rdrdhdm,ko.

Comrnoditr Remd aou.i

.05 oo Contened Amolnt

iddido..l A.nooh!

r05 00

c0

accountloo st.rus
!05 oo aaLANcio

oD BILANCiO

33' Write down the requisition number that appears in the AutoHelp Iine (bottom lefl ofwrndow) for future reference.

R0001 56

t\
ogument

ecord l i1

cofatrteted and foru,rarded to the Approval process

a/)+ Erit the fom-r
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Erntering a Long DescriPtion

TVmewill betimeswhenthe descrLptnnoftheitem(s) youarepurchasingdoes rctnmtlyft on

the Descripnonfield ofthe FPAREQNfomt. In these cases, youunllfollaw the steps below to

adtl a long commodtty item description-

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

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

3. Enterthe long descnption of the commodity as needed in the Description field

4. Select Options fiom the Menu bar.

5. Select Item Text (FOAPOXT)

6. Complete a Next Block function'

i Enter the remajnder of the item description in the Text field.

Item rfJ of

Commodity

42



I ext type
Vendor:

Commodity Description:
Modify Clause:

i__,___,ur,
;unrt, f 3i7, Renewa, Jea{e *Zf Z torJi-spl -

-E

Default Increment; i-J

8

9

10

G\ Jf you need exra space' press the down arrow key on your keyboard to type in additionai rows of rnformation

Cllck Save button 1}om Toolbar.

click Exit button ro crose the procurement Text Enrry fo'n (FoApoxT).

H::#ilt"yt 
to the FPAREQN fonn, confimr thar a checkmark has been ptacecJ u. rhe lrer.l

(:\ if an ong;nal commodity Description block appears on rhe screen - simpry crick a,rd drag on tirre bar ro nro'e it. ifneeded rhis block displays the onginal description o1-the commodity for ref.erence.

Requestor/Delivery Informabon Vendor tnformation

Item lr_l of

Commodity
rt

17779OO

rz Distribute

? Item Text



Requesting a New Vendor
Occ.asionalll, you ma)) want to make a purchase from a Vendor that is not already listed in Banner as

approved AAMU Vendor. ln these cases, you can request that a new Vendor be added by following the

steps beLow'

To request a new vendon
1. Complete steps 1-16 ofChapters 2 or 3.

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

4. Select Options fiom the Menu bar'

5. Select Document Text (FOAPOXT)

6. Perform a Next Block fi-rnction'

Requestor/Delive ry Informabon

3. Type the name of the new vendor requested'

AA



Enter the following information of the new requested vendor in the Text field

a. Address

b. Phone Number

c. Fa-r Number

d. Any orher information used to idenhfy this vendor.

b' rni' process will provide the Purchasing department wjth the necessary information for them to manualy inpul the neivVendor once approved.

8. Chck Save button on Toolbar.

9. Click the Exit bunon ro return to the FpAREeN fomr.

I 0' confrrm that the Document Text checkbox ur tl-re upper nght corner of the screen is checked.

I L Conrplete requisrhon as needed

ommodityDescription: 
i

lContdctr John Smrth

i123 Anyway Street

1904'620 1234(phone)

-620-s678 (Fax)l

Clduse Number print Line

I 10

i20
-_

n Suspense

Document Text

45



Pilacing a Requisition "ln Process" (Suspending)

Thpte mrry be times whenyrntwant to suspend a requNtion tentporarily and. access it lnterfor
Completton. Irstead of completing a requisition,follow the steps below to pkrce it ''In Process ' '.

To place a requisition t'ln Processtt:
1. Follow all steps for creahng a Requisition up, but not including, the final completion step.

not click the ComPlete button.

Confinn that you are viewing the Requisition Entry: Balancing/Comp)etion screen of the

FPAREQN form.

Do

Requisition: iRoo21290

order oate: IMEB ?oo7 l€l
oelivery Ddle: lt+wmt ,5
Commodily lotar: i--- r'om

Tranjddion oote: ljm6'm- iA
CommeotS:

ac(ountingTotal: , 

-* 

***

'- tn suspense

r' Document Text

Document Lev€l Accountrng

R€ouestor/DeliverY Informatjon

vendor: i-- --leirc"* p"lt ire--'1ru s*"i* 
-COA: L iru".t"f ffi

orsdn;zdiion: ;;;m - -'",^;1=,::a- 
' --- - -

C urrenay:

Exchange Rat€r CommoditY Record Count: i 1

Input Amount: l---;;m convened Amount:

lnps( commodity accountioq st'tus

Approved Amount: , il.t* 
" 

t L* !ru|{@

Oiscouftt Amount: ' .01 00 00 BaLaNCED

AiJditiondr amounr: ] ___-_,__ol : _____ t! I ,* __ _g l:^t119::_
Tdx Amount: I .00 00 I 0o BATANCEO

complete: @ ln Process: lii
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Re q uis itio n:

order Ddtet //
Delivery o{",
Commodity Total:

knn71;-aal

t1B-FEB-200; i=:l,3

j1E FEB-zoo7 i#l,3

1,800,00

Wnte dorm the Requisihon number that appears rn the Reque st field at top of screen

Once you put tl-re Requisitron
FPAREQN fonn.

' I ::::-: "'.. 
:iF-.i' -T5i?iYi'f:': 

,-

"ln Process", you will be taken back to the begrnning of the

?Br 1;r. Requisirron u,iJj stay.,In process,,

in process, see Chapter 9.

ultil you go back rn and mark it Compiete. To access a reqursrtion thar is

l-)fxr\vI- I.I,IPORTAATT!
A1ake 

.note 
of dre Reqrusinon number as stared in step 3 or ),ou rrjll need to search for it later rvhen rrou wrsl.r tocompJere rL

Click the In Process button at boftom of screen.

Requisition:

Close the Fonn.

4l



Ar:cessing a Requisition Still "ln Process"

If a requisition hrs been marked "In Prccess " you may go back to complete it byfollowing the

steps below You will be able to edit ary) ofthefelds in the requisition You catt rnt access a

cornpleted requisition through this process-

To access a requisition "in processtt:
1. Login to lnternet Native Barurer (Chapter 1).

2. Access the Requisition Form (FPAREQI$.

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

?8. S"" the Important Information box in Chapter 8 about noting reqursition numbers that are in process

4. Perform a Next Block funchon'

5. change any of the necessary fields and progress through the Requisition as usual'

6.Wlrenreadytocompletetherequisihon,clicktheCompletebufton.

Conrplete: B

Requisition: funrr2rd trl [el

48



Editing a Requisition
Tlwe nny fig tima what you wtll need n erlit a rcquisition ofi". y* lntts subnlitted itfor
apprcval' In otder rn edit a rcquisitian the cteator or the appt,ova- ntustfhst dbapprcve it so tlmt
iI becontes ' 'availabb ' ' for editing If tlrc rcquisitbn has aleaay bmt appoved - Banns. will
rct allow yott n edit it and lott will recewe a nrcssage on tJrc hfiil lhe sta.ting 

, 'Request s
apptoved - rn chnnges arc a.llowed_ "

To edit a requisition:
l. Login to Inremet Native Banner (Chapter J ).

2' Enter FPAREeN in the Direct Access bar, trren press <Enter>.

Welcorne, N000OB098

My Banner

'J Student IxSTUOENT]
J Financial IxFINANCE]
J Human Resources IXHRS]
J F inancial Aid IT,RFSOURCE]
:JCeneral IxcENERAL]
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3. Type the requisition number to be edited rn the Requisition field

4 Perform a Next Block functton

Requisition: lxooztzztlll

Reaui5ition: )RoD2lZ27

order Ddte: ffi,E Tr.nsaction Ddte: liotrffi iGj - ln susp€nse

oetivery oare: i;EB2w rEJ comments: 

= 
--- 

- Document rexl

Commodltv Totdl: ] 56.00 Accountiog Totdl: : 56'00

I Oocument Lecel Atrountinq

shtp ro: iEem 3
Stre€t Line 1: ]univcrsitv of Nodh Florid'

Street Line 2: 1456i St lohn5 6luff Road s

Street l-ine E, Z-t"f n*- * uuo" u

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

W-lren )i ou ar-e finlshed editrng tlre fonn, close the fomr. Click ',Yes,, to the pronrpl "Do you
want to save the changes you have r-nade?"

ReQUisitront R00Zt?27

order Ddte 
= t.dnsadron Datp: )<,ria.zoo) J f.ltn SusDense

Oe'rverv Ddl0 )o rEB t00r _i 
tomrnerrs. ]]Documpnt leyr

Commodlty lot.t: 56 Oo Accourtrng Totdt: :6 oo

ulDocument Level Account,nq

vendor lntorma-on Commodtt/kounone Batanone/compregon

Shro To:

Sbeet Llne l:

Si.eet Line 2

Street Linp 3:

Building:

Cily:

St.tr or pr0vince

Cont6d:

CENTA(

Un,v:r! tv oi Nonh fto,

.56) Sl lonnr Br!fi Ro
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Checking The Status OF A Requisition

Narive Banner Fonn FOIDOCH

Log in to internet Banner

Use your ID and Pass word

On INB Main Menu Screen type FOIDOCH and enter

Type REQ in Document TYPe

Tab over ro Docr:ment Code and click drop down Button, this displays all requisitions that are in

the Banner SYstem

Look for your requisition number check the approved and completed columns

Rerquisition Status Breakdown:

To assure that your requisition has fully processed, both corumns Approved and completed musr read

"Yes".

Approved:
Yes.RequisinonhasbeensuccessfuIlysubmrttedandhasbeenapproved.
No_Requisrtionhasnotyetbeenapprovedorhasbeendisapproved.

l.

2.

-1 .

4.

6

Cclmpleted:
Yes -
No-

<blan]<> -

Requisrtion has been successfully completed and submrtted for approval'

Requisrtion has not yet been successfully completed. The Requisition may have been

lntennonally or unintentionaliy suspended (put in process)'

Requisitionhas been successfully completed and submitted for approval, but was

disapproved.
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Scena rios:

For Requisitions listed as Yes/Yes - The Purchasing Deparrment wj]l be or has cur a purcirase orderfor the products risted on the requisrtron and shourd a.,.,ve as scheduled.

For ILequisitions tisted as No/Yes * The one assigned as the Approver for thrs reqursrtion has no1 yetapprotred it You may wlsh to check wrth the apirou., to rnquire on rvhe' to expect approvar

For Requisitions listed as No/<blank> - The requisrtjor was disapproved by the Approver. T]re onewho created tl-re requisitlon should ha'e recejved correspondence about the disapproval status of rhereqursrhon and can nou' edit the requisr'on and ,"rrbn-,it u, desired.

For Requisitions listed as No/No * The requisition was not successfully cor'plefed or subn,ttedPlease check the reqursttton ard rf you still need the it",,-, on the reqursrtron just conrpJete the reqursrtionand submrt it for approval' If you io not rvant the requisrnon and need assiitance rn correcting or

.,l:iil:#:H';I|,;:,:T:J""'jtion' contacr rhe Purchasing Depannienr ar exr 5221 witha description

Approved Contpleted Result

leQu,srnon hus be-n succe 
.l

Requisrtron l:as been ru. J
approved.

<blank> Requisitron has been successfully conrpleted and submrtted. but was
drsapproved.
Reqursition has not been succe
as ofvet
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Canceling a Requisition that has been Completed,
Approved, and Posted

Canceling a rcqubition that has been conzpleted, apprcved, orposted b wed n reversepaetings of
the ongtrnt reqrisition and cancel ix availabilityfor atq,fo'ther artion in Barw Before pu ccat

cancel a requisition, it must be cotnplaed, approved, and posted. Also, the reqt tdtion rrust fu in att

open winrlow prior n subsequent ctctiity (e.g., Bid, PO, Delrvery Receipt, etc.), in odet' to ccmcel it.

Aherwbe, it ccvtnot be cancelled'

To cancel a requisition:
i Access the Requsition Cancel Fonn (FPARDEL)'

Requeer code: 
--a1-

Extended Oiscount Tat Additiooal Net

Anrounr Amoun! Amount Charg€t Amount



2 ln the Request Code field enter the
perfornt a Next Block function.

requtsltron trurnber for the requisition you r.r,isir lo ca'cel and

Cl\ tf 1,ou do nor knou
number. ' the Request code' clrck the Search icon and perform a search to find the correcl reqursrtron

>q\

o='".".1iJott 
drspla1's the requtsrtron det,tl rn the cancel Header block ro heip confirm correcr selecrion of rhe requisirron

J Perfonl a Next
Menu Bar to go

Block function or serect Access cancer tr)ate fi,onr the options ,renu on trreto the Cancel Date block.

>q\c-3' The cursor )s rn the carcei Date fiel{ which displays the current date. you can enrer anolrrer dare, Dur r1 rrusl Lre afterthe onginal Transacrion date and in an open fiscal 1,sar penod.

4. Dor-rble clrck in the Reason Code

5 Select process CanceUation fionr

6 Clrck the Exit icon

field, and select the appropnate Cancellahon Reason Code.

the Ophons lrenu on the Menu bar to cancel the requisrrlon

Record Count

A cco unting:
Com mo dity:

Cdncel Ddte:
Redson Code:

Make Cancellation permanent:
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Canceling a Requisition that is "ln Process"

Carceling a requisitton thnt b "In Process" ts used to carrcel its availabilU-fo, *y"fitrther action in

INB Banner: Tocancelarcquisition "InProcess",therequiitioncatvotbecompleted, apprcved, or

posted. Ifthe rcqutsition is complaed, approved, orposted,folbw the steps outlinecl in Chapter l2.

To cancel a requisition ttln Processtt:
l. Login to Lnternet Native Banner (Chapter 1)'

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

co To... i.r*.*-L Li vvelcome' Nooo0809a

-Jstudent IxSTUDENT]

J Financial ['NFINANCE]

r.J Human ResourceS IXHRS]

-l Financial Aid IXRESoURCE]

-J General ItCENERAL]
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3 Type the reqursihon number to be canceiled rn the Requisitro, field

Perform a Next Block function

Requisition:

Ord.. Ddt.:

Dcl, v 6ry 1;.1 .
Corn'nodi!y To6l

:
=l

I rril(a( rio,, t)dte I s -Ar4. -.,. _

A<couilting lot!l:

1l L) s.,!r)c.rL

l)oct.',..,,t t<x,

/ DJcurr,cr,t L Evel Accou,rUr,g

_ - Bal..ing/Co-oie([.

c()4, ! Jlrjf.-*
E" 

'di,.
fax: Exten5ro,,

kEr .-!qE!,_!trru1?r g'T T."d_.vt:+!31!n:E

<-osc: :],, ."_.^ In?,-.,.!

Frreeionr

.l

/,/-!.. -r) ^ !ri c, o?-, : / 
^19".

r{! M€r,o,r :r,.el

F /oor:

7if, or Postsl Codc: t:zr L
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Select Remove fiom the Record menu on the main menu bar twice.

Quer

F'rer'rous

Llext
gcroll Up

Scroll Dow'n

Ltea r

irrsert
n,,hl,--,f-
qI'I FI I IL € LE

Lcr ck

?Br fn. Aurohinr line at the bonom of screen will indicate the need to delete the record again to

complete the Process-

6. Select OK to the All Commod-rty and Accountrng deleted diaiog

The following note will appear at the

deleted

bottom left corner of the screen to confirm that the document has been

be

All Commoditv and Accounting Records will be deleted

1. Click the Exit icon

58



Querying completed and Approved Reqrisitions
Use the Requisitiott htquttlt Fpnn (FPRE-QV\ to queryt and reti^evt the rcqu^rhon i,fi;nn'ttor- Daracan be fiewed, but not changed, ott trpIREON

Note 71rc Requsition Fontt 6nPzne$g tnitnted theptoalten?ettlprccess. )bu clefned thercqueslot; vmdot; comnzodi4l and accotating infomatiotz. onceyou cortpra.e a rcqustno,r,),oucatutot qua)'the utfotnntnn fotn the neq,iit;o, nor,rr, 1w,<azglg. yi hc^,s to t se the FpIREeNfotm /br querying

7o query completed and approved requisitions:I Logrn to lnrernet Native Barrner (Chapter l).
2 Access the Requisitron Inqury Form (FpIREeN).

Enter an exrsting requisltton nrurber in the Reqursrtion fieid If you do not remenrber thenunrber' cljck the s1ar1h icon to display all the reqursitrons, and select one Fionr rhe rrst bydouble-cltck_rng on the Request #.

Reeuisition: jl
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perform a Next Block function to access the Requisition Inqurry. Document Informatron block

View ali desired information on this block

Reouisi('o" -ry
o.d€r odre: :Li!" j:,9i lrdn'ddrun odre: rY-::.c_1:1r--..
Derive.y odte: 1'-""':-1'-'-- 

conrments: :'^l'j]j:'T -''

co,nmoditv lo(.1: :70 0O ac€ountinq Totali 270 00

pnni odre: Cdncel oale: Closed Dste: zrurc

Adivity odte: ;Mw user lo: Noooo7467

oocument TYp€: :f Pnocuneuerrr

Requitirion Coqi€d F'od: t 
.----.

onoln, uo*IL--

Reflre.c Nlmber I

b_ rni, will take you to the Document lnformation window. Informatron can be viewed about whether the document was

completedandapproved;ifitwasprinted;cancelled,orclosed,arrdthedatethoseactrv.itieshappened'

5. perform a Next Block function to go to the Requisition Inquiry: Requestor/Delivery lnformatron

block. View all desrred information on this block'

Reou,sttion. diE[EE=

ord€r oate !;;a@

oelrve.v Odte: )' ;;;;

commodi(Y Total: I zio oo

T.dn5.dio^ oate, llru{ru
comm€nti: igjgj:j:: *
Accounting To(al: | 270 00

lilaqdeline ste,nbrech€r

.6rlt00 publ'c adm _ g PLlt Sce.cE___

igoa i6102977 Exten5ron:

iC€N'RL

lu","e.t,tv ot Nodh Flo'idi

losgr sr lon"s Blufr aodd south

--;:7- Ftoor

fi 
- ,lp o. Postal code t..l* --

i'-----

coA iU iUn!vers,ry of No(h Florida
Reque5tor:

orgdnization:

Tel€9hone:

Shap Tol

St.eet Line l:

Slreet Lane 2:

Street Lln€ 3:

Sullding:

Cr(Y:

Stdte or Proernce:

N6tion:

Telepnone:

fontact:

Emdil: ,-1"'^03."'"0"
Fax Number ,904 i6202919 txrension: j

'90. 6?o?869 €xtensron: L

iCent.6t RecerY,nq

Anention To: lM S(c,nbrech.r 10/2a25
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Per fon.rr a Next Block
desrred rnformatron on

funchon to go to the
this block

Requisitron Inquiry. Vendor block Vrerv all

:l::Ul-:hon ro go ro rlre Requisrtion Inquiry: Comrnodrry/Accounrmgdesrred rnformabon on thts bloci<

Perform a Next
block Vievv all

ReQuisition: ,oooozooo
order oare: .[t;;:il"-
Detivery Ddte 

"4_-c;0"-commoditylotdl: ._-- 
z;ooo

Trdnsdction Ddter 1i;"croo"-
commeDts: 

"*r*;;16". *
Accountrnq Toldl -- ,r0trc

:4" .;j)lzz: ["tension, 
_-

F-

ven do r:

AddreJs Code:

Stresl 11^. t.
Street Line 2
Street Line 3:

C,ty:

Stdte or provinE:
Nation:

Telephone:

Fdx Number:

Contacl:

Em6il:

Oelrvery D.tai

q 0002 o0!

_ E*reoded: 27o oo

oo

oo

'oo
L i,,r t.lo, ?.L Lo
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Select Commodity Supplemental In{brmation fiom the Options menu on the Menu bar

?9 ff,',. Commodity Supplernental lnformation screen displays additional informatron regarding the selected

commodiry

View all desred rnformahon on this block

Dellvert odte:

Text Usaqe:

Shap To:

Address:

Building:

floor;
Contact;

Assiooed SuYer:

gid Atsi0ned:

Assigned to Purchds€ Order:

Purcho5e Order ltenl NumDer

Flry
S t. nd: ro

cp.

!l.b6md A&M ctnvai n"cciving

the

the

r0

ll

Click

Click

Ti6oth )

Close icon to ciose this window'

Exit icon.
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Querying Document History
Tlte Do.,,reti JJslort, Fo,rt lronoc.r{1 dupkqs the processing hbrorlt of'putcrns.rrg,nrl
1x'^tlEtII cloct'mUils ft e fnctrt reqt.risinon nuntlxt" th.rcugh cherk rurnba" fol ,ron p-co,rl pt.rn-lwses)
lt iclettnfi'es telured cloa'ttttenls atd proitles rhe stahr (te. app,ot,ed, conu1ered, cctncelle4, ac ) o/ ull
doarttertLs lhal ate m lhe ptocessing slteatn for the dotczanatt that s lxittg clueried.

Types of documents that can be viewed in the Doctrment History Form
(FOtDOGH):

Doc Ty,;;e Lrst
CHK Check Disl;ursenrent
tr .r. Frxed Assets Acc0.untrno Adrustrtrent s

f ixed Assets Ass Ji,tTaq
lf'lv Invcrce
PO Pirchase Order
RC\/ Recei',rng Docurnents
REO Reguisitron
RTN Returrrs

Docrmrent Sraruses

,1 I ,{pproved
C Comple red
tr Fura-l Reconcihalon
P Pad
R Recerpt Requrred
S Susperrde d
o f)ne,.--r""
X Cance lle d

\/oid
FJ Hold
T f4-qq.d Perrlane,rdv
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To query document history:
I Logrn to hternet Natji,e Banner (Chapter l)

) Access the Docunrent History Fomr (FOIDOCH).

Enter the type of document rn the Document T)?e field (see Document Type chart on p.63)

4. Press <Tab> to go to the Document Code field and enter a document number or click Sea'ch

icon ro select one'fiom Requisinon Validation (FPIDTYP) list.

perform a Next Block function. The cursor rvill go to the area that corresponds wrth the rype of

clocument that you are querymg. For exampie, if you were queryrng the document hrstory of'a

parlicr-rlar requisition, yoLr will be placed rn the Requisition block. The active block tvill be

hrghlighted rn bir"re.

oo.nn,.nr lvr. Frc- ij ceo' n(@"

R.qrieitin't Sr'tu\
EiE r; -

o.cr,..nr rvoe, 6EE ] Oo.xmen( Cude: lRo00!5?5 j

AI



6. Clrck on the docurlent nullber
rnfonlahon.

rn the appropnate area for ll,liiclr you ivish to get ntore

l

8

Select Requisirion Inlb IFPIREeN | frorl the Optrons nrenu

\\4ren firushed vrervurg dre history,, cjrck the Exit icon.

on the Menu bar
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Querying Completed and Approved
Pu rchase/B la n ket I Change Orders

You can qtffia/ the order"- yctlr oecnedfont the Purcfuse/Blanka/Change Onlet" Inqtint Fornt

fPff Unn) at anlt stage of contpletion, even those that have yd to be complaed.

To query completed and approved purchase/blankeUchange orders:
l. Login to Lnternet Native Banner (Chapter l).

2. Access the Purchase,Blanket Order Inqury Form IFPIPLIRR).

3 Enter the pLrrchase order number rn the Purchase Order field.

Purchase Order: lPoc,o,,ocE l,-f-l

?9 tf,n.ptrr.chaseordernumberisunkrown.clicktheSearchiconontheFPlPURRfomrtosearchtbrcorrecl
purchase order fronr rhe Pr.r-rchase order validation form (FPIPoHD)

?9. you can search for a blanket purchase order in the same manner as a regular purchase order, except put the blanker

order number in the Blanket Order ntrmber field'

4. Enter change number in the Change Seqr-rence Number field if you \,vant to revte\,v a specific

charrge order, lf not leave the field blank'

plrcrrns€ Orde. lMom ij Eldrtket Order: 
--') 

Chdnqe Sequen(c Nunrber
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j Perfonl a Next Block functron

e.-\ I n1grn.,r, ron enler d

n' :: ::n: : :::; ;, 1!:i._ 
U : :i: :: i:ffi ::,:: J,:', ":,'iJtT: :i, l::: fff " 

:T : il Jl: :.,;l
rr rr,,s aocu,,,e"i ",",;;;";:[.;,1]:i_::;J;l;i_,;^i:: 

,^:.j:1",:jlj?ilflka*]i,?,llii""J.ililo 
re upcia,ed

l'::::: :::l'ff:l], i::l::1:::: ,,u'" of rhe NSF check ing, Deferred Edit,ng and purchase order f 6p js6j |-1ep1

Date. Collrrrent
or closed and
lire docur'|enl

fieids u,ere on

Perlbrrtr a Nert Block
the Rcquesrer arrd Slrrp

c,4 rilo('rf! I olr

- Ducr,,,E, I

Iunctron to access the Requestor/Derr'ery Lrfonrratro' broci< ro re \/leurTo address

vsr!.:.b.r,.)i Crrm(.d./.,w,-.i, 
- _ tur4/Co_d:r!r

( oA: " -1.,., 
. ..,. .,

€ r,,3,1

/r, a. Po\tat at^1.:

Ftr.,,\n,,i

o/



If document text exists (make note of Docr-tment Text checkbox), you can vlew the
informahon by selecting Document Text fiom the Optrons menu on the Vlenrr bar Tl-rrs wrll
display the Procurement Text Entry Fonn (FOAPOXT).

Perform a Next Block function to vrew curent Vendor nformanon

CEIIT!
o.di. O o.!.

^<.(unri.o 
toint:

W rrroonn t lYarning!

Reme vng a charge order drat has been posted orLly drspiays charges that w-ere made to dre rcenrs. Any items drar rvere

not changed wil.l not display. You can see rire amomt the chmge order has been chmged b)r, rvhereu rvhen vou

ente rcd dre cirange order, )rou entered rhe amount )'ou wmted rhe pwchase order to be charged co. Nlake a nore of rhls so

vou aJ€ aw.Lre o[ rhe drfferences rn dlsplay

Select Commodity/Accounting lnlbrmation from the Ophons menL] on the Menu bar to

navrgate to the Commodify/Accor-urhng window.

ciit Opiions'Fl0ck llenr RecLrrd Query

,lrt,i locument lnformation
.e,i -:= Fenuestor/Deli/er) lnformatiorr

n€ yendor Infornralion
' 

: i.::

asr 
-Commodih/ 

Accounting Inform6{on 
f 

t

0a Yrevrt llerrrg tn Sugf-ren:e \ |t

Tlris windo\,v shows the com:nodity and accountlng rnfonnatron entered on any of the tlrree order

cfeation blocks. Tjrjs window also inclucles the onginal commodity Descnption pop-up !vudo\'v.

whrcir allows you to See the corrunodity descnption as defined forthe code, even if the descnptron

has been ovenvntten'
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IO Select commocli\'supplentental Inlbrnration fionr optior]sMenu on tJre l\4enu bar

It Opttorrs Flrrr-:k llErn FFrtrr,J ,'^lt rt E I,
' Di,i rJrtrpr,l lrriirl"li;;1131,

Rerl!!:11-r./fr!li'uirr, lttir-,rrr.r,ltjt,n F
n'!',,n0,',, ,r1rr,111,.31,,-,,, 

ln
3{ C0mrn0dity Supplemental lnformation

I I Cltc]< Ctose button to close thrs u,indou,

12 Clrck the Exit icon to exrt the fonl

DefiveryDate: ptr'_,-"r-_-
Text Usoge; f?a*d"rd
Ship To; 

I'sEEBLrv
Address: is". s;1"*
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Querying Vendor Detail History

7-he pttrpose of tltis sectiott is to expLainthe day-to-day or operati,onaL proceduresfor retreiving \/enclor

Detail Histon,at ALabantnA&M Unit,ersit),.?-his process canalso be usedto retrieve inttoice inforrna-
ti.on btt vendor and bv the t'ertdor's ittvoice ruutt'

IJthe venrlor cctrsolidation (IACICON) option lns beentseclformultiple invoices, that there can

be set,eral vatdor invoices pa" Banrrcr Finnnce AccctL,otts Pqtable &tament (or "1" rumtbefl. The

Venrlor Detail Historyt Form fAfLTDH) rdenttfes allvendor irwoices associcted vvith tlrc qtLen.ed

vaalor:

To query vendor detail history:
1. Login to lntemet Natrve Banner (Chapter l).

2. Access the Vendor Detarl History Form (FAI\INDH) to rerrieve an existing vendor Press

<Enter>-

vendo- l-i]l Seledi0n: :Ail

r''.,r "."'. ii.'! .o

Crudit Opeo/

!€ndur Invor.e lnvtrie i Aporoval vlC Memo p'id Cdncel

a--l

Vcndo. Che(k Chrcl
lf,lote AF( Oue Ont€ Odre Nlnie.

_!

3. Do yoLr knou, the Banner assigned Vendor ID number for the vendor that you want to qr-iery?

lf yes, enter the vendor number rn the vendor field, press <Tab> and go to step 8

If 
"g, 

go to the next steP'

10



Vendor:

Fiscal Year:

clrck the search icon next ro the \/endor fierd to search for the cresrred \iendor

5 
:,ltj::" 

Entiq' Name/ID Search (FTIIDEN) fio'r rhe oprio' Lisr ro searctr fo'rhe cJesrrecj

Clrcl. on tire Last
lhe u,rld card "o/o',

Nanre field. Enter
before ancl after as

ln a porhon of the vendor nante, usiitg ntrxed case
necessary. Press F8 to execute the sear.ch

urrll.t

)\ 1'n,, can also perfor' a quen,
and l't,pe fields

for rhe lD Number, Firsr Nante, Middle Nanre Entitl, lp6, Change Ind. \r.F.,\.C

Entity Nanre/ID Search (FTIIDEN)

Alternate ID Search (GLIIALTI)
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Nliddle Eflti(y Chanqe

tO NunrDe. Lasl Na'nE

NiN

NiNINN

1 Scroll down. rf necessary, to find the conect vendor desired for detarl hrstory

8. DoLrble-cltck on the vendor name desired

9 Perforrn a Next Block fi-mctlon.

Ind,ccors 
1

C.edil Oten/
aDr.o!dl vlc lre{ro Pd,d C.n<€l

checr
o{e o.t. odre

;6i-lii:iii,ie- loiru;-t;;"'sr"i rcor- =oi.lui-- u;-;,.;!-jd _--_.,_
91.1:: -!-"' "' -: ':i' .
0s JUr'aoo!
ils.;"L.l.ii ;ai";t*
b-;.1;=*- ;':Ni;;-'
"',4:'""" -"irl::i'::-

':i

:t:".-'lL
;, -,-
..","".,:.

:."'*.;
rio;o€;J;

@;;;;
,*nFn-

JN

?Br a.rr invoices associated with rhe selected vendor willdisplay The VIC Ind (indicator) on the FAIVNDH form

indicates a Y (Yes) if there are multiple vendor invorces associated with the sCT Banner invoice

t0. Click the Exit icon to exit the form'
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8

9

Scroll doun. rf necessary, to find the corect vendor desired for detar j hjstorry

Double,click on the vendor nante desired

Perfonl a Next Block finchon

\*a-} -{il In\,o)ces

rndrcares a \'(\'es)
assocrared rvith the selected
if tbere are muJtiple vendor

vendor rvill drsplay, The VIC lnd (indicator) on rhe F,AIM\rDH ibrm
rnvoices associated rvith tbe SCT Banner invoice.

l0 Clrck the E_rit rcon to exit the form.
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Credar Ooe.'/ verd.r
p.id Cdncct ir,voic? Amr
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The Purchasing Department wish to thank the following for their support in gathering
and supporting the information assembled in this document:

Delores Hudson. Pr,trchasing D ire ctor
Kourtney Greene. Bttye r
Vindetta Medlock. Buy er

Special thanks is also given to Joe Hr,rdson foe arranging and printing of the doctt-

ment. We also would like to thank Phyllis Campbell for her assistance in 61s21ip o the

On-line Requisition Form found on the Purchasing Webpage'


