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Welcome to the Purchasing & Procurement Module

Welcome to the Banner Finance 202 — Creating Online Purchase Requisitions User’s Guide.
This guide is designed to provide you with the information you need to successfully create
purchase requisitions in Banner INB and includes the following topics:

e Purchasing Methods Overview
e Creating Requisitions

e Reviewing Requisitions

e Deleting Requisitions

e Viewing Requisition and Purchase Order Information

Who Do | Contact For Help?

The Purchasing Department provides additional support and documentation. Visit the
Purchasing Department web page at: http://access.ewu.edu/purchasing.xml

For Banner (Finance, Student, and Faculty) documentation, access request forms, and training
schedule, visit the Banner Help web page at: http://access.ewu.edu/OIT/Services/IT-
Training/Banner-Help.xml

Obtaining Access

To obtain Banner Finance access for Purchasing and Procurement, you must attend the
Banner Finance 202 — Online Purchase Requisitions course. To enroll, visit the Training
Scheduler on the web at:

https://www.ewu.edu/trainsched/index.php
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Logging Into Banner
The following provides instructions on accessing Banner.

NOTE: Access is only granted after applicable Banner Finance training courses have been
completed.

1. Launch Microsoft Internet Explorer.
e For PCs Internet Explorer is the supported web browser.
e For Macs use Safari or Mozilla Firefox web browsers.

2. Access the Banner web page at: http://web.ewu.edu/banner/secure/links/

A Banner Production View - EWU Administrative Information Systems - Microsoft Internet Explorer

File Edit View Favorites Tools Help

G Y YO Y @32 - LJor B
-

Adcmres [ €] http: fivww.ewu.edu/banner fsecurefinks/

v| EJ e

[ ]
AEEEEEEEEEEEEN lw!ﬂrr_m\- WASHINGTON UNIVERSITY View: Production | Training | Advanced

EWU Administrative Information Systems (Production)

Production Systems (PROD)

@ Banner INB [PROD]
© Eaglenet - S5B [PROD]

@ Oracle Discoverer Viewer [ODSP]

Documentation Resources

© Banner7 Documentation Bookshelf

Need Help? Please call the Help Desk: Ext 2247

Banner 202 — Creating Online Purchase Requisitions 4 Instructional Technology Department
12/9/2010



BannerINde——Finoncevoiue

Creating Online Purchase Requisitions User’s Guide

3. Select Banner INB (PROD).

2 Banner Production View - EWU Administrative Information Systems - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qs - O (¥ &) (B POseach Jirraoies &) -2 W -[ )@ § 3

Address | ] http: {fwww.enu.edubanner securefinks/ ¥[8s

},@’ EASTERN WASHINGTON UNIVERSITY View: Production | Training | Advanced

EWU Administrative Information Systems (Production)

ProdurieR B EE HFPP.-)

m ©Banner IN8 [PROD] W
FEREN AR RN L
Eaglenet - SSB [PROD]

Oracle Discoverer Viewer [ODSP]

Documentation Resources

& Banner7 Documentation Bookshelf

Meed Help? Please call the Help Desk: Ext 2247

4. Enter your campus user name in the Username field (typically your first initial and last
name; for example “pjohnson”).

5. Enter your Banner password in the Password field and click on the Connect button.

¢ If you do not know your Banner password, contact the Help Desk at 359-2247.

w‘indmw
Username: |pjuhmsun
Password: | ****** |
Datahase: |
piEEEY
:- Cancel
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6. The Banner Main Menu displays.

7. To expand and view the Finance menu, click on the Financial (*Finance) file folder
icon.

e To view available forms in the applicable modules, click on the desired module (for
example; Purchasing and Procurement). Click through the desired submenus to
access the desired form or query.

Purchasing Overview
The following section provides policy and procedures for purchasing activity.

Purchasing Guidelines

Purchases between $3,300.00 and Purchases in this dollar range are to be

$46,200.00 (including tax and shipping) competitively solicited and documented so
that a record of competition can be
established.

Purchases over $46,200.00 Require a formal competitive bid process.

State contracts Purchases including personal computers, fax
and copy machines, computer equipment, and
furniture, printers.

PCard Purchasing

Procurement cards (PCards) should be the first option for purchases. For items that cannot be
purchased using a PCard (purchases over $3,299.00 [including tax and shipping], tagable
assets, etc.), the Banner Purchasing & Procurement module should be used.

Note: Even if a vendor does not charge sales tax, Eastern still pays a use tax to the State
equal to the sales tax rate on all purchases.

For more information on obtaining and using PCards, as well as training requirements, and a
complete list of prohibited purchases, visit the Procurement Card Information web page at:
http://access.ewu.edu/Purchasing/Procurement-Card-Info.xml and click on the Procurement
Card Manual link on the page.

PCard Dollar Limits
Dollar limits for PCard purchases have been changed:

e $3,299.00 maximum amount per purchase (including tax and shipping)

Banner 202 — Creating Online Purchase Requisitions 6 Instructional Technology Department
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e $10,000.00 maximum purchase amount allowed per month

Purchase Types Processed in Banner

The following provides a list of purchases that are required to be entered in Banner as online
purchase requisitions:

¢ MOAs (memorandum of agreements).
e All reimbursements including reimbursements under $100.00.

e Purchases over $3,300.00. Note: Refer to the Purchasing Department Purchasing
Manual for further information on bidding and state contracts.

e Dues or conference fess paid to other Washington state agencies.
Note: The following purchases are not entered as online purchase requisitions:

e |DPOs (inter-department purchase orders) are not entered using the Purchasing &
Procurement module in Banner. IDPOs are processed by the General Accounting
department.

e Four digit contracts (such as the City of Cheney, Banner Consultants, etc) are not
entered using the Purchasing & Procurement module in Banner.

e Purchase requests against University blanket orders are processed via hard copy
request forms. For more information, contact the Purchasing department.

Grant Purchases

Grant purchases are processed using the Banner Purchasing and Procurement module. All
grant related purchase requisitions entered in Banner are routed through an approval queue
starting with the project director (or designee), then to the Office of Grant & Research
Development for approval. Once a purchase requisition is approved by the Office of Grant &
Research Development it is routed to the Purchasing department for processing and
conversion to a purchase order.

Banner 202 — Creating Online Purchase Requisitions 7 Instructional Technology Department
12/9/2010



BanneriNg—mee__ Financevodue

Creating Online Purchase Requisitions User’s Guide

Change Orders

Change orders are submitted when changes are required to a requisition (once the requisition
has been processed and approved) or to purchase orders. Possible scenarios requiring a
change order include:

e A change in vendor
o Difference in the invoice amount versus the purchase order amount

o Different item substituted on the purchase order (original item out of stock, no longer
available, etc.).

For questions regarding if/iwhen to submit a change order, contact the Purchasing Department.
To obtain a Change Order form, visit the Purchasing Department web page at:
http://access.ewu.edu/Purchasing/Forms-and-Completion-Instructions.xmi

Requisition/Purchase Order Life Cycle

The “life-cycle” describes what happens to a requisition from start to finish. The following is an
example of a requisition’s life-cycle.

e A department creates an online requisition for a new computer.

e After the requisition is created and saved; if applicable, it is sent to the Approver for
approval. This creates a “reserve” against the FOAPAL entered on the requisition.

e A Buyer in the Purchasing department converts the approved requisition into a
purchase order. This process liquidates the reserve and creates an encumbrance for
the amount of the purchase order (which may be a different amount than the amount of
the requisition due to shipping and handling charges, taxes, special discounts applied,
or sale prices, etc.). A hard copy of the purchase order is sent to the vendor and the
department.

e After the purchase order is sent to the vendor, and the order is filled and received, the
vendor invoices the University. The Accounts Payable department receives the vendor
invoice and enters the invoice into Banner Finance. This transaction liquidates the
encumbrance.

e A checkis issued to the vendor.

Banner 202 — Creating Online Purchase Requisitions 8 Instructional Technology Department
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Requisition Form
The Requisition Entry form (FPAREQN) contains the following components:

e Requestor/Delivery Information — This tab provides the requisition creator information
and also allows “ship to” information to be entered.

e Vendor Information — This tab is used to select a desired vendor and displays vendor
information such as vendor name, address, telephone number. Requisitions can be
processed without selecting a vendor in the case of a new vendor not yet entered in the
system, or bid scenarios when it is not known which vendor will prevail.

e Commodity/Accounting — The Commaodity tab is used to list the type, quantity and
price of items being ordered. Multiple lines can be created for each requisition. For
example, a department orders a new computer, toner cartridges for a photocopier, and
two computer keyboards. All items are ordered from the same vendor on the same
requisition form; however each item is listed as a separate line item. FOAPAL
information is also entered in this tab for each line item.

e Balancing/Completion — This section of the requisition form is used to complete the
requisition process before saving. This tab provides a break-down of dollar amounts
associated with the purchase including tax.

Banner 202 — Creating Online Purchase Requisitions 9 Instructional Technology Department
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Creating Purchase Requisitions

This section provides instructions for creating or entering an online purchase requisition using
the Purchasing and Procurement module in Banner.

1. From the Banner Main Menu, enter FPAREQN — Requisition in the Go To field and
press Enter.

e To navigate using the menu select: Financial > Purchasing and Procurement >
Request Processing > Requisition (FPAREQN)

File Edi ek It Tools Help

‘B0 E = ; G B R Dk E L (@X

w3 General Menu GUAGMNU 7.4.0.1 (TEST) - Wednesday November 07, 2007

Go TO---%E} Welcome, PFOURNIER Products: B Menu | Site Map | Help Center
1My Banner 2 My Links

Banner

Castudent [*STUDENT] Change Banner Password

‘JFinancial [*FINANCE] Check Banner Message
_1General Ledger [*FINGENLL]
(JFinance Operations [*FINOPER]
[1stores Inventory [*FINSTORES] Personal Link 2
fﬂpurchasing and Procurement [*FINPURCH] B orsonalLink 3
‘JRequest Processing [*FINREQST] ——

Banner Bookshelf {version 7)

Personal Link 4

[2 stores Requisition [FSAREQN] Personal Link §
E Requisition Query [FPIREQN]

. Personal Link 6
B Requisition Cancel [FPARDEL] T,

2. The Requisition form displays.

3. Click on Next Block to generate a new requisition number and access the Requisition
Entry Requestor Delivery Information form.

e To access an existing requisition, enter the applicable requisition number in the
Requisition field, or click on the black arrow to access a list of all requisitions. Refer
to the section Reviewing Requisitions in this Guide for more information on
searching for an existing requisition.

File Edit Options Block Item Be;efu',guery Tools Help

BYE RAER 45 X Q& RME DRI G (@ X

’Z_E Requisition FPAREQMN 7.2 Ne}dElIock '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

Requisition: E] @]

Banner 202 — Creating Online Purchase Requisitions 10 Instructional Technology Department
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4. The Requisition Entry: Requestor/Delivery Information form displays. Enter the
following in the Key block using the Tab key to navigate:

e Requisition — This field defaults to NEXT until the Commodity/Accounting tab is
selected and the system automatically assigns the next available number. Do not
enter a number in this field.

e Order Date — This field defaults to the current system date. Do not change the order
date.

e Transaction Date - This field defaults to the current system date. Do not change the
transaction date.

e Delivery Date — This is a required field. Enter a reasonable delivery date
(MMDDYY), typically two weeks from the current date, or use the calendar icon (if
desired) to select the desired date. For MOAs, enter the last day services will be
provided. Note: The delivery date entered does not effect the processing of the
requisition or the date of delivery of goods.

e Comments — This field is used to convey information to the Purchasing department
such as “supersedes order PXXXXXXX”. This field is limited to 30 characters. If
applicable, enter desired text.

e Commodity Total — This field remains empty until the requisition is saved. Do not
enter data in this field.

e Accounting Total - This field remains empty until the requisition is saved. Do not
enter data in this field.

e Document Level Accounting - This check box defaults to not selected. If all items
on the requisition share the same Account code (for example; Supplies — 71400) the
check box should be selected*. If multiple Account codes are being used for multiple
items, leave the check box unselected.

Note: Commodity Level Accounting — Multiple Account codes apply to all items.

Document Level Accounting — One Account code applies to all items. The
system defaults to document level accounting.

Banner 202 — Creating Online Purchase Requisitions 11 Instructional Technology Department
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File Edit Options Block Mem Record, Qupry Tools Help

BOD DEBE £ BDE @ 8 NE 5| X
Fi'.-_.'FF.‘equisihunEnlr; RequestorDelivery Information FPAREGN 8.3 (BAMB) [ri-irle il e e e e e e e e e e e e S =
Requisition: =
Order Date: [poser.o0s g Transaction Date: baseponee [ In Suspense
Delivery Date: [isocrmes Comments: | ' Dacument Text
Commodity Total: | 000 Accounting Totak [ BEEEEEEEEEEEEEEEEE

. =
: Document Level Accounting :
] u
- ]

5. Click on Next Block to access the Requestor/Delivery Information section of the
form.

e Various requestor information defaults based to the user profile. If any information is
missing such as Organization or Email, use the Tab key to access the field and
enter the applicable information.

RequestonDelivery Information Vandor Infarmalion CommoditdAccounting Balancing/Cormpletion

. Requestor; [Patrice Fournier

: Organization: iﬂl:l:ﬂ .LI:DW Agrrintztirative-Operations Area Code Phone Numiber Extension
4 COA [ []Eastern Washington Lniversey ' Phone: 509 “[3ss4395 I

E Email: fnrwr-er@mumzm Fax: [

6. Tab to the Ship To field. This is a required field even if products are not being physically
delivered. Click on the black arrow to access a list of locations. The Ship To code
matches your department mail drop code (for example 318MON, 125TAW, etc.).

e Use the scroll bar to select the desired delivery location from the Ship To List.
<OR>
e Use the Find field to perform a search. For example; enter “307%" to perform a wild
card search for all locations with a location code starting with “307” (this search is

not case sensitive). Click Find to execute the search. Double click on the desired
location to populate the Ship To field.

Banner 202 — Creating Online Purchase Requisitions 12 Instructional Technology Department
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Requestor: Pattrices Fournier
Organization: 71000 M L e T — Extension
COA: E " Eastern‘Washinglon Universty ek M M
S EEEEEEEEER EEy
Email: plourmeer @il e edu [ !
I % [
“:_‘-/' E 1
Shm‘[ﬂ: : .(,'U!B....(,'OM!CMIHJIIIIIIIIII........Blﬂ|ailﬂ;.....‘.'
L ]
"es? T
Street Line 1: DO
) 18P0
Street Line 2: 100LE
Street Line 3: 101HUS
101PLU
) 101RDE
Building: Floor:
n oor 101ROZ -
City: 4 ¥
State or Province: Zip or Postal Code: :.'.F'. ; " r | Extension
in [ ] Ance
Nation: R e

e Enter 7237 for the Central Receiving Warehouse.

Note: When a Ship To location is selected, the address, telephone and contact
information populates the applicable fields.

7. The Attention To field is used to enter your name, a telephone extension, and room
number (for example, PJohnson, x4365, MON318). This field is limited to 35 characters.
Enter the applicable contact information.

Ship Te: [rzs7 =]
Street Line 1: [recening Warehouse ' Contact: Floyd Cloke
5 S EEEEEE NS E NS NN NN NN NN EEEEEEEEEEN
Streal Line 2: [Esstern VWashington University = Attention To: Pohnson, X4355, MON318 L
| ]
Street Line 3: :104{2&11!5‘5-!"1638 B S EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEY
Building: }ﬂwﬂwu Lane Floor: &m - Zpm
I
Ciny. [Cheney
State or Province:  \wa Zip or Postal Code: 33004 Area Code Phone Number Extension
Nation: | 509 [asar915 '

8. If additional information regarding the requisition needs be noted (for example,
additional information to the Purchasing department that does not fit in the Comments
field), click on Options in the menu bar and select Document Text (FOAPOXT) from
the drop-down list. The Document Text form displays.

Banner 202 — Creating Online Purchase Requisitions 13 Instructional Technology Department
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"L -
Eile Emit malock ftemn Becord Query Tools Help
- =

"l v e morumef information

"5R Requis :
Yandor Information
Requisi Comrmaodity! Accounting Information
Order [ ) . Transaction Date: s.sepz00s | In Suspense
IIIIIIIII'IIIIIII‘ . [
Deirve] Document Text [FOAPOKT] w|  Comments: Document Text
LR LT PP Ay e ——_ 000 Accounting Totak 0.00
Document Level Accounting

e Click on Next Block to access the text fields.

o Enter the desired text. Use the keyboard arrow down key to move to additional text
fields.

Note: If the Print check box is selected, the text will display on the printed purchase
order the vendor receives.

e Click on the Save button in the tool bar to save the document text. Click on the Exit
(X) icon to close the Document Text form and return to the Requisition form.

Ele Edit 0l Block Item Record Query Tools Help

B EHAEEE P BB @ E NHI THIEIES@ 04 X7

Tet Type: REa [ Code: [RoOOE®0 [T Change Sequence: | Hemn Number:

Wendaor: ' [

Commodity Description:

Maodify Clause: = Copy Commodity Tesxt Default Increment: |—10
.................TM...............= EIMSH"“H P[hﬂ th!
u Enter addtonl requistion textntormation| . v I -
=|..................................‘ - .

[
|

9. If all information is entered and correct on the Requestor/Delivery Information tab,
click on the Vendor Information tab.

e Itis not necessary to enter a vendor in order to submit a requisition. If a vendor is
selected, refer to Step 10. If a vendor is not selected, refer to Step 15.

10.To select a vendor, click on the black arrow between the two vendor fields to look up the
vendor.

e Select the Entity Name/ID Search (FTIIDEN) option from the Options List.

Banner 202 — Creating Online Purchase Requisitions 14 Instructional Technology Department
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Requestor/Delivery Information Vendor Information Commodity/&ccounting Balancing/Completion

EEEERF
: : pkEEEEEEEEEEEEEEEEEEERNF
Vendor: g 6 - ”aEntity Name/ID Search (FTIIDEN) *
aaman '-wudbmadtaamu " pprmyeNDy =1
Address Type: 4 Sequence:
Street Line 1:
Street Line 2:
Street Line 3:
City:
State or Province: Zip or Postal
Phone: Extension: { cancel
Fax: Extension:
Contact:
Fa =il

11.The Entity Name/ID Search form displays. Tab to the Last Name field and enter the
vendor name.

e The vendor name must be entered exactly as displayed in Banner. This search is
case-sensitive. If the exact vendor name is not known, enter a portion of the vendor
name and use a wildcard character (% or _ ). Click F8 to execute the search.

78 Entity Name/ID Search FTIIDEN 7.0

¥ vendors [J Grant Personnel [ Financial Managers [ Agencies

[[JTerminated Yendors [CJProposal Personnel [ Terminated Financial Managers Cal

Middle Entity Change

ID Number Last Name First Name Name Ind Ind v F A G P T&e <
REEEEEEER : v ==

[ el s | B & § B I BB DS

| - I|I EEEEEEY I ,— [— [— [— |— [— |— |— [—

m— | 0 0oQ0Oooo=

o Depending on the search criteria entered, a list of matching vendors displays.

Banner 202 — Creating Online Purchase Requisitions 15 Instructional Technology Department
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¥ ¥endors [l Grant Personnel [CJFinancial Managers [ Agencies
[ Terminated Yendors [ Proposal Personnel [ Terminated Financial Managers [ an
Middle Entity Change

ID Number Last Name First Name Name Ind Ind v A G P Type -
0017445 ]Gates |Amber Dawn IP_ r SY_ W W fN— W I_
[oo293409  [Gates [mena M 3 I A T T T T
[ooz78795  [Gates |richard R [P (1 F M N N Rk [ ]
[ooos2007 | [Gates [Tyler [k [P (1 F N [N NN W [
100513343 IGateway Business I [— {C_ lﬁ (Y_ [N_ {N_ [N_ IN_ [—
[000013?50 !Gateway Companies Inc I ’— IC_ |I— [Y_ [N_ {N_ W IN— W
[00513343 {Gateway Companies Inc [ |'—~ E r F(—' W [I\T W W [—
[oo0042283  [Gateway Outdoor Advertising [ [ ] ] [ F W N N [ [eer
I00514503 IGateway OQutdoor Advertising l [— {C_ |— [Y_ [N_ [N_ [N_ IN_ [—
[0239982  [Gatewood [Estella [ ] P (1 F N N N N [ ]

l =1 (i IFl JFE i I R

! l

Note: Multiple vendors with the same or similar name may display. To determine the
correct vendor, verify the Change IND field does not display “I” (inactive), or select
the vendor with LGCY displaying in the Type field. Double click on the desired
vendor name to return to the Vendor Information tab.

78 Entity Name/ID Search FTIIDEN 7.0 (PPRD) .

¥ ¥endors [l Grant Personnel [CJFinancial Managers [ Agencies
[ Terminated Yendors [ Proposal Personnel [ Terminated Financial Managers [ an
TEEEEEy
n N : - LA RN BB I
Middle Entity _ Change = L] -
ID Number Last Name First Name Name Ind w Ind "V F A G P " Type =
[RR R R EL - . A
. <)
00174452 ]Gates |Amber Dawn - e
[oo293409  [Gates [mena [m
[ooz78795  [Gates |richard c
[ooosz007  [Gates [Tyler K

“EEIEEE=EEEE]E

JEFEFEEE=EEEES

BRI EERE

JEEEEEEEEEE

EEEEEEEEEE

4Uﬂsiﬁi3nllIG#WiYﬂHS'PQSEIIIIIIIIIIIIIIIIIII EEmEEm

I ) e ) 2 o I I R
OO E TS E T =W

-

®000013750  |Gateway Companies Inc [ =] Gy | m

w 00513343 {Gateway Companies Inc [ |'—~ :

‘M.Im..rﬁm..rm.. EEEm am LB N LB N LN LN -IIW‘
I00514503 IGateway OQutdoor Advertising l [—
[00239982  [Gatewood [Estella [ ]
I l I =

Note: If an inactive vendor is unintentionally selected, Banner substitutes the correct
vendor ID and displays a system message indicating the change. If applicable, click on
OK to clear the system message.
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@ *WARNING* Previous ID replaced with current ID.

.

Eile Edil Opfions Block Mem Record Query Tools Help

Bl BeEE B2 EE@HE@%I«-- T E I B RI@LIX
"8 Requisition Entry: Vendor Information FPAREQN 8.3 (BAMB) -/« el el el e e e e e e LT e LT T e LT T L el T T o
Requisition: MEXT
Order Date: s0-see200 [ Transaction Date: S0-5EP.2008 EJ In Suspense
Delivery Date: 1s-ocT-2008 (] Comments: " Document Text
Commodity Total: | 000 Accounting Total: | 000
Document Level Accounting
RequestonDeliery Information Vendor Information CommoditgAccounting Balancing/Completion

Vendor: - [03513343 [J:Gdcww Companies Inc =

Address Type: Rl Sequence: | 2/~ Discount: o El”" 30 days
Tax Group:  [CH [:J:Chanw Sales Tax
Street Line 1: | Currency: | =

Street Line 2: [

12.1f the vendor address information does not display after the vendor has been selected,
confirm the address type in the Address Type field and the number in the Sequence

field.
RequestorDelivery Information Vendor Information CommoditdAccounting Balancing/Completion
Vandor: |Eﬂ5‘l33¢3 f_'l'Galewe',' Companies inc
.IIIIIIIIIIIIIIIIIIIIII. . r
Address Type: u [ﬂ Sequence: | 2(~| ® Discount: [0 [7]het30days

AsEsmsEsmsEEEEEEsEEEEESE Tax Group: |EH [:JIcmneysuesrax

13. Address Type PO (purchase order) should be selected. Click on the black arrow to
access the Address Information Query (FOQADDR) form.

e Double click in the Address Type field displaying PO to select the PO address type
and return to the Vendor Information tab.

Banner 202 — Creating Online Purchase Requisitions 17 Instructional Technology Department
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File Edit Cptons Block ltem Record Query Tools Help

(@B BEaBE %""a? @@@@% £ |

e I - )] =

'f-‘-:I:IrE- & Infarmation Guery FOQADDR 8.3

o (0513383 [ = [Gateway Companies inc

piEEEEEEY
Address Type: = -
s“mu"mmllﬂllll
Source: Wl'
From Date: li
To Date: li
[ Inactive
Address Type: [PO
Sequence Number: | 1
Source: ETC ["’
From Date: [ ]
To Date:
Inactive

Street Line 1:
Street Line 2:
Street Line 3:

City:
State or Province:
Mation:

Street Line 1:
Street Line 2:
Street Line 3:

City:
State or Province:
Neation:

[an MPC Company

Lockbox # 774267

[4267 Sontions Cr

Chicago
L ZIP or Postal Code:

——

606774002

fivvae - USE 00533275

610 Gateway Cr

o Box 2000

M Stoux City
[9_0 ZIP or Postal Codde:

=

5T048-2000

14.1f desired, enter the contact person’s email address in the Email field.

L3

Address Type: 'PO_'EI —1 d Discount: '3‘3_[L|:Nﬂ3ﬂ darys
Tax Group: CH ¥ |icheney Sales Tax
Street Line 1: Irivalid - USE DOS39275 Currency: | -]
Street Line 2: jS'I 0 Gty Dr
Street Line 3: Po Box 2000
City M Siow: City
State or Province: |50 Zip of Postal Code:  [57043-2000
Hation:
.mﬂ:-------mmu---------.
.Emall: mmmma\,l,car{ :
| A RN R RRRRRRRRRRRRRERRERRERERN]

15.1f a vendor is not known or new, click on Options in the menu bar and select
Document Text (FOAPOXT) from the drop-down list.

e For new vendors, the department must complete and submit a Vendor Request form
noting the requisition number. Refer to the Purchasing department web page for
more information.

Banner 202 — Creating Online Purchase Requisitions 18
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File Eait gbck Item Record Query Tools Help
P EEEERER 5 A b
" [@ ¥  Document Information e Oy &% S 4 @1X |
Requestor/Delivery Information A
Requis Vendor Ii'm:'ﬁ'::;i,u:m . .
Order gomm‘odltyi g etan Transaction Date: 01-NOV-2007 @ ["'In Suspense
View Iten nse
Delive; __ . Comments: [ Document Text
ML E LT g T
Com:n Document Text [FOAPOXTm Accounting Total: .00
ATNEENEEEEEEEEEEY ["'Document Level Accounting

16. The Document Text form displays. Click on Next Block to access the text fields. For a
new vendor, enter as much detail as possible including name, address, contact
information, etc. If the vendor is not known (for example, if the requisition must go out to
bid), enter an explanation. Use the keyboard arrow down key to move to additional text

fields.

IIEilﬁ .Eill_t Options Block Item Record Query Tools Help T
TBOE RAERE Y7 DER QB HNE BRI L (OLX-
anEEm = wwh &

Text Type: [@—F Code: WF Change Sequence: [— Item Number: [—

Vendor: I [

Commodity Description: |

Modify Clause: f: [ Copy Commodity Text Default Increment: 10

1

LR AR B R BN R RN R RRERRERRERERRERRERRRRRRERRERRRERRERRERRRERRERRRRRRERRERRERRERRENRNN.,
: Text Clause Number Print Line :
:[New Vendor: Prime Industries [ v 10 : Al
8(12345 Argonne St [ v 20 .
u|Chatsworth, Ca 93065 [ 7] 30 -
al(818) s55-1212 [ v 40 .
:IContact: Jose Orozco (jose.orozco@prime.com)| I v :
:[ [ ‘ -
l l | .
I »
=

[
:IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

e Click on the Save icon in the tool bar to save the document text. Click on the Exit
(X) icon to close the Document Text form and return to the Vendor tab.

17.The Discount, Tax Group and Currency fields default. Do not change the data in the
Discount and Currency fields.

e For MOAs and non-taxed items enter Tax Group NT (no tax).

Discount: B |7 |Met 30 days

Tax Group:  [CH j:(lh::rmrﬂdcs Tacx
Currency: | =
Banner 202 — Creating Online Purchase Requisitions 19 Instructional Technology Department
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18. If all vendor information is entered and correct on the Vendor Information tab, click on
the Commodity/Accounting tab.

Note: When tabbing from the Vendor Information tab to the Commodity/Accounting
tab, Banner assigns the next available requisition number.

19. The cursor displays in the Commodity field. This field is not used. Use the Tab key to
move to the Description field. This field is used to enter a description of the item being
ordered. If the requisition is a MOA, indicate so in the Description field.

Requestor/Delivery Information Wendor Information Commaodity/&ccounting Balancing/Completion
u/M Tax Group Quantity Unit Price
item | of [ 0 M e (7] | X = Extended: |
Commodity Description blscaunt (—
.llllalllllllllllllllllallllllllllllll. Additional:[—
u |Gateway Notebook Model M285-E| »[* Commodity Text Tax: I—‘
: .:? _ Item Text Commodity Line Total: [—
| Add Commodity Document Commodity Total:
( [ | Distribute

20. The amount of text is in the Description field is limited to 50 characters. If additional
text is required (such as if the purchase is an open order, the product description, model
number, specifications, or quote information), click on Options in the menu bar and
select Item Text [FOAPOXT] from the drop-down list.

File Edit Block Item Record Query Tools Help

‘@& ¢ Document Information (e B RSl E 2] @ X

TTEEE™ Requestor/Delivery Information
order \;ordar Information Transaction Date: 07-NOY-2007 @ [ In Suspense
Delivel Commodity Supplemental Information Comments: [ Document Text
Comm 20 Inf tion Accounting Total: .00

[« Document Level Accounting
Ba n
1R oy O ety Infl_rrmation [FOICOMM]

Request Commodityfaccounting Balancing/Completion
——— gtem Text [FOAPOXT] = . -
BT R EF!)AMT] l Tax Group Quantity Unit Price
Item | Commodity Text [FOATEXT] 4 en 7] | X | B Extended:
con Tax Distribution Information ) Discount:
B B Additional:
| |Gateway Notebook Model M285-E [ 'Commodity Text Tax: r—
| | | Ttem Text Commodity Line Total:
[ [ [ Add Commodity Document Commodity Total:

21.The Procurement Text Entry form displays.

e Click on Next Block to access the text fields.

Banner 202 — Creating Online Purchase Requisitions 20 Instructional Technology Department
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e Enter the desired text. Use the keyboard arrow down key l to move to additional
text fields. To insert a blank line between text lines, enter a period (.) in the field.

e For MOAs for services or speakers, enter what the service is for, the dates, event,
and whether travel related expenses are included or not.

o If the Print check box is selected the text entered will display in the printed purchase
order sent to the vendor. If the text should not display, deselect the check box.

e Click on the Save icon in the tool bar to save the item text. Click on the Exit (X) icon
to close the Procurement Text Entry form and return to the
Commodity/Accounting tab.

=Fiem gdit Options Block Itemn Record Query Tools Help EEy
n

RN E BEERI PP BEE QIS RME DG QX

Text Type: @F Code: WF Change Sequence: F Item Number: [—1
Vendor: [00513343 !Gateway Companies Inc
Commodity Description: [Gateway Notebook Model M285-E
Modify Clause: F [ Copy Commodity Text Default Increment: W
Text Clause Number gPHA®™ .  Line
[System: Microsoft Windows %P [ : v : W =
[Tablet PC Edition 2005 | e 5[ a2
[Uersion 2002 I : v : m
|1.66 GHz, 0.00 GB of RAM| | L% [
} { aad F
l | C [

Note: The Item Text check box is selected on the Commodity/Accounting tab.

22.Use the Tab key to move to U/M (unit of measure) field. Click on the black arrow to
access the Unit of Measure List. Use the scroll bar to select the applicable unit of
measure (for example, EA for each).

e For MOASs, enter LOT.
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Requestor/Delivery Information Wendor Information Commodity/accounting | Balancing/Completion
YVt Of Measure List (FIVUOMS) S0l ,’
EEr
Item 1 of 1 kY|
% . aind|%
Commodity Description
v *: Eff Date
Gateway Notebook Model M285-E 31-JAN-2007
BAG  Bag 31-JAN-2007
BDF  Board Feet 31-JAN-2007
BL Bale 31-JAN-2007
BOX BOX 01-0CT-1988
BTL Bottle 31-JAN-2007
BUN  Bundle 31-JAN-2007
C Hundred 31-JAN-2007 ¥
FOAPAL 1 of 2 Remaining Commodity A( | «| [ » I8
= h
COA Year  Index Fund Orgn Acct F, ﬂ) QLCQ) J

23.Tab to the Quantity field. Enter the desired quantity.

24.Tab to the Unit Price field. Enter the applicable price using decimal point to enter cents
(for example; 879.99).

25. If a discount is to be applied, tab to the Additional field to enter the dollar amount
(using a decimal point for cents). Do not enter discounts in the Discount field.

26. Use the Tab key to move through all additional fields until the cursor is back in the
Commodity field.

e Use the arrow down key on your keyboard to add additional line items in the
Description field. Repeat Steps 19 — 26 for all additional line items.

Note: Shipping expenses (if applicable) must be added as an additional line item.
Select Tax Group “NT” (no tax) to ensure the expense is not taxed.

Requestor/Delivery Information Wendor Information Commaodity/Accounting Balancing/Completion
U/M Tax Group Quantity Unit Price
item [ 1 of [ 1 s [7] o 7] | 10X 879.99| = Extended: | .00
Commodity Description Bistount: [—00
2] ] additional: | oo
| [Gateway Notebook Model M285-E [ /commodity Text Tax: [——
| [ v Item Text Commodity Line Total: .00
| I " add Commodity Document Commodity Total: .00
[ [ | Distribute

27.Click on Next Block to move to the FOAPAL section of the tab.
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FoaPAL | of | 0 Remaining C dity A t: 1.09 NSF Override % UsD
[ WSE Suspense  Extended: |
COA Year  Index Fund Orgn Acct Prog Actv Locn PI‘O] Discount: [
(*] [~) (%] | [~) (*] (=] (~] (+] Additional: |
08 | [120143  [72000 | [ | [ | Tax: iy
r_ [ I I [ I [ ] I FOAPAL Line Total:
’__ [ I I [ I [ [ | Document Accounting Total:

28.The COA (Chart of Accounts) field defaults to “E” (Eastern). Do not change the COA.

29.Tab to the Year field. The Year field defaults to the current fiscal year. Do not change
the year.

30.Tab to the Index field. Enter the applicable 6-digit Index code (the Fund, Organization
and Program values populate based on the Index code entered).

31.Tab to the Acct field. Enter the applicable Account code for the item purchased (for
example; 71400 - supplies, 71601 - IT equipment/small and attractive).

Note: A FOAP line must be added for each line item of the requisition.

FOAPAL | of [ 0  RemainingC dity Amount: [ 955.67 [ NSF Override % UsD
-lllllllllllllllllllllllllllllllllllllllllllllllili"f’ suspense  Extended: ‘ 879.99
-COA Year Index Fund Oorgn Acct Prog Actv Locn Proj = Discount: | [—'UU
a7l (%) (7] [+] (%) [#] (%) & 7 - Additional: | 00
-|—— [oe [footer [1zo145 |[7ioo0  [7ieon  [sooar | | | - Tax: Ol
{LF LllllllllllIllllllllll[lllllllllllIlllllllll: FOAPAL Line Total: 955.67
I [ Document Accounting Total: .00

Check to calculate dollar amount based on percentage. ]
Recaord: 141 [ ol | | <0sC>

e |If the charge is to be split between two or more budgets (indexes), you must have
authorization to access those indexes. To split the charge, after entering the Account
code, tab to the first USD field and enter the dollar amount (or percentage)
associated with first line of the FOAP.

.lllllllllllllllllllllllllllllll' ..............

FOAPAL 1 of = Remaining C dity A t: .00 = [ NSF Override - usD :

llllllllllllllllllllllllllllllll- [ W&F Suspense  Extended: : 50000'.

. sssseesanunnl
COA Year Iani_lex Fgﬂd Orgn Acct Prog Aﬁt_v Locn Proj Discount: W .00
(+] &4 &4 &d| &d] ] [l | (] Additional: [ 00
e los  [tooter [tz0145 [7ooo [rieon  [sooar | | | Tax: 75.68
ﬁ I J [ l I [ [ [ FOAPAL Line Total: 955.67
[— I [ [ ’ I [ [ [ Document Accounting Total: 955.67
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e Click on the Tab key to return to the COA field. Use the arrow down key on the
keyboard to move to the next FOAPAL line.

e Repeat Steps 28 — 31 to add the additional FOAP(s). Tab through the FOAPAL
section of the form after entering the addition FOAP(s). Confirm that the Remaining
Commodity Amount is .00.

e To add additional FOAPs for all line items in the requisition, tab through to the COA
field and use the arrow down key on the keyboard to access the next line and repeat

Steps 28 — 31.
Requestor/Delivery Information Wendor Information Commaodity fAccounting Balancing/Completion
U/M Tax Group Quantity Unit Price
Item | 2 of 2 Ea v [en (71 | 10X 39.99 = Extended: 39.99
Compfiodity Description Discount:
(v [+ Additional:
!Gateway Notebook Model M285-E [ Commodity Text Tax: 3.44
N Lap Top Case = Item Text Commodity Line Total: 43.43
= .
1IIIIIIIIJIIIIIIIIIIIIIIIIIIIIIIIIIIIII.: Addcommﬂdltv DocumentcommOdanOtal 99910
( [ W Distribute
FOAPAL of 2 Remaining C dity A t: .00 [ NSF Override % uUsD
[ WS Suspense  Extended: | [—
COA Year Ind Fund orgn Acct Prog Actv Locn Proj Discount: [
[*] M| ) ) M| ] =] ] Additional: |
[7 Hoier 120149 [r1000  [71601  [s0041 | [ [ Tax:
.kl lqal l‘|@ilﬁ% |i$ﬁ23 *“izﬂﬁ ] Jﬁﬁoi ] l|i@$l ] * EEEERE 4 EEEm l[l LLLEY FOAPAL Line Total:
IIE [toote1  [120149  [71000  [72400 3004 | l I Document Accounting Total: 999,10
-.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

32. Once all FOAPALs and distribution amounts have been entered on the
Commodity/Accounting tab, click on the Balancing/Completion tab.

33. Confirm that the Status fields all display Balanced (if not, return to the
Commodity/Accounting tab to make corrections to the FOAPAL line dollar amount
distributions). To submit the requisition for processing click on the Complete icon.

e Tosave the requisition in a “pending” status for completion/processing at a later,
select the In Process icon.
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Requestor/Delivery Information vendor Information Commodity/accounting Balancing/Completion

vendor: 00513343 [Gateway Companies Inc Requestor: [Patrice Fournier
COA: |E—[Eastern Washington University

Organization: I710IJE| iEnterprise Systerns Management

Currency: I [

Exchange Rate: Commodity Record Count: 2
Input Amount: 999.10 Converted Amount:

Status

BALANCED
BALANCED
BaanCED
BALANCED

Input Commodity Accounting

Approved Amount: 919.98 919.98 919.98
Discount Amount: .00 .00 .00
Additional Amount: .00 .00 .00
:‘Ha!llﬂnmht!""f"""'!s!l!""" 79.12 79.12

n
. .
:Complete: In Process: @ :

L

Note: After saving the requisition in Complete status or In Process status, the system
returns to the Requisition form. Note the requisition number in the Auto Hint Status line
of the Requisition form.
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File Edit Options Block Item Record Query Tools Help

BYE RCAER Y7 DB QA S RE DRI EI L 1@ X

R RequisItion FPAREQN 7.2 (TS (il i L L L i 2]

Requisition: || R4

LE R R R R NNNNENRNRNENRNERHNERSEH;NRERSEHNNENREH;RESR}RRBRE}R} 0=
| | v
n

: Document ROO00007 completed and forwarded to the Approval process L ]
= Record: 1/1 | <05C> &
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Purchase Requisition Approvals

Depending on the approval process determined by the department, some requisition creators
may also be authorized to submit requisitions without requiring approval from department
management. Once the requisition is saved by the creator, it is processed and transmitted to
the Purchasing department. Once saved, the requisition cannot be retrieved by the creator, nor
sent back to the creator by the Purchasing department.

For other departments, the purchase requisition creator is not authorized to purchase without
approval. For these departments, an authorized approver must access Banner and approve
the requisition before it is sent to the Purchasing department for conversion to a purchase
order. The authorized approver may decide not to approve the transaction and return it to the
creator unapproved.

Refer to the Banner 203 - Approving Online Purchase Requisitions Reference Guide for
additional information on the approval process.

Disapproved Requisitions

If a requisition approver disapproves a requisition, the requisition creator is notified and can
view any comments made by the approver. The following provides instructions on viewing
disapproved requisitions.

1. Upon logging into Banner after a requisition has been disapproved, the Check Banner
Message link on the Main Menu displays a green checkmark.

e Check Banner Message can be viewed at any time. The green checkmark only
displays at initial logon if there are new messages. Once messages are viewed, the
checkmark no longer displays.

File Edit Options Block Item Record Query Tools Help

(& BIREAEE &I &y [ %) %) [ Faspa | G141 (@1 X
'%General Menu GUAGMNU 7.4.0.1 (TEST) - Friday November 16, 2007 -
GoTo...]  [¥] welcome, PFOURNIER Products: [~| Menu | Site Map | Help Center
—1My Banner My Links

Banner

o % B B e w

| ]
Check Banner Message ¢ =
| ]

[_JFinancial Aid [*RESOURCE]
(I General [*GENERAL]
_IBanner XtenderSolutions [*BXS] Personal Link 2

R L EHE N 8 u

Personal Link 3

Personal Link 4

Personal Link §
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2. Click on the Check Banner Message link to access the General Message
(GUAMESG) form. This form displays information only.

e The form displays any disapproved requisitions along with any notes the requisition
approver may have added.

File Edit Options Block Item Record Query Tools Help
BYE RAEE %9 REHN @ & KK HhI¢I L 1@1X )
Recipient: PFOURNIER [E| Sender: |PFOURNIER Date: 16-NOW-2007 @ Time: |0935 et
Message: |DOCUMENT IS DISAPPROVED - Speaker M. Fagen not available, [Z] Source: |FOAUAPP
Reference ID: | f:| Item: RO0OD002S
System: [ [ZJFinance
L Complete ® pending C Hold [ Confidential

3. The General Message form retains all messages until they are manually removed. To
remove a message, click in the Recipient name field to select the record. Click on
Record in the menu bar and select Remove from the drop-down list.

n -
Edit Options Block lmmgluery Tools Help

B9 B EaE @ @ Previous
" General Message GUAMESG [
Scroll Up
Scroll Down
Recipient: PFOURNIBR. ooloah = = = F = Sender: [PFOURNIER Date:  [16-NOV-2007 [ Time: 0935 =~
Remove 3
Message: DOCUME@"E = = -.ﬁpeaker M. Fagen not available. @ Source: |FOAUAPP
Reference ID: [ Duplicate Item: RO00D02S
System: F BFinan Lock
 Complete ® pending T Hold [ Confidential

Approved Requisition List

The Approval History (FOIAPHT) form is used to view approved requisitions by requisition

number, approved date, or by approver name. This form can be accessed to determine if a

specific requisition has been approved, but does not provide requisition detail information.
1. From the Banner Main Menu, enter FOIAPHT in the Go To field and press Enter.

e To navigate using the menu select: Financial > Finance Operations > Finance
Approval > Approval History (FOIAPHT)

2. The Approval History form displays. Click on the Enter Query icon.

e Enter the requisition number and click on the Execute Query icon
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File Edit Options Block Item Record QuerymJo@ls Help
BOE RERER 47 ZEE QA E HME DEIEIE (@1 X

'raspproval History FOIAPHT 7.0 (TEST) Execute Query

Document Document Change Queue Queue Approver's Approver's Approved Submission
EESf Type Sequence ID Level D Name Date Number
l I =

Roooozd =0 [0 | | |

semmmmnmuld Originating User: I |

[——1 1 =) ) L1 | [ 1 I ]

Originating User: [ I

The applicable requisition displays with the approver name, approval date, etc.

File Edit Options Block Item Record Query Tools Help

Document Document Change Queue Queue Approver's Approver's Approved Submission
Name Date Number

Code Type Sequence ID Level iD
R0O000025 REQ |DENY | o |PFOURNIER |Patrice Fournier 16-NOY-2007 =

Originating User: IPFOURNIER IPatrice Fournier

[— ‘=] =) Y [ I L 1 [

Originating User: I [

3. Click on the EXxit icon (X) to close the form.
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Reviewing Requisitions

A requisition can only be viewed (using the following steps) if it has not yet been processed or
approved and, if you have created the requisition. To look up an approved requisition or
purchase order, refer to the Viewing Document History Detail section in this Guide.

The following provides instruction on looking an unapproved requisition.

1. From the Banner Main Menu, enter FPAREQN — Requisition in the Go To field and
press Enter.

e To navigate using the menu select: Financial > Purchasing and Procurement >
Request Processing > Requisition (FPAREQN)

2. Click on black arrow at the Requisition field to access the Requisition Validation
(FPIRQST) form.

e The Requisition Validation form displays all requisitions in the system (processed,
not processed, unapproved, and approved).

File Edit Options Block Item Record Query Tools Help

RYE PRAEE 5y DER G B R D@ ¢ E 1@ X D

Requisition: ﬂ—:—@ @

n
s |Search :
L ] n
dEEEEEENR

3. Tosearch for a requisition from the Requisition Validation form, click on the Enter
Query icon in the tool bar. This clears all displayed requisition data.

File Edit Options Block Item Becurdhgmawl‘_hgs Help

BYR RCEE %% HEN QI & BE S ¢ L QX b
" Requisition Validation FPIRQST 7.0 (E-,'i-Z'Z'Z'Z-Z'Z'f'Z'Z'Z'i-Z'Z'Z'Z-Z'Z'."Z'Z'Z'i-i'i'i'Z-Z'Z'."Z'Z'Z'i-i'i'i'Z-Z'Z'."Z'Z'Z'i-i'i'i'Z-Z'Z'."Z'Z'Z'i-Z'Z'Z'Z-Z'Z'."Z'Z'Z'Z'Z'Z'Z'Z-Z'Z'."Z-Z'Z'I'Z'Z Ly 1
FERRERRL!
Request Number Requestor Name Request Date Request Type Deliver by Date
|Susan Brown [13-3un-2007 [ 02-JUL-2007 =
Organization Completed Approved
IZBOUIJ |Library Administration {Y_ |Y—
Yendor Origin Reference Number
|00516456  |Comstar Productivity Ctrs Inc
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4. To search for arequisition by creator name, tab to the Requestor Name field and type
the creators name in the field.

e The creator name must be entered exactly as displayed in Banner. This search is
case-sensitive. If the exact name is not known, enter a portion of the name and use
a wildcard character (% or _ ). Click F8 or the Execute Query icon in the tool bar to
execute the search.

File Edit Options Block Item Record Qyars dackseHelp

BYBD RCAERE Y BER QI BRI TR

" Reguisition Validation FPIRQST 7.0 (TE " v x IS

EEEEEEEENY FERRER N LI
= Requestor Name Request Date Request Type Deliver by Date

Patrice% [ ] I [_ li

Request Number

Organization Completed Approved

| l [ i

VYendor Origin Reference Number

| | % I

|»

5. Depending on the search criteria entered, a list of matching requisitions displays.

File Edit Options Block Item Record Query Tools Help

BB RAERE Y9 REE Q& KE SR EIH QX

Y Requisition Validation FPIRQST 7.0 (TEST) (il e T e =

Request Number Requestor Name Request Date  Request Type Deliver by Date

RO0D000S] Patrice Fournier |07-NOV-2007 [P_ ’m =
Organization Completed Approved
’?1000 ]Enterprise Systermns Management |N_ [N_
Yendor Origin Reference Number
|00513343 ]Gateway Companies Inc EATNER |

Request Number Requestor Name Request Date  Request Type Deliver by Date
[Roooogo7 Patrice Fournier [07-nov-2007 [P [28-n0v-2007
Organization Completed Approved
|71000 IEnterprise Systerns Management IN_ IN_ =
Yendor Origin Reference Number
I00513343 lGateway Companies Inc BANNER

Request Number Requestor Name Request Date Request Type Deliver by Date
[rooooaos Patrice Fournier [08-nov-2007 [P 29-NOV-2007
Organization Completed Approved
|?1000 |Enterprise Systerns Management |N— IKI—
Yendor Origin Reference Number

I !

6. Double click on the desired requisition number to return to the Requisition form.
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7. Click on Next Block to access the requisition. Click on the various tabs to view
requisition data.

File Edit Options Block Item Rgeoidm @yery Tools Help

B FHh ¢ H1@1X

:Requisition:
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Copying an Existing Requisition

Copying an existing requisition allows common or recurring purchases to be processed without
creating a new requisition each time an order must be submitted. Only requisitions in a
completed, posted and approved status may be copied. The following provides information on
copying an existing requisition to submit a new order.

1. From the Banner Main Menu, enter FPAREQN — Requisition in the Go To field and
press Enter.

e To navigate using the menu select: Financial > Purchasing and Procurement >
Request Processing > Requisition (FPAREQN)

2. From the Requisition form, click on the Copy icon.

File Edit Options Block Item Record Query Tools Help

BYE RCAER S DEN Q@ SIRE SR G (@X

Requisition: || ~la @& E
: :
L |

3. The Copy (FRARQN) dialog box displays. Enter the desired existing requisition number
you wish to copy and click on OK.

File Edit Options Block Item Record Query Tools Help

(BYE RAAER 9% BE@EB Q& KE S ¢S 1@1X

TaRequisition FPAREQN 7.2 (TEST)

[»A

Requisition:  NEXT b ER)

Copy From

Requisition: % [ro000018 7] -

vendor: aEETTEETAaay

'y "
LR OK = { cCancel j
n
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e Tolook up a requisition if the requisition number is not known, click in the black
arrow to access the Requisition Validation (FPIRQST) form.

File Edit Options Block Item Record Query Tools Help

BYE REEE 27 DEN @ EIRE D¢ E @1X

"7 Requisition FPAREQN 7.2 (TEST)

Requisition:  NEXT v EE)

Copy From

ammr
Requisition: | CiRd=
vendor: [ L

{ OK ) ( Cancel

e The Requisition Validation form displays all requisitions in the system (processed,
not processed, unapproved and approved). Use the scroll bar to search for the
desired requisition.

<OR>

e To query search for a requisition from the Requisition Validation form, click on the
Enter Query icon in the tool bar. This clears all displayed requisition data.

File Edit Options Block Item Becordigmwipgs Help
BYE RABRE YE HEE QI EKE T
"7 Requisition Validation FPIRQST 7.0 (SNEgen’

1@ X |

Request Number Requestor Name Request Date Request Type Deliver by Date
|Susan Brown [13-3un-2007 [P 02-JUL-2007 <)
Organization Completed Approved
[28000 |Library Administration {Y_ |?
Yendor Origin Reference Number
|00516456  |Comstor Productivity Ctrs Inc EAIIER |

e Tosearch for arequisition by creator name, tab to the Requestor Name field and
type the creators name in the field.

e The creator name must be entered exactly as displayed in Banner. This search is
case-sensitive. If the exact name is not known, enter a portion of the name and use

a wildcard character (% or _ ). Click F8 or the Execute Query icon in the tool bar to
execute the search.
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File Edit Options Block Item Record Qyars daockeHelp

FEEIEEEEEIEE T

'7a Requisition Validation FPIRQST 7.0 (TE:

(B T2 @1 X

T EEEEEERENG FERRER N LI
Request Number : = Requestor Name Request Date Request Type Deliver by Date
I : Patrice% : I I_ =
Organization EEEmmmERR= Completed Approved
VYendor Origin Reference Number

I I

[ -

¢ Depending on the search criteria entered, a list of matching requisitions displays.

File Edit Options Block Item Record Query Tools Help

BRYB RAERE 49 DEE Q B RE DI E L (@ X

Requestor Name Request Date  Request Type Deliver by Date
Patrice Fournier |o7-nov-z007 [ 28-NOY-2007 i
Organization Completed Approved
I?lDOU lEnterprise Systerns Management [N_ IN_
Yendor Origin Reference Number
|00513343 IGateway Companies Inc EATNER
Request Number Requestor Name Request Date  Request Type Deliver by Date
[roooooo7 Patrice Fournier [07-nov-2007 [P [28-n0v-2007
Organization Completed Approved
|7100IJ lEnterprise Systerns Management |N— IN_ =
Yendor Origin Reference Number

I00513343 lGateway Companies Inc

BANNER

Request Number Requestor Name Request Date Request Type Deliver by Date
[rooooaos Patrice Fournier [08-nov-2007 [P 29-NOV-2007
Organization Completed Approved
|?1000 |Enterprise Systerns Management |N— II\T
Yendor Origin Reference Number

I I

BANNER

e Double click on the desired requisition number to return to the Requisition form.

4. A new requisition number is issued for the copied requisition. The new requisition
contains all the data and information from the copied requisition. Click on Next Block to
access the Requisition Entry form to make necessary changes (if applicable) and save
the new requisition.
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File Edit Options Block Item Record Query Tools Help

BE BEABEE 3T REXB Q&K "JIEJE'“'[ 1 1 @1 X

71 Requisition Entry: Requestor/Delivery Information FPAREQN 7.2 (TEST) -

Requisition: RO000025
Order Date: 09 Transaction Date: 09-NOV-2007 @ W In Suspense
Delivery Date: Comments: [ Document Text

Commodity Total: 2,500.00 Accounting Total: 2,500.00

[ Document Level Accounting

Wendor Information Commodity/accounting Balancing/Completion

Requestor: [Patrice Fournier COA: EEJ[Eastern Washington University

Organization: |71000 E_”Enterprise Systemns Management Email: lpfournier@mail.ewu.edu

Phone: 509 |3594395 Extension: Fax: Extension:

Ship To: 7237 4|

Street Line 1: IReceiving Warehouse

Street Line 2: IEastern Washington University

Street Line 3: I104 Central Services

Building: Woodward Lane Floor: gam - 3pm

City: ICheney

State or Province: |wa Zip or Postal Code: 99004

Nation: [

Telephone: 509 |3597915 Extension:

Contact: |[Floyd Cloke

Attention To: Ipfournier, X6655 =
Enter repnest arder date(DD-MON-YYYYY b
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Cancelling Requisitions

The Requisition Cancel form is used to cancel a requisition. Before a requisition can be
cancelled, it must complete, approved, and posted. Once a requisition has been cancelled, in
cannot be “un-cancelled”, but may be copied (refer to the Copying an Existing Requisition
section in this Guide for further information).

To delete a partially completed requisition while using the Requisition form (FPAREQN), click
on Remove Record icon in the tool bar until all data in all tabs is removed.

File Edit Options Block Item Record Query Tools Help

(@Y B BEER %7 ZGEE @

'?;;E!Requisition;lity,u‘Accounting FPAREQMN 7.2 (TH

Note: If a requisition has not yet been approved, the Approver can send the requisition back to
the creator for cancellation. If the requisition has been approved, and/or converted to a
purchase order, contact the Purchasing Department and request that they cancel the
requisition/purchase order.

The following provides information on cancelling a requisition.

1. From the Banner Main Menu, enter FPARDEL - Requisition Cancel in the Go To field
and press Enter.

e To navigate using the menu select: Financial > Purchasing and Procurement >
Request Processing > Requisition Cancel (FPARDEL)

2. The Requisition Cancel form displays. Enter the following data:

e Request Code — Enter the requisition number in the first Request Code field. If the
requisition number in not known, click on the black arrow between the Request
Code fields to access the Requisition Validation form (FPIRQST).
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File Edit Options Block Item Record Query Tools Help

(BYE PRAERE %% ZER @ & BB TR ¢I$ (@1X ,_
"mRequisition Cancel FPARDEL 7.0 (PPRD) i e =
EEEEy
Request Code: | u [er =
:IIII.

¥ NSF Checking
Request Date:
Transaction Date:
Request Type: |—
Delivery Date:

Vendor: | |

Origin: |

Extended Discount Tax Additional Net
Amount Amount Amount Charges Amount

I o | S— o (S— o — =

e Scroll through the list to find the applicable requisition or perform a query search
using the requestor name. Double click on the requisition number to return to the
Requisition Cancel form.

File Edit Options Block Item Record Query Tools Help

BB REAEE Y9 BEE QI S KK T¢I 1@X
Request Number Requestor Name Request Date Request Type Deliver by Date LR R
| |
[roooo017 [Bill Santiago [0s-nov-2007 3 30-NOV-2007 R
| |
Organization Completed Approved u
[46003 [Purchasing [‘—(— |—Y— :
Yendor Origin Reference Number :
[o0s12696 [Fuller, David P .
| |
| |
.l EEEEEEEERENF :
= Request NumbeE Requestor Name Request Date Request Type Deliver by Date ]
| |
. . |Patrice Fournier |os-nov-2007 P 30-NOY-2007 .
| |
- 'dr'ga'nfzstroﬁ " Completed Approved u
|?1000 IEnterprise Systems Management |Y— [Y— :
Yendor Origin Reference Number :
| |
| |
| |
| |
Request Number Requestor Name Request Date Request Type Deliver by Date L]
| |
[Roonnolg Bill Santiago |09-NOU-200? [P_ 09-NOY-2007 n
2
Organization Completed Approved ™
l46003 IPurchasing [Y_ IY_ :
VYendor Origin Reference Number :
[00167774  [matiock, Helen L. BANNER : [ =
A EER
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3. Click on Next Block. Requisition details display.

File Edit Options Block Item Rgooudm@yery Tools Help

BYERAEE B R2EXN &

"Requisition Cancel FPARDEL 7.0 (TEST)

[ &1 [ (%) 1 T oghe [ ek

Request Code: IRDUDDDIS F[Patrice Fournier

Request Date: -

Transaction Date: 09-NOY-2007

Request Type: [F

Delivery Date: |30-NOY-2007

Yendor: [0047?258 [Fagan, MNancy A.

Origin: [pannER
Extended Discount Tax Additional Net
Amount Amount Amount Charges Amount

2500.00 = .00 + .00 + .00 = 2,500,00

4. Click on Next Block. Cancel date information displays. Enter the following:

e Cancel Date — This field defaults to the current system date. If applicable, enter a
different date.

¢ Reason Code - Click on the black arrow to look up a list of reason codes. Select the
applicable code from the list.
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File Edit Options Block Item Record Query Tools Help

BYE BAEE %% DEXR QI E I RE S EI4 QX i

73 Requisition Cancel FPARDEL 7.0 (TEST)

Request Code: R0000018 ¥ Patrice Fournier
[WINSF Checking
Request Date: 09-NOY-2007
Transaction Date: 09-NOV-2007
Request Type: P
Delivery Date: 30-NOY-2007
Yendor: 00477258 Fagan, Mancy 4.
Origin: BANNER
Extended Discount Tax . ; o cdAitinn
Amount Amount Amount Cancellation Reason Code -0«
2500.00 - .00 + .00

ind|%

B

7aCancel Date FPARDEL 7.0 (TEST)

Code Description Start Date Termina...

DEPT Dept. decided not to purchase item  27-JUL-07
DISC Item(s) has been discontinued. 08-MAY-,..
Record Count DUPE Duplicate iterm was delivered. 08-MAaY-...
EPCN E-Procurement document rejected 01-OCT-...
Accounting: 1 Cancel Date: RSP ARDNY T PO was created in error 57-1UL-07
Commodity: 1 Reason Code: = v = INCT Incorrect item was delivered. 08-MAY-,..
FEFEERERNL] . .
Make Cancellation Permanent: & MISC Miscellaneous/Other cancellation. 08-MAY-...
MO&  Should have been on an MOA, 18-SEP-07
QPRSI Ttem rannnt he used. nhsnlete. NR-MAY-...
| | Eind Cancel -
Chaices in list 16 |

5. Click on the Make Cancellation Permanent icon, or click on Options in the menu bar
and select Process Cancellation from the list.

"
File Edit Block Item Becon::l Query Tools Help

' [@ 7 Process Cancellation %} [ Bl B Sk @X
| DEEIAE R TRRE (FURPOXTT |

ROOD0O0O01 ¥ Susan Brown

Request Code:
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Requisition Tracking Tools

The following section provides information on various forms and queries that may be used to
track requisitions, purchase orders, orders by vendor, and orders by FOAPAL.

Viewing Document History Detail

The FOIDOCH — Document History Detail form provides additional access to the source
documents (purchase orders, invoices, checks, etc.) that display in the form. The following
provides instructions on viewing additional source document information in the FOIDOCH —
Document History Detail form.

1. From the Banner Main Menu, enter FOIDOCH — Document History Detail in the Go
To field and press Enter.

2. The Document History Detail form displays. Enter the following data:

e Document Type: Enter the applicable document type (for example: PO for purchase
order, REQ for requisition), or use the look-up list by clicking on the black arrow at
the end of the field.

e Document Code: Enter the applicable document code. The FGITRND - Detall
Transaction Activity form can be used to obtain document codes, or use the look-up
list by clicking on the drop-down arrow at the end of the field. The document code
must match the document type (for example; REQ = R0O000058, PO = P0000132)

3. Click on Next Block to view the data.

4. Highlight the desired document number (for example; the purchase order number or
invoice number).
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EEX

& Oracle Developer Forms Runtime - Web: Open > FOIDOCH

File Edit Options Block Itemn Record Query Tools Help

BB BEERE 9% RDEK DI XE SEliEi L @1 X |

"8 Document History FOIDOCH 7.0 (TRNG) (il T T T T L DTl L T T T K

Document Type: [F[T Purchase Order Document Code: W[T
Requisition Status Bid Status V:Purchase Order Status E Issues Status
Roooonos . [x = 1 [O~& ; NERE 1 OA
1 [ =1 I T T =—1 O
L1 [ [ 1 Oy L — W
1 [ L1 [} [ — .
{E— | — [ —
[ 1 0U& L1 0§ [ = L] Ug
Invoice Status Check Status Status Receiver Status

oooooor o = [ 1 0O@A L& [ 1 0B
L] [ [ [ L — .
i [ ] [ [ I
— T = §is [ — . ¥
[ 1 [ SR G [ [ 1 [
— % — 0% 0k — 0OF

5. Click on Options in the menu bar and select the applicable option from the list.

e The options vary depending on the document number selected (for example; an
invoice will display an invoice information option, a purchase order will display a
purchase order information option).

¢ Note: View Status Indicators is always an option in the list regardless of the

document number selected and provides the definitions of the various statuses
displayed (for example; A = Approved, C = Completed, etc.)

& orace Developer rorms Runtime - Web: Upen > FOIDUCH

algW Elock Item Record Query Tools H&Ip

Document Type: |PO [7 Purchase Order

Requisition Status Bid Status
Roooooos  [a =~ [ 1 [
—— [ L1 [
im— G| L1 [
— 1 [
[i— (| =3 L
L1 0U® L1 O

..'l..... Document Code: [Po0000DL [~
l’ufdllsg POrder Status Issues Status
A B = [ ] [] =
] [
[ B
[ [
Ml B
2 0 & — 0O

6. The corresponding form displays.
information.
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e Continue to click on Next Block to view all applicable information.

# Oracle Developer Forms Runtime - Web: Open > FOIDOCH - FPIPURR =153
File Edit Options Block Item Rgeosds @yery Tools Help

(RYE AAERE P BER O & XRE Sk ¢iE 1@X

U
(=) : Blanket Order: d Change Sequence Number:
)
U
L]
U
U
U
U
U
U

2 Oracle Developer Forms Runtime - Web: Open > FOIDOCH - FPIPURR

Eile Edit Options Block Item Record Query Tools Help

| BB = =Y B E B i & = ; )

ation FPIPURR TS, Grir ittt it i i i e i e i e e i e i e

ase/Blanket Order Inguiry: Document

Purchase Order: [ Blanket Order: Ch e 2
Order Date: 17-4PR-2007 Transaction Date: 17-APR-2007 [ In Suspense
Delivery Date: 27 R-2007 Comments: N Document Text
Commodity Total: 700.00 Accounting Total: 700.00

Receipt Required: No Receipt Required

# Complete 4 aApproved
Print Date: Cancel Date: Closed Date: 17-APR-2007
Activity Date: 17-APR-2007 User ID: [ksawTELLS Type: Regular

Cancel Reason:

4 Purchase Order Created from Requisition

Requisition Document Text: [

Buyer Code: es [Bill Santiago

Blanket Order Termination Date:

M Rush Order
4 NSF Checking [ Deferred Editing

Purchase Order Copied From:
Origin:
Reference Number:

BANNER
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Viewing Encumbrances

To view all existing encumbrances, by department, use the FGIOENC — Organizational
Encumbrance List form.

1. From the Banner Main Menu, enter FGIOENC in the Go To field and press Enter.

2. The Organizational Encumbrance List form displays. Enter the following data in the
key block:

e COA: Enter E. This field is case sensitive.

e Fiscal Year: Enter the applicable fiscal year (for example; 08 for fiscal year
beginning July 1, 2007).

e Index: Enter the applicable six-digit Index code.

& oracle Developer Forms Runtime - Web: Open > FGIOENC [;]g]
File Edit Options Block Item Record Query Tools Help
(BOE REEE 59 REH @I & BRI (HBEISH (@X ]
Chart: IE_IZ] Index: 100193 IZ] Organization: |TEN IZ]Chief Financial Officer
Fiscal Year: IE7_IZ| Fund: 120149 IilLocaI Operating
Encumbrance Yendor Item Acct Prog Acty Locn Amount Commit Type
I [ [ [ I [ I [ [ A
I I I I I I I | L
I | | I I I | []
I I I I I I I I L]
I | I | I I I | [
3. Click on Next Block to view data.
& oracle Developer Forms Runtime - Web: Open > FGIOENC E]@

File Edit Options Block Item Resard aery Tools Help

(B E RARE B PHER Q& KE D¢

2] @1 X b

Chart: [~ Index: (100193 [¥ Organization: [43000 [+ Chief Financial Officer
Fiscal Year: I_O',’—IT Fund: 120149 IT Local Operating
Encumbrance Vendor Item Acct Prog Actv Locn Amount Commit Type
| [ o [ra710 |s0082 [ [ [ 284.00 o (=)
I 4 I I I I L]
| I | | | | I [
I I | | I I I [
| =004 I I I I i
| I I | I I I W
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Viewing Purchase Orders By Vendor

The Purchase Orders by Vendor form is used to look up open, closed, cancelled or

incomplete purchase orders for a specific vendor. The following provides instructions for
looking up purchase orders by vendor.

1. From the Banner Main Menu, enter FPIOPOV - Purchase Orders by Vendor in the Go
To field and press Enter.

2. The Purchase Orders By Vendor form displays. Enter the following data in the key
block:

3. Vendor: If known, enter the vendor ID number in the first Vendor field. If the vendor ID
is not known:

e Click on the black arrow between the Vendor fields to access the Entity Name/ID
Search (FTIIDEN) form.

File Edit Options Block Item Record Query Tools Help

‘BYE REARR 4P DER QA E MR SEIGIS @

Status: ® Open  Closed C cancelled  Incomplete Al
Fiscal Year: [E;B Organization: (7]

File Edit Options Block Item Record Query Tools Help

BYBR RCER Y DR Q& RE D@ ¢S (@X

¥ ¥endors [J Grant Personnel [ Financial Managers [ Agencies

[ Terminated Yendors [ Proposal Personnel [ Terminated Financial Managers Clan

Middle Entity Change
ID Number Last Name First Name Name Ind Ind v F A

G P Type
El i
| [ [ Bl B iE B R R BB S
| | l L] [ U 0 0 0 0 0
| | { L] 0O L O O @ W a

e Enter the exact vendor name in the Last Name field. Note: This is a case-sensitive
search, use an initial capital letter and the exact vendor name (for example
“Software House International”). If the exact vendor name is not known, enter a
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portion of the name and a wildcard character (% or ).

File Edit Options Block Item Record Query Tools Help

BYR RAEE Y BER Q& BB D¢ @1X

Y78 Entity Name/ID Search FTIIDEN 7.0 (PPRD) (il e L T L L L T T i

¥ vendors [T Grant Personnel [ Financial Managers [ Agencies

[ Terminated Yendors [ Proposal Personnel [ Terminated Financial Managers Call

Middle Entity Change
ID Number Last Name First Name Name Ind Ind v
EEEEEEEEEEEEEEEEEN,
| Slsoftware% -
! n
I 1IIIIIIIIIIIIIIII |

I I |

ul
=
9]
o

Type

T
il :

.
S
[

OCOm
C ).

e Press F8 to execute the query. Double click on the desired vendor name to return to
the Purchase Orders By Vendor form.

File Edit Options Block Item Record Query Tools Help

(BYB PAEAEE 49 BEE & B ME Sk & 2 @X )

78 Entity Name/ID Search FTIIDEN 7.0 (PPRD) [riririririiiiririeirieie sl Tl

¥ vendors [ Grant Personnel [T Financial Managers [ Agencies
[ Terminated Yendors [ Proposal Personnel [ Terminated Financial Managers Cal
Middle Entity Change

ID Number Last Name First Name Name Ind Ind v F A G P Type
FEEEEEEEEEEEEEEEEEEEEEEEE -
: 41 Software House International u | ,E |I_ IY_ ﬁl_ [N_ W W LGCY
‘00513460 " Software House International ! C r [‘7 [KI‘ |-N— [I_\I W

[000037937  [Software Services | [c] [T F W N N v LGCY

!00513845 ISoftware Services I E |— [Y_ ,N_ [N_ [N_ |N—

r r r 1 [ 1 m M~ M m M 1

4. Status: Select the desired purchase order status radio button. It is advised to select All.

5. Fiscal Year: This field defaults to the current fiscal year. If desired, enter an applicable
fiscal year (for example; 08 for fiscal year beginning July 1, 2007).

6. Organization: Enter your department’s organization code.
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File Edit Options Block Item Record Query Tools Help

BVE REARRE $7 DER QA KNE HHRI ¢ 1@

"7 Purchase Orders by Vendor FRIOPOY 7.0 (PROD)

vendor: | M|

.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
aStatus: @ Open T Closed C cancelled “ Incomplete “al
| |

EFiscaI Year: [EFB Organization: li[i

7. Click on Next Block to view data.

e Use the scroll bar if necessary to view all requisitions.

File Edit Options Block Item Record Query Tools Help

BYE AEAEE SR EE Q& KK BRI ¢S (@X

"mPurchase Orders by Vendor FP1I9PCY 7.0 (PPRD) e

Vendor: [00513460 FISoftware House International

Status: © Open T Closed C Cancelled C Incomplete @ ajl
Fiscal Year: |08 [7 Organization: |71000 [7 Enterprise Systems Management
Purchase
Order Commodity Date U/M  Quantity Amount —_—
g | |cB5504 HP color laserjet 9500 Black toner [o2-ocT-2007 [EA | 4 | 577.75 s[4

|Pooozass | |cess1a HP color laserjet 9500 Cyan toner [pz-ocT-2007 [EA | a | 1,172.88 -
|pocozass | [cass2a HP color laserjet 9500 Yellow toner [oz-0cT-2007 [Ea | 4 | 1,172.88 .
|Pooozass | |cas534 HP color laserjet 9500 Magenta toner [o2-ocT-2007 e8| 4 | 1,172.88 -

o i X & | |
[Pooo24s3 | |cas60a HP color laserjet 9500 black drum kit [pz-0cT-2007 [EA | 3 [ 843.83 .
[ocozass | [case1a HP color laserjet 9500 cyan drum kit [oz-ocT-2007 [Ea | 3 1,286.92 =

| |

|Pooozass | [case2a HP color laserjet 9500 yellow drum kit [oz-ocT-2007 [ea | 3 | 1,286.92 .
[Pooozass | [cas634 HP color laserjet 9500 magenta drum kit [pz-0cT-2007 [EA | 3| 1,286.92 .
|ooozass | |cas54 HP color laserjet 9500 cleaning kit [oz-ocT-2007 [ea | s | 228.06 -
|Pooozass | |casssa HP color laserjet 9500 image transfer kit [02-0cT-2007 [EA | 1 | 330.14 .

- - 7 % | |
[Pocozass | |cassea HP color laserjet 9500 fuser kit [pz-0cT-2007 [Ea | 3 710.24 .
|pooozass | [@84704 HP color laserjet 3800 black toner [oz-0cT-2007 [ea | 2 256.30 =

| |
| | | | | | = 5.
I T r T T I
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Viewing Requisitions by FOAPAL

The Open Requisition by FOAPAL Query form is used to look up all open requisitions
charged against a specific index. The following provides information on looking up purchase
requests by specific indexes.

1. From the Banner Main Menu, enter FPIORQF — Open Requisition by FOAPAL in the
Go To field and press Enter.

2. The Open Requisition by FOAPAL Query form displays. Enter the following data in
the key block:

e Index: Enter the applicable Index code and press tab.

File Edit Options Block Item Record Query Tools Help
BYE REAER %Y DEH QI EIKE T EIH (@1 X
EEEEEEEEEENF
CcOoA : Index : Orgn Acct Prog Acty Locn
E[v)m |woer [v] = [r1000 (7] | [ [30041  [7] [ (*] ]
: EEEEEEEER I.
Requisition Type Item Commodity u/m Quantity
— . . i ) — 2
Vendor: l Unit Price:
Requisition Type Item Commodity u/M Quantity
Vendor: [ Unit Price:

3. Click on Next Block to view data.

o All requisitions charged against the selected Index display. Use the scroll bar if
necessary to view all requisitions.
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File Edit Options Block Item Record Query Tools Help

‘BYE REABR %%

COA Index Fund orgn Acct Prog Acty Locn

el [too1e1 [+ [120149 [+ 71000 [¥ [+ [s0041 [+ | [+ [ 1

Requisition Type Item Commodity U/M Quantity

B [ Latitude D520 Celeron EA 2 2!
vendor: |Gateway Companies Inc Unit Price: 799.00
Requisition Type Item Commodity u/m Quantity

RO0O0O0O00S F | 2| Laptop case EA 2
Yendor: IGateway Companies Inc Unit Price: 35.99

Requisition Type Item Commodity u/m Quantity
RO000007 Pl [ 1 | |Gateway notebook Model M28S-E EA 1
Yendor: IGateway Companies Inc Unit Price: 879.99

Requisition Type Item Commodity uU/M Quantity

RO0000O7 [P— I 2 Lap Top Case EA gl
Yendor: IGateway Companies Inc Unit Price: 39.99 v

4
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Common Purchasing Account Codes
The following provides a list of common purchasing Account codes in Banner.

Account Code

Description

71400 - Supplies

This code is used for all supplies including office,
instructional/research/ medical, data processing, computer,
photographic, graphic arts, electronic media film and
theatre, athletic, recreational, cleaning, campus safety and
police uniforms, environmental health, kitchen and
housekeeping, copy and reproduction, telecommunications,
and other miscellaneous supplies, non-library books,
brochures, and other printed materials. No small appliances
or equipment exceeding $300 per unit.

71403 — Plant Maintenance
Supplies

This code is for Plant use only and includes custodial and
janitorial supplies, hardware, abrasives, paint, fertilizers,
chemicals and small tools.

71410 - Printing (external)

This code is used for duplicating, copying, binding, labeling,
and folding. It is not used for formal printing jobs that
require pre-approval by Publications and Purchasing.

71464 — Subscriptions (non-
Library)

This code is used for periodicals, magazines, newspaper
and other subscription services for department use.

71421 — Miscellaneous
Communication

This code is used for United Parcel Service, Federal
Express, fax usage, online services, satellite downlink, and
paging services.

71422 - Postage and Postage
Permit Fees

This code is used for postage meter machine refills, permit
fees and all classes and rates of postage. Pre-approval
from Purchasing is required to purchase postage.

71430 — Rentals

This code is used for minor rentals not covered by yearly
contracts; primarily one time use rentals, all equipment, fills,
media and miscellaneous rentals.

71441 — Repairs (equipment)

This code is used for equipment repair expenses (other
than IT equipment.

71444 — Repairs (vehicles)

This code is used for vehicle repair expenses.

71460 — Dues & Memberships

This code is used for individual and/or department
participation in associations, organizations and
conventions.

71461 — Conferences &
Registration Fees

This code is used for conference and meeting registrations
including teleconferences.

71463 — Employee Training

This code is used for employee training costs such as
classes for recertification and asbestos training.

71472 — Public Relations

This code is used for advertising, banners, promotions,
awards, prizes and tickets. Pre-approval from University
Relations is required for display ads.

Banner 202 — Creating Online Purchase Requisitions 50

12/9/2010

Instructional Technology Department




BanneriNg—mee__ Financevodue

Creating Online Purchase Requisitions User’s Guide

Common Purchasing Definitions
The following are some common purchase order definitions:

e Regular Order — This is the most common type of purchase order and is mainly used to
purchase supplies and equipment. This purchase order encumbers funds.

e Regular Order — Received — This purchase order type is used to pay for items that do
not require receiving to be posted. It is mainly used for supplies and equipment
purchased and received before a purchase order has been generated.

e Check with Order — This purchase order type allows for the prepayment of books,
memberships, dues and subscriptions.

e Blanket Order — Blanket orders are issued for purchasing supplies from one vendor for
a fiscal year and renewed annually if the department requests the renewal. The total
estimated dollar amount cannot exceed $3,300 unless a contract vendor is used,
competitive competition, or a sole source justification is provided. Blanket orders are set
up to allow a department to use multiple Indexes or funds and do not encumber funds. If
the order is placed against a blanket order, department personnel must provide the
vendor with the appropriate Index or fund, the appropriate purchase order number,

EWU contact name, and phone number. No equipment, small appliances, or personal
items may be purchased on a blanket order.

e University Blanket Order — A select list of vendors is maintained and renewed by the
Purchasing Department and is available to all University departments. The list of
vendors and current purchase order numbers are routed to departments via Purchasing.
Enterprise Rent-A-Car and Artistic Travel are the only two vendors that require a
department requisition including the name of the traveler, dates, to and from locations,
amount, and reason for the travel. If the travel is for a consultant, speaker, or non-
employee other than a EWU student or candidate, a contract or Memorandum of
Agreement (MOA) is required authorizing the charge. Before an airline ticket or car
reservation can be issued, Purchasing must authorize the travel against the University
Blanket Order with the vendor.

e Standing Order — Standing orders are issued for purchasing supplies from one vendor
for a fiscal year and renewed annually if the department requests the renewal. The total
estimated dollar amount cannot exceed $3,300 unless a contract vendor is used,
competitive competition, or a sole source justification is provided. A standing order is
tied to one account code and encumbers funds. If the order is placed against a standing
order, only the purchase order number, EWU contact name, and phone number is
needed. Department personnel must provide the vendor with the appropriate purchase
order number, EWU contact name, and phone number. No equipment, small
appliances, or personal items may be purchased on any standing orders. Standing
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order can be used for copy machine rental as the purchase order usually contains a line
for extra copies at an estimated amount when the monthly rate will remain the same
over the length of the contract, but the total amount cannot exceed $3,300.
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Purchase Dollar Amounts Including Tax

The following is a chart of dollar amounts with tax included (at the Cheney tax rate of 8.6%).
This chart may be used for entering dollar amounts taking into consideration the tax rate, while
not exceeding a specific dollar amount (Banner automatically adds tax at the specified tax
group rate). For example, if the requisition item cannot exceed $2,000.00, enter the item for
$1,841.62 ($2,000 — 8.6% = $1,841.62).

Purchase Dollar Limit Enter Requisition Amount
$200 $184.16
$250 $230.20
$300 $276.24
$500 $460.40
$700 $644.56
$800 $736.65
$1,000 $920.81
$1,200 $1,104.98
$1,450 $1,335.17
$1,500 $1,381.21
$2,000 $1,841.62
$2,500 $2,302.03
$2,999 $2,761.51
$3,000 $2,761.43
$3,100 $2,854.52
$3,500 $3,222.84
$4,000 $3,683.24
$5,000 $4,604.05
$6,000 $5,524.86
$10,000 $9,208.10
$20,000 $18,416.21
$30,000 $27,024.31
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Purchasing Transactions Quick Reference

The following provides a quick reference for looking up various requisition/purchase order

transactions and information.

How to ...

Banner Finance Form

How do | create a purchase requisition?

FPAREQN - Requisition

How do I find out if my purchase order
encumbrance has cleared?

FGIOENC - Organizational Encumbrance
List

Has my purchase order or MOA been
paid?

FGITRND — Detail Transaction Activity and
FOIDOCH - Document History

How do | find my purchase order
information?

FGITRND — Detail Transaction Activity form
and FOIDOCH — Document History

How do I find all purchases for a certain
vendor?

FPIOPQV — Purchase Orders by Vendor

How do | find out if my requisition has
been processed into a purchase order?

FOIDOCH — Document History

How do | find out how many purchases
have been made against my budget?

FPIORQF — Open Requisition by FOAPAL
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