Banner 7
CREATING A REQUISITION and How to check Approval Status 

To create a requisition, type the Requisition Form (FPAREQN) in the Direct Access box and press ENTER, or select the form from the products menu.
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Enter NEXT or leave BLANK for automatic assignment or enter document number, Press NEXT FIELD to activate copy function.
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Type NEXT, then navigate to NEXT BLOCK.  The following form will appear:

Note:  You can copy from an existing requisition using the Copy Icon.
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Requisition:
Order Date:
Delivery Date:
Commodity Total:

Requestor:
Organization:
Phone:

Ship Ta:
Street Line 1:
Street Line 2:
Street Line 3:
Building:
City:

Nation:
Telephon

Contact:

Attention To:

D:

NExT

fzo-ocT2005 (&)
fzt-ocT-2006 (&)

State or Province:

In n FPAREQN 7.2 (BAN7)

Transaction Date
Comments:

00 Accounting Total

Vendor Infarmation

fov-ocT 2 (B

Commadity/Accounting

Rush Order

@@ X

[In Suspense
[ Document Text

¥ Document Level Accounting

Balancing/Completion

Rawe, Jacqueline

Florida Institute of Technology

15320

521 [s7aseiz

BLDGa0

[=][oreduate Admissions office

=

Extensi

Shipping and Recsiving
150 W, University Blvd

Bldg 540

=

Melbaurne,

Zip or Postal Code:

Floor: East side

pacau]

s [z

Extensio

liroweafit.edu

521

6747727

Exten:

Enter name for Atertion-to label on Ship-to address.
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Enter your information in the following fields:

Delivery Date:   Required – equal to or greater than the order date

Comments:  Optional - for information like “Rush Order” 

Organization:  Required – enter your department’s code

Email:  Optional

Phone:  Optional

Fax:  Optional 

Ship To:  Required - BLDG40

Attention To:  Required - enter the name of individual this order is for.

Navigate to NEXT BLOCK.  The following form will appear:

[image: image3.png]Oracle Developer Forms Runtime - Web: Open > FPAREON
Eile Edit Options Block Item Record Query Tools Help

NEREER ¥8/ EIEYEET

\ n FRAREQN 7.2 (BAN

Requisition: Roo3ssss

Order Date: 20-0cT-2008 Transaction Date

Delivery Date:  [21-0CT-2008 Comments:

Commodity Total: Accounting Total

@@ X

20-0cT-2006

Rush Order

[In Suspense
[ Document Text

¥ Document Level Accounting

Requestar/pelivery nformation [

Commadity/Accounting

Balancing/Completion

vendor:  [7][Flamingo rinting 1nc.

Address Type:  [eu <) Sequence: | 2[]

Street Line 1: 1785 Waverly Place
Street Line 2:

Street Line 3:

City: Welbourne.

State or Province: [rL Zip or Postal Code:

Phone: 321 [r232771  Extension:

Fax: 521 [r287902  Extension:
Contact: Attn: Stacey NormanFx:728-7902

Email:

Discount:

Tax Group:

Currency:

Enter Requisition vendor. Use LIST to call FTIIDEN. Use COUNT HITS to call FTMVEND.
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Vendor:  Required - press ENTER 

To search for a vendor ID, click on Vendor Search button.  Then click on “Entity Name/ID Search (FTIIDEN).  Click in Last Name Field.

Type % with the vendor name or at least a portion of the vendor name end with % and execute query.

Highlight the vendor you are placing the order with, click select. This brings you back to the vendor information page.  Verify the address, phone and fax that default into the form are correct.  If not, note the correct information in Document Text.

Note:  Refer to your Navigation Training Manual for more details on vendor search.

If the Vendor does not exist in Banner, meaning this is a new vendor, tab to the Vendor Name Field and enter the name of the vendor.

On the Menu Bar, click on Options.  Under Options, select document text, navigate to NEXT BLOCK, and enter the vendor name, vendor ID, address, phone fax and contact person.  SAVE – EXIT – NEXT BLOCK
Note: While your requisition is routing through the approval queue, please send an email to PURCHASING with the new vendor information.  This will help to avoid a delay converting your requisition to a purchase order.   Purchasing cannot process a purchase order without the vendor information in Banner. 

Once your vendor information has been entered, navigate to NEXT BLOCK.  The following form will appear:
REQUISITION ENTRY: COMMODITY/ACCOUNTING
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cquisition Entry: C ccounting FPAREQN 7

on: Roo3ssss

Order Date: 20-0cT-2008 Transaction Date:  [20-0CT-2006 [In Suspense
Delivery Date:  [21-0CT-2008 Comments: Rush order [ Document Text

100.00 Accounting Total:

¥ Document Level Accounting

Requestor/Delivery Information Vendor Information Balancing/Completion

u/m Tax Group
Item of Extended:
(]

Commodity Description Discount:
2 02 Addition

Tax:

Commodity Line Tot:
Document Commodity Tot:

FOAPAL ing Commodity Amount: CINSF Override

[INSF Suspense Extended:

COA Year Prog Proj Discount:
& Additional:
Tax:
FOAPAL Line Total:
Document Accounting Total:

Enter commodity code . Use COUNT QUERY HITS to call FPIVERD.
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NOTE:  When preparing a requisition for a Capital Asset Purchase, you MUST use commodity level accounting by deselecting the Document Level Accounting checkbox.    
A capital asset is defined by the university as any single item purchased with an acquisition value (cost) of more than $1,500 and a useful life of more than one year.  If the useful life is less than one year, the item would be classified as a supply expense.  The $1,500 is per item, not per invoice.  For a discussion of commodity level accounting versus document level accounting in Banner, refer to Appendix A of this document.
Commodity:  Must be left blank (For Purchasing Department Only).

Description:  Enter the description of what you are ordering, including the vendor part number, manufacturer part number and a complete description of the item(s).

Note:  If additional item text is needed:  Under Options, select item text – Navigate to NEXT BLOCK and continue entering description – then SAVE and EXIT.  This brings you back to REQUISITION ENTRY: COMMODITY/ACCOUNTING.

U/M:  Required – enter the unit of measure or click on the list of values icon for the list.

Quantity:  Required.

Unit Price:  Required.

Note:  If you have more than one line item, select NEXT RECORD.  This will bring you to the next line.  Enter all the required fields for each commodity.

ADDITIONAL INFORMATION

Note:  If the first or last line item is a zero (0) dollar amount, it will not print on the purchase order, so put any $0 items on line 2.

Note: If you are ordering an upgrade item for capital equipment, include the Florida Tech tag number that is located on the piece of capital equipment you are upgrading.

Under Options: Click on item text if additional space is needed for the description.

Then choose SAVE and EXIT.

Navigate to NEXT BLOCK to enter Accounting Information.

Index:  enter the index that will be charged for the items purchased.

Fund:  will default

Orgn:  will default

Acct:  Required

Prog:  will default

Actv:  Optional

Locn:  Not used at this time

Proj:  Not used at this time

Tab through the remaining fields.  This will default the dollar amount.

Note:  If you have more than one accounting string, select NEXT RECORD.  This will bring you to the next line.  Enter all the required fields for each accounting string.

Navigate to NEXT BLOCK - The following form will appear:
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FPAREQN 7.

Requisition: Roo3ssse
Order Date: 20-0cT-2006 [ Transaction Dat 20-0cT-2006 [ [1n Suspense
Delivery Date: 21-0CT-2006 [ Comments: Rush Order [ Document Text

Commodity Total: 100.00 Accounting Total:

¥ Document Level Accounting

Requestor/Delivery Information Vendor Infarmation Commadity/Accounting

vendor: 591694351 [Flamingo Printing Inc. Requestor: [Rawe, Jacqueline

coa: [t [Florida Tnstitute of Technology

Organization:  [15320 [Graduate Admissions office

Currency:
Exchange Rate: Commodity Record Count:

Input Amoun Converted Amount:

Commaodity Accounting Status
Approved Amount: 100.00 100.00 BALANCED
Discount Amount: 00 00 BALANCED
Additional Amount: 00 00 BALANCED
Tax Amount: 00 00 BALANCED

Complete:

Selectta markihis document”Complete”
Record: 111 [}





Complete:  Click on this button to complete the requisition and forward it to the approvals process.

In Process:  Click on this button to keep the requisition incomplete.

HOW TO CHECK THE STATUS OF REQUISITIONS & PURCHASE ORDERS:

FOIDOCH – Document History Form - Status “C”  =  complete.  

The requisition or purchase order is routing in the approval queue.

Status “A” = approved – The requisition is routed to purchasing to process the purchase order.  The purchase order has been processed and sent to the vendor. 

HOW TO CHECK APPROVAL STATUS

FOAAINP - Document Approval Form – Indicates who still needs to approve the requisition or purchase order.

FOIAPPH – Document Approval History Form – Indicates who has approved the requisition or purchase order.
Search Icon





Copy Icon





Type NEXT or the Requisition you wish to copy.





Uncheck this box for commodity level accounting.
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