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Requisition and Purchase Order  Quer ies  
Overview 
 
There are several different Requisition and Purchase Order query forms.  If the Requisition or Purchase Order number is 
known, the primary query form is FOIDOCH.  This form all associated documents to a given document to be 
researched.  Other query forms requiring a document number are the Requisition Query form (FPIREQN), the 
Purchase Order Query form (FPIPURR) and the Receiving Goods Query form (FPIRCVD).   

 
To view the Open Requisitions for a specific FOAPAL, the FPIORQF form is valuable. The FPIOPOF form allows 
the user to view Open Purchase Orders for a specific FOAPAL.  To view Purchase Orders by Vendor, use the 
FPIOPOV form. 

 
If a document is not complete, it will be identified on a Suspended List. A document can be on the suspense list because 
the information has not been entered completely or there is a problem with the FOAPAL.  The FPIREQS form will 
display Suspended Requisitions and should be checked on a regular basis to finalize any requisitions.    
 
The Detail Encumbrance Activity form (FGIENCD) provides an online query of detailed transaction activity for an 
original encumbrance entry as well as all transaction activity against the encumbrance.  A requisition, purchase order or 
general encumbrance must be in the Completed status to display on the FGIENCD form.   
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FOIDOCH – Document History Form 
 
FOIDOCH displays the processing history for a document with related document numbers for Requisitions, Purchase 
Orders, Change Orders, Invoices, Checks, Returns, Receiving Documents, as well as Fixed Asset Adjustments and 
Tags.   
 
Using FOIDOCH 

 

1. Navigate to the Document History form.  From the Direct Access box, type in FOIDOCH and press . 
 

2. The following form will display. 
 

 
 

3. Enter the Doc (Document) Type.  Choices are: 
 

CHK Check Disbursement                  
FAA Fixed Assets Accounting Adjustments 
FAS Fixed Assets                         
INV Invoice                              
ISS Issues                               
PO  Purchase Order                       
RCV Receiving Documents                 
REQ Requisition                          
RTN Returns                              

 
4. Tab to Doc Code and type the Document Number to be researched. NOTE: The Document Number can be 

looked up by clicking  to search for the document number. 
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5. Click Next Block  or press  + . 
 

6. All associated documents to the document given are displayed.  
 

 
 

Associated with each document is a status indicator.  They are described as: 
 

(A) - Approved 
(C) - Completed 
(F) – Final Reconciliation 
(H) - Hold 
(O) - Open 
(P) - Paid 
(R) – Receipt Required 
(S) - Suspended 
(T) – Tagged Permanently 
(V) - Void 
(X) - Cancelled 

 
7. The originating document can be queried by highlighting the document, clicking the Options Menu and 

selecting the Information choice. The specific choice will change depending on the type of document 
highlighted.  

8. The Document Information window displays with the appropriate document number.  Select Next Block   

or press  +  to maneuver through the Document...  
 



2005 
 

 

Last Revision – 06/11/05 Page 5 of 26 
 

9. Click the Exit   toolbar button or press  +  to return to FOIDOCH.  
 

10. To exit FOIDOCH, click the Exit   toolbar button or press   + . 
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FPIREQN – Requisition Query 
 
FPIREQN provides the user with the ability to query all the information related to a specific requisition.  This form is 
similar to FPAREQN where the requisition is created except that the information cannot be edited. Upon entering the 
desired requisition number, the user can look through the associated windows to obtain all the information. 
 
Using FPIREQN 

1. Navigate to the Requisition Query form.  From the Direct Access box, type in FPIREQN and press  
OR from FOIDOCH, select Options/Requisition Info. 

 
2. The following form will display. 

 

 
 
3. If the Requisition Number is not the desired requisition, type the Requisition Number to be researched.  NOTE: 

To search for a Requisition Number click .  

4. Click Next Block  or press  + . 

5. Click Next Block  or press  + , or the Options menu to review the full details for the 
Document.  

 

The information for the requisition will display in the following order: 
 

Document Information 
Requestor/Delivery 
Vendor 
Commodity/Accounting 
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6. Click the Exit   toolbar button or press  +  to exit FPIREQN.  
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FPIPURR – Purchase/Blanket/Change Order  Query 
 
FPIPURR provides the user with the ability to view Change or Current Purchase Order information (never choose the 
Blanket Order Option).  This form is similar to the form where the purchase order is created except that the information 
cannot be edited. Upon entering the desired purchase order number, the user can look through the associated windows 
to obtain all the information. 
 
Using FPIPURR 

 
1. Navigate to the Purchase/Blanket/Change Order Query form.  From the Direct Access box, type in FPIPURR 

and press  OR from FOIDOCH, select Options/Purchase Order information. 
 

2. The following form will display. 
 

 
 
3. If the Purchase Order Number is not the desired purchase order, type the Purchase Order Number to be 

researched.  To search for a Purchase Order Number click . 

4. Click Next Block  or press  + . 

5. Click Next Block  or press  + , or the Options menu to review the full details for the 
Document.  

 

The information for the purchase order will display in the following order: 
 

Document Information 
Requestor/Delivery 
Vendor 
Commodity/Accounting 

6. Click the Exit   toolbar button or press  +  to exit FPIPURR.  
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FPIRCVD – Receiving Goods Query 
 
FPIRCVD is used to view a Receiving Document and its associated Packing Slip and Purchase Order data.  
 
Using FPIRCVD 
 

1. Navigate to the Receiving Goods Query form.  From the Direct Access box, type in FPIRCVD and press 

 OR from FOIDOCH, select Options/Receiver Information. 
 

2. The following form will display. 
 

 
 
If the Receiver Number is not the desired document, type the Receiver Number to be researched.  To search for a 

Receiver Number click .  Receiving documents can be queried by Packing Slip Number, Purchase Order, or 
Vendor Name. 

3.  

3. Click Next Block  or press  +  to view the details of the Receiving document.  A form 
similar to the following will display. 
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4. If text exists for the Receiver or Packing Slip information, the Text Exists checkbox will display Y. Go to 

Options and choose .  



2005 
 

 

Last Revision – 06/11/05 Page 11 of 26 
 

 

5. The Options menu also provides Commodity information. Go to Options and choose .  
The following displays a sample.  

 

 

6. Click the Exit   toolbar button or press  +  to exit FPIRCVD.  
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FPIORQF – Open Requisitions by FOAPAL 
 
FPIORQF displays all open requisitions by any combination of fund, organization, account, and program. An open 
requisition is a requisition which has not been assigned to a purchase order or which has been posted but not cancelled.  
Upon entering the desired FOAPAL, the user can look through the associated windows to obtain commodity and vendor 
information. 
 
Using FPIORQF 

 
1. Navigate to the Open Requisitions by FOAPAL form.  From the Direct Access box, type in FPIORQF and 

press . 
 

2. The following form will display. 
 

 
 
 

3. The COA defaults a value. 
  
4. Index code - the Fund, Organization and Program will default from the Index.  The Account is not required but 

can be entered to narrow the results.  The results will differ depending upon the query built.  
 

5. Click Next Block  or press  + . 
 

 
6. To view more details about the requisitions displayed, highlight the desired requisition. 
 

7. Select the Query Menu, choose or press  +  to go to FPIREQN to view the entire 
Requisition. 
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8. To query on another FOAPAL, select Rollback  or press  +  and enter a new Index and/or 
Account code.  

9. Click Next Block  or press  +  for results. 
 

10. Click the Exit   toolbar button or press  +  to exit FPIORQF.  
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FPIOPOF – Open Purchases by FOAPAL 
 
FPIOPOF displays all open purchase orders by any combination of fund, organization, account, and program.  Upon 
entering the desired FOAPAL, the user can look through the associated windows to obtain purchase order information.  
 
Using FPIOPOF 

 
1. Navigate to the Open Purchases by FOAPAL form.  From the Direct Access box, type in FPIOPOF and press 

. 
 

2. The following form will display. 
 
 

 
 

3. The COA defaults a value. 
  
4. Index code - the Fund, Organization and Program will default from the Index.  The Account is not required but 

can be entered to narrow the results.  The results will differ depending upon the query built. 
 

5. Click Next Block  or press  +  for results.  
 
6. To view more details about the purchase orders displayed, highlight the desired purchase order. 

 
7. Select the Options Menu, then Query Purchase Order to view the entire Purchase Order on the FPIPURR form. 

 

8. Select the Options Menu, then  to see all commodities on this Purchase Order. 
The following form will display if View Commodities is selected. 
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9. Click Exit   or press  +  to return to the FPIOPOF form. 

10. To query on another FOAPAL, select Rollback  or press  and enter the new FOAPAL. 
 

11. Click Next Block  or press  +   for results.  
 

12. Click the Exit   toolbar button or press  + to exit FPIOPOF. 
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FPIOPOV – Purchase Orders by Vendor  
 
FPIOPOV is used to display all purchase orders for a particular vendor code.  The user can select open, closed, 
canceled, incomplete or all purchase orders for the vendor. An organization can be used to find purchase orders for a 
specific department or division.  Different fiscal years can also be selected.  
 
 
Using FPIOPOV 

 
1. Navigate to the Purchase Orders by Vendor form.  From the Direct Access box, type in FPIOPOV and press 

. 
 

2. The following form will display. 
 

 
 

3. Type in the Vendor  Number  or use the magnifying glass  to search for the particular vendor.  
 

4. Select the Status of the Purchase Orders to be researched. The options are : 
 

Open 
Closed 
Canceled 
Incomplete 
All 

 
5. Change the Fiscal Year  if desired. 

 
6. Enter the Organization if desired. 

 

7. Click Next Block  or press  +  for results. 
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8. To view more details about the purchase orders displayed, highlight the desired purchase order. 

 

9. Select the Options Menu, then  to view the entire Purchase Order on 
the FPIPURR form. 

 

10. Select the Options Menu, then  to see all commodities on this 
Purchase Order.  

 

11. Select the Rollback  toolbar button  to enter another query.  
 

12. Click the Exit   toolbar button or press  + to exit FPIOPOV.  
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FPIREQS – Requisition Suspense L ist 
 

FPIREQS is used to display all requisitions which are in suspense and require additional action.  It is important to 
monitor these requisitions daily. After identifying the suspended requisitions which apply to a specific user, go to 
FPIREQN to determine the cause of suspense.  Reasons a requisition may be in suspense is that it doesn’ t have all of the 
information needed or the Commodity and Accounting forms don’ t balance. 
 
Using FPIREQS 

 
1. Navigate to the Requisition Suspense List form.  From the Direct Access box, type in FPIREQS and press 

. 
2. The following form will display. 

 

 
 

3. This form is strictly a query form and can be queried on the Requisition Number, Requestor Name or 
Requisition Date. The three fields under Request Level; Header, Commodity and Accounting, indicate which 
items are in suspense. The explanation is: 

 
Field Information Displayed 
Header Y – Header items are in suspense 

N – Header items are not in suspense 
Commodity Number of commodity records in suspense 
Accounting Number of accounting records in suspense 

 

4. Click the Exit   toolbar button or press  +  to exit FPIREQS.  
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FOADOCU – Document By User  Query 
 
FOADOCU provides the user with the ability to query all documents created by a specific user.  This form 
can be used to check for suspended requisitions.  Information can be added to the keyblock to allow a query 
only for requisitions. 
 
Using FOADOCU 
 

1. Navigate to the Document By User Query form.  From the Direct Access box, type in FOADOCU 

and press . 
 

2. The following form will display. 
 

 
 
3. The Or ig ID: field will populate with the user ID of the person logged on to this Banner session.  The 

name can be changed to another user ID of needed. 
 
4. To query for only requisitions, type REQ in TYPE: field. 
 
5. Click the Status drop down box to choose Completed, Approved, Incomplete, or  Cancelled.  No 

Status selected will return the documents for all of the above. 

6. Click the Next Block  toolbar button or press  +  to move to bottom of form.  
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7. The documents will be returned and in the Sta (Status) field codes will be displayed.   

                         .  
 

 

8. Click  to choose Query Document [by Type], or Document History FOIDOCH. 
 

9. Use the Next Block  toolbar button, press  + , or the Options menu to review the full 
details for the Document.  

 

10. Click the Exit   toolbar button or press  +  to exit FOADOCU. 
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FAIVNDH – Vendor  Detail History 
 
FAIVNDH provides the user with the ability to query for invoices and checks for a specific vendor.  This 
form can be used to verify that an invoice has been processed and find the check number that paid the invoice.  
Information can be added to the keyblock to allow a query only for requisitions. 
 
Using FAIVNDH 
 

1. Navigate to the Vendor Detail History form.  From the Direct Access box, type in FAIVNDH and 

press . 
 

2. The following form will display. 
 

 
 

I f Vendor  Number  is known: 

1. When the form opens, the cursor will be in the Vendor field.  Fill in the vendor 

number. 

2.  to Selection dropdown list and choose All, Credit Memo, Open, Paid. 

3. Click  or press  +  to move to the next block 
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I f Vendor  Number  is not known: 

4. Press   or click the Search icon while the cursor is in the Vendor code field, the 
Entity Name/ID Search (FTI IDEN) form appears.  Follow instructions on page 24 for 
searching for a vendor number. 

5. Click  or press  +  to move to the next block 
6. Use scroll bar to see check number. 

 

Use Next Record , , or use the vertical scroll bar near the side of the form to advance the cursor and 
view more information. 

Vendor Invoice – Shows the vendor’s invoice number as entered in the Vendor Inv # field on FAAINVE. 

Invoice – Shows the associated Banner Invoice (Document number) number for the transaction. 

Appr  Ind - Approval Indicator for Banner invoice. 

VIC Ind - Vendor Invoice Consolidation Indicator 

C/M - Credit Memo Indicator  

O/P - Open /Paid Indicator 

Cncl - Cancellation Indicator 

VenVendor Invoice Amt – The dollar amount of the Banner Invoice 

Due Date – The payment due date as entered on the Banner Invoice 

Check Date – Date check was issued. 

Check – Check number for this transaction. 

Use the horizontal scroll bar to view more information for the vendor invoice.  
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Using the Entity Name/ID Search Form (FTI IDEN) 

A search using wildcards consists of a combination of letters, including one or more of the percent 

sign (%).  The percent sign wildcard matches any number of characters.  Placement of the wildcard is 

important.  A search with the wildcard before and after the search value will produce different results 

than a search with the wildcard only after the search value.  If in doubt of where the search value will 

be located within the name then enter the wildcard before and after.   

 

For example, find Piedmont Plastics.  A search condition of %Pied% displays all items that contain 

the characters Pied.  A search condition of Pied% displays all items that begin with the characters 

Pied.  A search condition of %ied% displays all items that contain the characters ied in any character 

spaces of a name. 

 

Note:  Searches are case sensitive; a search for %Pied% would produce different results than a search 

for %pied%.  Leave off the first letter so that case sensitivity does not produce false results (search 

for %ied%). 

 

 

     1.  Press  to place the cursor in the Last Name field. 
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     2.  Type percent sign (%), followed by a portion of the vendor name, followed by another percent sign 

(%).   

       Leave off the first letter of the name so that case sensitivity does not return false results. 

     3.  Press  or click  (Execute Query) to display all vendors containing the characters 

  enclosed in percent signs.   

 

 I f vendor  is found: 

4. Double-click the chosen vendor or press  +  and the information will 

automatically populate in the Vendor field of the FAIVNDH form. 
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FAIINVE – Invoice/Credit Memo Query   
 
FAIINVE provides the user with the ability to view Invoice/Credit Memo.  This form is similar to the form where the 
invoice is created except that the information cannot be edited. Upon entering the desired invoice number, the user can 
look through the associated windows to obtain all the information. 
 
Using FAI INVE 

 
1. Navigate to the Invoice/Credit Memo Query form.  From the Direct Access box, type in FAIINVE and press 

 OR from FOIDOCH, select / . 
 

2. The following form will display. 
 

 
 

3. Type the invoice number to be researched or click the  (Search) to access form FAI INVL and 
select the invoice. 

4. Click Next Block  or press  +  to see the blocks of the form.  The information for the 
invoice will display in the following order. 

 
Invoice/Credit Memo Header 
Commodity Information 
Accounting Amounts 
Balancing/Completion 

 
Accessing the Options menu on each form opens other drill down options. 

5. Click  (Exit) or press  +  to exit FAIINVE. 
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 FAIINVL Invoice/Credit Memo List  
 

 
 

Click the radio button beside the option needed.  Click Next Block   or press  + .   
 

 

Use Next Record   or use the vertical scroll bar near the side of the form to advance the cursor and view 
more information. 


