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Requisition and Purchase Order Queries

Overview
\V/

There are severa different Requisition and Purchase Order query forms. If the Requisition or Purchase Order number is
known, the primary query formis FOIDOCH. Thisform all associated documents to a given document to be
researched. Other query forms requiring a document number are the Requisition Query form (EPIREQN), the
Purchase Order Query form (EPIPURR) and the Receiving Goods Query form (EPIRCVD).

To view the Open Requisitions for a specific FOAPAL, the EPIORQF form is valuable. The EPIOPOF form allows
the user to view Open Purchase Orders for a specific FOAPAL. To view Purchase Orders by Vendor, use the
FPIOPQV form.

If adocument is not complete, it will beidentified on a Suspended List. A document can be on the suspense list because
the information has not been entered completely or thereis a problem with the FOAPAL. The EPIREQS form will
display Suspended Requisitions and should be checked on aregular basisto finalize any requisitions.

The Detail Encumbrance Activity form (EGIENCD) provides an online query of detailed transaction activity for an

origina 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 w»

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, typein FOIDOCH and press .

2. Thefollowing formwill display.

X
BEAE%
@ Document History FOIDOCH 5.3 (USERTEST)
Dioc Type i Doc Code:

Requisition Bid Purchaze Order Issues
[ [ = [E 4 |[_[=
T [ [ T

Iz Iz I = Iz
Irvaice Check Return Receiver
I I R N N O AN BN I Y
[ [ [ T
[ = = [ = [ =
Asgat Tag _Assel Adjus_tment
—rl =t
N8 o

Enter document tyvpe or choose LIST to view valid options
3. Enter the Doc (Document) Type. Choices are:

CHK Check Disbursement

FAA Fixed Assets Accounting Adjustments
FAS Fixed Assets

INV Invoice

ISS I ssues

PO Purchase Order

RCV Receiving Documents

REQ Requisition

RTN Returns

4. Tabto 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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Fage[
Down |

Ctri

+

5. Click Next Block [E or press

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

File Edit Opfions Block [tem Becord Query Tools Help Window powered by
BN EHEl EEE EEBE E S A CE e B FE

@ Document History FOIDOCH 5.3 (USERTEST)
Doc Type: FEQ  Requigition

Doc Code: IRU5UUUUE _j

Use MEXT BLK, PREY BLK to navigate; use DUPLICATE ITEM for Doc Inguiry forrm.

Requisition Eid Purchase Order lssues
RUS0000Z [A 2 [ & Pos0000Z [a 4] [ &
[ [ r [
[ = [ = [ = [ =
Invoice Check Return Receiver
o000 [p Al pooooom [ Al [H voso0001 [C Al
r T [ T
[ = [ = [ = [ =
Asset Tag Asset Adjustment
[
[
[

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

(A) - Approved

(C) - Completed

(F) — Fina Reconciliation
(H) - Hold

(O) - Open

(P) - Paid

(R) — Receipt Required
(S) - Suspended

(T) — Tagged Permanently
(V) -Void

(X) - Cancelled

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.

Poge
Doveir

Ctrl

+

or press . to maneuver through the Document...
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Cirl
9. Click the Exit D toolbar button or press 4]

10. To exit FOIDOCH, click the Exit D toolbar button or press

Last Revision —06/11/05

Q

+ .= to return to FOIDOCH.
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FPIREQN — Requisition Query W

FPIREQN provides the user with the ability to query all the information related to a specific requisition. Thisformis
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

Enter

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

2. Thefollowing formwill display.

@Requisiiiun Query FRIREGN 6.0 (USERTEST)

Requisition: ;Rﬂﬁﬂﬂﬂﬂ?' £

Enter request code and press METBLK to execute query

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 :

; Ctrl raga )
4. Click Next Block @ or press + Lot
PD. =] 1
: Ctrl e
5. Click Next Block @ or press +IL02=nl 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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Ctrl Q
6. Click the Exit D toolbar button or press 4] + Ll 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). Thisform issimilar 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/ /Change Order Query form. From the Direct Access box, type in FPIPURR

Enter

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

2. Thefollowing form will display.

File Edit Cptions Block [tem Record guer}r Help Windowe powered by ((-:)
BRI Eix EEE e e s s B EE e
@F’urchaseiﬂlankemhange Order Query FRIPURR 6.01 (USERTEST) =

Purchase Order: J Blanket Qrder: J Change Seqg #

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 .

: Cirl e |
4. Click Next Block @ or press + Lot
PD. =] 1
3 Cirl =
5. Click Next Block @ or press +IL02=nl 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

Ctrl Q
6. Click the Exit D toolbar button or press 4] + .= to exit FPIPURR.

Last Revision — 06/11/05 Page 8 of 26



&
N4
INC( HARIOTTE 2005

FPIRCVD — Recelving Goods Query W

FPIRCVD isused 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, typein FPIRCVD and press

Enter

OR from FOIDOCH, sdlect Options/Receiver Information.

2. Thefollowing formwill display.

File Edit Opti
ot T

ons Block [tem Record Query Tools H

ElE=

@Receiwng Goods Query FRIRCVD 5.0 (LUSERTEST)

Receiver Document Code: IYU5UUUU4 Qﬁﬁ

Receiver Information
Receiving Method l
Carrier !
Date Received: | Received By:
Text Exists:

Packing Slip Informatian
Packing Slip: i Bill of Lading: l
Text Exists:

— Purchase Order Information

Purchase Order: " Receive lterms & Adjust tems
Buyer:
“endor: i

Enter a Receiver Document Code, and press NEXT FIELD

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.

e - pU. (=]
3. Click Next Block @ or press[| S |] +[| Dc-gr-| to view the details of the Receiving document. A form
similar to the following will display.
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File Edit Options Block Iltem Record Query Tools Help Window powered by
BRI § EiEl=Rl IEEEN: e X

@Receiving Goods Query FRIRCYD 5.0 (USERTEST)

4.

Options and choose

Last Revision —06/11/05

Receiver Document Code: IYDSDDDM _I

Receiving Method:

Receiver Information
UPSG  |UPS Ground

Carrier: I
Date Received: | 30-0CT-2004 Received By:  |SLKISER
Text Exists: M

Packing Slip Information
Packing Slip /|BRSS1 Bill of Lading: I

Purghase Order:

POS00005

Purchase Order Information

= Receive ltems  Adjust ltems

yer:

Richard Caldwell

“Wendor:

800350268 |Masco

Re:

eiver Text [FOATERXT]

Page 10 of 26
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5. The Options menu a so provides Commodity information. Go to Options and choose

The following displays a sample.

Commaodity Informatian

File Edit Options Block ltem Record Query Tools Help Window powered by
BP HE EEE EEEs E 5 E N e B X
%Commodiw Detail Information FPIRCYD 5.0 (USERTEST) ;I ;I
Receiver Document Code; | 10500004 Packing Slip: [BR951
Purchase Order: Fos00005 endar: Masco
Comrmodity Information
ftern: I1 Commodity Record Count: I 4 &
Cormnmodity FOB City
Code Commodity Description UM Code  Ordered
Iera Math Activities TB1495955T EA 2
ity To Date Current Uit Unit of Measure Description
Received: 2 2 |EA  |Each
- Rejected: 0 I
- Returned: 0 Prirnary Location: Stk: IF Overrida: I_
= Accepted: 2 Sub Location: Suspense: |M LI
Pasting Control Infarmation
Complete: |7

Ctrl

6. Click the Exit @ toolbar button or press

Last Revision — 06/11/05 Page 11 of 26
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FPIORQF — Open Requisitions by FOAPAL Y2

FPIORQF displays all open requisitions by any combination of fund, organization, account, and program. An open
requisition is arequisition 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. Thefollowing form will display.

3. The COA defaults avalue.

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 Oor press + to go to FPIREQN to view the entire
Requisition.

Last Revision —06/11/05 Page 12 of 26
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8. To query on another FOAPAL, select Rollback or press + and enter anew I ndex 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 Y

FPIOPOF displays al 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. Thefollowing form will display.

3. The COA defaults avalue.

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. Toview 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 commaodities on this Purchase Order.
The following form will display if View Commoditiesis selected.

Last Revision — 06/11/05 Page 14 of 26
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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 Ordersby Vendor Y2

FPIOPQV isused to display all purchase orders for aparticular 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, typein FPIOPOV and press

2. Thefollowing form will display.

3. TypeintheVendor Number or use the magnifying gla$_| to search for the particular vendor.

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

Open
Closed
Canceled
Incomplete
All

5. ChangetheFiscal Year if desired.
6. Enter the Organization if desired.

7. Click Next Block or press + for results.
Last Revision — 06/11/05 Page 16 of 26
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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 commoditieson this
Purchase Order.

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

12. Click the Exit toolbar button or press + to exit FPIOPOV .

Last Revision — 06/11/05 Page 17 of 26
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FPIREQS — Requisition Suspense List¥>
FPIREQS is used to display all requisitions which arein suspense and require additional action. It isimportant 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 isthat 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. Thefollowing form will display.

3. Thisformisstrictly aquery form and can be queried on the Requisition Number, Regquestor 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 recordsin suspense
4. Click the Exit toolbar button or press + to exit FPIREQS.
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FOADOCU — Document By User Query W2

FOADOCU provides the user with the ability to query all documents created by a specific user. Thisform
can be used to check for suspended requisitions. Information can be added to the keyblock to allow aquery
only for requisitions.

Using FOADOCU

1. Navigate to the Document By User Query form. From the Direct Access box, typein FOADOCU
and press

2. Thefollowing form will display.

3. TheOrigID: field will populate with the user 1D of the person logged on to this Banner session. The
name can be changed to another user 1D of needed.

4. Toquery 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.
Last Revision — 06/11/05 Page 19 of 26
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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. Usethe 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. Navigateto the Vendor Detail History form. From the Direct Access box, typein FAIVNDH and

press

2. Thefollowing form will display.

If Vendor Number isknown:

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.
T
3. Click Iﬁl or press + to move to the next block

Last Revision —06/11/05 Page 21 of 26
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If Vendor Number isnot known:

4. Press or click the Search icon _|while the cursor isin the Vendor codefield, the
Entity Name/ID Search (FTI1DEN) form appears. Follow instructions on page 24 for
searching for a vendor number.

T
5. Click Iﬁl or press + to move to the next block
6. Usescroll 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 | nvoice — Shows the vendor’ s invoice number as entered in the Vendor Inv # field on FAAINVE.
I nvoice — 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 horizonta scroll bar to view more information for the vendor invoice.
Last Revision —06/11/05 Page 22 of 26
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Using the Entity Name/ID Search Form (FTIIDEN) ~ \J

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

spaces of aname.

Note: Searches are case sensitive; a search for % Pied% would produce different results than a search
for %o 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 Namefield.
Last Revision — 06/11/05 Page 23 of 26
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2. Type percent sign (%), followed by a portion of the vendor name, followed by another percent sign
(%).
Leave off thefirst letter of the name so that case sensitivity does not return false results.

3. Press or click El (Execute Query) to display all vendors containing the characters
enclosed in percent signs.

If vendor isfound:

4. Double-click the chosen vendor or press + and the information will
automatically populate in the Vendor field of the FAIVNDH form.

Last Revision — 06/11/05 Page 24 of 26
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FAIINVE —Invoice/Credit Memo Query \V;

FAIINVE provides the user with the ability to view Invoice/Credit Memo. Thisform issimilar to the form where the
invoiceis created except that the information cannot be edited. Upon entering the desired invoice number, the user can
look through the associated windows to obtain al the information.
Using FAIINVE
1. Navigate to the Invoice/Credit Memo Query form. From the Direct Access box, typein FAIINVE and press
OR from FOIDOCH, select /

2. Thefollowing formwill display.

3. Typetheinvoice number to be researched or click the (Search) to accessform FAIINVL 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.
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