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Check List S

Before proceeding, have the following information available:

1. The preferred delivery date for the goods/services ordered.

2. The Organization (Department) the order is for.

3. The vendor code or vendor name that exists in the Banner table. If the

vendor code does not exist; suggest one on form FOATEXT.

4. Determine if the requisition needs to be processed with Document Level
Accounting or Commodity Level Accounting

. The description of the good/service.

. The quantity of the good/service.

. The price of each good/service.

. The FOAP string(s) to charge.

o N O O
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Opening the FPAREQN Form

e Open the Banner INB gateway web page with the browser:

e Inthe Address field of the browser, type

Enter

http://banner.uncc.edu/inb/FORMS?config=banprod and then pres

e Select the database to connect to and log in.
e When the general menu (GUAGMNU) appears, open the FPAREQN form.
e Go method:
a. Type FPAREQN in the Go To field.

Erter

b. Press I——=1. The FPAREQN form appears.

e Menu Navigation method — click — in front of the following items to open them:

]

Note: When clicking in front of a menu name, the menu opens. Click - to close
a menu.

a. Banner

b. Finance System Menu [*Finance]

c. Purchasing and Procurement [*FINPURCH]

d. Request Processing [*FINREQST]

e. Double-click Requisition [FPAREQN]. The key block of the FPAREQN form

appears.
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File Edit Options Block Itermn Record Query Tools Help
In the Go To field, type = BEABE R % % & BE & 52 @ X
FPAR EQN and then press w8 General Menu GUAGMNU 7.2 (BAMTEST?) - Tuesday September 26, 2006
~ _GoTo..]  [7] Welcome, AVLAROCC
E Jis " 1 Advancement [*ALUMNI]
AFinance System Menu [*FINANCE]
[(dGeneral Ledger [*FINGENLL]
[JFinance Operations [*FINOPER]
[Istores Inventory [*FINSTORES]
aPurchasing and Procurement [*FINPURCH]
aRequest Processing [*FINREQST]
B cequisition [rparzan)
Ey Requisition Query [FPIREQN]
Ey Requisition Cancel [FPARDEL]

Menu Navigation method,

Open menu_s and dOUbIe- E Requisition Suspense List [FPIREQS]
click RGQU|S|t|0n E Buyer assignment [FPAABUY]
[FPAREQN]. Bl Open Requisition by FOAPAL Query [FPIORQF]

El Purchase Order Assignment [FPAPOAS]

Bl vendor Products Query [FPI¥PRD]

El vendor Products Validation [FPYY¥PRD]

E Agreement Processing [FPAAGRD]

B Requisition Yalidation [FPIRQST]

B Requisition Commodity Summary [FPICOMS]
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BACE TO TOP

The FPAREQN Key Block

File Edit QOptions Block Item Eecord Query Tools Help

B0 E BEEE 9% BEX & 5 4@ @)X

'z8Requisition FPAREQN 7.2 (BANTESTT)

Requisition: E @

e Create or open a requisition.
e Type NEXT in the Requisition field blank, to start a new requisition
or

e Type a requisition number to modify an incomplete requisition.

- carl || [ F=ee |
e Next Block (click or press | +LDownl) to move to the next block.

When opening a new requisition, the next block appears with some of

the fields populated.
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Requisition Entry: Requestor/Delivery Information Block

File Edit Options Block [tem Record Query Tools Help

& BMEBRE 27 RBEBE & & KK & & & @ X
g8 Requisition Entry: Requestar/Delivery Information FPAREQMN 7.2 (BAMTESTT)
Requisition: ’W
Order Date: 13-0CT-2006 @ Transaction Date: 13-0CT-2006 @ [ In Suspense
Delivery Date: 31-0CT-2006 @ Comments: Rush Crder [ Document Text
Commodity Total: Accounting Total:
v Document Level Accounting
Requestor/Delivery Information wendor Information CommodityfAccounting Balancing/Completion
Requestor: |Ga|e Helms COA: |1—E”UNC Charlotte
Organization: |11600 E|Controller Email: |gmhe|ms@emai|.uncc.edu
Phone: W’M Extension: l_ Fax: WM Extension: ’_
Ship To: 124 El
Street Line 1: [unc charlotts
Street Line 2: |Banner Finance Team
Street Line 3: 2201 niversity city Blvd
Building: Reese Bldg Floor: 311-4
City: |Char|0tte
State or Province: ’F Zip or Postal Code: |23z23
MNation: |
Telephone: ’F 6873462 Extension:
Contact: |Alice LaRocca
Attention To: |Ga|e Helms

The Order Date, Trans Date, Requestor, Organization, COA, Email, Phone, Ship
To and Attention To: fields will be populated when the block appears.

Tab

Note: Use

1 to navigate through the form.

e Select Document Level Accounting option: The Document Level Accounting field is
used to designate the type of distribution the system will use when allocating charges
on this requisition. The two options for allocating funds are explained below.

a. Document Accounting — Charges for all line items will be allocated to the
designated FOAPAL(s) in the manner in which they were entered into the
FOAPAL block, including dollar and/or percent split allocations. This is system
default.

b. Commodity Accounting — Charges will be allocated line-by-line to the
designated FOAPAL(s). Dollar and/or percent allocations are also allowed
with commaodity accounting. To implement commodity accounting, remove the
check mark from the Document Level Accounting box. Requisitions for Fixed
Assets must use Commodity Accounting.
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e Complete and/or verify information in other fields:

Order Date — This Order Date will default to today’s system date. This date should not
be changed.

Trans Date — The Trans Date determines the date the encumbrance transaction for this
requisition will occur. The Trans Date should only be changed when completing a
requisition that has crossed months.

Delivery Date — The Delivery Date is a required field. Indicate the date the
goods/services are needed by typing the date in the DD-MON_YYYY format.

Comments — The Comments field is limited to 30 characters and should be used to
notify the Buyer of special instructions. Examples are “Standing Order”, “Next Day
Delivery”, “Rush Order”, “Overnight”, and “Air Freight”. If this is a confirming
requisition, enter the PO number in this field.

Requestor — The Requestor area defaults the name, chart of accounts, organization,
email, phone and fax information for the requisition creator. Do not change this
information. Contact the Help Desk at 7-3100 if any information is incorrect.

Ship To — The Ship to code for the requestor will default. If the purchased goods are to

| | o ~ .
be shipped to a different location, click the Search Button and double-click the
desired Ship to code.

X

exit the requisition (user will be asked if changes should be saved, choose No) and then

Note: If the Ship To code information is not accurate, close the requisition by clicking to

contact Purchasing at Purchasing@email.uncc.edu to have it updated. Once the Ship To

code information has been updated by Purchasing, return to the FPAREQN form and start
the requisition process over.
Attention To — The Attention to field defaults to the Contact name on the

selected Ship-To. This information can be changed if needed.

) ‘?E’E] Crd Page
= Next Block (click or press + L2y to proceed to the Vendor

Information block.
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Requisition Entry: Vendor Information Block

2006

- 3

BACE TO TOP

The Vendor Information block will be used to add a vendor name and address to the requisition. This block
can be left blank if the vendor is unknown or the requisition is for a bid order.
If Vendor UNC Charlotte ID Number is known:
= When the Vendor Information block opens, the cursor will be in the Vendor code
field. Enter the UNC Charlotte ID number.

File Edit Options Block Itern Record Query Tools Help

BN E BEEE 97 BEE A & RE & 4 0O X

%F!.Elql.ii-s.itil:lrw Entry: Wendor Information FPAREQM 7
Requisition: MEXT
Order Date: 13-0CT-2006 @ Transaction Date: 13-0CT-2006 @ [ In Suspense
Delivery Date: IM@ Comments: ’W [ Document Text
Commodity Total: Accounting Total:

[+ Document Level Accounting

Commodity fAccounting Balancing/Completion

wendaor Infarmation

Requestor/Delivery Information

vendor: [so0362142 [*][cC Dickson Co

Address Type:
Street Line 1:
Street Line 2:
Street Line 3:

o 5]

|PO Box 13501

Sequence: l_lEl

City: [Rosk Hill
State or Province: ,? Zip or Postal Code: W Nation:
Phone: §03 M Extension: l—
Fax: l—li Extension: l—
Contact: |Libby Andrews
Email: |
Discount: ,FBMet 30 Days
Tax Group: | Fl
Currency: | Ell
Tab I .
" 1 to the Contact and Email fields and complete them, if necessary.

PD.IBB

Diosir

Ctrl

= Next Block (click %T or press ] + ]) to move to the Commaodity block.

Skip to page 14 to continue the requisition process.

Page 8 of 26

Revised



#*

S/

INO(HARIOTTE 2006

If Vendor UNC Charlotte ID Number is not known:

ﬂ or click the Search icon Ewhile the cursor is in the Vendor code field,
to open the Entity Name/ID Search (FTIIDEN) form. See page 18 for instructions on
using FTIIDEN.)

If vendor is found on FTIIDEN:

= Press

_ Shift F3 | .
= Double-click the chosen vendor or press I + to automatically populate

the Vendor Information block of the FPAREQN form.

Note: If vendor address information that defaults for the vendor selected is not correct or
does not match what has been provided to the department, click on the Search

) b | e s
Button beside of the Address field and double click the desired address. If
the desired address is not available, enter the correct address on Document Text
(FOAPOXT) to add address information. See page 20 for instructions on using
Document Text.

If vendor is not found on form FTIIDEN, enter the vendor’s name, address, telephone
number, and contact name in Document Text (FOAPOXT). See page 20 for
instructions on using Document Text.

= If the vendor is offering a promotional discount (such as — 10% off for a $5,000.00
purchase), the code in the Discount field must be removed.

Poge
Ctrl ] = ] .
+LJ2wnl]) to move to the Commodity block.

= Next Block (click \_é@ or press

Revised Page 9 of 26
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Requisition Entry: The Commodity/Accounting Block

The Commaodity/Accounting Block is used to:
a. designate document accounting or commaodity accounting
b. enter line item information
c. assign FOAPAL(s)

File Edit Options Block Item Record Query Tools Help

BYE BEEE ¢ ZEN & & KK ¢ ¢ £ O X

-

BACE TO TOP

%Ff.EI]I_IiSitiEII"I Entry: Commodityf&ccounting FPAREQN 7.2 (BANTEST?)
Requisition: RO702861
Order Date: 13-0CT-2006 @ Transaction Date: 13-0CT-2006 @ ['In Suspense
Delivery Date: 31-0CT-2006 @ Comments: Rush Order [ Document Text
Commodity Total: 940.45 Accounting Total: .ao
¥ Document Level Accounting
Reguestor/Delivery Information endor Information Commodity fAccounting Balancing/Completion
usm Tax Group Quantity Unit Price
Item 2 of 2 Ea [7] | | 7 X £9.72 = Extended: 438,04
Commodity Description IEEITILE 0
EI E Additional: 00
| |CONTROLLER CSC-2003 (12-2692) [ Commodity Text Tax: .00
| |THERMOST.°.TS TP9704-2004 (12-0662) v ITtem Text Commodity Line Total: 488.04
| | ['add Commodity Document Commodity Total: 940 45
| | [ Distribute
FOAPAL of Remaining Commodity Amount: 940,45 [CINSF Override UsD

0
[ NSF Suspense  Extended: [
=
=

COA Year Index  Fund Orgn Acct Prog Acty Locn Proj Discount:

[~ [~ [~ (~ [~ [~ (v [~ [~ Additional:
= 8 | | | | | | | | Tax: =
,_ ,— | | | | | | | | FOAPAL Line Total:
'_ '_ | | | | | | | | Document Accounting Total:

——

Notes: < The Requisition field is now populated with a Requisition Number. Please
write down the Requisition number! It will be required when contacting the

Purchasing Dept.
* There is no limit to the number of commodities that can be entered.

= Complete the following fields:

Commodity — The cursor will be flashing in the Commodity field. Commodity
numbers are not required on a requisition and should only be assigned by a

Purchasing Agent. Disregard this field.

Revised
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Description — Enter a complete description (including catalog and/or part numbers)
for the item that is being ordered. If the description is longer than this field (50
characters) click Options on the toolbar and select Item Text. The
Procurement Text Entry (FOAPOXT) window will appear.

File Edit Options Block Item Record Query Tools Help

B E BCEEE Y% REK &I & BE & 5 H 00X

w8 Procurement Text Entry FOAPOXT 7.1.0.1 (BANTEST?)

Text Type: REQ F Code: |RO7OZ2861 [T Change Sequence: Item Number: 2
Yendor: |800362142 |cc Dickson Co
Commodity Description: |THERMOSTATS TPO704-2004 {12-0662)
Muodify Clause: [7 [J Copy Commodity Text Default Increment: 10
Text Clause Mumber Print

4l

| »

|Thermostats must work with a TRAME model 345 unit

Innnm
RRRRNRRRNRRNRAN |

1]

To insert additional item text, click on the first blank line; the field will be
highlighted in yellow. Type the remainder of the item description. If the
description is longer than this line (50 characters), arrow down to the next line
and continue to enter descriptive information. Repeat this process until the
entire description has been entered. Make certain that the Print box is checked
for all lines. Click the SAVE icon. Click EXIT. The system will return to the
Commodity/Accounting window. The Item Text box (under the Quantity box)
will now be checked.

U/M - Enter the unit of measure that applies to this line item. To search a list of

w
units of measure, click on the Search Button [:I and double click the
appropriate code to insert it on form FPAREQN.

Revised Page 11 of 26
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Quantity — Enter the quantity needed.

Unit Price — Enter the unit price of the item. A unit price cannot be lower than
$1:00. Enter any free items in Document Text (FOAPOXT).

Extended — The system will generate the extended cost (Quantity X Unit Price).

Discount — Enter the discount amount in the Discount field; this includes a
percentage, lump-sum, or trade in discount. Discount amount must be entered
as a dollar amount. A percentage will not be accepted. Note: If a vendor has
been entered on the Vendor Block, the discount amount must be removed from
this form.

Additional — Any additional charges that may be associated with this line should be
entered in the Additional field.

Tax — UNC Charlotte is tax-exempt. Tab through this field.

Commodity Line Total and Document Commodity Total — The Commodity
Line Total field will display the total for the highlighted line. The Document
Commodity Line Total will display the total for all lines on the requisition.

Important Note — If Document Accounting is being used, continue to add any additional
line items. To enter additional lines, tab to the Description field, arrow down from the
yellow highlighted to the next blank line. Enter the pertinent information as described in
Description through Document Commodity Line Total above until all line items have
been entered.

If Commodity Accounting is being used, make certain the Document Level Accounting
Hoge

=] Ctrl g

field is unchecked and Next Block (click Eﬂ or press +HLO2=0l)) to enter the
appropriate FOAPAL(s). After completing the FOAPAL block, Previous Block (click

Foge

Cirl

%} or press +LUe ) to add the next line item. Repeat the process of entering
line items and immediately entering the FOAPA until all line items and associated
FOAPA(s) are entered.

Note: If a new blank description line has been selected and the NEXT BLOCK

Command is performed; the system will give you an error message “Commodity Code or
Description Should Be Entered”. The system assumes that a new line item is being created.
To clear this error, arrow up to the last line item entered and then NEXT BLOCK.
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+

Foge

(o

) to the FOAPAL block of the Commaodity/Accounting window.

Ctrl

Note: If you are in the FOAPAL block and realize that the allocation should be

Commodity Accounting, click Previous Block (click

E

or press

Ctrl

|

Foge
Up )

and uncheck the Document Level Accounting box. If the FOAPAL has been entered,
highlight the FOAPAL and click Record, Remove. This will remove the FOAPAL; click
Previous Block and uncheck the Document Level Accounting box. Enter the FOAPAL
information again as needed.
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File Edit Options Block Item Record Query Tools Help

& 9 >E]<El@l %%}@@%%&&c& 22 @ X

w8 Reqguisition Entry: Commodi

Requisition: RO702561

Order Date: 13-0CT-2006 @ Transaction Date: 13-0CT-2006 @ ¥ In Suspense

Delivery Date: 31-0CT-2006 @ Comments: Rush Order [ Document Text

Commodity Total: 240 45 Accounting Total: el

¥ Document Level Accounting
Reguestor/Delivery Information wendor Information Commodity/Accounting Balancing/Completion
u/m Tax Group Quantity Unit Price
Item 1 of 2 Ea [*] | | 7 X 64,63 = Extended: 452,41

Commodity Description Discount: .00
[~ [~ additional: [ oo

| |cONTROLLER C5C-2003 (12-2692) [ Commodity Text Tax:

| |THERMOSTATS TPO70A-2004 (12-0662) [ Ttem Text Commodity Line Total: T asza1
| | [ add Commodity  Document Commodity Total: IW
| | [ Distribute

FOAPAL l_l of l_l Remaining Commodity Amount: 940,45 [ NSF Override L™ UsD

[ NSF Suspense  Extended: [ 940,45
COA Year  Index Fund Orgn Acct Prog Actv Locn Proj Discount: [ o
] Ad| =] k4] | K] k4] Ad| =] additional: [ a0
[£ [o7 [t1s1z0 [11eizo  [14300  [ssosoo [te;on | | | Tax: m e
’_ | | | | | | | | FOAPAL Line Total: 240,45
’_ | | | | | | | | Document Accounting Total: fuli]

C - The chart of account code “1” will default.

Yr - The current fiscal year will default. Do not change.

" _ = .
Index — Enter the appropriate index code or click on the Search Button to find a fund.
Fund — The fund will automatically populate from the Index.

Orgn — The default organization will be displayed. Do not change.

Acct — Enter the appropriate account code or click on the Search Button El to find an account.
Prog - The program will automatically populate from the Index.

Actv — Not used at UNC Charlotte.

Locn — Only used for fixed assets.

Proj - Not used at UNC Charlotte.
Revised Page 14 of 26
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% - To allocate charges to a FOAPAL by a percentage; click the % field (a checkmark will appear).
Enter the percentage in the Extended field. For example: to allocate 50% of a requisition to a specific
FOAPAL, click the % box and enter 50 in the Ext box. The system will automatically calculate the
dollar amount that should be allocated to the highlighted FOAPAL.

Extended - If all the costs associated with the requisition should be charged to the designated
FOAPAL, press the Tab key and the system will calculate the totals. If a specified dollar amount is to
be allocated to a specific FOAPAL, the amount should be entered in the Ext. field.

Note: There is no limit to the number of FOAPAL(s) that can be assigned to a requisition regardless of
whether document accounting or commaodity accounting allocation is used. However, when splitting
the costs by dollar amount or percentage, the total of all the allocations must equal the amount of the
requisition.

Discount, Additional, and Tax - Tab through these fields; there is no input required. The system will
display any discount or additional charges that were entered in the commodity block. Sales tax does

not apply.

FOAPAL Line Total and Document Accounting Total - The system will automatically calculate
and display the dollar amount allocations for both the line and document. Please verify these totals to
make certain the correct information has been entered. If the amounts are incorrect, please make the
necessary corrections and Tab through the FOAPAL block to recalculate the charges.

_Once all line items and FOAPAL information has been entered, click Next Block (click

FlD. =]
o] Ctrl 3
%] or press +LUown ) to the Balancing/Completion window.
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Requisition Entry: Balance/Completion Blocks
The balancing/completion block will recap information about the requisition. Verify that the status column(s)
are balanced. Click the Complete icon @to finalize the requisition. If the requisition needs to be saved and

Z]

processed at a later time, click the In Process icon to hold document.

File Edit Options Block Item Record Query Tools Help

BYE BAEE 9% @E® @ & BE ¢ $ S QX
uisition Entry: Balancing/Completion FRAREQM 7.2 (BAMTESTT)

Requisition: RO702861

Order Date: 13-0CT-20086 @ Transaction Date: 13-0CT-20086 @ [/In Suspense

Delivery Date: 31-0CT-2006 @ Comments: Rush Order [ Document Text

Commodity Total: 940,45 Accounting Total: 940,45

v Document Level Accounting

Requestor/Delivery Information wendor Information Comrmodity faccounting Balancing/Completion

vendor: [s00362142 [cC Dickson Ca Requestor: |Gale Helmns

COA: [t [umc Charlatte

QOrganization: |1160|J |C0ntr0||er

Currency: | |

Exchange Rate: Commodity Record Count: 2
Input Amount: 940.45 Converted Amount:

Input Commodity Accounting Status

Approved Amount: ,ﬁ ’ﬁ ,ﬁ ,m
Discount Amount: | .00 T [ o [BaLANGED
Additional Amount: l—.DD ’—.DD l—.DD ,m
Tax Amount: [ o T [ o [BaLANGED

Complete: @ In Process: @

If a vendor was selected from the vendor file, the document will display the message “Document Req #
completed and forwarded to the Approval process” at the bottom of the first FPAREQN window.

Revised Page 16 of 26
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If a vendor was not selected from the vendor file (entered as document text) and there are sufficient funds, the
system will display the following message after clicking the COMPLETE button.

® This requisition does not have a vendor or a

recommended vendor, Do you want to complete the
requisition?

Yes i (o]

This is for information only. Click YES and the system will display the message “Document Req # completed
and forwarded to the Approval process” at the bottom of the first FPAREQN window.

Note the Requisition Number before leaving the form.

Once the requisition has been completed, form FPIREQN must be used to view the document.

Revised

Page 17 of 26



+

/2

INO(HARIOTTE 2006

- 3

BACE TO TOP

Using the Entity Name/ID Search Form (FTIIDEN)

Revised

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%o displays all items that contain
the characters Pied. A search condition of Pied%o displays all items that begin with the characters
Pied. A search condition of %ied%o 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%o).

File Edit Cptions Block [tem Record Query Tools Help

BYE AEEE $% 28D @ & BE ¢ &P 0 X

" Entity Name/ID Search FTIIDEM 7.0 (BANTEST?)

M Vendors [ Grant Personnel [JFinancial Managers [l agencies
[J Terminated Yendors CJProposal Personnel [JTerminated Financial Managers Clall
Middle Entity Change
1D Mumber Last Name First Name Name Ind Ind b F a G P Type
[~]

| aried | | 3 § B B B §E
I I I I [ U 0 0 0 0 0 C 4
| | | | [ O 0 0 0 0 0 [C]
I I I I B U O 0 0 0 0 CJ
I I I I [ U 0 0 0 0 0 L]
I I I I [ U 0 0 0 0 0 C 4
I I I I [ 0 0O 0 0 0 0 C 3
I I I I [ U 0 0 0 0 0 C 4
I I I I [ U 0 0 0 0 0 C 4
| | | | [ O 0 0 0 0 0 C
I I I I [ U 0 0 0 0 0 C 4
| | | | [ O 0 0 0 0 0 [C]
I I I I B U O 0 0 0 0 CJ
| | | | D 1 O A 0 B O B 6y B
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e Press

1 to place the cursor in the Last Name field.
e 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.

-8

=
e Execute Query (press or click ) to display all vendors containing the characters

enclosed in percent signs.

File Edit Options Block Item Record Query Tools Help

B AAEE % BE@E & & BE & S8 @ X

FEntity Name/1D Search FTIIDENM 7.0 [BANTESTY)

¥ vendors [ Grant Personnel [JFinancial Managers [Jagencies

[ Terminated Vendors [ Proposal Personnel [ Terminated Financial Managers Call

Middle Entity Change
ID Number Last Name First Name Name Ind Ind

<
B
o
-

Type

|800000860 ‘Central Piedmont Community Coll

.

|800382473 ‘P\sdmunt Biomedical Inc

|800002208 ‘P\sdmunt Chlorinator 2ales Inc

|SUE|002144 ‘P\edmont Doar Autarmation
|SUUUUZM7 ‘P\edmont Farm & Yard Equipment
|SUE|433752 ‘P\edmont Fasteners Inc
|SDDEEEBZ7 ‘P\admnnt Garden & Florist Supply

[so04za401 [piedmant 1ce Inc

[soo3e1s14 [Piedmont Natural Gas

[s00367038 [riedmant Plastics Inc

|8003?4316 ‘P\Edmunt Primary Academy

JOEFEEEEFEEEEEEEES
OEEEEEEEEEEEEEE
JOEFEEEEEEEEEEEEES

TR TN

JNNNNRNNNNRRRERY
B [ 5 2 3 0 I el e (D () s e
OO EEEEEEEEEEE-
TIEEIEIEEEIEIEE EEEE=E

\
\
\
\
\
\
\
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ID. Press Edit to change Ordeting of Records
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BACK TO TOF

Document Text (FOAPOXT):

Document Text is used to enter text information about a requisition. This includes vendor information and
other important notes to the Purchasing department or vendor. Text can be entered at any point on the
requisition process after the Delivery Date has been entered. To enter document text, click Options,

Document Text (FOAPOXT).

Revised

The Procurement Document Text window will appear.

7] Ctrl
Next Block (click VEF or press |+ [Loown ) to proceed to the first blank line under

TEXT.

r'a.ge.

Type the desired text. These fields are limited to 50 characters and do not wrap. |If
additional line are needed, arrow down to the next line.

File Edit Cptions Block Item Record Query Tools Help

BOE AEABE ¥ QEE @ & KE ¢ 5 & 0@ X

’%_E Procurement Text Entry FOAPOXT 7.1.0.1 (BANTESTT)
Text Type: ’HF Code: ’WF Change Sequence: ’_ Ttem Number: ’_
vendor: | ‘
Commodity Description: |
Modify Clause: ’—F [ Copy Commaodity Text Default Increment: 10
Text Clause Number  Print Line
[The office Supply Store [ v ]_ -
| | o [
| | O !_
| | o [
| | o [
| | O !_
| | = [
| | o [
| | O !_
| | = [
| | o [
| | m r
| | = [
| | o [
| | m !_
| | = [
| | o L &

4 3

When entering vendor information, please include:

Vendor/Company
Address

Phone

Fax

Contact information

Click (Save).

Click X to return the Vendor Information block.
Note that the Document Text check box is populated (F).
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BACE TO TOP

Create a New Requisition from a Copy

FPAREQN provides the user with the ability to create a new requisition from a copy.
¢ Navigate to the Requisition form. From the Direct Access box, type in FPAREQN and press

Enter

e The following form will display.

File Edit Options Block Item Record Query Tools Help

BOE ACEE 9 B@EX & & EE ¢ SIS QX

’zg Requisition FPAREQMN 7.2 (BANTEST?)

Requisition:  |NEXT EI @I

4
Enter NEXT or leave BLANK for automatic assignment or enter document number, Press NEXT FIELD to activate copy function.

e Type NEXT in the Requisition field blank, to start a new requisition and click on the Copy icon.
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File Edit Optinns Block Item Record Query Tools Help

BE REAEE % BEH &5 LI 21@ X

FRequisition FPAREQM 7.2 (BAMTESTT)

Requisition: MEXT b [Ex]

TmCopy FRAREQMN 7.2 (BANTESTT)

Copy From

Requisition: ro7ooant [7)

Yendor: |BDDDDDQSD |Char|as River Laboratories Inc

( (=]’ ) ( Cancel )

e Enter the Requisition Document Number to copy from and click oK .
e A new Requisition is created with all of the information from the other requisition already filled in.

e Make any changes necessary and proceed as instructed above.
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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

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

Enter

and press

e The following form will display.

File Edit Options glock Item Record Query Tools Help

BOE BEABRE ¥ T ¢ B EE ¢ S P00 X

‘maDocument by User FOADOCU 7.0 (BANTEST7)

Original User ID:  [4VLAROCC COA: ’TB Fiscal Year: EE[ Document Type: Document:
Status: :I Activity Date From: @ Activity Date To: @

Document Document Change Activity Document Deny
Code Sequence Submission Description Date Amount Document

w
a2
o
=
c
w

-

EEEEEEEEEEEEEEEN
SNRRRRRRRRRNNNNES
T
AT T
SENRNNRRRRRENEEER

%) %) (el (] [l ) el [ () (] (] ] ] el (e

1]

4 3
Enter Originator 1D

e The Orig 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.

e To query for only requisitions, type REQ in TYPE: field.

o 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.

1 Ctrl
e Next Block (click %] or press .+ P20 1) to move to bottom of form.

r'n.ge. 1
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e The documents will be returned and in the Sta (Status) field codes will be displayed.
‘C'ompleted, ‘A'pproved, 'Plosted (only for V), 'mcomplete, % for Cancelled

File Edit Options Block Item Record Query Tools Help

BYE AEABE %% D & & EE S @ @ X

Ty Document by User FOADOCU 7.0 (BA

Original User ID:  |awLAROCC COA: |1—[T Fiscal Year: |07 F Document Type: Document:
Status: l:l Activity Date From: [E activity Date To: =]

Document Document Change Activity Document Deny
Status Type Code Sequence Submission Description Date Amount Document

o v 10054385 [ L [rreyes [12-3uL-2008 [ 340,05 B A

[a v L0056427 [ ] 1 [kelsan ine [12-3uL-2008 [ 2,724.,33 &

[a [t [oos7i1e [ ] L] [Logical chaice 1ne [12-30L-2008 [ 721.00 =

[a v [oos7313 [ L] [mediine 1ndustries inc [12-30L-2008 [ 223,54 =

’A_ W ’W ’_ ’1_ [Handy Hand company [12-30L-2008 [ 299,03 =

[a I [100s00ea ] 1 [Medline Industries Inc [12-30L-2006 [ 84,92 &

[a I 10061558 [ 1 [erainger [12-30L-2008 [ 328,21 &

[a v 10061560 [ 1 [erainger [12-30L-2008 [ 192,25 .

[a [ [osazra [ ] ] [able metal Fabricatars Ine [12-30L-2006 [ 112.00 &

IT W 10063520 ’7 ’17 |Mad|me Industries Inc ‘IZ-JLIL-ZEIEIE- | 48.90 @

’A_ W W ’_ ’1_ [carrier enterprises LLC [12-30L-2008 [ 1,392.00 =

[a [t [toogarez ] 1 [Dall Marksting LP [12-30L-2008 [ 3,460,00 &

[a Iy 1005082 [ 1 [charlote Tracter Co [12-30L-2008 [ 175,84 &

[a Iy 10065088 [ 1 [Mecallum sales inc [12-30L-2008 [ 44,30 [&

[a [t [tooessea ] 1 [erainger [12-30L-2008 [ 57.18 &

[a 1 10065573 [ 1 [erainger 12300 e & -
4 »

'Clompleted, A'pproved, 'Plosted (only for WV, 1'mcormplete, W 'for Cancelled

e Click 2P 5 choose Query Document [by Type], or Document History FOIDOCH.

Ctrl g

e Next Block (click Ej or press |+ IL82wn ) or the Options menu to review the full details for
the Document.

Ctrl 0
e Click the Exit X toolbar button or press 4] + —lto exit FOADOCU.
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Query for Requisition Number (FPIRQST)

’;;';E_F!.qu_liiitu:lrl Query FPIREQN 7.2 (BAWTESTT)

Requisition: E

e To query for a Requisition number, access form FPIREQN or FPAREQN. Click

w
Requisition [:I (Search) or press -

that have been created will be returned.

to open FPIRQST. A list of all requisitions

F7 T
e Enter a query (press or click ) to clear form.
| Tab o
o | . to Requestor Name and enter requisitioner’s name.
[ Tab
o . to Request Date and enter the date the requisition was created. The date must

be entered in the DD-MON-YYYY format.

Request Number Requestor Mame Request Date Request Type Deliver by Date
|7 Foreims [o6-0CT-2006 B
Organization Completed Approved
| | N N

Vendor Origin Reference Number
| | | M |
[—
i or click ) to return all requisitions that match the

e Execute Query (press
name/date criteria.
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Request Number

Requestor Name

RO702857

Organization

Gale Helms

[11600 |contraller
Vendor

|son3s2142 |cC Dicksen co

Regquest Mumber

Requestor Mame

ROFOZE5E

Organization

Gale Helms

11600 [contraller
Vendor

Request Number

Requestor Name

o

Organization

Vendor

Revised

Request Date Request Type
06-0CT-2006 5
Completed Approved
a2 v
Origin
[EBRTER |

Request Date  Request Type
[66-0CT-2006 F
Completed Approved
3 2
Origin
[BaNNER |

Request Date

s

Completed

-

Origin

Request Type

=

Approved

.

Deliver by Date

06-0CT-2006

Reference Number

Deliver by Date

06-0CT-2006

Reference Mumber

Deliver by Date

e

Reference Number
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