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INTRODUCTION

This manual was developed by the Nicholls State University Purchasing Department to
assist Banner users at the University in understanding and becoming proficient with the
different forms and functions relating to purchase requisitions, purchase orders, and
receiving. It is revised periodically to include additional helpful information for the
campus as it becomes available.

While this information is intended to be a tool to increase the campus’ understanding of
the various features of Sunguard/SCT Banner it is in no way intended to address unique
situations and/or questions your department may have concerning Banner. For this
purpose, departments are encouraged to contact any member of the Purchasing staff
for assistance.

While we may not have the answer to a specific question immediately, there are a
variety of resources available to enable us to find answers in an expeditious manner.
There are no “stupid questions” A great deal of the information acquired by the
Purchasing Department staff regarding Banner is the direct result of questions posed by
users and the process of finding a solution.

If you have any questions concerning your requisitions, please feel free to contact either
Pattie Breaux at X4037 or Carmen Hamilton at X4532.

The Purchasing Department
Room 104 Elkins Hall
Ph: (985) 448-4038
Fax: (985) 448-4921
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OVERVIEW

Online Requisitioning

Creating

The requisition form consists of several forms. The Requisition Form FPAREQN is used to
initiate the procurement process and to define the header information, requestor, commodity
data, accounting data, balancing/completion data, and various other optional data screens. ltis
on the Requisition Form that you enter the items and accounting distributions for a purchase
requisition.

Querying

The Requisition Query Form FPIREQN serves as a companion query form for the
Requisition Form FPAREQN. It is on the Requisition Query form that you query information
about the requisition in Banner.

Procurement Text Entry

Use the Procurement Text Entry Form FOAPOXT to enter text at the Header level or
Commodity level. Select ‘Procurement Text’ from the ‘Option’ menu and perform a ‘Next Block’
to access the Text Field. This form is used to communicate information to a buyer pertaining to
the requisition or to add information to print on the purchase order for the vendor.

Document Level and Commodity Level Accounting

Document Level Accounting is the default for all new requisitions. Document Level Accounting
enables you to assign account distributions at the document level, rather than to specific line
items. For a large document, which you may charge entirely to one or more accounting
distributions, this means you only have to enter the distribution(s) once per document, instead of
for each commodity record. The system expects and manages accounting distributions for the
document in total. If you clear the “Doc Acctg” checkbox, you must assign accounting
distributions to specific line items (Commodity Level Accounting). If you decide to change from
Document Level Accounting to Commodity Level Accounting or vice versa, delete the existing
accounting records, return to the Commodity block of the Commodity/Accounting window and
reset the indicator.

Banner Receiving

Receipt acknowledgement is managed with the Banner receiving module. The receiving
module contains the forms used in the process of receipt, adjustment, and return of goods and
services. Banner’s optional receipt required allows payment of an invoice only after matching
invoiced items are correctly received. The invoiced and received commodity item quantities
must match in order to pay.



THE REQUISITION ENTRY FORM - FPAREQN - Quick Reference

The Requisition Entry form FPAREQN contains six blocks of information. The table below shows the
six information blocks with the corresponding information needed for each.

1. Requisition Number Block There are three Options:
(Key Information Block) * Click on the Next Block button for a new
requisition. Banner will assign a new requisition
number after the vendor is chosen

* Enter a Requisition number or use the search
feature to locate an existing requisition to modify
and complete it.

* Use the COPY feature to create a new requisition
from an existing one.

2. Requestor/Delivery Block Enter three things:

* Requested delivery date

* Org number (if different from default)

* Contact person for delivery (if different from
default).

3. Vendor Block Enter the correct vendor code, if known, or search
FTIIDEN to locate. If the vendor that you need is not in
the system, follow directions given by Purchasing.

4. Commodity Block Enter the following information:

* Commodity code : Leave blank
* Description of each item

* Quantity for each item

* Price for each item

5. Accounting Block Most of the data will populate these fields based on the
user’s security profile. The Account Code will always
have to be entered. Change other data as necessary.

6. Balancing/Completion Block There are two choices to consider:

* Completion — this will send the Requisition to the
designated buyer

* In Process — select this option when you need to
make changes before sending the requisition to a
buyer.




REQUISITION PROCESSING

Navigate to the Requisition form FPAREQN either through the Banner main menu or by typing
FPAREQN in the Direct Access field.

£ Oracle Developer Forms Runtime - Web [;]@
Eile Edit Options Block Item Record Query Tools Help
CEEIEEERIE I X I RE E 2@ 01X

78 General Menu GUAGMNU 8.0 (TESTD712) - Monday June 01, 2009 - Last login Monday June 01, 2009 02:25 PM -

GoTo...]  [¥] welcome, PBREAUX. Products: [~] Menu | Site Map | Help Center
‘AFinancial [*FINANCE] -
[ General Ledger [*FINGENLL]
(JFinance Operations [*FINOPER] Change Banner Password
[Istores Inventory [*FINSTORES]
ﬁPurchasing and Procurement [**FINPURCH]
’ﬂRequest Processing [**FINREQST]
B Requisition [FPAREQN] personal Link 2
[B stores Requisition [FSAREQN]
B Requisition Query [FPIREQN]
B Requisition Cancel [FPARDEL] Personal Link 4
B Requisition Suspense List [FPIREQS] —  Ppersonal Link &
B Buyer Assignment [FPAABUY]
B Open Requisition by FOAPAL Query [FPIORQF]
B Purchase order Assignment [FPAPOAS]
B vendor Products Query [FPIVPRD] My Institution
B vendor Products validation [FPYVPRD]
B Agreement Processing [FPAAGRD]
B Requisition validation [FPIRQST]
B Requisition Commodity Summary [FPICOMS]

My Links

Check Banner Message

Personal Link 1

Personal Link 3

Personal Link 6

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enter the object name; Press LIST for listing.
Record: 111 | o | | <0sC>

m-l @ securenet Systems | ... n @ oracle Application Se... £ Oracle Developer For... ([ BENZ:e) n () BANNER FULL MANL. .. @B B 4:09PM

FPAREQN begins the procurement process by defining an internal request to acquire goods or
services. It enables you to define departmental needs by identifying the requestor, vendor, commaodity,
and accounting information.




There are three Options from the Requisition Form. Click NEXT BLOCK to create a new requisition
number, enter a current requisition number to modify an incomplete requisition (use the search feature
if the number is not known), or click the COPY icon to create a new requisition from an existing one.

£ Oracle Developer Forms Runtime - Web: Open > FPAREQN Q@
File Edit Options Block Item Record Query Tools Help

BYE RAEE %7 @R Q& BME I EI21£@1 01X

"R Requisition FPAREQN 8.0 (TESTOT 18] Fririiri i L L L S S e e i Bl

Requisition: || ] =

4 [
Enter NEXT or leave BLANK for automatic assignment or enter document number; Press NEXT FIELD to activate copy function. |
Record: 111 | | | | <0sC>

m-{ @ securenet Systems | ... n @ oracle Application Se... £ Oracle Developer For... ([ BENZ:e) H (] BANNER FULL MANU... I@el B 410PM

Il. Creating a Requisition FPAREQN




Requisition Entry: Requestor/Delivery Information FPAREQN

Most of the fields on the Requestor / Delivery form will automatically populate based on the user’s
security profile. The ‘Delivery Date’ will always need to be completed. Use TAB to navigate through
the form.

£ Oracle Developer Forms Runtime - Web: Open > FPAREQN E]@
File Edit Options Block Item Record Query Tools Help

B E RAEABEE 497 DER QI SIEEIELEHI @] 01X

78 Requisition Entry: Requestor/Delivery Information FPAREQN 8.0 (TESTO712)

Requisition: NEXT

Order Date: 01-3un-2009 [ Transaction Date:  [01-JUN-2008 | [In Suspense
Delivery Date: 01-JUN-2009 @ Comments: [ Document Text
Commodity Total: | 0.00 Accounting Total: [ 0.00

¥ Document Level Accounting

Requestor/Delivery Information Vendor Information Commodity/Accounting Balancing/Completion

Requestor: IPatricia L Breaux COA: WE”Nichnlls State University

Organization: |2160 E”Purchasing Email: Ipattie.breaux@nicholls.edu

Phone: [o8s [4ag Extension: [4037 Fax: [s85 445 lag21

Ship To: REC d|

Street Line 1: [micholls State University

Street Line 2: ICentraI Receiving Warehouse

Street Line 3: ILA HWY 1

Building: Floor:

City: [Thibodaux

State or Province: LA Zip or Postal Code: |70301

Nation: [

Telephone: I I I

Contact: |

Attention To: IPurchasing| -
| |
Enter name for Attention-to label on Ship-to address. | J
Record: 111 | | . | | <osC=

m ‘ @ securenet Systems | ... | @ Oracle Application Se... ‘ < Oracle Developer For... ‘ Q 1-PROD ,‘ \ﬂ_1 BANNER FULL MANU,., | e@ & 4:12 PM

1. Order Date: REQUIRED. Today’s date automatically defaults.

2. Trans. Date: REQUIRED. Today’s date automatically defaults.

3. Delivery Date: REQUIRED. Enter a realistic delivery date that the commodities on this requisition
are to be delivered. If the delivery date is in the same month as the Order Date, you can enter just
the day and press the TAB key to complete the date. The date must be reasonable and the same
or later than the transaction date. The Delivery Date must be entered in a MMDDYY format.

4. Comments: Optional. Enter delivery comments such as ‘See Document Text’, ‘Delivery required
no later than 11/29/05’, or ‘Fax to vendor today’. This field is limited to 30 characters.

5. Requestor Field: REQUIRED. Enter the requestor's name. Defaults to user based on security

profile.

COA Code: REQUIRED. Chart ‘N’ will default, which is for Nicholls State University.

Organization Code: REQUIRED. Defaults based on user’'s security profile, or enter the

Organization code number, if known, and Tab to populate the field. If the Organizational Code is

not known, click on the search icon to locate the correct code number. Double click on the correct

code number and the Organization Code will be populated in the Organization field.

8. Email: Enter your email address if not automatically populated.

No



9. Phone: Enter your telephone number if not automatically populated.

10. Fax: Enter your fax number if not automatically populated.

11. Ship to: REQUIRED. Defaults according to user’s security profile. This is the code representing
the physical location for delivery. Enter the correct ‘Ship To’ code, if known, or request a list by
clicking the Search icon to locate another. If this information needs to be updated, call or email the
Purchasing Department.

12. Attention To: REQUIRED. Enter the name of the department requesting the purchase.

lll. Adding Document Text

The Document Text feature can be used to communicate special requests to Purchasing or to a
vendor. If you have attachments such as a written quote, invoice, order form, etc. or if you need to
request a verbal purchase order number, a reference to the request or attachment and how it will reach
the Purchasing Department can be made on Document Text. Use the following method to add
Document Text to your requisition.

1. Click Options in the menu bar and select Document Text. This will open the Procurement Text
Entry form FOAPOXT.

< Oracle Developer Forms Runtime - Web: Open > FPAREQN Q@
File Edit Block Item Record Query Tools Help

@ «» Document Information B S ®EI <k LB @ X

Requestor/Delivery Informatior Eeten Feei=ioln] EHE) (o ) i i

vendor Information
Commodity/ Accounting Information

Requis Items in Suspense

Order _ _ . Transaction Date: 01-JUN-2009 @ [ In Suspense
Defivel pocument Text [FOAPOXT] Comments: [ Document Text
Commo T 0.00 Accounting Total: [ 0.00

¥ Document Level Accounting

Requestor/Delivery Information vendor Information Commodity fAccounting Balancing/Completion

Requestor: [Patricia L Breaux COA: W[z”Nichnlls State University

Organization: |2160 E”Purchasing Email: |pattie.breaux@nicholls.edu

Phone: 985 [44s Extension: [4037 Fax: |[oss [aas 4921

Ship To: (=]

Street Line 1: [micholls state University

Street Line 2: ICentraI Receiving Warehouse

Street Line 3: ILA HWY 1

Building: Floor:

City: IThibudaux

State or Province: |La Zip or Postal Code: |70301

Nation: |

Telephone: | |

Contact: [

Attention To: IPurchasing Department =
| [
Enter Ship-To code. Required for completing requisition. |
Record: 111 [ ... | Listofvalu.. | | <0sC>

| @ securenet systems | ... | @ oracle application e...  [EBRC TR &) 1 - PrOD | ) Banmer FuLL Man... ‘@@ 5 4:25PM

2. Click the ‘NEXT BLOCK’ icon or click into the first line of the Text area of the form to begin typing
Document Text. Each line accommodates fifty (50) spaces. Once you have reached 50 spaces per
line, use the down arrow key to move to the next line and continue typing.

10



Note: If you want your text to print on the purchase order, ensure that the box next to the text line
is checked. If the box is not checked, the text will only be visible when viewing your requisition in
Banner.

;
& Oracle Developer Forms Runtime - Web: Open > FPAREQN - FOAPOXT =) o/d
File Edit Options Block Item Record Query Tools Help

BYE RAEBR 47 BERE QIS REIEI 2@ (X

A Procurement Text Entry FOAPOXT 8.0 (TESTOT LR 1riririririririrr T o ot o o
Text Type: WF Code: |RO000151 I: Change Sequence: I_ Item Number: I—
Vendor: I I
Commodity Description: [

Modify Clause: IT [ Copy Commodity Text Default Increment: 10
Text Clause Number  Print Line
IPIease fax order I v W =
|Invoice sent through campus mail| | v I_
I I 0 [
| I O [
I I 0 [
I I 0 [
I I O [
I I O [
I I 0 [
I I O [
| I O [
| I 0 [
| I O [
| I 0 [
I I 0 [
| I O [ &
I I 0 [ s
4| g | »
’
Record: 2/2 | | | | <08C=

WT (@ Securenet Systems | ... l @ oracle Application Se... [N EEANICE e &) 1-PROD l (5] BANNER FULL MANL. . @9 M, 4:36PM

3. Once you have completed the Document Text, click on the Save icon to retain the notation.
4. Click on the Exit (X) icon to close the form. You will return to the Requisition Entry form
FPAREQN.

Click “NEXT BLOCK” to proceed to the Vendor Information form.

11



IV. Requisition Entry: Vendor Information

CORRECT VENDOR ‘ORDER FROM’ (‘OF’) ADDRESS FOUND

1. A vendor code is required to complete requisitions. Click the Search icon in
execute a query. An Options List appears.

2. Click the ‘Entity Name/ID Search’ FTIIDEN to locate the correct vendor.
FTIIDEN form.

the Vendor field to

This will open the

QOracle Developer Forms Runtime - Web: Open > FPAREQN

BER]

File Edit Options Block Item Record Query Tools Help

AYE RAEE Y9 REBR QIS ME ¢ILI£1Q X

"7 Requisition Entry: Vendor Information FPAREQN 8.0 (TESTOD712)

Requisition: ROO00181

Order Date: 01-JUN-2009 EE Transaction Date: 01-Jun-2009 B [JIn Suspense
Delivery Date: 01-Jun-2009 EE Comments: [VDocument Text
Commodity Total: 0.00 Accounting Total: 0.00

Requestor/Delivery Infarmation Vendor Information

Commodity/accounting Balancing/Completion

¥IDocument Level Accounting

Vendor: v
Address Type: v Sequence: v
Street Line 1:
Street Line 2:
Street Line 3:
City:

State or Province:

"7 Option List

Entity Name/ID Search (FTIIDEN)

VYendor Maintenance (FTMYEND)

Zip or Postal Code:
Phone:

Fax:

Contact:

Email:

{ canc

Discount: v

Tax Group: hd
Currency: v

il

Record: 1/1 | ] | | | <08C>

Mﬂ (& Securenet Systems | ... ] (& Oratle Application Se. . £ Oracle Developer For... [l BBz

}[ 5] BANNER FULL MANU... F@@ M 331PM

12



Entity Name/ID Search FTIIDEN

3. Tab to the Last Name field. Execute a query by entering a portion of the vendor’'s name in the Last
Name field, followed by the wildcard “%” symbol. Data searches in Banner are case sensitive. Be
sure to type only the first letter of the vendor’'s name in upper case.

(% Oracte Developer Forms Runtime - Web: Open > FPAREQN - FTIDEN [[=)<
File Edit Options Block Item Record Query Tools Help
(RYBR REEE %% DEE @ & BEIEI S @11 X
¥ vendors [ Grant Personnel [ Financial Managers [ Agencies
[ Terminated Yendors [JProposal Personnel [ Terminated Financial Managers Can
Middle Entity Change
ID Number Last Name First Name Name Ind Ind v F A G P Type
[ZJ =

I [co] | / E E B BE EBE B E BE=F

[ [ [ (| [ O o °o 0o 0O [

[ [ [ [ [ O o o 0o 0o [

| | ( (1 [ C o o o 0 O .1

[ [ [ [ [ (I N I I N I R

I I I [ [ I I I I N I R

I I I (1 [ I N R A R I R A

I I I [ [ I I I U N I R

I I I (| [ L C O °C 0o 0O [

I I I (| [ I I S I R I R A

I [ I 1 [ L C O o 0o 0O [

[ [ [ (| [ - C O o 0O 0O [

I I I (1 [ [ I A A S N R

[ [ [ [ [ O O o 0O 0O [

[ [ [ [ [ O o o 0o 0o [

| | ( (1 [ C o o o 0 O .1

I I I 1 [ (NN NN o
2 ¥ - Veandarc F - Finanrial Mananers o - fnencies - Grant Percannel P - Pronncal Percanne) 1 G =
Enter a query; press F8 to execute, Ctrl+Q to cancel. | J
Record: 171 | | Enter-Qu... | | | <0sC>=

m‘{ @ securenet Systems | ... | @ oracle Application e... 1 - PROD ||| ) Banner FuLL manu... r@@ L 3:36PM

4. Click the Execute Query key or press F8 to view the list of possible vendor names resulting from
the query search.

13



< Oracle Developer Forms Runtime - Web: Open > FPAREQN - FTIIDEN

BEX¥]

File Edit Options Block Item Record Query Tools Help

BB AAERE 4% DENE O & REEL 2 @0 01X

¥ vendors [ Grant Personnel [ Financial Managers [ Agencies

[ Terminated Yendors [ Proposal Personnel [ Terminated Financial Managers T al

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

<
M
=
]
b=l

|NUU311869 |CO0I-Vue Aluminum Incorporated

[720404594  [Cooley Printers

[noo311863  [Cooley Printers
[770475569  [Coolsystems Inc

[woo312848  [Coolsystems Inc

|?21199173 ICopy Connection Incorporated

|N00312499 |C0py Connection Incorporated

|840978360 ICorporate Express

I
I
I
I
I
{
N00312861 Corporate Express I[
I
I
I
I
I
I
I

I720989813 ICote Blanche Productions Inc

[noo311666  [Cote Blanche Productions Inc

[721339277  [Cots Technolagy Llc
[noo312528  [Cots Technology Lic

[202702810  [Cotton Commercial Usa Lp

[noo311383  [Cotton Commercial Usa Lp
[521994352  [Council For Higher Education

JENNEREN NNRRNEDD
GnoooLHDDEoELEEEE
5 | i O
SRS RER IR
FEEEEEEEEEEEEEEEE
== E = E E E ) E ) E ) E ] ) E
FEE E E E E EE E E E ) E ) E
= EEEEE E EEE E E E E EE
IERUNERE SRR

|N00312366 ICounciI For Higher Education

V¥ - Yendors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel

Type

4
Lastname.
Record: 120/146 | | | | | <08C>

L2

m-I @ securenet Systems | ... n @ oracle Application Se... < Oracle Developer For... g 1-PROD II @J BANNER FULL MANU,

5. Double clicking the selected vendor name in the ID Number field will populate all required fields

on the Requisition Entry form FPAREQN.

VERY IMPORTANT: It is essential that the vendor address chosen is verified as being the correct
address. Multiple addresses and alternate address types may exist for the same vendor. Alternate
addresses may be viewed by clicking the search icon next to the Seq # field. The FOQADDR form

displays. Choose ‘PO’ (Purchase Order) code for requisitions.

14



< Oracle Developer Forms Runtime - Web: Open > FPAREQN - FOQADDR

[E[=1[<]

File Edit Options Block Item Record Query Tools Help
(B BRI ARS8 Y RHEEE @S EE G @& @ X
ID: [N00312861 [~ [Corporate Express
Address Type: AP [' Street Line 1: |39143 TREASURY CENTER [ Inactive =
Sequence Number: 1 Street Line 2: | From Date:
Source: F Street Line 3: [ To Date:
City: |CH!CAGO State or Province: IL ZIP or Postal Code: |60694-9100
Nation:
Address Type: FolRd Street Line 1: |7150 EXCHEQUER DRIVE [ Inactive
Sequence Number: 1 Street Line 2: [ From Date:
Source: [' Street Line 3: | To Date:
City: |BATON ROUGE State or Province: LA ZIP or Postal Code: 70895
Nation:
Address Type: F Street Line 1: [ Inactive
Sequence Number: Street Line 2: | From Date:
Source: F Street Line 3: | To Date:
City: [ State or Province: ZIP or Postal Code:
Nation: ~
<] | »
Record: 212 | | | Listofvalu.. | | <0sC>= J

m | @ securenet systems | ... | @8 oOracle application Se...  |[RCRe T c IR D & 1 -PrOD

| B anmER FULL MANU. .. ‘@,@ L 3:51PM

The above example illustrates two addresses for Corporate Express. Select the Purchase Order (‘PO’)
address by double clicking in the Code field for the correct address profile. If the chosen address is
correct, close the FOQADDR form by clicking the Exit icon, “X”, on the menu bar.

Vendor NOT FOUND in Vendor File

If the vendor that you need is not located after a thorough search, a message will be
indicated on the Status/Hint bar stating ‘Query Caused No Records to be Retrieved’.

Please note that you are not able to complete a requisition without a vendor. If the vendor
you wish to purchase from is not in the system, please email either Pattie Breaux at
Pattie.breaux@nicholls.edu or Carmen Hamilton at Carmen.hamilton@nicholls.edu

We will need the following:
* Company Name
* Address, City, State, Zip Code
*  Phone Number
e Fax Number
e Federal Tax Identification Number

Click the ‘Next Block’ icon to proceed to the Commodity Information Block.

V. Requisition Entry: Commodity/Accounting

15



Overview:

The Requisition field is now populated with a Requisition number. Write down the requisition number
for your future reference.

The Requisition Entry window is composed of two blocks; the Accounting block is visible but
information cannot be entered into it until the Commodity block is complete.

Requisitions automatically default to Document Level Accounting. This means that all line items will be
charged proportionally to one or more FOAPAL’s. If each line item in the requisition should be charged
to a different FOAPAL, Commodity Level Accounting should be used. This is established by clicking
in the Doc Acctg box to remove the check mark.

Complete the Description for Each Line Item

£ Oracle Developer Forms Runtime - Web: Open > FPAREQN E]@
File Edit Options Block Item Record Query Tools Help

(BYE REERE 4% D8R Q & BE L L@

[

Requisition: RO000151

Order Date: 01-3un-2009 [ Transaction Date:  [01-JUN-2008 | [In Suspense
Delivery Date: 01-JUN-2009 @ Comments: ¥ Document Text
Commodity Total: I 0.00 Accounting Total: [ 0.00

¥ Document Level Accounting

Requestor/Delivery Information vendor Information Commodity/Accounting Balancing/Completion
u/m Tax Group Quantity Unit Price
Item [— of [—D [_[Z] | | X | = Extended: |
Commodity Description Discount: |
(] [ Additional: |
| [E-Glide Pens, rollerball [ commodity Text Tax:
| [ [ Item Text Commodity Line Total:
| [ (" add Commodity  Document Commodity Total: |
[ [ [ Distribute
FOAPAL |  of [  Remaining C dity Amount: | [ NSF Override % UsD
[/NSF Suspense  Extended: [ |
COA Year Index  Fund orgn Acct Prog Actv Locn Proj Discount: [ |
| =] =] =] | | | =] A Additional: [
,_ ,_ l l | | | | l | Tax: ]
([ [ [ | | | | [ | FOAPAL Line Total: | L
,_ ,_ l l | I I I l | Document Accounting Total: | ~
| | »
Enter Commodity Description; press LIST for alpha search. | J
Record: 111 | o | | <0sC>

m—l ) Novell Grou... n @ securenet ... I @ News, Wea... W @ oracle Appli... @ ;1 -prOD I ) BANNER FU... T_@G]g( 10:03 AM
Tab to the ‘DESC’ field and type the description for the item you are buying including model or product
number, complete description, case packaging (6/case), etc. This field accommodates fifty spaces.

16



<> Oracle Developer Forms Runtime - Web: Open > FPAREQN

Eile Edit Block Item Record Query Tools Help

Document Information
Requestor/Delivery Information
wendor Information

dity Supplemental Information

= o

5.0 (TESTO712)

78 Requis

Requis R

nt Information R (_
Order ibution Information Transaction Date: 01-Jun-zo09 |EF [ In Suspense
Delivel iy Items in Sus ns Comments: ¥ Document Text
Commit Accounting Inform. Accounting Total: 0.00

Balancing/ Completion
Review Commodity Information [FOICOMM]

Item Text [FOAPOXT]

Request: Commo Balancing/Completion

¥ Document Level Accounting

Document Text [FOAPOXT]
Commodity Text [FOATEXT]

Quantity Unit Price

Tax Group

usD

Item [ — o o I | | | x = Extended: |
Commodity Description Discount: I
(=] (=] additional: |
E-Glide Pens, rollerball| [ commodity Text Tax:
—é [ Item Text Commodity Line Total:
[ Aadd C dity Doc C dity Total:
| Distribute
FoapPaL | of [ R c dity A [ [/ NSF Override %o
[/NSF Suspense Extended: [
COA Year Index Fund Orgn Acct Prog Actv Locn Proj Discount: =
] d ] =) d] =J =] ] =] additional: |
I_ Tax: O
[ FOAPAL Line Total: |
I— Document Accounting Total: |
<
Enter Commodity Description; press LIST for alpha search
Record: 1/1 | =0sC>=

m‘I ) novell Grou... ﬂ € securenet ... I[ € News, wea... II & oracle Appli... 1 - PROD

][ 9] BANMNER FU...

r@@& 1o:06 am |

If the item description is longer than fifty spaces, additional descriptive text can be added to a
commodity line by clicking ‘ltem Text’ under the Options menu. The Procurement Text Entry form
(FOAPOXT) will be displayed. Click the 'NEXT BLOCK’ icon to access the lower portion of the form.

Enter the additional desired text to be added to the commodity description.

< Oracle Developer Forms Runtime - Web: Open > FPAREQN - FOAPOXT

File Edit Options Block Item Record Query Tools Help

(B E RAEEE 9% REK @S EEE S 2@

’"z__s Procurement Text Entry FOAPOXT 8.0 (TESTOD712)

X

Text Type: REQ F Code: |RO0O00181 F Change Sequence:
Yendor: [NDI3312561 ICorporate Express

[E-Glide Pens, rollerball

L=

Commodity Description:

Modify Clause: [ Copy Commodity Text Default Increment: 10

Item Number:

( Text \ Clause Number Print Line

252623 [ v [ 10
|Co|nr Black | v ’7
|12 Dozenl | v ’—
I I = [
I I = [
I I = [
I I = [
I I = [
I I = [
I I 0 [
I I = [
I I = [
I I = [
I I = [
[ | = [
I I = [
I I = [

|

Record: 3/3 [ | | | <osc=

m-I %) Novell Grou... ﬂ @& securenet ... H & News, wea... n @& oracle Appli... 8 1 -rroOD

][ 1) BANNER FU... I@@ T 10:08 AM

When finished, click SAVE and the EXIT icon to return to the Requisition Entry Form (FPAREQN). If

you have added text, the Item Text box is checked.
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ﬁg Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block Item Record Query Tools Help

(RO E AEERE %% BEE @ &% ®I

Requisition: RO000181
Order Date: 01-1UN-2009 [ Transaction Date:  [o1-Jun-z00s (B

g =

0.00 Accounting Total: [

01-1UN-2009 [E]

Commodity Total: I

Delivery Date: Comments:

0.00

¥ In Suspense
¥ Document Text

¥ Document Level Accounting

Requestor/Delivery Information eadorinfergation Commodity/Accounting Balancing/Completion
u/m % Group Quantity Unit Price
item [ 1 of [ 1 poz [v] | | 4.00 X 4.0000 = Extended: | 16.00
Commodity Description Discount:
(~] (=] Additional: | 0.00
[ [E-Glide Pens, rollerball [ Commodity Text Tax: 0.00
[ [ v Item Text Commodity Line Total: 16.00
| [ [ 'add Commodity  Document Commodity Total: | 0.00
[ [ [ Distribute
FoapaL |  of |  RemainingC dity A t: | 0.00 [ NSF Override % usD
[ NSF Suspense Extended: [ [
COA Year  Index Fund Orgn Acct Prog Actv Locn Proj Discount: [ |
] =] =] = =] ] ] ] ] Additional: [ |
,_ ,_ [ I I I [ [ I I Tax: O I
([ l | | | | | | | FOAPAL Line Total: | I
[_ [_ l | | | | I | | Document Accounting Total: I o
4 »
Enter discount amount of item. | ]
Record: 111 [ | | | <05C=

m_l E} Movell Grou. .. ﬂ @ Securenet ... ﬂ @ Mews, Wea... ﬂ @ Oracle Appli... g 1-PROD

|| @) saner Fu.. @@ % 10:10am

Tab to the ‘U/M’ field. If “EA” is not a suitable unit of measure for this item, search additional choices
by clicking the Search icon next to the U/M field and selecting the correct unit of measure from the
menu by clicking twice. Tab to enter a quantity. Tab again to enter a unit price. Press the TAB key
to extend this line item. Tab again to complete the Ext Cost column. Continue tabbing until the cursor

returns to the ‘Comm’ field.

Optional: If you need to add additional line items to your order, click the Next Record icon or press the
down arrow key to create a new commodity line. This will move the cursor to the next record, where a

new commodity line item can be entered as indicated below:
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< Oracle Developer Forms Runtime - Web: Open > FPAREQN g@
File Edit Options Block Item Record Query Tools Help
& RAEEE BT BEE O xE [ & [

78 Requisition Entry: Commodity/accounting FPAREQN 8.0 (TESTO712)

Requisition: RO0D00181

Order Date: m@ Transaction Date: m@ ¥ In Suspense
Delivery Date: M@ Comments: [7 ¥ Document Text
Commodity Total: | 16.00 Accounting Total: [ 0.00

¥ Document Level Accounting

Requestor/Delivery Information Yendor Information CommodityfAccounting Balancing/Completion
us/m Tax Group Quantity Unit Price
tem [ of [ 1 [ = [ [ x | = Extended: |
Commodity Description Discount: |
(=] =] additional: |
[ [E-Glide Pens, rollerball [ Ccommodity Text Tax: [
|| | [ Item Text Commodity Line Total: |
[ [ [ add ¢ dity Doc c dity Total: | 16.00
[ [ [ Distribute
FoaPaL [ of |  Remaining C dity A : | 16.00 [ /NSF Override % usD
['NSF Suspense Extended: [
COA Year Index Fund Oorgn Acct Prog Actv Locn Proj Discount: O [
] ] = = ] ] ] = = additional: [ |
,— ,_ [ [ [ [ [ [ [ [ Tax: (I [
[ [ | | | | [ | FOAPAL Line Total: |
[— [— l l | | I I l | Document Accounting Total: [ ~
4 »
I;nter commodity code . Use COUNT QUERY HITS to call FPIVPRD. | | J
Record: 242 | | oo ] | | <0sC>

m l Q Movell Grou... F e Securenet ... I & News, Wea... W f,éOracle Appli... J‘L g 1 - PROD | @_1 BANNER FU... I@kﬁ & 10:11 AM

Repeat the instructions above for entering subsequent commaodity lines until all items have been
entered.

VI. Document Level Accounting / Commodity Level Accounting

Once the items to be purchased are entered, information about where these items will be charged must
be provided. If this is a Document Level Accounting requisition, make sure the ‘Doc Acctg’
checkbox is checked. The Banner default is set to this option.

* Document Level Accounting: The system does not link any line item to a specific accounting
distribution. The system defaults to this option. Use Document Level Accounting when all
items on the requisition will be charged to one or more FOAPAL’s.

* Commodity Level Accounting: The system does link each item to a specific accounting

distribution. For this option, leave the Doc Acctg box unchecked. Note: Commodity Level
Accounting must be used when line items are a combination of fixed asset items (equipment).
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Document Level Accounting

To enter the accounting distribution, click ‘Next Block’. The chosen Chart of Accounts automatically
populates the ‘COA’ field. Tab through the Accounting Information (FOAPAL) fields and they will
default according to your security profile. If you have access to more than one Orgn, perform a search
for other choices.

< Oracle Developer Forms Runtime - Web: Open > FPAREQN E]@
File Edit Options Block Item Record Query Tools Help

(RO E  RCEBERE 9 BEE @S X

Requisition: RO0O00D181

Order Date: W@ Transaction Date: W@I ¥ In Suspense
Delivery Date: m@ Comments: [7 ¥ Document Text
Commodity Total: | 19.00 Accounting Total: [ 0.00

¥ Document Level Accounting

Requestor/Delivery Information wendor Information Commodity/accounting Balancing/Completion
us/m Tax Group Quantity Unit Price
tem | 2 of [ 2z [Box [+ [ [ 6.00 X | 5000 = Extended: | 3.00
Commodity Description Discount: | 0.00
~ ~ Additional: | 0.00
I [E-Glide Pens, rollerball [ Commodity Text Tax: I 0.00
| |Paper Clips, small [ Item Text Commodity Line Total: | 3.00
[ [ [add C dity  Doc t C dity Total: | 19.00
[ [ [ Distribute
FoaPaL [ of [ 0  Remaining C dity A t: | 19.00 [ NSF Owerride % usD
[ NSE Suspense  Extended: [ | 19.00
COA Year  Index Fund Oorgn Acct Prog Actv Locn Proj Discount: [ | g
d] (=] d d d] d] [hd] d] d] additional: [ | 0.00
[ fos | [too0a  |z160 |744100 |70 [ [ [ Tax: o | 0.00
L0 1 [ | | | [ [ | FOAPAL Line Total: | 19.00
ﬁ ﬁ ’ [ | | | | [ | Document Accounting Total: I 0.00 _
4| | »

Check to calculate dollar amount hased on percentage. |
Record: 141 | | o | | <osC>=

m—l ) Novell Grou... ﬂ @& securenet ... | & News, Wea... ﬂ @ oracle Appli... g 1 - PROD F 9] BANNER FL... @\_ﬂ L 10:16 AM

The Account Code (previously Sub Code in FRS) must be entered on every transaction. A list of
account codes has been provided for your use in looking up and choosing the correct one. A known
account code can be entered directly in the Acct field. If you don’t know the account code, click the
Search icon next to the Acct field to locate the correct account code in FOQADDR. HINT: Enter ‘7%’
for the search value to limit results to only Supply & Expense Account Codes.
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& Oracle Developer Forms Runtime - Web: Open > FPAREQN - FTVACCT

File Edit Options Block Item Record Query Tools Help

CEEIECEEEEE T T EIET IR

' Account Code Validation FTVACCT 8.0 (TESTO712)

Title

|Supp|ies

(Supplies - BUDGET ONLY

[Office Supplies

loffice Supplies

lofﬁce Supply Charges Allocated

[Office Supplies-Other

lOffice Supplies-Electranics

lEducation Supplies-Electronics

IOperating Supplies

IOperating Supplies-Computer

IOperating Supplies-ComputerSoftware

IOperating Supplies-Clathes/Uniforms

[Operating Supplies-Medical

[Operating Supplies-Educational

[Operating Supplies-Athletic and Rec

lOperating Supplies-Food

lOperating Supplies-Automotive-Fuel

[Operating Supplies-Auto-0il and Lub

lOperating Supplies-Auto-Batteries

lOper Supplies-Bldg Grnds, Gen Plant

IOperating Supplies-Household

IOperating Supplies-Other

Chart of  Account
Accounts  Code
[T

W [raa000
W [r4e10
W [rad100
W [t
W [raat02
W [rad105
W [rad110
W [r4a20
W [raa200
W [raa08
W [r44220
W [raa220
W [raa230
W [raa2ss
W [raa200
W [radzs0
W [raaz51
W [radzs2
W [rad2r0
W [ra4280
W [raaan0
W [raaa0

|
Record: 117 |

IRepair/Maintenance Supplies

| <08C=

Data Account

Type Entry

s

R

| E R ] ] ] ] ] ] )

4
4
4
4

s

R

4
4

N

HIES 53 51 5353 53 53 3 151 8 3 3 a3 5 (3 8 63 a3 6 3 63 B -0

Class

1 | | | | e s | Y | L I b

@@ 01X

Internal

Status Type

CEIEEI I EE I =

EEEEEEEEEE A E

Effective Date Termination Date
oiau2008 |

101-JUL-2008

(01-UL-2008

101-JUL-2008

101-JUL-2008

[01-3uL-2008

(01-1UL-2008

(01-1UL-2008

(01-1UL-2008

(01-1UL-2008

(01-1UL-2008
[01-2UL-2008

101-JUL-2008
(01-UL-2008
101-JUL-2008
101-JUL-2008
[01-3uL-2008
(01-1UL-2008
(01-1UL-2008
(01-1UL-2008

(01-1UL-2008

|
|
}
|
;
|
|
|
|
o120 |
|
|
}
|
;
|
|
|

(01-1UL-2008

MT 1) hovel Grou... H @ securenet . H & news, Wea... H & Oracle Appli.. @ :-rroD

HL,@]BANNERFU... @@& 10:19 AM

Place the cursor in the COA field and click twice to select the correct account code

If all items will be charged to one FOAPAL, tab to the ‘Ext’ field in the ‘USD’ column. Continue tabbing
to complete the fields. Perform a “Next Block” to proceed to the Balancing/Completion block.
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< Oracle Developer Forms Runtime - Web: Open > FPAREQN g@
File Edit Options Block Item Record Query Tools Help

& 0 REEE B DEE & IEEESE 2@ [ X

Requisition: RO0O00181

Order Date: 01-JUn-2009 (B Transaction Date: 01-JUN-2009 |2 [ In Suspense
Delivery Date: 01-1un-zoos (B Comments: ¥ Document Text
Commodity Total: | 19.00 Accounting Total: [ 0.00

[« Document Level Accounting

Requestor/Delivery Information wendor Information CommodityfAccounting Balancing/Completion
us/m Tax Group Quantity Unit Price
Item 2 of 2 Box [ | [ 6.00 X | 5000 = Extended: | 3.00
Commodity Description Discount: [ 0.00
[~ [~ Additional: | 0.00
I [E-Glide Pens, rollerball [ Commodity Text Tax: [ 0.00
| ‘Paper Clips, small [ Item Text Commodity Line Total: [ 3.00
[ [ [add C dity Doc t C dity Total: | 19.00
[ [ [ Distribute
FOAPAL of 0 R ining C dity A t: | 19.00 NSF Override % usD
[ NSE Suspense  Extended: | | 19.00
COA Year Index Fund Orgn Acct Prog Actv Locn Proj Discount: | 0.00
(~] (=] (=] 5] (=] (=] (~] (=] (=] Additional: | 0.00
[ [oa [ [too0a  |z160 |744100 [ [ [ Tax: o | 0.00
[ [ [ [ [ [ [ [ [ FOAPAL Line Total: | 19.00
ﬁ [ [ [ [ [ [ [ [ Document Accounting Total: [ 0.00 _
4| | »
Enter program code |
Record: 171 | | o ] | | <0sC>
m | ¥ novel Grou... I @& securenet ... | @ News, Wea... | @ oracle appli... £ Oracle Dev... 8 1 -rroOD | 9] BANNER FL... | @L‘) L 10:22 AM

If you are only charging a portion of the overall purchase to the previously specified account, click the
‘Next Record’ icon or press the down arrow key. This will provide fields to enter additional FOAPAL’s
to the requisition, specifying the percentage or exact amount to be charged to each FOAPAL. To enter
by percentage, click in the box beneath the ‘%’ symbol to the right of ‘Ext’, and enter the percentage
that you wish to allocate to this FOAPAL in the ‘USD’ field. Tab to populate the fields. If you do not
enter anything, 100% will be allocated into the extended field.

Repeat the above steps until all applicable FOAPAL’s have been entered and the total for all items has
been allocated.

If you decide to change from Document Level Accounting to Commodity Level Accounting or vice
versa, delete the existing accounting records, return to the Commodity block of the
Commodity/Accounting window and reset the indicator.

Commodity Level Accounting:

The Doc Acctg checkbox is automatically populated by the System, so you can assign accounting
distributions to the entire document. To assign accounting distributions to each commaodity, click in this
box to remove the check. This allows you to enter FOAPAL information for each line item or
Commodity record. In order to keep track as you enter this information, the Commaodity record remains
highlighted as you move from the Commodity block to the Accounting block of this form by clicking the
NEXT BLOCK icon.

Enter the first commodity line item, unit of measure, quantity, unit price, and tab to extend the line item
cost.
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& Oracle Developer Forms Runtime - Web: Open > FPAREQN g@
File Edit Options Block Item Record Query Tools Help

BYE RAEBE S BEE @ S BRI ¢ L 2@ 01X

1>

Requisition: RO00D0199

Order Date: 03-JUN-2009 @ Transaction Date: 03-JUN-2009 @ [ In Suspense
Delivery Date: 03-JUN-2009 @ Comments: [ Document Text
Commodity Total: [ 0.00 Accounting Total: | 0.00

¥ Document Level Accounting

ccounting Balancing/Comprets

Requestar/Delivery Informati ‘endor Information

Commodity,
uU/M Tax Group Quantity Unit Price
Ttem of 0 Ea (v | | 1.00 X | 1,200.0000 = Extended: | 1,200.00

i ipti i : | 0.0
Commodity Description Discount:
v v additional: [ 000

[optiplex 760 [ Commodity Text Tax: 0.00
| | Item Text Commodity Line Total: 1,200.00

I [ Add Commodity  Document Commodity Total:

| [ Distribute

FOAPAL l_ of l_ Remaining Commodity Amount: [CINSF Override % uUsD
[ NSF Suspense  Extended: [ [—
COA Year Index  Fund Orgn Acct Prog Actv Locn Proj Discount: [
(7] (7] [~ [ M M v additional: [
| | | | | | | Tax: o[ ]

|
| | | | | ’ | ’ FOAPALLineTotal: [
| | | | | l | l Document Accounting Total: ,—

4| (N
Enter discount amount of item. |
Record: 11 [ - | | <0sC=

m‘l $) Hovell Grou... ﬂ @ securenet ... ﬂ @ News, Wea... H @ oracle Appli... @ :-rroD n 5] BANNER FU... @G) , 10:36 AW

Perform a Next Block function to access the accounting line for this commodity line item to enter the
FOAPAL. The chosen Chart of Accounts automatically populates the ‘COA’ field. Tab through the

Accounting Information FOAPAL fields and they will default according to your security profile.
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& Oracle Developer Forms Runtime - Web: Open > FPAREQN [3@
File Edit Options Block Item Record Query Tools Help

FEEEEE I EEIEY I EE R AR

39

Requisition: RO0O00199

Order Date: 03-JUN-2009 @ Transaction Date: 03-JUN-2009 @ [ In Suspense
Delivery Date: 03-JUN-2009 @ Comments: [ Document Text
Commodity Total: | 1,200.00 Accounting Total: | 0po
[Doc{iment Level Accounting Uncheck by clicking in Doc
Acctg box for Commodity
Requestar/Delivery Information Vendor Information Commodit: Balancing/Completion Level Accountlng

u/m Tax Group Quantity Unit Price

Item 1 of 1 EA v [ 1.00 X 1,200.0000 = Extended: 1,200.00
Commodity Description Discount: 0.00
(v (v] Additional: 0.00

| [optiplex 760 [ Commodity Text Tax: T Tom
| | [ Item Text Commodity Line Total: 1,200.00
I I [ Add Commodity

| [ [ Distribute

FOAPAL | of [ 0 Remaining Commodity Amount: 1,200.00 [ NSF Override % usD
[ MSE Suspense  Extended: | l—

COA Year Index  Fund orgn Acct Prog Actv Locn Proj Discount: [

) M 2 2 ] additional: |

I fos 00 [ot60  [77esst [ro | | Tax: u

[ | ] FOAPAL Line Total:

[_ | | | | | | | Commodity Accounting Total: 000
q [~
Enter activity code |
Record: 111 | | | <05C>

l .|
m'[ 1) Novel Groupwise-H... IR &1 oo ﬂ () BANNER FULL MANL... N [38] Microsoft Excel - Cro... ]'@G)  10:45 A0

If you have access to more than one Org, click the Search icon for other choices. This will open the
Organization Code Validation form. Tab to the ‘Title’ column, and enter a portion of the name for
which you are searching plus the ‘%’ symbol.
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(gy Oracle Developer Forms Runtime - Web: Open > FPAREQN - FTVORGN [;]@
File Edit Options Block Item Record Query Tools Help
(@Y B PAEAER %7 BER Q& EEI G H1H@1 01X
Chart of Organization lw Data Effective Termination =
Accounts Code Title Entry Status Date Date
3530 [Biclogical Sciences [ [a [o1-3UL-2008 | B
[m [3531 [Biclogical sciences [ [a [01-3UL-2008 |
[n [3532 [Biological Sciences - Lab 2 [a [01-3UL-2008 (
L | I L O I
L I I L O I
[ I I L O I
L I I L O I
L I I L O I
[ | | L O I |
L I I L O I
[ I I L O I
[ I I L O I
L I I L O I
L | I O I
[ I I O I
[ I I O I
L I I L O I
[ I I L O I
L | I O I
L I I L O I
[ I I L O I
L I I L O I
[ I I N I il
4| |
Record: 143 | | o || | | <0sC= ! J

mﬂ ) Novell Groupiise - M... [ UOR e R @ ; -rrROD II (B BANNER FULL MANU. .. II [2] Microsoft Excel - Cro... ]@@ B 10:49 AM

Click the F8 function key to execute the query.

Select a new Orgn that is data enterable (Y in the Data Entry column) and place the cursor in the
‘COA’ (Chart of Accounts) column. Double click in the ‘COA’ column to select the new Orgn.

This will return you to the Requisition Entry Commodity/Accounting block. Complete the FOAPAL with
an Account Code. You can choose to enter the amounts either by percentage or dollar amount. To
enter by percentage, click in the box beneath the ‘%’ symbol to the right of ‘Ext’, enter the percentage
that you wish to allocate to this FOAPAL in the ‘USD’ field, and Tab to execute. If you do not enter
anything, 100% will be allocated into the extended field.
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Results:

& Oracle Developer Forms Runtime - Web: Open > FPAREQN

8= %]

File Edit Options Block Item Record Query Tools Help

(@

" -

Requisition: RO000199
Order Date: 03-JUN-2009 @ Transaction Date:

03-JUN-2009 [

Commodity Total: [

Comments:
1,200.00 Accounting Total:

Delivery Date:

@1 01X

[ ﬁ-\r'. [ —I:I— [ E,a

(L

“ View Supplemental Data

03-JUN-2009 @
[

[ In Suspense
[ Document Text
0.00

[ Document Level Accounting

Requestor/Delivery Information Vendor Information Commodity/accounting Balancing/Completion
u/m Tax Group Quantity Unit Price
ttem [ 1 of [ 1 Ea v | 1.00 X | 1,2000000 = Extended: | 1,20000
Commodity Description Discount [ 0.00
g v Additional: | 0.00
| |0pt|p|ex 760 [ Commodity Text Tax: | 0.00
| [ [ Item Text Commodity Line Total: | 1,200.00
[ [ [ add Commodity
[ [ [ Distribute
FOAPAL ’_ of [—D Remaining Commodity Amount: [ 1,20000 [ NSF Override % UsD
[ NEESuspense  Extended: [ | 1,200.00
COA Year Index Fund Orgn  Acct  Prog Acty Locn  Proj Discount: | | [ 0.00)
] S S S £ 4 A o A A additional: | | 0.00
N | 0000 [ate0  77eest o | | | Tax: | 0.00
L | | | ! | | | FOAPAL Line Total: | 1,200.00
’— ’_ l I [ [ [ [ I I Commodity Accounting Total: I 0,00

Enter Dallar Amaount, Percent of Dollar Amount, or Press NEXT FIELD.
Record: 11 | ] o | | <05C=

[

)

MT AN C IR Rl 7 4 Internet Explorer @ :-rrop

ﬂ@BANNERFULLMANu... nMicrosoftExcel-Cro... r@@& 10:51 AM

Note: Click the ‘Next Record’ icon or press the
provide a new field (highlighted in yellow) to enter

down arrow key to enter the next FOAPAL. This will
an additional FOAPAL for this line item.

26



& Oracle Developer Forms Runtime - Web: Open > FPAREQN u@w
File Edit Options Block Item Record Query Tools Help

1" AEABRISY BEEQI MR ¢CIEI21Q X

”

1» '

Requisition: RO000199

Order Date: 03-JUN-2009 @ Transaction Date:  |03-JUN-2009 @ ["In Suspense

Delivery Date:  [03-JUN-2009 @ Comments: [ Document Text

Commodity Total: { 1,200.00 Accounting Total: { 1,200.00

['Document Level Accounting
Requestor/Delivery Information Vendar Information Commodity/&ccounting Balancing/Completion
UM Tax Group Quantity Unit Price
ttem [ 1 of [ 1 e [v [ x| 1,2000000 = Extended: 1,200.00
Commodity Description DAstom el

[7 F Additional: 0.00
| ‘Optlplex 760 [ Commodity Text Tax: 0.00
| ] [ Item Text Commodity Line Total: 1,200,00

] [ Add Commodity
] " Distribute

FOAPAL ,_ of [—1 Remaining Commodity Amount: 0.00 [ NSF Override Y% UsD
CNSFSuspense  Extended: [ [

COA Year Index Fund Orgn  Acct Prog  Actv  Locn  Proj Discount: |-

M 52 2 2 2 £ N £ I L A Additional:

o | oo fas0  [asst [0 | ] ] Tag: n

wr \ \ \ \ \ ! ! FOAPAL Line Total

|_ ,_ l l l l l l [ [ Commodity Accounting Total: 1,20000

{ |1
Enter Chart of Account code | J

Record: 212 | ] .| Listofvalu.. | | <05c=

M‘[ ) Novell Grauptbise - .., @:-rrop "@BANNER FULL MAN.., HEIMicrosoft Excel- Cro. r@@& 10:52 M

To search for a different Orgn, click on the Search icon to the right of ‘Orgn. Assign the Account
Code and specify the percentage or exact amounts to be charged to each account.
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réo Oracle Developer Forms Runtime - Web: Open > FPAREQN E]@\
File Edit Options Block Item Record Query Tools Help
(A@NERAEE YY BERE QG KEIGILI2(@ (X
Requisition: R0O000199
Order Date: W@ Transaction Date: m@ [ In Suspense
Delivery Date: m@ Comments: [7 [ Document Text
Commodity Total: I 2,700.00 Accounting Total: [ 1,200.00
[" Document Level Accounting
Requestor/Delivery Information Vendor Information Commod Balancing/Completion
[IF] Tax Group Quantity Unit Price
tem | 2z of | 2 e [+ [ 100 X 15000000 = Extended: | 1,500.00
Commodity Description Discaun: | 0.0
v [+ Additional: | 0.00
( Optlplex 760 [ Commodity Text Tax: ( 0.00
| ’0ptiplex 780 [ Item Text Commodity Line Total: [ 1,500.00
| ’ [ Add Commodity
| [ [ Distribute
FOAPAL ’— of [_0 Remaining Commodity Amount: I 1,500.00 [ NSF Override % UsD
[MSE Suspense  Extended: | | 1,500.00
COA Year Index Fund Orgn  Acct  Prog Actv Locn  Proj Discount: || 0.00
] S 2 T 4 O S O 4 O £ A R A additional: | | 0.00
Wofos | 10000 |2204  [772651 |70 | | | Tax: 0| 0.00
LI | | | | l | | FOAPAL Line Total: | 1,500.00
r [_ l | | I I I | | Commodity Accounting Total: | 0.00
1 [ ’
Check to calculate dollar amount based on percentage. | ]
Record: 1/1 | | o | | | <o5C=

m-} ) ovell Groupwise - ... RGBT TR ®1-proD n (B BANNER FLLL MANL... ﬂ [3€] Microsaft Excel - Cro... F@@ F, 10:56 AM

Repeat the above steps until all applicable FOAPAL’s have been entered. To add additional
commodity lines and accounting information, perform a Previous Block function to go back to the
Commodity records. Once in the Commodity area, perform a Next Record function or use the down
arrow key to go to the next commodity line.

Complete the second commodity line with the, item description, unit cost, unit price, and extended
price.

Click the NEXT BLOCK icon to enter the next FOAPAL.

This will provide a new field (highlighted in yellow) to enter an additional FOAPAL for this line item.
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The Distribute checkbox will not be checked until the FOAPAL elements have been entered. Once
the FOAPAL elements are entered, it will always display a check. This checkbox allows you to change
the amount of the Commodity record, and automatically distributes the change to any FOAPAL records
that are attached to the commodity. If you do not want to automatically distribute the change to the
commodity, click in the Distribute box to remove the check, perform a ‘Next Block’ function to the
FOAPAL, and make the changes manually.

VERY IMPORTANT: Corrections cannot be made to the accounting fields by overwriting the existing
data. Each incorrect FOAPAL must be deleted and the correct information added. To remove an
accounting line, position the cursor on the incorrect accounting line in the ‘C’ field, click ‘Record’ on the
menu bar, and select ‘Remove’. This will allow you to enter a new FOAPAL line and corresponding
amount to be charged.

Once all accounting information is recorded, perform a ‘NEXT BLOCK’ to access the Balancing
Completion block.

VIl. Balancing/Completion Block

The Balancing/Completion block is the final step in creating a requisition. In this block, you are
verifying that the ‘STATUS’ field shows the word ‘Balanced’. If it does not, the requisition is out of
balance between the header, commodity and accounting records. You must correct problem areas and
get the requisition to a status of ‘Balanced’ before the document can be completed.

ﬁyOracle Developer Forms Runtime - Web: Open > FPAREQN E]@
File Edit Options Block Item Record Query Tools Help
 BYE REEER PE BEE QIS KE EE R @

%Requisition Entry: Balancing/Co[N3Ma=ne PAREQN 8.0 (TESTO712) -/

Requisition: RO000200

Order Date: 03-Jun-2009 [ Transaction Date: 03-1UN-2009 [ [ In Suspense
Delivery Date: 03-JUN-2009 @ Comments: [’ Document Text
Commodity Total: | 2,700.00 Accounting Total: | 2,700.00

¥ Document Level Accounting

Requestor/Delivery Information vendor Information Commodity/Accounting Balancing/Completion

vendor: [NDO312040 [Dell Marketing L P Requestor: [Patricia L Breaux

COA: [N—INicholls State University

Organization: [2160 |Purchasing

Currency: [ [

Exchange Rate: [ Commodity Record Count: 1

Input Amount: [ 2,700.00 Converted Amount: |

Input Commodity Accounting Status

Approved Amount: | 2,70000 | 2,700.00 [ 2,700.00  [BALANCED

Discount Amount: | 000 | 000 | 0.00  [paLanceD

Additional Amount: | 0.00 | o.00 | 0.00  [BALANCED

Tax Amount: [ 000 | 000 | 0.00  [BALANCED

Complete: In Process: @
4| | »
WARNING : Budget is exceeded for sequence 1 |
Record: 111 [ | | | <0sC=

m T Y~ . internet Explorer | @ 1-proD || ®) Banner FULL M., || (5] Microsoft Excel- Cro... |2 8 11:08 M
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If Status = Balanced:

Click the ‘COMPLETE’ button to complete the Requisition and forward it to the posting process. Once
completed, this document cannot be changed or queried on form FPAREQN.

Click the ‘IN PROCESS’ button to save the document for retrieval and completion at a later point in
time. This will save the requisition information you have input, but will not complete it, or forward it to
the posting process. It is your responsibility to complete this requisition or cancel it, if no longer
needed.

If Status = COM/ACCT or any other message:

Research the ‘out of balance’ condition and correct. If you need to retreat back to a previous
information block to make modifications or corrections, click the Previous Block icon to return to the
previous information block. When Status = Balance, follow the above instructions for completion.

IMPORTANT: Get in the habit of reading the messages on the Auto Hint/Status bar. If it indicates a
suspended or suspending notice, your requisition could be either Incomplete or NSF. Return to the
Commodity/Accounting page to see if the Distribute box has a check mark in it. If not, then you need
to do the accounting. Do not click on Complete if the message on the prompt bar indicates a
suspended record. Once a requisition has been completed, it can NOT be edited or changed.

VIIl. Removing an Unwanted, Incomplete Requisition

If you enter a requisition and choose never to complete it, the requisition needs to be deleted. If the
requisition is not deleted, the amount will be used in NSF (non-sufficient fund) checking as a
reservation against the available budget. This could mean that a future requisition could be placed in
NSF status when funds are actually available.

An In Process requisition can be removed from the system at the department level.

—

. Access the Requisition Form FPAREQN.

2. Enter the requisition number, if known, or click the Search icon to select the correct requisition by
clicking twice on the Request number. This will return you to FPAREQN with the selected
Requisition number.

3. Perform ‘Next Block’ to open the requisition. The cursor will be in the ‘Order Date’ field.

4. Click ‘RECORD’ on the menu bar and choose ‘REMOVE’ from the drop down menu. The

Status/Hint bar indicates ‘Press Delete Record Again to Delete this Record’.
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& Oracle Developer Forms Runtime - Web: Open > FPAREQN u[g]
File Edit Options Block Item NxEbalel Query Tools Help

‘ROE RABRE Pevos PEEQIEIREICILIR21Q X

" Requisition Entry: Requestar, Hext mation FPAREQN 8.0 (TESTO712)
Seroll Up
L Scroll Down

Requisition: RO00000¢ Clear

Order Date: 27-MAR-2 r— Transaction Date:  |27-MAR-2009 @] W In Suspense

Delivery Date:  |31-MAR-Z [ncprt Comments: [ Document Text

Commodity Total: Duplicate | 2430.20 Accounting Total: | 1,605.20
Lock [ Document Level Accounting
: )

Requestor/Delivery Information Vendor Information Commadity/accounting Balancing/Completion
Requestor: [Patricia L Breaux COA: WEHNicholls State University
Organization: |5351 E”Student Un/Snack Bar Email: |

Phone: ’_’_ Extension: ’_ Fax: ’ I

Ship To: e [7)
StreetLine 1: |Nichalls State University

Street Line 2: |Centra| Receiving Warehouse
Street Line 3: |LA HWY 1

Building: [— Floor: [—

City: Thibodaux

State or Province: ’F Zip or Postal Code: W

Nation: |

Telephone: [ [ [

Contact: |

Attention To: ‘Student Union -
{ L
Remove | J
Record: 1/t | | N | | <08C>

M‘WNoveﬂGroupWise-M--- ~ i intemet Bxplorer [ PR H@BANNERFULLMANU... ]Microsoftﬁxcel-tm... r@@g( 11:13 AM

5. Click RECORD and choose REMOVE again to permanently delete this requisition. A window opens
with the message ’All Commodity and Accounting Records will be deleted. Click OK

31



6. The Status/Hint bar indicates ‘Deletion of Requisition is completed’.

< Oracle Developer Forms Runtime - Web: Open > F-PAREQN EJLEJW
File Edit Options Block Item Record Query Tools Help

Requisition: || ] =

‘l ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, R l
Deletion of Requisition is completed |
Record: 111 | o | | <0sC>

) Novell Groupwise - ... [ESIRRGUETEE e @ 1 -rrOD ) BANNER FULL MANU... | [38] Microsoft Excel - Cro... | (=) B 11:14 aM
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IX. Removing a ‘Completed’ Requisition

A requisition that has been entered into Banner and labeled ‘Complete’ can only be cancelled by the
Purchasing Department. Email purchasing to request the cancellation of the requisition citing the
assigned requisition number and the reason for cancellation.

X. Copy Requisition Option:

This option enables you to copy data from a completed and posted requisition to a new requisition
document. This option is helpful for issuing new orders to the same vendor for essentially the same
items.

1. To copy data from a completed and posted requisition to a new requisition, access the FPAREQN
form, and click the Copy icon. Enter the requisition number that you want to copy, if known, or click
the ‘Search’ icon to select the appropriate requisition number. Use the vendor field to verity that
you have selected the correct requisition. Click OK to copy the information from the old document
to the new document.

2. The requestor, vendor, commodity, and accounting information are carried forward to the new

document. Enter a Delivery Date and navigate through the new requisition making necessary
changes to remove the document from suspense and complete it.

Xl. Querying Completed Requisitions

The status of existing requisitions is available on form FPIREQN from the Banner main menu, or by
typing FPIREQN in the Direct Access field. This process allows you to review existing requisitions to
verify if a requisition has been completed, printed, cancelled or closed, and the date the activities
occurred.

1. Enter an existing requisition number, if known, or click the Search icon to locate the correct
requisition.

2. Select one requisition from the list by placing the cursor in the requisition number field and clicking
twice.

3. Click Next Block to access the Requestor/Delivery Information window. Review all desired
information.

4. Click Next Block to access the Vendor Information window. Review all desired information.

5. Click Next Block to access the Commodity/Accounting window. Complete your review by clicking
the Exit icon to exit the form.
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XIll. Query Functions:

Some forms automatically open in query mode, usually because a large number of records would have
to be retrieved. When a form opens in query mode, Enter Query appears in the status line. You can
immediately specify search criteria to narrow the search. If a form does not open in query mode you
must put the form into query mode by clicking F7 before you can enter search criteria.

To Query Information:

1. Access the form you want to query.

2. If the form opens in query mode (Enter Query is in the status line), go directly to step 3. If the form

does not open in query mode (Enter Query is not in the status line), select the Enter Query
function ‘F7’.

3. Enter the search criteria. You can query information in any field that you can access. You can use

the wildcards % and _. Use upper and lower case characters. Capitalization matters. Data is
matched against the search criteria exactly as you enter them.

4. Select the Execute Query function, ‘F8’. The form displays all records that match the search criteria.

Wildcards:
* The character % represents any number of unspecified characters.
* The character _ represents one occurrence of an unspecified character.
* The following examples illustrate the use of wildcards:

To get these results: Enter this criteria:
All entries that contain “ma” %ma%

All entries that begin with “ma” Ma%

All entries that have “ma” as the last two characters %ma

All entries that have “m” as the second character _ma%
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SECTION 2: QUERYING FINANCE DOCUMENTS

& TRACKING A REQUISITION

TRACKING A REQUISITION USING FOIDOCH

SEARCHING FOR DOCUMENT DETAILS IN FOIDOCH
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Tracking a Requisition using FOIDOCH

The Document History Form FOIDOCH displays the processing history of purchasing and payment

documents. It identifies and provides the status of all documents that are in the processing path for the

document that you need to query.
To look up a requisition on the FOIDOCH form, follow these steps:

1. From the Main Menu, enter FOIDOCH in the Direct Access

7a General Menu GUAGMNU 8.0 (TESTO712) - Monday June 08, 2009 - Last login Wednesday June 03, 2009 09:54 AM

Go To... [FoIDOCH| [*] welcome, PBREAUX.

My Banner

‘ABanner

(I student [*STUDENT]

[ Advancement [*ALUMNI]

LI Financial [*FINANCE]
(JHuman Resources [*HRS]

1 General [*GENERAL]

(O Banner Security [*SECURITY]

Banner Broadcast Messages

My Links

Change Banner Password

Check Banner Message

Personal Link 1
Personal Link 2
Personal Link 3
Personal Link 4
Personal Link §

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

< Oracle Developer Forms Runtime - Web g@
File Edit Options Block Item Record Query Tools Help
FEREEEEEEIE T AI@ S FREIEIL2 @101 X

products: [~] Menu | site Map | Help Center

Enter the object name; Press LIST for listing.
Record: 1/1 [ - | | <osC>

)

m-l ) novell Groupii... ﬂ @ oracle applicati... W @ Securenet Syst... £ Oracle Develop... 1 - PROD

N@BANNERFULLM... ]@@& 1:16 PM

2. Type “REQ” in the Doc Type field. This is document code for a requisition.

3. Type the requisition number in the Doc Code field. Include the “R” in front of the number.

v Document History FOIDOCH 5.3 (BANG)

Doc Type: Doc Code:

Doc Type Field: / Doc Code Field: /

Type REQ to find a Enter the requisition number
requisition. to find a requisition
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Searching for Document Details in FOIDOCH

If you don’t know your document number, you can search for a document using various search criteria.

To search for a document, follow these steps:

%DocumentHistor\/ FOIDOCH 5.3 {(BANB)

Doc Type: Doc Code: J
Requisition Bid Purchase Order ‘ Issues
I I I Al
Doc Type Field: Doc Code Field:
REQ — Requisition Click to search for a
document
PO — Purchase order
Inv — Invoice
1. Ifthe Doc Type and Doc Code fields are populated with data that doesn’t apply to your search
criteria, click the Rollback button on the toolbar to clear all search fields.
2. Type the document type code into the Doc Type field (REQ — Requisition, PO Purchase Order,
INV — Invoice).
3. Click on the searchlight next to the Doc Code field. This will open a search form based on the
Doc Type you previously entered.
4. Press the F7 key to enter Query Mode. This will clear the data in the form and allow you to

search for your document.

%Requisition Validation FPIRQST 6.0.1 {BANE)

Request # Requestor Reguest Date_—Req| Org Code Field:
H l Type your Org code here to
Organization Organizati g Deliver by Date ¢ search for related reg’s.
I I I You can also search most other
VEndor Yendor Name 4| fields on this form.
Origin Reference Number
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Searching for Document Details in FOIDOCH (continued)

5. To search for all requisitions related to your Org, type your Org code in the Org code field.

6. Press the F8 key. The results will appear in the form. You can scroll down to see more from the
list.

7. Double-click on the Req number of the document you want to retrieve. This will return you to the
FOIDOCH screen with information for that requisition.

This process can be followed for requisitions, purchase orders, and invoices.

Click Next Block to view the results. All documents associated with your document will be indicated
on the FOIDOCH screen.

& Oracle Developer Forms Runtime - Web g@

File Edit Block Item Record Query Help Window
%\| ||«;| ’jl)_(” ﬁl%lﬁl ‘JI'JI[BIEBI él él J_”' |~—>| o |j |3{| | The Document History Form will
— — list all documents that are
‘78 Document History FOIDOCH 5.3 {(BANG) associated with the document
Doc Type: |PO  Purchase Order Doc Code:  |PO0DSAT2 _I number entered.
Requisition Bid Purchass Gt I
[— I_ - [— |— - N =4 2= Status Indicators
li ]_ ﬁ [— ﬁ (A) Appreved
Ii ]_ ﬁ I_ ﬁ ey Completed
= - (F) Final Reconciliation
(P) Paid
Invoice Check Retur (R) Receipt Required
loooooto ||k [oo00 Fle | (S) Suspended
{_ ,]I_ ﬁ {O) Open
= I_ = Ii [54] Car-lcelled
: () Woid
{H) Hold
Status Indicator: _TaF Asset Adjuslt_ment M Tagged:"ermariintly
The box next to the document I~ ﬁ =
number is the Status Indicator for - [_ j I_ j
the specific document. [— v ﬁ |_ -

Requisition — used to request goods and/or services
Purchase Order — used to place the order with a vendor
Invoice — forwarded to Accounts Payable by the vendor

Check — used to pay invoices
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Searching for Document Details in FOIDOCH (continued)

Note: A description for each status indicator can be found by selecting Options from the Toolbar, then
selecting View Status Indicators. The Status Indicator menu box will appear as shown above. Click
Cancel to close the menu box.

You can search for details on any of these documents by using the Options menu. To view details of a
document, follow these steps:

1. Select one of the documents by clicking on the document number.

2. Click on the Options menu and select Requisition Information, Purchase Order Information,
Invoice Information, or Check Information. The name of the information offered will depend on
which document type you have selected. (see screenshot below)

con i
Eéa Oracie vevewper 1 orms Runtime - Web

ditBI k Itern Record Query Tools Help Window powered by
e EIEIEI i i il - T X
Reqmsmon Info
Doc Type: |RE@  Requisition Doc Code: |RO000124 J
Options Menu:
Requlsmon Bid Purchase Order Issues
[Roooor2s [a = & POD000S7 [4 2 = The Options menu selection will depend on
[_ [_ [_ [_ the type of document you have selected.
- - - - . Requisition Information: Opens the
Requisition Inquiry form (FPIREQN)
. Purchase Order Information:
__ Imvoice Check Return __ Receiver Purchase/Blanket Order Inquiry Form
looootez [P 4 20060200 | 4] [18 vooo0os7 [c 4 (FPIPURR)
[ 20062939 | [ [ *  Invoice Information: Invoice/Credit
[_ v 22022100 [_ = [_ = [_ = Memo Query Form (FAIINVE)
- . Check Information: Check Payment
History Form (FAICHKH)
_ Asset Tag Asset Adjustment

Use NEXT BLK, PREY BLK to navigate; use DUPLICATE ITEM far Doc Inguiry form.
JRecora: 11 <080>
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Searching for Document Details in FOIDOCH (continued)

After selecting the last item, click Next Block. This will allow you to view the details of the chosen

document.

& Oracle Developer Forms Runtime - Web

File Edit Options Block Iltern Record Query Tools Help Window

SIS Eixl EEE =iEEs ez [ [ e e [

3 PurchasesfBlanket Order Inquiry: Document Information FPIPURR 6.0.1 (BAIN

Purchase Order:
Order Date:
Delivery Date:

10-MAY-2005
10-MAY-2005

Blanket Order:
Trans Date:

. Change Seq #
10-MAY-2005 ™ In Suspense

¥ Document Text

Comments:

Purchase Order Copied From:
Origin:
Reference Number:

Commodity Total: 432.00 Accounting Total: 432.00
Receipt Required: |Unspecified
Complete: ~ Approved: ~ Type: Regular
Print Date: 06-JUN-2005 Cancel Date: Closed Date:
Activity Date: 08-JUN-2005 User ID: ALOGAN
Cancel Reason: l I
Purchase Order Created from Req: I
Requisition Document Text:
Buyer Code: MIKO Imarr:ia K. Orso
Blanket Order Termination Date: Rush Order: —
NSF Checking: - Deferred Editing: U

BAMNMNER

Purchase Order Detail Screen

& oracle Developer Forms Runtime - Web

File Edit Options EI

ltern Record Query Tools

Help Window

RS E| B

e = i 1 50 N [

Document :

iooooo1o |

Purchase Order: |FO000000Z

"z_LE Invoicef/Credit Memo Query FAIINVE 5.3.1 (BANB) =

Multiple: T~ |Regular

Yendor:

J00380762 IOmega Engineering Inc.

Check Yendor: | |

Address Code: |AFP Seq # |_1

Collects Tax: IﬁlCDIIecls no taxes

Address: |PO Box 740498

Discount Code:

Payment Due:

City: IAtIanta
State/Prov: [GA  ZIP/PC: |30374-0496
Mation:

10-MAY-2005 Receipt Required: |Unsnetiﬂed

Bank: opP IOperating Account
Wendor Inv # W
1099 Tax ID:

Credit Memo: |

1099 Vendor: | Text Exists: |

Invoice Detail Screen
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Searching for Document Details in FOIDOCH (continued)
& Obacle Developer Forms Runtime - Web a

File Edit Options Block Item Record Query Tools Help Window
=

Xs | XS,

<] e

il EEE EESE i

’;_s_ Check Payment History FAICHKH 5.2.0.1 {BANE)

Check Number: {00000011 | Bank: |°F  oOperating Account
Vendor 00346273 |R & D Systems Inc

Check Yendor: | |

Check Date:  |11-MAT-2005 Check Type:  |Batch
Cancel Date: Check Amount: 1000.00

Document Document Net Yendor Yendor
Number Type Amount Invoice Code Invoice Amount
100000058 I 1000.00 2 1000.00 24

Check Detail Screen

When you have completed your review, click the Exit button to close the form and return to the
FOIDOCH form.



Detailed Transaction Activities and Budget Status

All transaction activities associated with a specific requisition or purchase order can be viewed on form
FGITRND. This form provides dates and any encumbrance or release of funds associated with these
forms as well as the date and user code of the individual in Finance who initiated the transaction.

£ Oracle Developer Forms Runtime - Web: Open > FGITRND u@w
File Edit Options Block Item Record Query Tools Help
BYE RCAER %9 BEE QS REI ¢ 42 @ )
COA Fiscal Year Index Fund Organization Account Program Activity Location Period Query Type Commit Type
- e : R GO : :
W o | 10000 [3997 [744240 [0 | | [ ] [s [
Increase (+) or
Account Organization Program Activity Date Type Document Field Amount Decrease (-)
3997 20 |o4-3un-z003  |[PoRD  |Po0DO177 |community Coffee  [ENC | 134.00 [+ ]
[744240 [3997 [10 [04-30n-2009  [PoLq  [poooo177 [community Coffee  [RS¥ | -134.00 |-
744240 [3997 [10 [04-3un-2009  [PoLq  [PooD0167 [Thompson Packers  [Rsw | -1,214.75 |-
[744240 [3997 [10 [04-30n-2009  [PorD  [Pon00167 [Thompson Packers [EnC | 121475 [+
[744240 [3997 [10 [02-3un-2009  [REp  [RoODO19S |vicky veillion Rsv | 134.00 [+
744240 [3997 [10 [02-un-2009  [REqp  [rooon18S [vicky veillion [Rsv | 121475 [+
[744240 [3997 [10 [26-mav-2009  [Poq  [pooooizs [capitol City Produc  [Rsv | -331.66 |-
[744240 [3997 [10 [26-mav-2009  [PorD  [Pon00128 capitol City Produc  [ENC | 33166 [+
744240 3997 10 [26-mav-z008  [PoLe  [PooDO117 [Louisiana Seafood  [RSY | -157.26 [ =
[744240 [3997 [10 [26-mav-2009  [PorD  [Pono0117 [Louisiana Seafood  [EnC | 157.26 [+
[744240 [3997 [10 [26-mav-2009  [PoLq  [poooo11s [Sysco Food Serviee  [Rs¥ | -781.77 |-
[744240 [3997 [10 [26-mav-2009  [PorD  [Pooooiis [Sysco Food Serviee [EnC | 781,77 [+
[744240 [3997 [10 [26-mav-2009  [PoLq  [poooo11s [Doerle Food Servic [Rsv | -2,040.04 |-
[744240 [3997 [10 [26-mav-2009  [PorD  [Pon00119 [Doerle Food servic [ENC | 2,040.04 [+
[744240 [3997 [10 [26-mav-2009  [REQP  [RoODOL34 [vicky veillion Rsv | 157.26 [+
[744240 [3997 [10 [26-mav-2009  [REQP  [ROODOL3S [vicky veillion Rsv | 781,77 [+
[744240 [3997 [10 [26-mav-2009  [REQP  [ROODOL36 |vicky veillion Rsv | 2,040.04 [+ S
| g | » I
Total: | 4,327.82
4| | » ;
Press Key Dup Item for document query forms; Count Query for encumbrance detail | J
Record: 1/? [ o | | <0sC>

m‘[ ) Novell Grou. .. }[ @ oracle Appli... ﬂ @ securenet ... @ ;1 -PrOD }[ [ BANNER FU... 1 ] Document1 ... r@@& 1:36 PM
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The budget status of a requisition or purchase order can be queried and viewed on form FGIBDST.
This form is associated specifically with a FOAPAL. Only those items charged to a specific FOAPAL
can be queried on this form. For documents with multiple FOAPAL assignments it is necessary to
query FGIBDST for each FOAPAL.

< Oracle Developer Forms Runtime - Web: Open > FGIBDST

File Edit Options Block Item Record Query Tools Help

Chart: [N—F
Fiscal Year:  [09 (¥
Index: 4

[J Query Specific Account
[ Include Revenue Accounts

CEEIEEEEIEN T - EIEY R IEEL

78 Organization Budget Status FGI[YPT=M0.1 (TESTO712

L@@ I

Organization: 2160 [T Purchasing

Fund:
Program:
Account:

10000 [7 General Fund Operating

70 [ Institutional Support

[ =

Account Type: [7

Activity: 4
Commit Type: Location: (7]
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
[ [Personal Services - BUDGE | 253,051.00 | 0.00 | 0.00 253,051.00 ~
[621310  [L [wages-Intermittent Employ [ 32,500.00 0.00 0.00 32,500.00
[631320  [L [student Labor-Regular | 13,000.00 | 923.56 | 0.00] 12,076.44
[652000  [L [Related Benefits - BUDGET | 84,681.00 | 0.00 | 0.00 84,681.00
[r22000 [6 [Travel - BUDGET oMLY 100.00 0.00 0.00( 100.00
[733000 e [operating Services - BUDG | 12,573.00 | 0.00 0.00] 12,573.00
[733118 [ [on Campus Printing Publica| 800.00 | 0.00 | 0.00 800.00
[733511 6 [Dues and Memberships | 0.00 710.00 0.00( -710.00
[733620 e [Freight and Express [ 0.00 81.06 | 0.00] -81.06 |
[733799 [E_ [Telephone Charges Allocate | 2,000.00 | 59.01 0.00 1,940.99
[733999 e [other Operating Servi-Mise: | 0.00 90.60 | 20.00 | -110.60
[ra4000 e [supplies - BUDGET ONLY | 2,284.00 0.00 0.00] 2,284.00
Net Total: [ -406,489.00 | -2,265.03 | 2,264.00 ]
-
4 [
Dup Item for Detail,Count Query for Orgn. Summary, Dup Rec for Encum. List |
Record: 1117 [ - | | <0sC=
MT ) Novell Groupiise - M... @ ;1 -prOD l (5] BANNER FULL MANU... | ;@@ M 1:42PM
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FPAREQN:
FOAPOXT:

FTIIDEN:

FPIREQN:
FPIPOHD:
FPIOPOV:
FPIPURR:

FOIDOCH:

FGITRND:

FGIBDST:

FOAUAPP:

SECTION 3

GLOSSARY OF BANNER FORMS

Requisition Form, used to create purchase requisitions.
Procurement Text Entry. Used to enter text on the requisition header.

Vendor Search, used to locate a vendor’s record in the A/P vendor
database.

Form to review existing requisitions to verify status.

Purchase order validation form by purchase order number.

Form to view open purchase orders by vendor.

Form to query purchase orders, change orders or blanket orders.

Document history form. Displays status of all purchasing and payment
documents. EXCELLENT RESOURCE!

Form for detail of all transaction activities associated with a requisition or
purchase order.

Form to view budget status of a document by FOAPAL.

Form to approve requisitions
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