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Icons
Name Icon Location
|:| To the right of a
' field
Add Right-hand side
Approve | Approve | Left-hand side
Copy T Copy Right-hand side
Dashboard m Top left corner
Delete & Delete Right-hand side
Detail | Detail | Varies
Disapprove | Disapprove | Varies
Favorites Left-hand side
Filter Y. Filter Right-hand side
Go Bottom right
Help Left-hand side
Insert Insert Right-hand side
Menu E Top left
ADD B RETRIEVE J% RELATED 4 TOOLS 1
Notifications ® Document RO062819 completed and forwarded to the Approval Top right
pracess
Previous/Next Section a | X Bottom left
Queues [ Queues | Varies
Recently Opened g Top left
Related & RELATED Top right
Retrieve Top right
Save SAVE Bottom right
Search Q Left-hand side
Welcome
Search Box e S| N Center of page
Sign Out Left-hand side
Start Over [ Start Over ] Top right
Tools 3 TOOLS Top right
X m Top left
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Banner Keyboard Shortcuts

Action Shortcut
Application Navigator

Access Help CTRL+M

Banner Document Management (BDM)

Add BDM Documents ALT+A
Retrieve BDM Documents ALT+R

Cancel Page, Close Current Page, or

Cancel Seirch/Query (in Quer)% mode) CTRL+Q
Change MEP Context ALT+SHIFT+C
Choose/Submit ENTER

Clear All in Section SHIFT+F5
Clear One Record SHIFT+F4
Clear Page or Start Over F5

Count Query SHIFT+F2
Delete Record SHIFT+Fé6
Down/Next Record Down Arrow
Duplicate Item F3

Duplicate Selected Record F4

Edit CTRL+E
Execute Filter Query F8

Exit CTRL+Q
Expand/Collapse Drop-Down Field ALT+Down Arrow
Export SHIFT+FI

First Page CTRL+Home
Insert/Create Record Fé

Last Page CTRL+End

List of Values F9

More Information CTRL+SHIFT+U
Next Field or ltem Tab

Next Page Down Page Down
Next Section ALT+Page Down
Open Menu Directly CTRL+M

Open Related Menu ALT+SHIFT+R
Open Tools Menu ALT+SHIFT+T
Page Tab I, CTRL+SHIFT+I1
Page Tab 2 etc. CTRL+SHIFT+2 etc.
Previous Field or Item SHIFT Tab
Previous Page Up Page Up
Previous Section ALT+Page Up
Print CTRL+P
Refresh or Rollback F5

Save F10

Search or Open Filter Query F7

Select on a Called Page ALT+S

Toggle Multi/Single Records CTRL+G
Up/Previous record Up Arrow
Release Workflow ALT+Q

Submit Workflow ALT+
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Banner is optimized for Google Chrome, Microsoft Edge, and Firefox. Please avoid using Microsoft Internet
Explorer, as functionality will be affected.

Navigating Banner

Welcome (| 0]

PEELLLENG]

Applications

Search

Favaorites

Sign Out

Menu expands the taskbar to show the title of each button, as shown here >

Dashboard (CTRL+SHIFT+X) brings you back to the home page from wherever you Mr Drew Knight
are.

3. Applications (CTRL+M) opens the categories in which banner screens are organized. (i.e. Student, Finance,
Human Resources, etc.)

4. Search (CTRL+SHIFT+Y) opens a mini search bar. This is especially useful when you are already on a
screen and want to search for another, without having to go back to the dashboard.

5. Recently Opened (CTRL+Y) displays the pages that you have recently used. Click on the icon to open the
list and select a page to access it again.

6. Help (CTRL+SHIFT+L) opens a smaller menu where you can retrieve information on the Banner page you
are presently working on [Page Help], view keyboard shortcuts [App. Nav. Keyboard Shortcuts], or view
the privacy policy [Ellucian Privacy Policy].

7. Favorites (CTRL+D) opens a list of pages that you have bookmarked. To favorite a page, click on the star
next to the page name in the search bar (either one works).

fpare| ®
fpare ®

I 1 result
Requisition O
| (FPAREQN)

e )

8. Sign Out (CTRL+SHIFT+L) will log you out. Once you are done with your Banner session, it is important to
sign out of Banner.

9. User Name opens a smaller menu that allows you to check Banner messages, change your preferences, or
alter your personal settings.

|0. Search Bar is located at the center of the page when you log in, and in the main menu.
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Exporting Data

You can export data from a Banner screen into a comma-separated value (CSV) file that will open in Excel. You
can either use the keyboard shortcut Shift+FI or click on “Export” on the dropdown menu. Depending on your
browser and its settings, the file may open automatically, or you need to save it from the bottom of the browser
window. Once downloaded and saved, it will open in Excel where you can add in totals, adjust the data, and
anything else as needed.

X @elucian  Organization Budget Status FGIBDST 9.3.6 (PROD) o  @remeve & reen RORESH

Q lsearch

ACTIONS

Refresh

Print Screenshol Ciltsp
Clear Record SriftFs
Clear Data S
Item Properties

Display ID Image

Exit Quickflow

About Banner
OPTIONS
Format Display Preferences

BANNER DOCUMENT MANAGEMENT

Retrieve Documents Alt+R
Count Matched Documents
Add Documents >
PAGE LAYOUT

Expanded
v Compact

B FGIBDST (6).csv ~ Show all X
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Printing

In Banner, most screens can be printed by using the “Tools” drop-down menu or the keyboard shortcut
Ctrl+Alt+P. Once your browser print window shows, choose your preferred printer or multi-functional device.
Then, click “Print” once you have verified that this is your desired screen.

Note: Depending on your web browser, the Print command window may look different.

= Print. (=31

General | Optns
Select Prirter
Add Printer Eifax
= Adobe PDF MFDCKM2335ND on kpr
{#% Business Office Printer & Microsoft XPS Documen
E —— 0
Status. Ready Pt o fle
Location:
Commert
Page Range
CF] Mumber of copies: 1
Selecion Curert Page
© Pages 1 Collate
393
Enter cither a single page number or 3 single 1 15
page range. For example, 512

Print Onparézation Buges Ss FGIBDST 9,24 (PROD)
Total: 1 sheet of paper Ohar © e e 18
e Oy Bpacite Azconet: []
et R accsunss 7] Gomma Type: Gt
Cancel e
Prgam: Accaun: 611030
P
W\kprintsrv02\MFDBK33... —
Destination g 7 H i e
= e e Rajusted Sisget i sty Commamarts (Avaiatie Batanca
Change.. fr) B T e e > o
erosn . Cisastea umesa wesam Ty oon 164205
ezt . Facy s1amesar Tasus15500 non asrasazr
s i £ amsanm wammass [ T
Pages O s . T Facity i it sesarm siaare wm ez
st . Adminsraion sz 2mzsas [ prry
v . nasFom a7 ) samsos oon 1500258
£gil:5, s . NS zmsoia rsm0sina o sz
erznen . Tamporary Facity ssamamm s oon stz
sma . FT Suppan s FT asam [ amzmsds
Gopis 1 e f Dy Ovenssa Locurs s1szases armsss on soumaze
s . ounses s asto0. on 2820
s . Etens D2y Loctrers ssetpzree FEre on s 71243
Options ¥ Two-sided siais i Honaabms masem e oo aarass
st . Coaches 15500000 wzarars. [ e
st . Lesguarts snomm Erom [ a0
e . Losing Losening Lac sz mase on P
4+  More settings sram . R — sepcnm ace wm ssmoc
ez . Drvers £3 manacees T ems25 non zasars
sim D ks L Part i 2o aman [ a0
et Ton s TamEats msaaras
Print using system dialog... (Ctrl+Shift-P) T e o 180
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Page Header and Footer

X  @ellucian  Requisition FPAREQN 9.3.15 (CTRN) ADD B RETRIEVE 5L RELATED 3§ TOOLS

Requisition: | ] ] [ copy |

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

I. Page Close Icon — Always use this icon to close the page you are in when you are finished.
2. Page Title — Includes description, report title, version, and database.

3. Add or Retrieve — These icons are used with Banner Document Management System (BDMS). Clicking on
either one will open a new window where you can enable PDF documents to be added to or reviewed from
Banner. (An example would be a quote from a vendor for the purchase requisition you have created). You
will need to log into the section in order to perform this function.

4. Related Menu — Displays a list of related Banner pages which can be accessed to gain further information.
(An example of this would be if you are looking at your department’s budget on FGIBDST and want to
know the detail behind some of the budget or expense amounts, you can click on “Transaction Detail
Information” to see this).

5. Tools Menu — This includes refresh, export, print, clear record, clear data, item properties, display ID
image, and other options depending on the current screen.

6. Notifications — Will be located to the right of the “Tools” icon whenever an action has been completed.
It will display information as needed including saves, warnings, error messages, etc. You can click on this
yellow box with the number to open or close the notifications.

ADD B RETRIEVE g% RELATED £ TOOLS

o Query caused no records to be retrieved. Re-enter.

7. In the Page Footer area, use “Previous Section” or “Next Section” as shown below to navigate through
a document you are working on.

Previous Section (Alt+PagelUp)

Record: 11 KEY_BLOCK.EXECUTE_BTH [1]

| Mext Section (Alt+Pagelown)
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Creating a Purchase Requisition

The FPAREQN screen is where a requisition is created. You can access this screen by using the search bar on
the dashboard:

Welcome
@® Search O Direct Navigation fparean ®
Requisition
(FPAREQN)

Or the search bar in the main menu:

Back to Main Menu

@® Search O Direct Navigation

FPAREQN

1 result

Requisition
(FPAREQN)

Click on the result to open the FPAREQN screen. Click “Go” to start the requisition.

X @ellucian  Requisition FPAREQN 9.3.15 (CTRN) ADD B RETRIEVE  SLRELATED 3§ T'
Requisition: || ==

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.
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Requestor/Delivery Information (FPAREQN)

The first section of FPAREQN contains relevant date information as well as information on the person
requesting a purchase and delivery. Fields with stars (*) are required to be completed.

X @ellucian  Regquisition FPAREQN 9.3.15 (CTRN) ADD [B RETRIEVE  J% RELATED

3 TOOLS

Requisition: NEXT

T REQUISITION ENTRY: REQUE STOR/DELIVERY

Requisition ~ NEXT

e Comments

o Order Date * |08/12/2021 = | Commaodity Total 0.00
Transaction Date * [08/12/2021 el | Accounting Total 0.00

e Delivery Date * | E|

Requestor/Delivery Information

Document Level Accounting

Vendor Inf i C dity/A o Bal ing/Completi

T REQUESTOR/DELIVERY INFORMATION

oﬂequestor* [Knight, Drew | Strest Line 2

9 Organization * | e | Street Line 3
o coa* [C «.. | Community College of Rhode Island

[] In Suspense

Start Over

Fa Cop

[] Document Text

Insert

B Delete

Ta Copy

OEmail [dknight4@ccri.edu | Contact
mmtention To*

Phone Area Code 401 | Building

e Phone Number Floor

Phone Extension |7| City

Fax Area Code

e Fax Number

Fax Extension

State or Province
| Zip or Postal Code

| Nation

@ ShipTo* | | Area Code

Q Street Line 1

- 22,

Phone Number

Once this form is complete, click “Save” and then “Next Section” to continue.

L

Y. Filte

Y

I. Order and Transaction Dates — Automatically populates with the current date.

2. Delivery Date - Enter the date needed for delivery (use the calendar button to choose the date).

Comments - If the purchase is being made from a state Master Price Agreement (MPA), please indicate
the MPA number in this field (i.e. MPA 344663). If not, please leave blank.

Requestor’s Name - This field will auto-generate with your name but can be changed if needed.

U

enter the appropriate department Organization Code in this field.

¥ © N o

COA - This field will auto-generate with “C.” Please leave this as is.
Email — Your email will auto-generate in this field but can be changed if needed.
Phone Number - Enter or adjust the phone number in the appropriate fields.

Fax Number — Enter the fax number, if necessary, in the appropriate fields.

Organization Code — This field will auto-generate with your assigned organization field. If not, you must

10. Ship To — Enter the code that the order will be delivered to. Ship-to codes are your org code and the first
number of the location code. For example, if your org code is 30005, and your order is being shipped to the
Warwick campus (500), your ship-to code is 300055. To search ship-to codes, visit Tools and Resources.

I'l. Attention To - Enter your first initial, last name, and room number for delivery. (ex: D. Knight 2328)

rev 10/19/22
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Vendor Information Form

The second section on FPAREQN contains information about the suggested vendor for the purchase. To find a
vendor, click the [...] button to the right of the “Vendor” field. The Option List dialog box will appear in a pop-

up window.

T REQUISITION ENTRY:

Requisition
Order Date
Transaction Date

Delivery Date

Requestor/Delivery Information
¥ VENDOR INFORMATION

Vendor

Address Type

Sequence

Street Line 1
Street Line 2
Street Line 3

City
State or Province
Zip or Postal Code

Nation

4l
14

Click on “Entity Name/ID Search (FTIIDEN).”

REQUE STOR/DELIVERY
NEXT Comments
08/23/2024 Commodity Total 0.00
08/23/202 Accounting Total 0.00
08/23/2021 Document Level Accounting

Vendor Informatior

= ption List
—
Vendor Hold
| |
| =

Contact

Entity Name/ID Search (ETIIDEN) Email

Vendor Maintenance (FTMVEND)
Phone Area Code

Phone Number

Phone Extension

Fax Area Code
Fax Number
Fax Extension
Discount

Tax Group

Currency

B2 insert @ Dele

] In Suspense
"] Document Text

Insert

B Dslete

"lcupy Y. Filte

_—
e

SAVE

To search for a vendor, click on “Last Name” and then enter the vendor name in the blank field. Use the
“%” — a wildcard — before and after the name of the vendor. (For example, %dell marketing%). Then you
can execute the query by clicking “Go.”

¥ ENTITY NAME/D SEARCH Binsert EDelete Tac Y. F
+ Vendors Proposal Personnel Agencies
Terminated Vendors Financial Managers All
Grant Personnel Terminated Financial Managers
~ DETAILS + Boe TaC Y. F
Basic Filter  Advanced Filter o
ID @ LastName @  First Name @  Middle Name (-]
| | %edell marketing% | | | [ | Add Another Field ... v
] Last Name First Name Middle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type

(®) CaseInsensitive Query () Case Sensitive Query

rev 10/19/22
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If the vendor you wish to select is displayed, double click on that vendor name. This will bring the vendor ID and
name into the requisition “Vendor Information” form [FPAREQN].

™ ENTITY NAME/D SEARCH

4] BDcet: Tm Y.F
+| Vendors Proposal Personnel Agencies

Terminated Vendors Financial Managers All

Grant Personnel Terminated Financial Managers
™ DETALLS = BoDeete Tm . Filter
Active filters:  Last Name: %dell marketing% @  Clear Al Q
s} Last Name First Name Middle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type
742616805| Dell Marketing L P Corporation 1D Yes No No No No LGCY
91001816 | Dell Marketing L P Corporation Yes No No No No
700000... {Dell Marketing, L.P. Corporation D Terminated - No No No No ® LGCY
91002445 - Dell Marketing, L.P. Corporation ® Terminated : No No No No

Record 1 of 4
@ Caze Insensitive Query O Case Sensitive Query

Note: Do not choose the Vendor name if there is a LGCY designation in the “Name Type” column to the far
right of this form. Only select a vendor that has an ID number beginning with a “9.” If a vendor is displayed
more than once, choose the vendor with a “Yes” in the “Vendor” column. A vendor name that has
“Terminated” in this column has been removed from the system.

@ ellucian  Requisition FPAREQN 9.3.20 (CTRN)

aop B reTRiEVE GRS

Q, search

Document Text [FOAPOX

]l
14

SAVE

If the vendor is_not displayed in the query results in FTIIDEN, click white “X” in the upper left-hand corner of

the form to return to the “Vendor Information” tab on FPAREQN. Enter the vendor name in this field. Click the
“Related” dropdown menu, and then click“Document Text [FOAPOXT].”
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From here, do not enter anything in the fields and click “Go.”

X @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (CTRN) ADD B RETRIEVE  J% RELATED
Text Type: REQ Code: R0O062820
Change Sequence: Item Number:
Vendor: 91001516 Commodity:
Dell Marketing L.P. Description
Modify Clause: | = Copy Commodity: [ |
Text
Default Increment: | 10|
Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Type in complete vendor contact information in the space provided to include name, address, phone number,
fax number, e-mail contact information, and Federal Identification Number. You can add a new line by clicking
on “Insert.” Click Save, and exit the screen with the white “X” to return to the FPAREQN form.

X  @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (CTRN) ADD B RETRIEVE RELATED ¥ TOOLS
Text Type: REQ Code: R0062820 Change Sequence:  Item Number: Start Over
Vendor: 91001816 Dell Marketing L.P. Commedity Description:  Modify Clause:  Copy Commodity Text: Default Increment: 10

~ PROCUREMENT TEXT ENTRY insert @ Delete FmCopy . Filter
Text Clause Number Print * Line
Dell Marketing 1 Dell Way Round Rock 10
PHOME: 000-000-0000 FAX: 000-000-0000 20
contactemail@dell.com 30
FIN: 123456789
Rec 4

- e

bl @ ellucian  Requisition FPAREQN 9.3.20 (CTRN) ADD [B RETRIEVE & RELATED ¥ TOOLS
Requisition: NEXT

|™ REQUISITION ENTRY: REQUESTOR/DELIVERY D insert G Delete  "mCopy | Y. Fitler
Requisition ~ NEXT Comments [] in Suspense
Order Date  08/23/2021 Commodity Total 0.00 [] bocument Text
Transaction Date  08/23/2021 Accounting Total 0.00
Delivery Date | 06/23/2021 Document Level Accounting
Requestor/Delivery Information ' c
|~ vENDOR INFORMATION insert EDelete "mGopy | T Fitter
Vendor (91001816 [...| [DEIIE G rIN] Contact [John Beck |
Vendor Hold Email |
Address Type  [PO =
Sequence | 1] -- Phone Area Code 600
Phone Number 9766038

Street Line 1 1 Dell Way Phone Extension

Street Line 2

Street Line 3 FaxArea Code 512

Fax Number 2839880
City Round Rock Fax Extension
State or Province T Discount |
Zip or Postal Code ~ 78652-7000 Tax Group
Nation Currency | el
- il

| Next Section (Alt-PageDown) |

Click “Save” and then “Next Section”continue.

Please note that the department MUST provide Purchasing with an E-Verify W-9 form which iscompleted by
the vendor. Write the requisition number on the W-9 and e-mail a PDF version of the document to Purchasing
(burchasing@ccri.edu). Requisitions cannot be processed until this form has been received.
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Commodity/Accounting Form

The third section contains the specific descriptions of what is being purchased and the associated accounting
information. By this point, the requisition number has been automatically assigned and appears in the upper left
corner of the document. It is important to take note of this number for your records.

X ___frollcian  Requisition FPAREQN 9.3.20 (CTRN)

ADD [B RETRIEVE JLRELATED  §f TOOLS

Requisition: R0062820

~ REQUISTTIOWENTRY: REQUESTORIDELIVERY B inset B Dekic TmCopy | Y. Fille
Requisition ~ R0062820 Comments [] In Suspense
Order Date  08/23/2021 Commodity Total 0.00 Document Text
Transaction Date ~ 08/23/2021 Accounting Total 0.00
Delivery Date  08/23/2021 Document Level Accounting
jivery i Vendor ? Balancing/Completion
T comMmoDITY Elinsert Epelete TwcCopy T File

item Commodity . Description e um e Tax Group Quamiwo Unit Price e Commodity Text Item Text Add Commodity

Record 1 of 1

Extended Amount Tax D Distribute
Discount ‘7‘ Commodity Total
Additional ‘ ‘ Document Total
T ACCOUNTING E3insert @ Delete Tmcopy | . Filte
Sequence coA Year Index Fund Orgn Acct Prog Actv Locn Proj NSF Override NSF Suspense
c O
Record 10f 1
% usp
Extended Amount O [ |
Discount O [ |
Additional O [ |
Tax
FOAPAL Total

Document Total

Remaining

Commodity Amount

»
14

SAVE

I.  The cursor will appear in the “Commodity” field. Do NOT enter any information here.

2. Tab to the “Description” field. Type the item description, which can be a maximum of 50 characters per

line.
DD B RETRIEVE ¥ TOOLS
Note: To add more text, click “Related” in the upper right corner of Q earcn
the page and then select “Item Text” and a new form will appear - Review Commodity Information
Procurement Text Entry [FOAPOXT]. (FOICOMM]

Item Text [FOAPOXT]

Document Text [FOAPOXT]

Commaodity Text [FOATEXT)

Click “Go” to access the form to complete the description.

X @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (CTRN) ADD Zeeaen  ggtoois R
TextType:  REQ Code: —~ 0 |
Change Sequence: Item Number:
Vendor: Commodity;
Description
MoayClase: [ .| Copy Commodity: []

Text

Default Increment:

10)

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.
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X @ ellucian

Vendor: 91000801 W.B. Mason Company, Inc
Default Increment: 10

™ PROCUREMENT TEXT ENTRY

Text

Wooden, Grade ATiconderoga

Procurement Text Entry FOAPOXT 9.3.6 (CTRN)

Text Type: REQ Code: R0062820 Change Sequence:  [tem Number: 1

Commodity Description: 25 count pencils  Modify Clause: Copy Commodity Text:

Clause Number

4l
14

R AbD

B RETRIEVE  Z% RELATED

Start

~ smnowr )

B insert [ Delete T Copy

Print *

Line

Record 2 of 2

¥ ToOLS

V. Filter

10

Yy

SAVE

Place the cursor in the first line of the “Text” section and type the additional information (maximum 50
characters per line). If additional lines are needed, use the down arrow key to move the cursor to the next line

and continue typing.

e The Text field is used to enter the exact specifications of what you want to procure. These
specifications should be in specific and sufficient detail to allow Purchasing to conduct a bid (if

necessary).

e If you have received an e-quote for computer equipment from the IT Help Desk, include this e-quote
number in the item text.

When done, click Save in the lower right corner of the screen. Then click the white “X” in the
upper left-hand screen to return to the Commodity/Accounting form.

Please note that there is a difference between Item Text and Document Text. Document Text applies to the
procurement as a whole. Item Text is specific to the line item on the Commodity /Accounting page. You can
access and use both via the “Related” menu option.

3. Tab to the “UM” (Unit of Measure) field. Most of the time this will be EA (each) but you can click the [...]

next to the field to open a full list of options.

4. The cursor now appears in the “Quantity” box. Type in the appropriate quantity of the item you are
requesting to purchase. Please note this must correlate to the chosen unit of measure.

5. Tab to the “Unit Price” field. Type in the correct unit price. A decimal point is only needed if cents are

involved. Continue tabbing until the cursor comes back to the “Commodity” field.

Note: Do not enter a zero-dollar amount on a line item. In some cases, if there is no charge for the item, enter it
as 0.01 and note “No Charge” in the item text.

Click “Next Section” at the bottom left-hand corner to access the

Accounting Sequence, FOAPAL (Fund, Organization, Account, Program,
Activity, and Location) section of the screen.

The cursor will now be in the FOAPAL section of the requisition in the box titled “COA.” Both the “COA” and
“Year” fields will already be populated. The “Index” field is not used.

rev 10/19/22
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NOTE: Before entering any FOAPAL information, please see the note below.

e Splitting the accounting between two or more FOAPAL strings for the entire purchase:

* While the cursor is on the first FOAPAL string line, use the down arrow key to move to the
next line to enter the additional FOAPAL information on the second line.

* Be sure that you split the costs between the different lines appropriately. You will need to
determine what percent of the total is being charged to each accounting line.

* After you tab over to the right-hand side of the screen, you will be brought down to the
section below where you can click in the box next to the word “Extended” and enter the
percentage as a whole number.

For example, type “75” in the box to the right to assign 75% of the costs of the purchase to the FOAPAL string. For
additional assistance, contact the Purchasing Department.

7. Tab to the field titled “Fund.” Type in the correct Fund number, or use the drop-down menu for options.

8. Next, fill in the “ORGN” (Organization Code) field. Visit the Chart of Accounts page if you don’t know
which Org Code to use.

9. Then, the “ACCT” (Account Code) field. Visit the Chart of Accounts page if you don’t know which Acct
Code to use.

10. The “PROG” (Program) field will automatically populate, you do not need to make an entry here (however,
please verify that the Program code is accurate).

I'l. Tab until the cursor returns to the “COA” field (you will see that several tabs below will highlight and
change in the process, which is normal).

~ ACCOUNTING 0 o ® insert @ Delete T Copy
Sequence coa Year Index Fu or Ace Prog Acty Locn Proj NSF Override | NSF Suspense

1B [-]= 101010 30005 702135 701 0

Record 1 of 1
usD
Extended Amount l 250|

Discount 0.00]

oo =

Additional | 0.00]
Tax
FOAPAL Total

Document Total

Remaining —
Co y Amount = g

SAVE

After the accounting data is entered, if you need to add additional items, click the “Previous Section” button to
CogDity Amount return to the Commodity section of the screen to enter the next line
Q item. Repeat this procedure until all commodities and related accounting

strings are completed. If you need to enter more than 10 items, you can
utilize the bulk entry template found in Tools & Resources.

il
=

il

Once the Commodity/Accounting section has been completed, click “Save” and then “Next Section.”
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Balancing/Completion

This is the last section on the requisition to be completed.

X  @ellucian  Requisition FPAREQN 9.3.20 (CTRN) ADD [ RETRIEVE JL REIATED  #f TOOLS
Requisition: R0062820 ( strtover
T REQUISITION ENTRY: REQUE STOR/DELIVERY S inseri B Delcte "m Cop Y. Fille

Requisition ~ RO0G2520 Comments In Suspense
Order Date 08232021 Commodity Total 2.50 Document Text
Transaction Date | 0623/2021 Accounting Total 2.30
Delivery Date  08/23/2021 Document Level Accounting

Requestor/Delivery Information Vendor i C i i

™ BALANCINGICOMPLETION B2 insert @ Detete fmco Y. Fite
Vendor | 91000804 W.B. Mason Company, Inc. Currency

Exchange Rate

CoA C Commodity Record
Count
Requestor Input Amount 2.50
COrganization 30003 Office of VP of Finance & Strategy Converted Amount
¥ AMOUNTS Insert B Delete "mCopy | Y. Filter
Input Commodity Accounting Status

Approved Amount 2.50 2.50 2.50
Discount Amount 0.00 0.00 0.00
Additional Amount 0.00 0.00 0.00
Tax Amo 0.00 0.00 0.00

| Complete | InProcess |

= | X SAVE

I. If the document is complete, click the “Complete” button. Banner will perform the document checking
function. Please note that you can always go back to a previous section of the requisition by clicking on
“Previous Section” or by clicking on the section tabs:

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

The message “Document ROOXXXXX completed and forwarded to the Approval process” will appear at the
top right-hand corner of the screen.

Requisition FPAREQN 9.3.20 (CTRN) L B REIRIEVE S RELAIED g
0 Document R0062820 completed and forwarded to the Approval  J)
process
TER:

2. If you are not yet ready to complete the requisition and want to return to it later, click “In Process.”
Make sure that you have written down the requisition number for future reference. When ready,
you will be able to go back to FPAREQN, review the requisition, and make any necessary
adjustments.

X @ ellucian

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press EN

[_Copy |

Once a requisition has been entered and completed, you cannot use FPAREQN to view the requisition. To view
the requisition again, you must go to “Requisition Query [FPIREQNY],” which is an inquiry-only screen.

If the requisition is completed but not approved by the department and changes need to be made to the
document, the department approver can go to the “Approval” screen (FOAUAPP) and disapprove the
requisition so it can be retrieved for changes.

Once a requisition has been approved by both the department and Purchasing, it cannot be disapproved.
However, additional text can be added using the “FOAPOXT” form.
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User Approval Notification

If you are a department purchase requisition approver, form FOIAINP will display first, notifying you that
documents are waiting for approval.

Note: If you do not want to review pending requisitions waiting for approval at this time, click on
the white “X” in the upper left-hand corner and the FOIAINP screen will close and the FPAREQN
(Requisition Entry) screen will open.

To see the requisitions requiring your attention, click on “Related” and then you will see the FOAUAPP option

appear. @

X  @ellucian  Approvals Notification FOIAINP 9.0 (CTRN) aop @ remeve EERETNE 3% TooLs

User Approval [FOAUAPP]

Click on “User Approval [FOAUAPP]” and you will be brought to a Banner screen where you will see your
username in the User ID field. Click on the “Go” button and you will see a list of purchase requisitions
requiring your attention.

X  @ellucian  User Approval FOAUAPP 9.3.21 (CTRN) ADD [B RETRIEVE g% RELATED

UserID: |DKNIGHT Knight, Drew Document: | \

Next Approver:

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Please see the following section titled “Approving, Disapproving, and Reviewing Requisitions” for further
information.

X  @ellucian  User Approval FOAUAPP 9.3.21 (CTRN) ADD @ RETRIEVE JLRELATED ¥ TOOLS
UserID: DKNIGHT  Knight, Drew Document:  Next Approver: |+
~ USER APPROVAL insert @ Delete Tmcopy . Filter
| Approve || Disapprove || Detail || Queues |
NSF Document Type Document Number Change Sequence Submission Qriginating User Document Amount Queue Type Next Approver
Y REQ RO062797 | 35,000.00 DOC ¥
Y FO PAB1286L 2 ] 115,895.00 DOC ¥
Record 1 of 2
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Approving, Disapproving, and Reviewing Requisitions

To access the User Approval screen, enter FOAUAPP in either search bar. The following screen will appear.
Click on the “Go” button and you will see a list of purchase requisitions requiring your attention.

¥  @ellucian  User Approval FOAUAPP 9.3.21 (CTRN) ADD B RETRIEVE  Ji RELATED

User ID: |DKNIGHT Knight, Drew Document: | | |: Go \

Next Approver:

Get Started: Complete the fields above and click Go. To search by name. press TAB from an ID field, enter your search criteria, and then press ENTER

¥  @ellucian  User Approval FOAUAPP 9.3.21 (CTRN) ADD @ RETRIEVE JLRELATED 3§ TOOLS
User ID: DKNIGHT Knight, Drew Document: Next Approver: + |: Start Over \
= Uso:‘RDVAL e o o Insert @ Delete TmCopy Y. Filter
| Approve | \ Disapprove \ | Detail | \ Queuves |
NSF Document Type Document Number Change Sequence Submission Originating User Document Amount Queue Type Next Approver
Y REQ R0062797 | 3500000 DOC Y
Y PO PAS1286L 2 | ] 115,895.00 DOC Y

Record 1 of 2

I. Approving a Requisition - If you already know the details of the requisition and are comfortable
approving without seeing the details, click “Approve.”

2. Disapproving a Requisition - If, after review, it is decided that changes must be made, the department
approver may disapprove the requisition. The requisition then becomes open again and must be addressed
by the department employee who originally entered it in Banner or by another department employee who
has the same Banner Finance security for that department.

Note: If the requisition needs to be edited or corrected and was previously completed and
approved by your department, contact the Purchasing Department to ask that it be disapproved at
their level, which will then enable you to make any necessary corrections. Also, if the Purchasing
Department has already approved a requisition, the document can’t be disapproved. It will need to
be canceled by Purchasing and a new requisition will need to be entered by the department.

To retrieve a requisition for correction after it has been disapproved, go to FPAREQN and enter the
SAME requisition number. DO NOT start a new requisition. Once the changes have been made, the
document should be completed and approved by the department for processing by the Purchasing
Department.

3. Reviewing a Requisition — To view the specifics of a requisition, click “Detail.”
This will allow you to review the requisition’s line item details and related ETREVE [EECEERNY
accounting information for accuracy on form FOQRACT. Once the accounting
information has been reviewed, you can click “Related” on the menu bar in the
upper right-hand corner, and then select “Document Query” to review the actual |Document Query [FPIREQN]
requisition itself. When you have finished reviewing the screen, click on the white
“X” in the upper leftcorner and you will be brought to the FOAUAPP screen.

View Commodities [FOICOMM]

4. Queues — This function will not be used often. Selecting this will bring you to a page that lists the
departments and individuals that are a part of the approval workflow. This is for review only.
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Procurement Text Entry

Two types of text that can be entered on the Procurement Text Entry screen. Item text is used to provide
information specific to a single line item/commodity on the requisition or purchase order. Document text is
used for more general information regarding the procurement.

To access the Procurement Text Entry screen, type “FOAPOXT” in one of the search bars. The “Procurement

Text Entry FOAPOXT” form will now be open. Q
X  @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (CTRN) B RETRIEVE  SLRELATED  ¥f TOOLS
) rext Type: ] - D coue: | =
Change Sequence: ‘ | 9 Item Number: | |
Vendor: Commaodity:

Description

Modify Clause:

Copy Commodity: |:|
Text

Default Increment: ‘ 1E'|

Get Started: Complete the fields above and click Go. To search by name. press TAB from an ID field, enter your search criteria, and then press ENTER

To Enter Item Text
I. Text Type - Enter REQ in the field.
2. Code - Enter the complete requisition number (ex. ROOXXXXX — X’s represent the req. number)

3. Item Number - enter a line number of the requisition you are adding text to

Click “Go” and enter your document text.

X  @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (CTRN) ADD B RETRIEVE  JLRELATED  § TOOLS

Text Type: REQ Code: R0062820 Change Sequence: Item Number: 1

Vendor: 91000801 W.B. Mason Company, Inc. Commodity Description: 25 count pencils  Modify Clause:  Copy Commodity Text:

Default Increment: 10

~ PROCUREMENT TEXT ENTRY insert [ Delete "mGopy = Y. Filter
Text Clause Number Print * Line

Wooden, Grade A Ticonderoga 10
[

Record 2 of 2

1 !

Place the cursor in the first line of the “Text” section and type the additional information (maximum 50
characters per line). If additional lines are needed, use the down arrow key on the keyboard to move the
cursor to the next line to continue typing. Under the “Print” column, there are checkboxes that can be left
as checked when that line of text is to appear on the printed requisition, or unchecked when that line will
not appear on the printed requisition.

o The “Text” field is used to enter the exact specifications of what you want to procure. These
specifications should be in specific and sufficient detail to allow Purchasing to conduct a bid (if
necessary).

e If you have received an e-quote for computer equipment from the IT Help Desk, include this e-
quote number in the item text.

When done, click “Save” and then the white “X” to exit the form.
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X  @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (CTRN) B RETRIEVE S RELATED ¥ TOOLS
() et Type: [] [-) D coce: | =)
Change Sequence: ‘ ‘ Item Number: | |
Vendor: Commodity:
Description
Modify Clause: \ ‘ | Copy Commodity: |:|
Text
Default Increment: ‘ 10 ‘

Get Started: Complete the fields above and click Go. To search by name. press TAB from an ID field, enter your search criteria, and then press ENTER.

To Enter Document Text

I. Text Type - Enter REQ in the field.
2. Code - Enter the complete requisition number (ex. ROOXXXXX — X’s represent the req. number)

Click “Go” and enter your document text.

¥  @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (CTRN) ADD B RETRIEVE  JLRFELATED ¥ TOOLS

extType: REQ Code: R0062820 Change Sequence:  Item Number:  Vendor: 91000801 W.B. Mason Company, Inc. Commodity Description:
Modify Clause:  Copy Commaodity Text: Default Increment: 10
~ PROCUREMENT TEXT ENTRY Insert @ Delete  "mCopy Y. Filter
Text Clause Number Print * Line
10
PHONE: 000-000-0000 FAX: 000-000-0000 20
wbmason@wb.com 30
FIN: 123456789 40

Record 1 of 4

a | X

Place the cursor in the first line of the “Text” section and type the additional information (maximum 50
characters per line). If additional lines are needed, use the down arrow key on the keyboard to move the cursor
to the next line to continue typing. Under the “Print” column, there are checkboxes that can be left as checked
when that line of text is to appear on the printed requisition, or unchecked when that line will not appear on
the printed requisition.

Examples of document text would include:
e Specific instructions related to the delivery of supplies between certain dates
e Information for a new vendor

When done, click “Save” and then the white “X” to exit the form.
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Open Requisitions by FOAPAL Query

It is crucial that a department review this section periodically to resolve any outstanding open requisitions.
Pending requisitions can impact budget dollars and cause an order to be flagged NSF (non-sufficient funds). In
many cases, a department does not even realize these uncompleted documents are still in the system. The
following instructions show how to query for all open requisitions regardless of their status.

Search “FPIORQF” in either search bar and select from the menu. Enter the appropriate Fund, Organization,
Account, and Program codes. Then, click “Go.”
¥  @ellucian  Open Requisition by FOAPAL Query FPIORQF 9.0 (CTRN) ADD B RETRIEVE % RELATED #Tw

coa:*[§

| o
Fund: | lal orgn: |
= o
[-] o

Index:

Acct: | Prog

Locn

Actv: |

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER

a | X

Note: If you are an approver, form FOIAINP will display, notifying you that documents are waiting for approval. To exit
this screen, click the “X” icon on the left-hand side of the form.

X  @ellucian  Approvals Notification FOIAINP 9.0 (CTRN) a0 @B RETRIEVE  JSLRELATED g TOOLS

™ APPROVALS NOTIFICATION Einset S eietc  fmcopy | V. Filler

Number of Documents Document Type Message

[ 1] Requisition Awalting your review

1 Purchase Order Awaiting your review
Record 1012

The query will display all open requisitions that meet the criteria entered. These include:
e Requisitions entered but not completed.
e Requisitions completed by the department but not yet approved.

e Requisitions approved by the Purchasing Department but do not have a purchase order
assigned or issued.

X  @ellucian  Open Requisition by FOAPAL Query FPIORQF 9.0 (PROD) ADD B RETRIEVE % RELATED ¥ TOOLS
COA: C Index:  Fund: 101010 Orgn: 30005 Acct: Prog:  Actv: Locn:
T OPEN REQUISITIONS BY FOAPAL QUERY B insert @ Delete  "mCopy | Y. Filter
Requisition Type Item Commaodity Commedity Description UM Quantity Vendor
006534 P 1 Mead® Dry-Erase Board, Melamine Surface, 48 x 36, EA 1 W.B. Mason Company, Inc|
0065345 P 2 Sharpie® Flip Chart Markers, Bullet Tip, Four Colo EA 1 W.B. Mason Company, Inc|

»
Record 1 of 2

In addition to checking “FPIORQF,” e-mail messages will be automatically sent to users who have entered
requisitions into Banner that have an incomplete status. Also, e-mail messages will include requisition numbers
and an ‘“*” indicator to note if the requisition has been disapproved. Within Banner, please check the document
text for any notes that would explain why the requisition was disapproved by the Budget Office or Purchasing.
Address any issues then re-complete and approve the document.
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Banner Messages

Documents can be disapproved by the department approver, the Budget Office, or Purchasing for various
reasons including incorrect vendor information and incorrect FOAPAL codes. The requestor must go directly to
“GUAMESG” to view any messages sent by the approver.

Search “GUAMESG” in either search bar and select from the menu.

Note: If you are an approver, form FOIAINP will display, notifying you that documents are waiting for approval. To
exit this screen, simply click the “X” icon on the left side of the form.

% @ellucian  Approvals Notification FOIAINP 9.0 (CTRN) D B REREVE SRELAED ¥ ToOLS

™ APPROVALS NOTIFICATION st Eoeicte Fac . Fiter

Number of Documents

Record 10f 2

Once you have opened the GUAMESG screen, a list of messages will appear. If the message text is too long for
the block displayed on this screen, click on the pencil icon at the end of the message box to show the entire
message. You can see other messages by using the page arrows at the bottom left of the screen.

X @ellucian  General Message GUAMESG 9.3.3 (CTRN) ADD B RETRIEVE  JLRELATED 3§ TOOLS

|~ GENERAL MESSAGE Insert @@ Delste ¥mCopy < Filter
Recipient  DKNIGHT |- | Drew Knight Refersnce 1D

T i I = Additional information i T

haggi Gl provided by individual who e (RCed ST

throug disapproved the document
messages | Date (092912017 [@) mme [ osos] will be included here system* [F - Finance

here ( e
i fessage* [DOCUMENT IS DISAPPROVED-inadedc#] status () Complete (8) Pending () Hold
Source  FOAUAPF [] conidential
4 [Mof2p M 1 v | PerPage Record 1 0f 2

Any notes written by the disapprover regarding why a document was disapproved will display. The Budget
Office and Purchasing use this message block in conjunction with notes in document text to inform departments
as to why a document was disapproved and what required actions need to be taken.

Once you have made any necessary corrections to the requisition (by going into “FAREPQN”), you can clear
any related Banner messages by clicking on the radio button circle next to the word “Complete” and then click
the “Save” icon on the toolbar. The next time you open your Banner messages only those messages that you
have not completed will remain. These remaining messages will have either “Pending,” “Hold,” or “Confidential”
radio buttons filled.

You can use this message feature to help manage your open requisitions, in conjunction with using the
“FOIDOCH?” screen, in order to track the status of any procurement documents.

When you have finished reviewing “GUAMESG,” click the white “X” in the top left-hand corner to exit.
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Tracking the Status of a Requisition

There are two different forms within Banner that a department can use to track the status of procurements.
These are “Document History” [FOIDOCH] and “Document by User” [FOADOCU]. The “Document History”
form is useful in tracking the overall status of a purchase from the requisition stage to payment. The
“Document by User” is useful for getting a quick view of the status of requisitions that have been entered into
Banner by a certain user.

Document History

The Document History [FOIDOCH] form can be used to track the overall status of procurement in Banner.
This can be used to track requisitions and purchase orders as well as payments made against a purchase order.
The procedures can be done using a purchase order number or for accessing payment information.

Search “FOIDOCH?” in either search bar and select from the menu.

X  @ellucian  Document History FOIDOCH 8.3.2 (CTRN) B RETRIEVE  JLRELATED % TOOLS

Document Type: || ]--] Document Code: | =

Get Started: Complete the fields above and click Go. To search by name, press TAB from an |D field, enter your search criteria, and then press ENTER.

In the “Document Type” box, enter “REQ” and then tab to “Document Code” box. Type the requisition
number then click “Go.”

Other document types include:
e PO for purchase orders
e [NV for invoices

Note: If you are an approver, form FOIAINP will display, notifying you that documents are waiting for
approval. To exit this screen, click the “X” icon on the left side of the form.

X  @elucian  Approvals Notiication FOIAINP 9.0 {CTRN)

B A0 @ REEVE S REATED 3 T00LS
¥ APPROVALS NOTIFICATION 2 a s V. Fiber

Mumiser of Dacuments

Record 1 012

Banner will display the requisition and all related documents, such as the purchase order number, invoice
numbers, and check numbers if these additional documents have been completed at the point in time you are
inquiring.

X  @ellucian  Document History FOIDOCH 9.3.2 (CTRN) ADD B RETRIEVE 3 RELATED  J§TOOLS

Document Type: BO Pus

= DOCUMENT HISTORY Inset @@ Deiste FgCopy T Filer

Document Type Document Number Status Status Description
Puacira ol PosSEW A Appraved

Record 1 0f 8

Note: For requisitions that require bidding by the State, CCRI’s Purchasing department is using the Purchase Order
field to record the state requisition number. The state requisition numbers are seven numbers. The status block will
be empty. This does not mean that a purchase order has been issued for the procurement. Banner Purchase Orders
begin with the letter “P.” Status of the procurement with State Purchasing can be monitored by referring to any
notes in the document text of the requisition.
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In the block to the right of the document numbers in each subsection of the form is a “Status” code. These

codes are important in helping track your document:

If a “Status” block is blank, this means that the document has not been completed by the department.

If the “Status” code is “C,” the document has been completed at the department level but has not yet been

processed by Purchasing.

e |f the “Status” code is “A,” the requisition has been approved by Purchasing and is awaiting further action

(i.e. bidding or transfer to a purchase order).

To view a requisition from “FOIDOCH,” click on the requisition number itself and then click “Related,” and

then select “Requisition Info” from the drop-down menu.

A0 R RETREVE 3 To0Ls This is an inquiry-only function and you will be brought to screen
Q. search “FPIREQN.” When the requisition number appears, click “Go.”

x @ ellucian  Requisition Query FPIREQN 9.3.16 (CTRN)

Requisition Info [FPIREQN] Requisition: [R0082820 _ |w]

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Query Document [BY TYPE]

Section” command to continue reviewing sections of the document.

If the box next to “Document Text” on the right-hand side of the screen is checked, there is text which
may contain notes to better help track your procurement.

X  @ellucian  Requisition Query FPIREQN 9.3.16 (CTRN) ADD |3 RETRIEVE  JL RELATED ¥ TOOLS

Requisition: R0062820 Start Over

Copy | Y. Filler

|™ REQUISITION INQUIRY: VENDOR s

Requisition | FU[GPERN | In Suspense
Order Date | 08/23/2021 Delivery Date | 08/23/2021 Commodity Total

Transaction Date | 08/23/2021 Comments | Accounting Total 250

™ REQUISITION INQUIRY: VENDOR 3 insert [ Delets Tmcopy | T, Fille

Vendor | 91000801 |W. B. Mason Company, Inc. City | Cranston

Address Code | PO State or Province | R/

Sequence Number 1 ZIP or Postal Code  02920-2848

Nation

StreetLine 1 99 Bald Hill Rd Discount
Street Line 2 Tax Group

Street Line 3 Currency

Area Code Phone Number Extension
Phone 800 6575834 1905

Fax 00 6373834

Contact | Lauren Glynn Email

You can access these notes by clicking on “Related” and clicking aoo @ reieve BRSOl 3 TOOLS
“Document Text” from the drop-down menu. Q Search

Document Text [FOAPOXT]
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When the Document Text [FOAPOXT] screen appears, click “Next Section” to see notes pertinent to the
requisition.
For example, if a requisition requires bidding by State Purchasing and a state requisition has been created by
CCRTI’s Purchasing Department, the state requisition number and date entered will be noted here.
The process described on the previous pages related to requisitions can be used to review any documents related
to a procurement (i.e. requisitions, purchase orders, invoices, etc.)

Document by User

The Document by User [FOADOCU] form can be used by college departments to track Purchase
Requisitions entered into Banner. This form provides information by the Username. Departments can
use this form to get a quick overview of the status of their requisitions, such as documents that are
incomplete within the system. It can also be used to find a requisition number if one has been started and
the user forgot to note the document number.

¥  @ellucian  Document by User FOADOCU 9.3.13 (CTRN) B RETRIEVE  J% RELATED  $f TOOLS
Original User ID: [DKNIGHT ] coa: [C =
Fiscal Year: |22 lal Document Type: | |
Document: | | Status: | ‘ -]
Activity Date From: | (=] Activity Date To: | I:]

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Search “FOADOCU?” in either search bar and select from the menu.

Note: If you are an approver, form FOIAINP will display, notifying you that documents are waiting for
approval. To exit this screen, click the “X” icon on the left side of the form.

X @elucian  Approvsls Notification FOIAINP 9.0 (CTRN) B0 @ RETREVE S RELATED 70015

= aepRovALS NoTIFICATION Binet 8 T Copy | . Filer
Wumbes of Documents Document Type Message
[ 1 Requisiton Awalting you roviow

Purchase Order Awaling your review

Record 1012

After entering the Username in the Original User ID field, click “Go” to show the listing of documents.

X  @ellucian  Document by User FOADOCU 9.3.13 (CTRN) ADD [ RETRIEVE = RELATED 3§ TOOLS
Original User ID: DKNIGHT COA: C  Fiscal Year: 22 Document Type:  Document: Status:  Activity Date From:  Activity Date To:
~ DOCUMENT BY USER insert @ Delete TmcCopy . Fitter
Status Document Type Document Code Change Seguence Submission Description Activity Date Document Amount ny Documen
REQ RO062819 W.B. Mason Company, Inc 0712112021 so.uo@
c REQ R0062820 'W.B. Masen Company, Inc 08/31/2021 250

»
Record 1 of 2

The first column will show the present status of the document.

e A — Approved
e C - Complete
e |—Incomplete
e X - Cancelled

This is followed by “Document Type,” “Document Code” as well as “Description,” etc. Do not click on any of
the icons shown in the “Deny Document” column.
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Deleting a Purchase Requisition

Occasionally, there are situations where a purchase requisition is not needed and should be deleted from
Banner. A requisition can be deleted as long as it has not been completed or approved.

If the requisition has been completed and is awaiting approval, you can disapprove the requisition where it will
be accessible again.

If the requisition has been approved by Purchasing, contact the Purchasing Department so the requisition
can be canceled. At this point, it can no longer be deleted from the system.

Note: If you are an approver, form FOIAINP will display, notifying you that documents are waiting for
approval. To exit this screen, click the “X” icon on the left side of the form.

X @ellucian  Approvals Notification FOIAINP 9.0 (CTRN) BA0 @ REREVE SEEAED #1005
™ APPROVALS NOTIFICATION e ] a . Fiter

Wumbie of Dacuments

Awaltng your roview

Awaiting your review

Record 1012

To delete a requisition, go to “FPAREQN” and enter the requisition number to access the document. Click on
the “Delete” option in the “Vendor Information” tab.

bl @ eliucian  Requisition FPAREQN 9.3 20 (CTRN) ADD | RETRIEVE  JLRELATED  #§ TOOLS
Requisition: NEXT |E
~ REQUISITION ENTRY: REQUE STOR/DELIVERY B3 inset B Delete T Cop ¥ Fite
Requisition ~ NEXT Comments [ In Suspense
Order Date | 06/23/2021 Commodily Total 0.00 [] Document Text
Transaction Date | 08/23/2021 Accounting Total 0.00
Delivery Date | 08/23/2021 Documeant Level Accounting
Requestor/Delivery Information c
~ VENDOR INFORMATION insert @ Delete "mCopy | T File
endor |@E| | Contact [John Beck |
‘Vendor Hold Email |
Aadress Type  |PO oo
Sequence | 1|2 Phone Area Code 800
Phone Number 3766038
StreetLine 1 1 Dell Way Fhone Exiension
Street Line 2
Street Line 3 Fax Area Code |3712
Fax Number 2838880
City Fax Extension
State or Province 7 Discount |:I:|
Zip or Postal Code  78682-7000 Tax Group
Nation cumency [ |
»

~ (== St
MNext Section (Alt=PageDown)

ADD | RETRIEVE  Si RELATED  §§ TOOLS

After this, a message will appear that you must click delete
Press Delete Record again to Delete this record. again.

g3 Insert Delete ¥g Copy | ¥ Filter -

Click “Delete” again and you will then see a message noting
that all records will be deleted. Click “OK” and you will see
a notation confirming that the entire requisition has been
deleted.

0 Deletion of Requisition is completed
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	Click on the result to open the FPAREQN screen. Click “Go” to start the requisition.
	To access the User Approval screen, enter FOAUAPP in either search bar. The following screen will appear. Click on the “Go” button and you will see a list of purchase requisitions requiring your attention.
	1. Approving a Requisition – If you already know the details of the requisition and are comfortable approving without seeing the details, click “Approve.”
	2. Disapproving a Requisition – If, after review, it is decided that changes must be made, the department approver may disapprove the requisition. The requisition then becomes open again and must be addressed by the department employee who originally ...
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