University of South Alabama

Purchasing Department
Banner Financial Information Systems Reference Manual

Creating an Electronic Requisition

This manual provides instructions for creating Banner requisitions using:
e Document Level Accounting
e  Commodity Level Accounting
e Fixed Asset Accounting




Creating a Requisition

Beginning the Process

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, commodity, and accounting information.
Entering a vendor is optional but should be entered if possible to ensure proper
order processing.

To begin the requisition development process, access form FPAREQN from the
Banner main menu, or by typing FPAREQN in the Direct Access Box.

$: oracle Developer Forms Runtime - Web =101 ]
File Help

Direct Access Box:

The command can be

typed here. Products: B Menu | Site Map | Help Center

_1My Banner
SCT Banner
L1 student [*STUDENT] Change Banner Password
Ll Alumni/Development [*ALUMNI]
AFinancial [*FINANCE]
_1General Ledger [*FINGENLL]

= My Links

Check Banner Message

Personal Link 1

_1Finance Operations [**FINOPER] Personal Link 2
_Istores Inventory [**FINSTORES] personal Link 3
Apurchasing and Procurement [*FINPURCH] Main Menu:

W Poguesst Prossss ing ["'.r!f‘_'-'irnn Personal Link 4
Form FPAREQN can be Personal Link §

qertsitioTGroeTy ¢ selected from the main
Bl Requisition Cancel [FPARDEL] menu.
B Requisition Suspense List [FPIREQS]

Banner Bookshelf

Bl Buyer Assignment [FPAABUY] My Institution
B open Requisition by FOAPAL Query [FPIORQF]
Bl purchase Order Assignment [FPAPOAS]

B vendor Products Query [FPIVPRD]
Bl vendor Products validation [FPYYPRD] S

Banner Broadcast Messages

5 University
H of
South Alabama

Enter the object name; Press CQUERY for messages, LIST for listing |
Record: 141 | N | | =05c-

Important:
The processes noted in this manual apply only to standard purchases that

require a purchase order, and do not apply to Direct Pay Purchases. Direct Pay
Purchase Requisitions may be obtained from the USA Purchasing Department,
or on-line at:

http://www.southalabama.edu/financialaffairs/purchasingdepartment/forms.html

**Additionally, this manual covers three different methods for creating electronic
requisitions using Document Level, Commodity Level, and Fixed Asset
accounting. The processes for all three types of requisition are identical until you
reach the Commodity/Accounting Information Block on page 15.


http://www.southalabama.edu/financialaffairs/purchasingdepartment/forms.html

Creating a Requisition

Key Information Block

After accessing FPAREQN, click Next Block function to enter a new requisition, or
enter an existing requisition number if completing an existing requisition.

&Orade Developer Forms Runtime - Web: Open > FPAREQN =J§l.£[

File Edit Options Block Item Record Query Tools Help

BYE BEER MY 268 & & BE ¢ 4 @ X

| TaRequisition FPAREQN 7.1 (BAN7,

Next block button: b
Requisition: ’—E[ @
Click the next block to move
to the second information
block.

Enter NEXT or leave BLANK for automatic assignment or enter document humber, Press NEXT FIELD to activate copy function
Recard: 171 =05C=




Creating a Requisition

Key Information Block (continued)

After clicking the Next Block button, the following screen will appear.

£, Oradle Developer Forms Runtime - Web: Open > FPAREQN — =[Ol x

File Edit Options Block Item Record Query Tools Help

RDEE & &

Requisition: MNEXT
Order Date: 09-MAR-2006 @I Transaction Date: 09-MAR-2006 @ [ In Suspense
Delivery Date: 31-MAR-Z006 @ Comments: [ Document Text

Commodity Total:

ao Accounting Total: .00

 Document Level Accounting

| Requestor/Delivery Information wendaor Information Commodity/Accounting Balancing/Completion 1

FE”Unwersitv of South Alabama

Extension:

Requestor: |Rubert Brown
Organization: | E‘
Phone: Extension:

Ship To: =]

Street Line 1:

| Tabs can be used in
Street Line 2: [ lieu of the Next Block
Street Line 3: [ function in Ban 7.
Building: Floor:

City: |

State or Province: ’_ Zip or Postal Code:

Nation:

|
Telephone: Extension:

Contact: |

Attention To: |

Erter delivery comments. (30 characters maximurn)
Record: 141 " =08C=

Note: Ban7 provides the option of using tabs in lieu of the Next Block function to
move between information blocks.



Creating a Requisition

Requestor/Delivery Block

Enter the following information:

1.

2.

Enter the required delivery date in the Delivery Date field.

Note: The delivery date must be the same as or later than the order date.
Enter a Chart of Account in the COA field. (The COA for USA is “U” and
should default in the Chart of Account field).

Enter an Organization number. In some instances, an Organizational number
will automatically populate for you. If a number automatically populates, verify
that the number is correct. If you need to search for an organizational number,
number, click the Search icon to search for the number. Double click on the
applicable number and the organization number will be populated in the
Organization field in FPAPREQN.

To select a Ship-To address, click the Search icon next to the Ship To

field and choose the correct address from the drop down menu. Note:

When you select a shipping address the Address, Phone, Contact, and
Attention To fields will be automatically populated. If a Ship To address

does not exist for your specific office or location, contact the Purchasing
department for assistance.

If not automatically populated, you can enter the name of the person who
handles deliveries for your department in the Attention To field.



Creating a Requisition

Requestor/Delivery Block (continued)

% Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block Item Record Query Tools Help

Requisition:
Order Date:

Delivery Date:
C dity Total:

31-mar-200s [ Comments:

il Accounting Total:

Transaction Date: 09-MAR-2006 @
[}3 ' Document Text
.00

["/In Suspense

¥ Document Level Accounting

Enter Chart of account.

Enter Ship to Address

Requestor/Delivery Information wendor Information Commuodity/Accounting BalancingfCompletion
Requestor: inuucrt =1gy) COA: FE”Unlvers\ty of South Alabama
Organization: |420300 B‘B\ulugical Sciences Email: |
Phone: i_| Extension: | Fax: '1='=EW|—_
Ship To: BIO ]
Street Line 1: |Biclogy . j Chart of Account.
Street Line 2: |BD7 University Blh\ Organlzatlon:
Street Line 3: |Ruum 124 ) )
Building: LSB Floor! 1st Enter yOIUI' O_rga_mlzatlon
Clty: [abils number in this field
State or Province: ,T Zip or Postal Code: ‘3668 0oz
Nation: |
Telephone: ’FIM Extension: ’—
Contact: |Juhr| Freeman Sh|p To Address.
Attention To: |J0hn Fresman

Record: 11

Enter narme for Attention-to label on Ship-to address \m;\
s < i

Attention To:

Enter the name of the person in your
department who handles the deliveries.

6. Click the Next Block function to proceed to the Vendor Information
screen.




Creating a Requisition

Document Text

If you need to add text to your requisition that applies to the entire document, you
can do so by accessing the Document Text section in FPAREQN. This is an ideal

location to send a message or general information to a vendor or approver.

You can also use the Document Text to provide special instructions for payment

or delivery. For example:
“In accordance with USA Bid # ...”
“In accordance with Alabama State Contract # ...”
"Please fax to ..."
"Do not have this order shipped, I will pick it up”

To add Document Text to your requisition, follow these steps:

1. Click on Options in the menu bar and select Document Text. This will

open the Procurement Text Entry Form (FOAPOXT).
&Oracle Developer Forms Runtime - Weh: Open > FPAREQN

File Edit Block Item Record Query Tools Help

=[o] x|

% Document Information
RequestarfDelivery Information
vendor Information

. Commodity Supplemental Information
Requis

Order

=]

e Requis

Select Document Text
from the Options menu

Transaction Date;

Tax Distribution Information In Suspense

Delivel Comments: Document Text

Commi Accounting Information Accountifg Total:

Document Level Accounting
Review Cormmodity Information [FOICOMM]

Item Text [FOAPOXT]

Commodity/Accounting

Request

Document Text [FOAPOXT]

Balancing/Completion

Cammodity Test [FOATEXT] Tax Group Quantity Unit Price

Item | L i=:adiRd X 1500 = Extended: 1,500.00
Commaodity Description Discount: 00

E‘ E‘ Additional: .00

[ |Computer, Dimension 2400, TAW EQuate E12256769 Commodity Text Tax:

| ‘ Item Text Commodity Line Total: 1,500.00

| ‘ Add Commodity Document Commodity Total:

| ‘ Distribute

FOAPAL of Remaining Commodity Amount:

NSF Override o usD
NSF Suspense  Extended: ’7
COA Year  Index Fund Orgn Acct Prog Actv Locn Proj Discount:
&) & &) &2 M| | &2 &) &2 Additional:
LI | \ | | | | \ Tax:
l_ ’_ | | ‘ | | | | ‘ FOAPAL Line Total:
(0] | \ | | | | \

Document Accounting Total:

2. Click in the first line of the Text area of the form, and begin typing.
Each line will hold 50 characters. Once you have reached 50
characters you must hit the down-arrow key to move to the next
line.

Note:
If you want your text to print on the purchase order hard copy,
ensure that the box next to the text line is checked. If the box is



Creating a Requisition

Document Text (continued)

not checked, the text will only be visible when viewing your
requisition in Banner.

%, Oradle Developer Forms Runtime - Web: Open > FPAREQN - FOAPOXT
=] Options Block Item Record Query Tools Help

Modify Clause:

Commodity Description: |

,EEI Code:

ROD0OLT =]

[200345097 [Dll Marketing L

—————r—

Save Button

_lolx]

Change Sequence: Item Number:

You can type up to 50 characters on
[ Copy Me each line.
Use the down arrow key to move to

Text

Clause Number

(3]

Line| the nextline.

| P | i [
| | ' =
| — I
[
_ This box must be
I I Ir ,': checked if you want
i i = ] your text to print on
i i ” ] the PO hard copy.
| | e []
| | r [ ]
| | E [ ]
| | m [ ]
| | E [ ]
| | o [ ]
| | R [ ]
| | r [ ]
| | E ] -
! Enterthe clause number and press INSERT RECORD to bring in clause text
Record: 111 =05C=

3. Once you have completed your text click on the Save button to save the
message.

4. Click on the Exit button to close the form. You will return to FPAREQN.

5. Click on the Next Block button to move to the next information block.

Note: This same process can be used when adding specific details/text about a
particular item on your requisition. The process is identical to that noted above,
except that you must select “Item Text” in lieu of “Document Text” from the

Options menu on the toolbar.




Creating a Requisition

Vendor Selection

1. Enter the vendor code in the Vendor block. If you are unsure of
correct code, click the Search icon in the Vendor field to execute a

query.
 oracle Doveloper Forms Runtime—Web: Open > FPAREQN R=E

File Edit Options Block Item Record Query Tools Help

BOE BAAEBE w9 BER & & KE & S @ X

‘raRequisition Entry: Vendor Information FPAREQM 7.1 (BANT)

Requisition: MEXT

Order Date: 09-MAR-2006 @I Transaction Date: 09-MAR-2006 @ "'In Suspense
Delivery Date: 31-MAR-2006 @I Comments: "' Document Text
Commodity Total: a0 Accounting Total: .00

¥ Document Level Accounting

Requestor/Delivery Information Wendor Information CommuodityfAccounting Balancing/Completion

Vendor: | E”

Address Type: = Sm
| Search button:
|
|

Street Line 1:
Street Line 2:

Street Line 3: Click the Search icon button

City: - to search for your vendor.
State or Province: Zip or Postal Code: '7 T

Phone: Extension: ’—

Fax: Extension: ,7

Contact: [

Email: |

Discount: I_E”

Tax Group: | F|

Currency: [ =

Enter Reguisition vendor. Use LIST to call FTIDEN. Use COUNT HITS to call FTMYEND
Record: 171 . =08C>

2. Click the Entity Name/ID Search link to find your vendor. This will open the
FTIIDEN form.

’E_E Ontinn | ist

ntity Name/fID Search {( FTIIDEN) | ———_|

(FTMYEND) I Click on the Entity Name/ID

Search link to search for your
vendor.

Vendor Maintenance

This will open the FTIIDEN
form.

L Cancel




Creating a Requisition

Vendor Selection (continued)

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

&Dracle Developer Forms Runtime - Web: Open > FPAREQN - FTIIDEN S [=]

File Edit Options Block Item Record Query Tools Help

(B0 B REEE 9% BEE @ & FEIE 2@ X

" Entity Name/ID Search FTIIDEN 7.0 (BANT) il el e e e e e e el e el e e et e e e e e ool
¥ vendors [ Grant Personnel [T Financial Managers [ Agencies
[ Terminated vendors [JProposal Personnel [ Terminated Financial Managers Clan
Middle Entity Change
ID Number Last Name First Name Name Ind Ind v F A G P Type
E‘ =
\ [peti+] | B 5 B B R R R B
\ [ [ L1 O U 0 0 0 0 0
\ | | L1 O U 0 0 0 0 0 [
\ [ [ L [ O 0 0 0 g 0
[ | | ] [ O 0 0 0 0 0 [
[ | | [ 0O O 0 0 0 0 0 [
\ | | L [ U 0 g o g g ]
\ | | ] [ U U g g g g L
\ | | ] [ U o o o g g L
\ [ [ L [ 0 0 o0 o000
\ [ [ [ [ O 0 0 0 0 0 [
\ | | L1 O U 0 0 0 0 0 [
[ | ol L O g O o 0 g o L
\ | | L1 O U 0 0 0 0 0 [
[ | | ] [ O 0 0 0 0 0 [
\ [ [ L [ U 0 0 0 0 0 C]
[ | | L] O O 0 0 0D 0D 0 CJ @
¥ - Yendors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel

Enter a query, press F8to execute, Cirl+Q to cancel
Record: 111 | | Enterau. | | | «0sC=

10




Creating a Requisition

Vendor Selection (continued)

4. Click the Execute Query button to view the list of vendor names resulting from
the query search.

Click Execute Query button to
search for possible matches.

&Dracle Developer Forms Runtime - Web: Open > FPAREQN - ¥ IIDEN
File Edit Options Block I[tem Record Querm Elp

(@r B BEEER 57 Hod & & BE <

'rm Entity Name/ID Search FTIIDEM 7.0 (Bd

¥ vendors [ Grant Personnel [T Financial Managers [ Agencies

[ Terminated vendors [JProposal Personnel [ Terminated Financial Managers Clan

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

=
m
=
3]

|DE|| Marketing LP |

Della |Tyneesha
100305584 Dellaccio \Hﬂlly

I\
[\
Y
\

\ | Double click on your suggested vendor entry.

11T 15N
==
D=
OO0
No==mE
NOOOEEE
N==EE

This will select this vendor and enter it into the
Vendor Information Block.

.
0
0

-
-

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

11T
HEEnne
OO0
T
11T
.. Eee

-

I

Type

ID. Press Edit to change Ordering of Records.
Record: 1/3 || | | | «=05C=

11



Creating a Requisition

Vendor Selection (continued)

5. Double clicking on the selected vendor name should populate all required

fields in FPAPREQN as indicated below:

%, Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block Item Record Query Tools Help

BYE REAEE ¥% @E8® & | ek

=10l

“ERequisition Entry: Vendor Information FPAREQN 7.1 (BANT)

[31-mar-2006 [E]

Delivery Date: Comments:

Requisition: MEXT
Order Date: na-MaR-z006 [T Transaction Date:  |09-MaR-2006 )

e S

Commodity Total: o0 Accounting Total: .00
¥ Document Level Accounting
Requestor/Delivery Information Wendor Information CommodityfAccounting Balancing/Completion

["'In Suspense

' Document Text

vendor: [1003a5097 [=][Dell marketing P
Address Type: 'HEI Sequence: ’_1E|
Street Line 1: [one Dell way
Street Line 2: |RR & Box 11
Street Line 3: |
City: Round Rock
State or Province: ’T Zip or Postal Code: W Mation: ’—
Phone: l_’— Extension: ’—
Fax: l_’— Extension: ’—
Contact: |Joey Mendoza
Email: |
Discount: I_E”
Tax Group: | /T|
Currency: | E”
Entervendor's address type code
Record: 11 =05C=

Important:
It is essential that you verify the correct address

Multiple addresses as well as alternate address

is displayed in the Address field.
types may exist for the same vendor.

Alternate addresses may be viewed by clicking the search icon next to the Seq #
field. This will bring you to screen FOQADDR, where you can view alternate
addresses for your vendor. Examples of address types are as follows:

PO — Purchase Order
AP — Accounts Payable (billing)

HP — Hospital

12




Creating a Requisition

Vendor Selection (continued)

=10l

File Edit Options Block Item Record Query Tools Help

BOB RAEE % E @ X

g address Information Query FOQADDR 7.1 (BANT)

ID: 100345097 [ [Dell Marketing LP

I

Address Type: ,HF Street Line 1: |C/O Dell USA LP [ Inactive ]
Sequence Number: ﬁ Street Line 2; |PO Box 534118 From Date:
Source: [ [ streetLines: | ToDate: [

City: Atlanta State or Province: l? ZIP or Postal Code: |30353-4118

Nation: ’—
Address Type: ’FF Street Line 1; |0na Dell way [ Inactive
Sequence Number: ,72 Street Line 2: |RR 8 Box 11 From Date: ,7
Source: [ [ streetLines: | ToDate: |

City: W State or Province: '? ZIP or Postal Code: W

Nation: ’—

Double click in the

Address Type: ,SF Street Line 1:  [one Dell way Code field to select I Inactive
Sequence Number: |1 Street Line 2: |RR 8 Box 11 the correct vendor Date: ’7
Source: [ [F streetLine3: | address. Always use fe: [

City: W State or a “PO”" address. Code: W

Nation: ’— -

Record: 3/5 .. Listof¥alu. =05C=

The above example illustrates three alternate addresses for Dell Marketing. Select
the proper address by double clicking in the Code field of the correct address profile.

6. Click the Next Block button to proceed to the Commodity Information
Block.

Important:
If you are purchasing products from a new vendor, it is the department’s

responsibility to provide the vendor profile information to the University
Purchasing Department via email or by calling 460-6151.

Vendor information for a company must include company name,
address including street, city, state, and zip code.

Vendor information for an individual must include full legal name as (listed on his

or her Social Security Card), address (including street, city, state, zip), phone and
fax numbers.

13



Creating a Requisition

Entering a Commodity

1. Enter the description of the item you are purchasing (computer, table,
printer, etc.) in the Description field.

Note: Commodity Codes should never be used for requisition creation. Leave
this field blank and tab to the Description field.

2. Select a unit of measure by clicking the search icon next to the U/M field

and selecting from the menu FTVUOMS.

Requisition:
Order Date:

Delivery Date:

8 Requisition Entry: Commodity/Accounting  FPAREQN 7.1 (BANT)

Commodity Total:

ROO0OS1T
09-MAR-z006 [EH
31-mar-zo06 B

Transaction Date:

Comments:

.on Accounting Totaly

button.

Next Record

09-MaRr-2006 B

Click search icon to
select unit of measure.

[In Suspense

cument Text

cument Level Accounting

=lojx|

Requestor/Delivery Infarmation Commuodity/aceounting Balancing/Caompletion
ax Group Quantity Unit Price Select the unit
Item of 0 Y, 10X 1500 = Extended: of measure
Commodity Discount: from menu
- Additional: FTVUOMS.
Computer, Dimension 2400, 1AW EQuate E12256769 CJCommodity Text Tax:
Uniit of Measure List (FTVUOMS)
&
0 F|nd|% /
Code  U/M Description Eff Date TeX]
01-0CT-1963
FOAPAL of Remaining Commodity Amount: CEN  Centimater 01-0CT-1863 =
COM  Container 01-0CT-1963
CSE Case 01-0CT-1963
COA Year Index Fund orgn Acct Prog Actv CTHN  Carton 01-0CT-1963
¥ z x ¥ x g bd cy Cubic Yard,Yards 04-MNOW-2005
Dz Dozen 01-0CT-1963
EA Each 01-0CT-1963 T
1| | L4
5 (@)
Choices in list 32
Recard: 111 List of walu... =05C=
3. Enter a quantity and unit price in the applicable fields.
4. Press the Tab key once. This will fill in the rest of the dollar amount fields.
5. (optional) If you need to add another item to your order, click on the Next
Record button or press the down arrow to create a new commodity line.
This will move the cursor to the next record, where you can enter a new
commodity.
6. Click the next Block button to continue to the next information block.

14




Creating a Requisition

Accounting Information

The Accounting Information Block is for your Fund and Org information. Your
Fund and Org will default into the fields based on the Org number you entered in
the second information block.

Note: The following instructions apply to the Document Level Accounting
process. If your requisition requires the use of Commaodity Level Accounting,
please see instructions for Commodity Level Accounting on page 17 of this
manual.

1. Enter the account number to be charged. If you don’t know the account
number, click the search icon next to the Account field and search for the
correct account number in FTVACCT.

{2 Oracle Developer Forms Runtime - Web: Open > FPAREQN =lol x|

File Edit Options Block Item Record Query Tools Help

RYEDENEE Y7 @6E & & BE ¢ % © X

8 Requisition Entry: Commodity/Accounting  FPAREQN 7.1 (BANT)

Requisition: ROOODS17

Order Date: |09-MAaR-2008 @ Transaction Date: |09-MAR-2006 @I ['In Suspense
Delivery Date: 31-MAR-2006 @ Comments: [ Document Text
Commuodity Total: 1,500.00 Accounting Total: .00

¥ Document Level Accounting

Requestor/Delivery Information wendar Information Commaodity/Accounting Balancing/Completion
UsM Tax Group Quantity Unit Price
Item 1 of 1 [ea [+ [ 10X 1500 = Extended: 1,500.00
Commaodity Description Bltount; Ll
= [~ additional: [ 00
\ |Computer, Dimension 2400, 1AW EQuate E12256789 [ commodity Text Tax: ’7
‘ | [ Item Text Commadity Line Tatal: ’m
‘ | [ add Commodity  Document Commodity Total: ’m
‘ | [” Distribute

Click the search icon to
query the account.

FOAPAL ’_ of ’_EI Remaining Commodity Amount; % uso
7 Extended: [
OA Year Index Fund Orgn Acct 0g Actw Locn Proj Discount: [
=] [z] & [z] [z] [z] (-] (-] (7] additional: [
i EE | [110000  |4z0300 h100 \ [ [ Tax: s
li | | | ‘ | | FOAPAL Line Total:
l_ | | | ‘ | ‘ | | Document Accounting Total: .00

Enter account code
Record: 11 . =08C=

Move your cursor to the Ext: field, (click in the field or use the Tab key)
Type the total dollar amount in the Ext: field to be charged to the specified
account.

4. Press the Tab key once. This will fill in the rest of the dollar amount fields.

w N

15




Creating a Requisition

Accounting Information (continued)

5. Click on the Next Block button to move to the next information block.

Note:
If you are only charging a portion of the overall purchase to the previously
specified account, click the Next Record button or press the down arrow. This will
allow you to enter additional accounts to your order, specifying the exact
amounts to be charged to each account. Repeat steps 1-3 until all applicable
accounts have been entered.

The amount charged to account
711020 is $750.00

FOAPAL 1 of z Remaining Commodity Amount: pili} NSF Override oy
Extended: 750.00

COA Year Index Fund Orgn ct Prog Actv Locn Proj Discount:

-] I SN 5l N £ s ety 4 (-] ][5 additional: a0
o e | [11oo00  [szosod  [riiozo faioo | \ [ Tax: o
bofoe | 110000 | [aznsod—frrommn lazon | ‘ | FOAPAL Line Total: 750.00
l_ | | ‘ | | ‘ ‘ | Document Accounting Total: 1,500.00

FoapaL [ of [ t Remaining Commadity Amount: 750.00 NSF Override % UsD

% Extended: 750.00
COA Year Index Fund Orgn Acct Prog Actv Locn Proj Discount: ‘ .00
| ] = hd] ] hd] hd] hd] 4| additional: o0
[ e || [11oo00  [szosoo_[riiozo  [aioo | \ [ Tax: .00
o fos | [ttoo00  4zos0f [711030 4100 | \ | FOAPAL Line Total: 750.00
l_ | | Document Accounting Total: 750.00

The amount charged to account
711530 is $750.00

Click the Next Block button to proceed to the next information block.

16



Creating a Requisition

Accounting Information (continued)

Commodity Level Accounting

When creating a requisition that requires you to assign accounting records to
specific commodity totals rather than the document total, use the Commaodity
Level Accounting method in lieu of Document Level Accounting. Entry of
Commodity Level Accounting requisitions are the same as Document Level
accounting until you reach the Commaodity/Accounting information block.

To create a Commodity Level Accounting requisition, uncheck the Doc Acctg
check box in the upper right section of the window. Banner will now assign
accounting distributions to the specific commodity rather than the document total.

Follow the instruction previously noted for entering item description, unit of
measure, and unit price. Then proceed as follows:

1.
2.

Press Next Block to access the FOAPAL information area.
Press the Search icon for Chart of Accounts and select your chart if the
University “U” chart of accounts did not default in this field.

3. Press the Search icon for Funds and select the applicable fund if required.
4.

Press the Search Icon for Organization and select the applicable
organization or type the number if required.

Press the Search Icon for Accounts and then select the applicable account
or type the number.

Press the Search Icon for Programs and then select the applicable program
if required.

If the charges are to be split over two or more FOAPALS, tab to the USD
column and enter the dollar amount to be charged to this FOAPAL. Press
the down arrow key to get a new blank accounting record

Make the necessary Index and Account Code entries. Repeat as needed
to enter all FOAPALS for this requisition.

If all charges for this requisition are to be charged to one FOAPAL, tab
through the USD column and the dollar amount will automatically default.

To add the next commaodity to your purchase order, press Previous Block
to return to the commaodity information area of the Commodity/Accounting
window. Enter the commodity information for the next item to be ordered,
press Next Block, and repeat steps 1-6 as required.

17



Creating a Requisition

Accounting Information (continued)

Fixed Asset Purchases
Fixed assets are tangible items such as buildings, furniture, land, leased items,
etc. that are held for long periods of time.

Important: Special steps must be taken when creating a requisition for the
purchase of fixed assets. When creating a requisition for Fixed Assets
purchases, you may use any Fund, Organization, or Program code from
which you are authorized to make expenditures. However, you must select
an Account code that is specifically set aside for fixed asset purchases in
the list below. The code must correspond to the type of asset being
purchased.

Capital Equipment (Tagged and Capitalized)
760300 — Equipment and Furniture > $5,000 Fixed
760400 - Equipment and Furniture > $5,000 Moveable
760450 — Computers > $5,000
760460 — Copier Purchases > $5,000

Notes:

e Commodity Level Accounting is required when ordering Capital
Equipment.

e Any item purchased which has a useful life of more than one year and a
purchase price in excess of $4,999.00 must be capitalized and is
considered a fixed asset.

e FTVACCT can be used to identify which account numbers are identified

as capital asset account numbers.

When fixed asset items are invoiced, Banner will create a tag number in the fixed
asset module. This information is transmitted to the fixed asset accountant who
ensures that a permanent tag is created when required.
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Creating a Requisition

Balancing/Completion Block

The Balancing/Completion block is the next step in creating a requisition. If your
Fund/Org numbers don't match, or your dollar amounts do not balance, you will
see an error message before you reach this screen.

£, oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit options Block Item Record Query Tools Help

=gl

[ In Suspense

" Document

¥ Document

Balancing/Completion

Text

Level Accounting

Requestor: |Rnhert Brown

& HEEE &% E B ich & R @ X
’w= Requisition Entry: Balandng/Completion FP M 7.1 (BANT)
Requisition: ROOO0ILT
Order Date: 09-maR-z006 [ Transaction Date:  [09-Mar-zo0s [
Delivery Date: 31-MAR-2006 @ Comments:
Commodity Total: 1,500.00 Accounting Total: 1,500.00
Reguestor/Delivery Information wendor Infarmation Commodity/Accounting
vendor: [100345097 [Dell Marketing LP
coa: |U—|Un|ver5|ty of South Alabama
Organization: |420300 |Biu\ugica\ Sciences
Currency: | |

Exchange Rate: Commodity Record Count:
Input Amount: 1500,00 Converted Amount:

’_1 %
]

Input Commodity Accounting
Approved Amount: ’m ‘ 1,500.00 | 1,500.00
Discount Amount: ’7.00 ‘ .00 | .00
Additional Amount: .00 ‘ .00 | .00
Tax Amount: [ od \ 00 | 00
Completg: @ In Procegs: @
\

Status

BALANCED

BALANCED
BANCED

BALANCED

\

Select to mark this document " Complete”
Record: 111 = SC=

Review the amounts listed in this blo
to complete your requisition.

Complete Button

. If all amounts are correct, you are ready
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Creating a Requisition
Balancing/Completion Block (continued)

If you need to retreat back to a previous information block to make modifications

or corrections, click the Previous Block button to proceed to the previous
information block.

If you have reason to put a hold on this requisition, click on the In Process button.
This will allow you to come back to this document later and complete it.

1. To complete your requisition, click on the Complete button.

2. To leave your requisition open for later changes/updates, click the In
Process button.

3. Banner will take you back to the first block in FPAREQN. Note the
requisition number on the Auto Hint/Status line in the lower left-hand
corner. Be sure to record your requisition number for future reference.
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