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Obijectives:

The objective of this guide is to educate those of the UNF End-User community responsible for creating
requisitions of the required requisition procedures.

Intended Audience:

All those responsible for requisition creation and approval.

Pre-Requisites:

In order to attend this class, one must have the following pre-requisites:
[ ]

Basic Keyboard & Mouse Skills

Basic Internet Native Banner Navigation — either instructor-led or online

Icon Key:

@ Important Info

Must know information.

@\ Nifty Note — nice to know information.
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Logging Into Internet Native Banner

Before you can create a requisition with Internet Native Banner, you must first login through the
myWings web portal. This web portal will be the entry point for anything internally related to UNF
and by which you will gain access to all Banner services; both INB & Self Service.

Banner can be accessed at anytime from any computer anywhere with an Internet connection.

To login to Internet Native Banner:
1. Open Internet Explorer.

2. Type in the proper website (Production — http://mywings.unf.edu or Training —
http://www.mywingstraining.unf.edu).

& Since myWings will serve as the new entry point to all Banner applications and university information, you’re
encouraged to make this site one of your Favorites in your web browser or a shortcut on your desktop so it will be
easy to access next time.

3. Login with your UNF ID (N#) and password.

UNF 1D:

Password:

& How do I get a myWings Username & Password?
Your myWings username & password is the same as your Network N# & password.

CPDT &
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N Chapter One
NoRTH FLORIDA Logging Into Internet Native Banner

4. Click the Staff tab.

Students Staff My Application Alumni

Personal Announcements
Human Resources: Mid-Year Reminders

5. Click the Internet Native Banner (INB) link.

R
My Applications
- DAR (Data Access Request System)
- E-Prints

= OASys (Employment Application)

o (O s B e W s e lis e

\:&' Why is it taking so long to get to INB?
The first time you login to INB, a program called Java Plugin will download. This program is necessary to access Banner
propetly. This program should have been installed on your campus computer. However, if accessing from a computer
off-campus, you may have to download manually. Please click all necessary buttons if prompted as program downloads &
installs. ‘This program can take up to 5 full minutes to download and may not be obvious. Please be patient. This is a
one time download and will not be required the next time you login to Banner.

If you do expetience problems with the download you can contact the ITS Suppott Center at its-supp@unf.edu or Ext.
4357.

CPDT &
Purchasing Department 2 4/9/2009
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Chapter One

NoRTH FLORIDA Logging Into Internet Native Banner

6. You should be taken to the INB Main Menu screen, as shown below.

File Edit Options Block Item Record Query Tools Help

= I SEIERED & RE D S (@1X

Go To... (v] welcomdynoo008098 Products: [+
_1My Banner

_Banner

_I8tudent [*STUDENT]
_IFinancial [**FINANCE]
_1Human Resources [**HRS]
I Financial Aid [**RESOURCE]
_lGeneral [*GENERAL]

&' How do I change my password? Or what do I do if I've forgotten my N# or Password?
Call ot email the ITS Support Center at its-supp@unf.edu or Ext. 4357

CPDT &
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Creating a Single Line Requisition

Anumber of employees will be required to create requisitions as part of their position at UNF. Basic

Internet Native Banner (INB) Navigation and Creating a Requisition classes are required for all those
creating requisitions.

To complete a single line requisition:
1. Login to Internet Native Banner (Chapter 1).

2. Enter FPAREQN in the Direct Access bar, then press <Enter>.

’2__9 General Menu GUAGMML

Go To... |FrarEQN| [*] welcome, NODOD2098

1My Banner

—Banner Q
—1Student [*STUDENT]
I Financial [*FINANCE]
—J1Human Resources [*HRS]

I Financial Aid [**RESOURCE]
_1General [*GENERAL]

CPDT &
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Chapter Two

UNEF o5 fosios Creating a Single Line Requisition

3. Perform a Next Block function to access the Requisition Entry Requestor/Delivery
Information screen. Next blocking will force Internet Native Banner to assign the
requisition number for you.

File Edit Options Block Item Record Query Tools Help

BOYEBEAEE P HE@EE QIS EE G ¢l 1@X

Requisition: || d| 2]

& Do not type anything in the Requisition field on the Requisition Form (FPAREQN). INB will automatically
generate the next consecutive requisition number for you when you perform a Next Block function.

4. Change the order date, which defaults to the current date, in the Order Date field, if
appropriate.

File Edit COptions Block Item Record Query Tools Help L

T=IEYNEEEEEEEE @1

ery Information FRAREQMN

BN EEAEE %W E

@ Requisition Entry: Reque

Requisition:
Order Date:

Delivery Date:

MEXT

[H4-FEB-2007

S

E ]

Transaction Date:

14-FER-2007 @

Comments:

Commodity Total: .00

Accounting Total:

.00

['In Suspense

" Document Text

Requestor:
Organization:

Street Line 1:
Street Line 2:
Street Line 3:

Requestor/Delivery Information

‘wendor Information

[ Document Level Accounting

ks

Commodity/Accounting Balancing/Completion

Cheresa Hamilton

coa: [U []university of North Flarida

eoaoon [7]orse

Email: [chamilto@unf.zdu

Phone: 6202713 Extension: Fax: Extension:
Ship To: CENTRL  [¥]

University of North Florida

4567 St Johns Bluff Road 5

Central Receiving - Bldg 6

Building: Floor:

City: Jacksaonville

State or Province: |FL Zip or Postal Code: |32224
Nation: ]
Telephone: _,— Extension: ,—
Contact: ‘

Attention To: ‘

CPDT &
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N Chapter Two
UNF iversmver Creating a Single Line Requisition

5. Press <Tab> to move past the transaction date, which defaults to the current date. Make
any necessary changes in the Transaction Date field, if appropriate.

6. Press <Tab> to enter a delivery date in the Delivery Date field.

& You can enter any date in the format of MM/DD/YYY'Y and INB will convert it to DD/MM/YYYY format.

If the Delivery Date is in the same month as the Order Date, you can simply type in the number that represents the day
of the month then press <Tab> and INB will populate the full Delivery Date for you.

The Delivery Date must be the same as, or later than, the Order Date.

7. Press <Tab> to enter special instructions in the Comments field, if applicable. (For
example, Need by Fall Term.)

8. Press <Tab> to enter the requestor in the Requestor field, if different than defaulted
requestor.

9. Press <Tab> to the COA (Chart of Accounts) field which will default to the COA for
UNF, which is the letter “U”.

10. Press <Tab> to accept default Organization code in the Organization field, or enter
Organization code if blank. If the Organization code is unknown click the Search icon to
select the correct code from Organization Code Validation Form — Finance (FTVORGN).

11. Press <Tab> to enter Requestor’s e-mail address, if blank or different than default.

12. Press <Tab> to enter Requestor’s phone number, if blank or different than default, in the
Phone fields.

13. Press <Tab> to enter Requestor’s fax number, if blank or different than default, in the
Fax: fields.

14. Press <Tab> to the Ship To field. If you need to change the default Ship To address click
the Search icon to select a new ship to address from Ship —To List (FTVSHIP).

& If you select a different shipping address from the FTVSHIP form than the default Ship To information, the Address,
Phone and Contact fields will fill in automatically.

CPDT &
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Chapter Two
UNEF o5 fosios Creating a Single Line Requisition

15. Press <Tab> to the Attention To field and enter the contact name, department, building,
and room number where the product is to be delivered.

File Edit Options Block Item Record Query Tools Help

EE W B | &
q y n !

ENEETEEEE I 1@ X
" %

Requisition: NEXT

Order Date: 14-FEB-2007 @ Transaction Date: 14-FEB-2007 @ [/In Suspense
Delivery Date: @ Comments: [ Document Text
Commodity Total: .00 Accounting Total: .00

[” Document Level Accounting

I ReqL nformation vendor Information Commodity /accounting Balancing/Completion
Requestor: [cheresa Hamiltan coa:  [u[][oniversity of North Florida
Organization: |603000 ElORSP Email: |cham|\to@unf.edu

Phone: 6202713 Extension: Fax: Extension:
Ship To: CENTRL [ 7] [}S

Street Line 1: University of Morth Florida

Street Line 2: 4567 St Johns Bluff Road 5

Street Line 3: Central Receiving - Bldg &

Building: Floor:

City: Jacksonville

State or Province: |FL Zip or Postal Code: ’r
Nation:

Telephone: _'— Extension: ’—
Contact:

tention To: [z Hamiltan, oRzP, Bldg 3/25m
s

16. Perform a Next Block function to access the Vendor Information block.

“g= Requisition Entr or Information FRA|

Requisition: NEXT

Order Date: [14-FEB-2007 [ Transaction Date: [1a-FER-2007 [ [~ In Suspense
Delivery Date: [13-FEB-2007 [ Comments: | [~ Document Text
Commodity Total: .00 Accounting Total: .00

[ Document Level Accounting

Requestor/Delivery Information CommodityfAccounting Balancing/Completion

vendor: [ =l
Address Type: IAd] Sequence: ,_[zl

Street Line 1: [%
Street Line 2:
Street Line 3:
City:

State or Province: Zip or Postal Code: | | Nation: [
Phone: [ Extensiom: [

Fax: _’— Extension: ,—

Contact:

Email:

Tax Group:

Id]
=l

Discount: rE”
[

Currency:

@\ The header of the Vendor Information screen will automatically be filled in for you.

CPDT &
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Chapter Two
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17.  To find the appropriate Vendor ID click the Search icon in the Vendor field, and
click on Entity Name/ID Search (FTIIDEN) to perform a vendor search.

"8 Option List

Entity MamefID Search (FTIIDEMN)
Yendor Maintenance YEMND)
i Cancel !

18. Press <Tab> to Last Name field to enter a search for the VVendor.

m Entity Mame/ID Search FTIIDEN

¥ vendors [ Grant Personnel [JFinancial Managers [ agencies

[ Terminated vYendors [ Proposal Personnel [ Terminated Financial Managers Call

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

% |
N\ [
N— |
[

Type

Kl

I
=

N\
AN

)

JITTTITITT T IM
1 [ [ [
R < [
1 o S
1 I L
1 1 o
1 1 o Y
1 o
[mmnmm

19. Type in a meaningful portion of the Vendor name, using mixed case with the wild card
“%” before and/or after, as necessary. (For example, if | were searching for the Vendor ID
for Ace Plumbing Supply, I could type in Ace% or %Plumbing%.)

20. Execute the query by pressing <F8> or select Query>Execute from the Menu bar.

CPDT &
Purchasing Department 8 4/9/2009
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Chapter Two

Creating a Single Line Requisition

21. When the Vendor is found, double click on the Vendor number to select.

22. Confirm that the Vendor information displays correctly in the Vendor Information screen
of the FPAREQN form.

Requestor/Delivery Information

Vendor Information

Vendor:

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

Phone:
Fax:
Contact:
Email:

Discount:
Tax Group:

Currency:

State or Province:

Commodityfaccounting

Balancing/Completion

[noo401031 [*][ace Plumbing Supply

e
[Fo Box 550829
|

|
[acksonvile

IT Zip or Postal Code: |32255-0829
W 7372611 Extension: l—
W’m Extension: l—

|John W ard

Sequence: ’_IE

Nation:

[ =]
[ =]
[ [T

23. Perform a Next Block function.

24. Confirm Requisition Entry: Commaodity/Accounting appears on Title bar of form.

"7 Requisition Entry: Commodi

Requisition:
Order Date:
Delivery Date:

Commodity Total:

Reguestor/Delivery Information

ounting FPAREOQN

ROD21227
14-FEB-2007 [
|15-FEB-2007 [EF]

Transaction Date:
Comments:

.00 Accounting Total:

“endor Informatiol

Add Commodity

o
=

OA Year Index

i

FOAPAL of

Distribute

Remaining Commaodity Amount:

Fund Orgn Acct Prog Actv

4] &4 &4 =) =)

(5

14-FEB-z007 |2

In Suspense
Document Text

.00

Document Level Accounting

Balancing/Completion

u/M ax Group Quantity Unit Price
wem [ of [ o = x = Extended:
commodity Description Discount:
- = Additional:
) Comm{dity Text Tax:
Item Text Commodity Line Total:

NSF Override % usD
NSF Suspense  Extended:

Discount:

Additional:

Tax:

FOAPAL Line Total:

EEAD
T

Commodity Accounting Total:

CPDT &
Purchasing Department
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N Chapter Two
UNEF o5 fosios Creating a Single Line Requisition

25. Verify the check box is unchecked in the Document Level Accounting field.

"% Requisition Entry: Reguestar/Delivery Information FPAREQN

Requisition: RO021227

Order Date: 14-FEB-2007 @ Transaction Date: 14-FEB-Z007 @ In Suspense
Delivery Date: 14-FEB-2007 @ Comments: ‘ Document Text
Commodity Total: .00 Accounting Total: .00

/ Document Level Accounting

Ey IMPORTANT!

UNF does NOT conduct Document Level Accounting; therefore, the Document Level Accounting checkbox must be
unchecked before continuing with the requisition.

If a requisition is processed with the Document Level Accounting check displayed, the requisition will be disapproved

by the Approver or the Purchasing Department.

26. Your cursor should be located in the Commodity field. To find the appropriate commodity
code, click the Search icon above the Commodity field.

RequestarfDelivery Information vendor Information Commoditt Balancing/Completion
ufm Tax Group Quantity Unit Price
Ttem ’_ of ’_0 I_E ’— | X = Extended: ’—
Commaodity Description Discount: ’—
] k4] additional: | |
[ ﬁ\ Commodity Text Tax: ]
| | \ Item Text Commodity Line Total: ’—
| | \ Add Commodity
| | Distribute

27. Click on Commodity Validation (FTVCOMM) to search for the appropriate commaodity.

73]

Commodity ¥Yalidation (FTYCOMM)

¥endor Products Query (FPI )]

vYendor Products validation (FPNRD)

I Cancel

28. Search the list for the correct commaodity code or place the screen into Query mode (choose
Query>Enter from Menu bar) and search for the correct code or description in the
appropriate fields, using mixed case with the wild card “%” before and/or after, as
necessary.

CPDT &
Purchasing Department 10 4/9/2009




5
UNF

UNIVERSITY of
NORTH FLORIDA

Chapter Two
Creating a Single Line Requisition

29. Press F8 or Query>Execute from Menu bar.

Commodity Fizxed Start Termination
Code Description u/M  Asset Stock Date Date
| I%Gas%‘ | E B |
| | N\ | I |
| | N\ | [ [ |
N

30. Double-click on correct Commodity Code to select it from the list.

Commodity
Code

Description

|Natura| Gas |EA

Fized

|_ |_ \01JUL-2003 |

u/mM  Asset Stock

Termination
Date

Start
Date

31. Type the actual description of the product you wish to purchase in the Description field,
overwriting the generic default description, if different from default.

Requestor/Delivery Information wendor Information Commodity Accounting
usm Tax Group Quantity Unit P
Item of 0 FE | | x
ity Description
Ad| Ad|
|731002 [Matural Gas Cylinders, Model Rx3007] \ Commodity Text
< | | / Item Text

\‘\ | / Add Commodity

| : Distribute

@ The correct format for entering the commaodity description is product name, manufacturer, full description,

including any colors that are pertinent, manufacturer number and vendor part number, if applicable. Also include
quote/proposal numbers, if applicable.

Example — Stapler, Swingline, Commericial Stapler, Black, Model 67, SW10601

& If the description is too long to fit within the Description field, see Chapter 6 for detailed instructions.

32. Press <Tab> and enter the appropriate unit of measure in the U/M field. (Each, Box,

Package, etc.)

CPDT &
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& If you are unsure of the appropriate unit of measure, click the Search icon in the U/M field to select the appropriate one.

33. Press <Tab> and enter the quantity of items being requested in the Quantity field.

34. Press <Tab> and enter the unit price of the commaodity in the Unit Price field.

cannot enter a line item with a zero in the cost field.

@\ You must enter a unit price on the requisition without the use of text characters, such as commas or dollar signs. If the
item(s) you are purchasing is(are) at no cost, you will need to enter the information in the document text/item text field. You

35. Press <Tab> and enter appropriate discount in the Discount field, if applicable.

36. Press <Tab> and enter any additional fees in the Additional field, if applicable.
37. Press <Tab> to the Commodity field.

@x Confirm the Commaodity Line Total has been filled in by Banner.

38. Perform a Next Block function. The FOAPAL elements block will become active
FOAPAL | of | O

Remaining Commodity Amount: ‘

50.00

NSF Override
COA Year

Index  Fund Orgn Acct Prog Acty Locn Proj
S T A
U 07 fsooor zsooon | 731002 46

| [ [ [

39. Press <Tab> to advance past the COA (Chart of Accounts) field, which will default to “U”
for UNF.

40. Confirm the correct fiscal year appears in the Year field.

@\ The Fiscal Year will default based on the transaction date.

41. Enter the appropriate index number in the Index field.

& The Index number will automatically enter the default Fund/Org associated with that number.

CPDT &
Purchasing Department
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42. Press <Tab> to bypass the default fund number in the Fund field.
43. Press <Tab>to bypass the default organization number in the Orgn field.

& If the default Fund, Orgn or Prog numbers needs to be altered, type in the appropriate new numbers in the respective fields.

44. Confirm/Enter the appropriate account number in the Acct field.

@« The Acct code should be the same as the commaodity code.

45. Press <Tab> to bypass the default program number in the Prog field.

46. Press <Tab> three times. This will take you past the Activity (Actv) field, Location
(Locn) field, and Project (Proj) field.

& Only ORSP will be using Activity codes to capture match/cost share information. Individuals who are entering requisitions for
ORSP will need to enter the Activity code that will be provided when the award is established.

UNF is not using Location or Project fields at this time.

47. Press <Tab> through the Extended field, Discount field, and Additional field. This will
populate the appropriate accounting information in these fields.

ali] MSF Override 0 LISD
Extended: | 50.00
Proj Discount: | 00
[T additional: o0
Tax: 00

0o

I
B FOAPAL Line Total: | 50.00
|

Commodity Accounting Total:

48. Perform a Next Block function.

CPDT &
Purchasing Department 13 4/9/2009
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49. Confirm that Status column reads “BALANCED” for the Approved, Discount, Additional

and Tax amounts.

Organization: |GDSDDU |ORSP

Currency: | \

Exchange Rate:

Commuodity Record Count: 1

Requisition: ROD21227
Order Date: 14-FEB-2007 @ Transaction Date: 14-FEB-2007 @ [ In Suspense
Delivery Date: 19-FEB-2007 @ Comments: [ Document Text
Commodity Total: 50.00 Accounting Total: 50.00
[ Document Level Accounting
equestar/Delivery Information Wendor Information Commodity/Accounting Balancing/Completion
vendor: 00401031 [sce Plumbing Supply Requestor: [Cheresa Hamilton
COa: |U—‘University of Narth Florida

Input Amount: 50.00 Converted Amount;

Input Commodity Accounting Status
Approved Amount: 50,00 50,00 50,00 BALANCED
Discount Amount: nili] .00 .00 BALANCED
Additional Amount: jili} 00 00 BALANCED
Tax Amount: jili} 00 00 BALANCED
Complete: [@] In Process: [E]

&lf you do not see “BALANCED” in the Status column an error message will pop up at the bottom of the screen and
you will be directed to the area where the error occurred.

50. Once confirmed, click the Complete button to send the requisition to the electronic

approval process.

51. Write down the requisition number that appears on the AutoHint line (bottom left of

screen) for future reference.

Document ROOO1569 completed and fonwarded to the Approval process

Fecord: 151

=05C=

52. Click the Exit icon to exit FPAREQN.

CPDT &
Purchasing Department
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Creating a Multiple Line Requisition

In many case, multiple items need to be purchased on a requisition. Internet Native Banner easily
allows you to create a multiple line requisition.

To complete a multiple line requisition:
1. Login to Internet Native Banner (Chapter 1).

2. Enter FPAREQN in the Direct Access bar, then press <Enter>.

’%_s General Menu GUAGMMLU

Go To... |FPAREQH| [*] welcame, NODODS09S

_IMy Banner
—_iBanner %
_1Student [*STUDENT]
JFinancial [*FINANCE]
—JHuman Resources [*HRS]
JFinancial Aid [*RESOURCE]
—1General [*GENERAL]

I —
CPDT &

Purchasing Department 15 4/9/2009
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3. Perform a Next Block function to access the Requisition Entry Requestor/Delivery
Information screen. Next blocking will force Internet Native Banner to assign the

requisition number for you.

File Edit Cptions Block Item Record Query Tools Help

Requisition: | E‘ @I

BYE BEAEE Y7 BEH QB ME G EIH (@X

@\ Do not type anything in the Requisition field on the Requisition Form (FPAREQN). INB will automatically generate the

correct requisition number for you when you perform a Next Block function.

4. Change the order date in the Order Date field, if appropriate. (Order date should default to

current date.)

File Edit Options Block Item Record Query Toals Help

BNE RAEE ¥0 @@ @& EFE T

" Raguisition Entry: Rei ary Information FRAREQN

@1 X

Requisition:

Nation:

,—
Telephone: Extension:

Contact: |

Attention To: |

Order Date: EEEEE = Transaction Date:  [14-FEB-2007 [ [ In Suspense

Delivery Date: ’—@ Comments: | [ Document Text

Commodity Total: ’7.00 Accounting Total: T

% " Document Level Accounting

Requestar/Delivery Information Vendor Information Commodity/Accounting Balancing/Caompletion

Requestor: [cheresa Hamittan con:  [U[T][university of North Flarida

Organization: [s0aooo [=]forse Email: [chamilto@unf edu

Phone: '_,m Extension: ’— Fax: '_,— Extension: ’—

Ship To: WE

Street Line 1: [university of Horth Florida

Street Line 2: [4567 5t 30hns Bluff Road S

Street Line 3: [central Receiving - Bldg &

Building: ’7 Floor: ’7

City: Dacksonville

State or Province: ’T Zip or Postal Code: W

5. Press <Tab> to change the transaction date in the Transaction Date field, if appropriate.

CPDT &
Purchasing Department 16
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6. Press <Tab> to enter a delivery date in the Delivery Date field.

@\ You can enter any date in the format of MM/DD/YYYY and INB will convert it to DD/MM/YYYY format.

If the Delivery Date is in the same month as the Order Date, you can simply type in the number that represents the day of the month
then press <Tab> and INB will populate the full Delivery Date for you.

The Delivery Date must be the same as or later than the Order Date.

7. Press <Tab> to enter special instructions in the Comments field, if applicable. (For
example, “Rush” or “Need by Fall Term”.)

8. Press <Tab> to enter the requestor in the Requestor field, if different than defaulted
requestor.

9. Press <Tab> to the COA (Chart of Accounts) field which will default to the COA for UNF
which is the letter “U”.

10. Press <Tab> to accept default Organization code in the Organization field, or enter
organization code if blank or if it is different than the default Organization code, or click
the Search icon to select the correct Organization code from Organization Code Validation
Form — Finance, (FTVORGN).

11. Press <Tab> to enter requestor’s e-mail address, if blank or different than default.

12. <Tab> to enter requestor’s phone number, if blank or different than default, in the Phone
fields.

13. <Tab> to enter requestor’s fax number, if blank or different than default, in the Fax fields.

14. Press <Tab> to the Ship To field. If you need to change the default Ship To address click
the Search icon, to select a new ship to address from Ship —To List (FTVSHIP).

& If you select a different shipping address from the FTVSHIP form than the default Ship To information, the Address, Phone and
Contact fields will fill in automatically.

CPDT &
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15. Press <Tab> to the Attention To field and enter the contact name, department, building,
and room number where the product is to be delivered.

Eile Edit Opfions Block Item Record Query lools Help 1

Requisition: [NExT |
Order Date: [14-FEB-2007 (B Transaction Date: [1a-FER-2007 [ [ In Suspense
Delivery Date: = Comments: | [ Document Text
Commodity Total: | o0 Accounting Total: [ oo
[ Document Level Accounting
wendor Infarmation Commodity/Accounting Balancing/Completion
Requestor: Cheresa Hamiltan coa:  [u [T][University of North Flarida
Organization: 503000 [*][ersp Email: [chamilto@unf.edu
Phone: 620271F Extension: Fax: Extension:
Ship To: [centrL [¥] [y
Street Line 1: University of Morth Florida
Street Line 2: 4567 St Johns Bluff Road S
Street Line 3: Central Receiving - Bldg &
Building: | Floor: ]
City: [acksonville
State or Province: |FL Zip or Postal Code: [32z24
Nation: 1
Telephane: [ Extension: [
Contact:
mammmn, ORSP, Bldg S/ZSm

16. Perform a Next Block function to access the Vendor Information block.

Requisition: MNEXT
Order Date: 14-FER-2007 (B Transaction Date:  [14-FEB-2007 [ [ 1n Suspense
Delivery Date: 19-FER-2007 [0 Caomments: I Document Text
Commodity Total: a0 Accounting Total: .o
[ Document Level Accounting
RequestorjDelivery Information wendor Information Commadity/Accounting Balancing/Completion
vendor: I =

Address Type: [Z[ Sequence: ,_[3

Street Line 1: [%
Street Line 2:
Street Line 3:
City:

State or Province: | Zip or Postal Code: [ Nation: [
Phone: [ Extensiom: [

Fax: _’— Extension: ’—

Contact:

Email:

[~
]

Tax Group:

Discount: r@‘
\

Currency:

& The header of the Vendor Information block will automatically be filled in for you.

I ———
CPDT &
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17. To find the appropriate Vendor ID click the Search icon in the Vendor field.

" Requisition Entry: Vendor Information’ FPAREQN 7.2 (NFPO) iririmiriiiiiin i i i

[nexT

Requisition:
Order Date:

Delivery Date: Comments:

Requestor/Delivery Information

vendor Information

Transaction Date:

Accounting Total:

Commodity /Accounting

14-FEB-2007 |CE)

In Suspense
Document Text
.00

Document Level Accounting

Balancing/Completion

vendor: |

Address Type: _'_I
Street Line 1: [
Street Line 2:

Street Line 3:

City:

State or Province: |

Zip or Postal C 3
Extension:

Phone:
Fax:
Contact:

Extension:

Nation: |—

Discount: :||
Tax Group: [ =

Currency: ’:]

18. Click on Entity Name/ID Search (FTIIDEN) to perform a vendor search.

’fg‘_ﬂ Cption List

Entity Fame fID Search (FTIIDEM)

Yendor Maintenance

YEMND )

i Cancel ]

CPDT &
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19. Press <Tab> to Last Name field to enter a search for the vendor.

"z_ﬁ_Er‘wﬂty Mame/ID Search FTIIDEM

¥ vendors [ Grant Personnel

[ Terminated Yendors [ Proposal Personnel

[ Financial Managers

[ Terminated Financial Managers

[] Agencies
Can

Middle

ID Number Last Name First Name Name

TTTTTTTTTTTTIE

Entity
Ind

Change
Ind

|

8 |

10 I Y A
6 I A I A
6 Y A

Type

[

TTTTTTTTTTTT

20. Type in a meaningful portion of the vendor name, using mixed case with the wild card “%”
before and/or after, as necessary. (For example, if | were searching for the Vendor ID for
Ace Plumbing Supply, I could type in Ace% or %Plumbing%).

21. Execute the query by pressing <F8> or select Query>Execute from the Menu bar.

22. When the Vendor is found, double click on the VVendor number to select.

23. Confirm that the Vendor information displays correctly in the Vendor Information screen

of the FPAREQN form.

wendor Information

Reqguestor/Delivery Information

CommodityfAccounting

Balancing/Completion

Vendor: [moo401031 [*][Ace Plumbing Supply

Address Type: El

Street Line 1: [Fo Box 550829
Street Line 2: |
Street Line 3: |

City: Jacksonville

State or Province: |FL

Sequence: l_lEI

Zip or Postal Code: |32255-0329

Nation:

Phone: W 7372611 Extension:
Fax: W 6369378 Extension:
Contact: [16hn ward

Email: |

Discount: ’_E|

Tax Group: | F|

Currency: | E”

CPDT &
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24. Perform a Next Block function.

25. Confirm Requisition Entry: Commaodity/Accounting appears in the Title bar of form.

26. Verify the Document Level Accounting check box is unchecked.

’}’_E Requisition Entry: RequestorfDelivery Information FPAREQN

Requisition: ROOZ1227

Order Date: 14-FEB-2007 @ Transaction Date: 14-FEB-2007 @ [In Suspense
Delivery Date: 14-FEB-2007 @ Comments: | [ Document Text
Commodity Total: 00 Accounting Total: .00

/—' [ Document Level Accounting

E’ IMPORTANT!

UNF does NOT conduct Document Level Accounting; therefore, the Document Level Accounting checkbox must be
unchecked before continuing with the Requisition.

If a requisition is processed with the Document Level Accounting check displayed, the requisition will be disapproved by the
Approver or the Purchasing Department.

27. Your cursor should be located in the Commodity field. To find the appropriate commaodity
code, click the Search icon next to the Commodity field.

’zg Requisition Entry: Commodit: ounting FPAREQN 8.0 (MFTR)
Requisition: ROO0DZ579
Order Date: W@ Transaction Date: W@ [7'In Suspense
Delivery Date: W@ Comments: ’7 [ Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00
[ Document Level Accounting
Requestor/Delivery Information wendor Information . Balancing/Completion
usm Tax Group Quantity Unit Price
Item l_ of I_D I_El | | X | = Extended: |
Commodity Description Discount: |
[*] (7] additional: |
| \ [ Ccommodity Text Tax:
| | \ [ Item Text Commuodity Line Total:
| | \ I add Commuodity
| | S [ Distribute

CPDT &
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28. Click on Commodity Validation (FTVCOMM) to search for the appropriate commaodity.

gn Option List

Commodity Validation (FTVCOMM )
Yendor Products Query (FPI\RD}
Yendor Products Yalidation (FP\MRD}

| Cancel }

29. Search the list for the correct Commodity code or place the screen into Query mode
(choose Query>Enter from Menu bar) and search for the correct code or description in the
appropriate fields, using mixed case with the wild card “%” before and/or after, as

necessary.
Commodity Fixed Start Termination
Code Description u/mM Asset Stock Date Date
| |%Gas%‘ | [ R |
| | N\, | [ [ |
| | N\ | [ [ |

30. Press F8 or Query>Execute from Menu bar.

31. Double-click on correct commodity code to select it from list.

Commodity Fized Start Termination
Code Description u/mM  Asset Stock Date Date

(751002 Matural Gas EA |_ |_ \01JUL-2003 |

32. Type the actual description of the product you wish to purchase in the Description field,
overwriting the generic default description, if different from default.

CPDT &
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Requestar/Delivery Information vendor Information
usm Tax Group

Item l— of I—D ’?E l—

mu Description
[~] (7]

[731002 |Matural Gas Cylinders, Madel R%3003|

| |

| ! e

Chapter Three

Creating a Multiple Line Requisition

Cormrnadit

Quantity

Unit P

Commodity Text

Item Text

Add Commodity

Distribute

@\ The correct format for entering the commaodity description is product name, manufacturer, full description — including any
colors that are pertinent, manufacturer number and vendor part number, if applicable. Also include quote/proposal numbers, if

applicable.

Example: Stapler, Swingline, Commercial Stapler, Black, Model 67, SW10601

& If the description is too long to fit within the Description field, see Chapter 6 for detailed instructions.

33. Press <Tab> and enter the appropriate unit of measure in the U/M field. (Each, Box,

Package, etc.)

& If you are unsure of the appropriate unit of measure, click the Search icon in the U/M field to select the appropriate one.

34. Press <Tab> and enter the quantity of items being requested in the Quantity field.

35. Press <Tab> and enter the unit price of the commodity in the Unit Price field.

& You must enter a Unit Price on the requisition without the use of commas or dollar signs. If the item(s) you are purchasing
is/are at no cost, you will just type in the item description in the item text field on the last item on the requisition.

36. Press <Tab> and enter appropriate discount in the Disc field, if applicable.

37. Press <Tab>and enter any additional fees in the Addtl field, if applicable.

38. Press <Tab> to the Commodity field.

& Confirm the Commodity Line Total has been filled in by Banner.

39. Perform a Next Block function. The FOAPAL element block will become active.

CPDT &
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FOAPAL | of ‘ 0 Remaining Commodity Amount: ‘ 50.00 NSF Override

LOA Year Index  Fund  Orgn Acct Prog Acty Locn Proj
M o A O 2 O A2 L I
U 07 |esooor [osooor [EEEN [raone s |
[ [ [ [ I [

40. Press <Tab> to advance past the COA (Chart of Accounts) field, which will default to “U”
for UNF.

41. Confirm the correct fiscal year appears in the Year field.

42. Enter the appropriate index number in the Index field.
& The Index number will automatically enter the default Fund/Org associated with that number.

@\ If the default Fund, Orgn or Prog numbers need to be altered, type in the appropriate new numbers in the respective
fields.

43. Press <Tab> to bypass the default fund number in the Fund field.

44. Press <Tab> to bypass the default Organization number in the Orgn field.

45. Enter the appropriate account number in the Acct field.
& The Account code should be the same as the Commaodity code.
46. Press <Tab> to bypass the default Program number in the Prog field.
47. Press <Tab> three times. This will take you past the Actv (Account) field, Locn
(Location) field, and Proj (Project) field.

& Only ORSP will be using Activity codes to capture match/cost share information. Individuals who are entering

requisitions for ORSP will need to enter the Activity code that will be provided when the award is established.
UNF is not using Location or Project fields at this time.

4/9/2009
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48. Press <Tab> through the Extended field, Discount field, and Additional field. This will
populate the appropriate accounting information in these fields.

MSF Override

no O ush
Extended: 50,00
Proj Discount: [T [ Ao
] additional: 00
Tax: ’—.DD

FOAPAL Line Total: 50,00

Commodity Accounting Total: a0

49. To input the next line item on the multi-line requisition, perform a Previous Block
function. This will take your cursor back to the Commodity code field.

Requestor/Delivery Information wendor Information Balancing/Completion

u/Mm Tax Group Quantity Unit Price

mem | 1 of [ 1 [ea [] 10X 50 = Extended:
Commodity Description Discount:

- E‘ Additional:

[Watural Gas Cylinders, Model RX3003 Commodity Text Tax:

‘ Item Text Commodity Line Total:

‘ Add Commodity

+ Distribute
FoapaL | 1 of [ 1 ining : .00 v
NSF Suspense  Extended:
COA Year Index  Fund Orgn Acct Prog Actv Locn Proj Discount:
[~] [~] [~] [~] [~] [~ [~ [~ [~ Additional:
[u [o7 [zsooor  [esooor  feosooo  [rmimez e I I \ Tax:

FOAPAL Line Total:
Commodity Accounting Total:

usD

50.00

00

T
.

00

50.00

50.00

50. Press the down arrow key on your keyboard. This will take you to the next blank

commodity line on the requisition. You will repeat Steps 26-48 to add the additional
commodities.

CPDT &

Requisition: RO0ZLEET
Order Date: 4-FLB-2007 ) Transaction Date:  [1a-rin-zoor In Suspense
Delivery Date: 19-FLb-2007 G Comments: Document Text
Commodity Total: 56.00 Accounting Total; 50.00
Document Level Accounting
FequestonDelvery Information Vendor Information __ BalaningiCompleton
UM Tax Group  Quantity Uit Price
tom [ = of 2 LA 1 X Extendod: .00
Commodity Description DiEmmt kL
- additional: i
3100 Crlindars, Madel AX3001 Commadity Text Tak: o0
TIL00E Item Text Commuodity Line Total: £.00
Add Comma; dity
Distribute
FOARAL of | 0 Hemaining Commaodity Amaunt: 500 NSF Override L
¢ Extended: &.00
COA Year  Index  Fund  Orgn  Acet Prog Acty 1 Proj Discaun Sy 0
] 1+ [*} ] *] [~ (*] hd] *] Additianal T
U jor 250001 350001 SO3000  [FIO06 (46 Tax: 00
FOAPAL Line Tatal: 00
Cammadity Accounting Tatal: 0
|
25
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51. When finished adding all line items, perform a Next Block function.

52. Confirm that Status column reads “BALANCED” for the Approved, Discount, Additional

and Tax amounts.

53. Once confirmed, click the Complete button to send the Requisition to the electronic

approval process.

vendor: [MD0401031 [Ace Plumbing Supply
COA: E‘Umvers\ty of Morth Florida
Organization:  [s03000  [oRsP

Currency: ’7‘

Exchange Rate:

Commodity Record Count: 2

Requestor: |Cheresa Hamilton

Complete: In Process: @

Input Amount: 56.00 Converted Amount:
N\
Input Commodity Accounting Status
Approved Amount; 56,00 \ 56,00 \ 56.00 [paLanceD
Discount Amount: a0 \ a0 \ a0 [paLancen
Additional Amount: 00 \ 00 \ 00 [BaLancED
Tax Amount; a0 \ 00 \ a0 [paLanceD

54. Write down the requisition number that appears on the AutoHint line (bottom left of

screen) for future reference.

Ciocument RO001569 completed and forwarded to the Approval process

Fecord: 111

=Q5C=

54. Click the Exit icon to exit FFPAREQN.

CPDT &
Purchasing Department

4/9/2009



Splitting Commodities Across Multiple FOAPALS

There are times when creating a requisition that commodities may need to be split between two
or more FOAPAL elements. You would need to do this when the commodiities being purchased
need to be charged to differing Funds/Orgs.

For example, a printer is being purchased to be used by two departments and the requisition
needs to reflect a split in the commodity cost between the two departments.

To split commodities among multiple FOAPALS:
1. Login to Internet Native Banner (Chapter 1).

2. Follow the directions for creating a requisition in Chapters 2 or 3 only through
step 37.

3. Enter the FOAPAL elements for the first commodity in the FOAPAL block.
4. <Tab> to the Extended field.

5. Enter the amount that is being charged to the first FOAPAL element.

6. Press <Tab> key until you return to the Chart of Accounts field.

7. Press Down Arrow key to the next blank line.

8. Enter the next set of FOAPAL elements in the FOAPAL block.

9. Repeat steps 4 - 8 for each additional FOAPAL that is be charged for this commodity item.
10. Perform a Next Block function and confirm the Status column reads “BALANCE”.

I ———
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11. Once confirmed, click the Complete button to send the requisition to the electronic approval

process.
Input Commodity Accounting Status
Approved Amount: | semo [ ssmo [ semn [Baancen
Discount Amount: | .0 T m [ m [paLancen
Additional Amount: uli] uli] uli] BALANCED
Tax Amount: [ D [ [pacancen
M In Process: @

12. Write down the requisition number that appears on the AutoHint line (bottom left of
screen) for future reference.

Ciocument RO001569 completed and forwarded to the Approval process
Record: 111 % =08C=

13. Click the Exit icon to exit FPAREQN.

CPDT &
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Creating a Requisition Using the Copy Function
Process

The Copy Requisition process enables you to copy data from a posted requisition to a new
requisition document.

Only requisitions that are fully completed, approved and posted through Purchasing Department may
be copied.

To create a requisition using copy function:
1. Login to Internet Native Banner (Chapter 1).

2. Access the Requisition Form (FPAREQN).

3. Click the Copy icon.

File Edit Options Block Item Record Query Tools Help

BYEREEE 9 DEE DS EE Tl

" Requisition FPAREGN

Requisition: | =]

CPDT &
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4. Confirm that the Copy From screen opens.

"mCopy FPAREQN

Copy From
Requisition: E
Yendor: | |

J ( Cancel )

5. Enter the requisition number that you wish to copy in the Copy From Requisition field
& If you do not know the requisition number you wish to copy, click the search icon and search for it.
\:Ey IMPORTANT!

The copy functionality will not check or update available balance until you navigate entirely through the form

6. Press <Tab> to populate the Vendor field, if necessary.
7. Click OK.

@Copy FPAREQN

Copy From

Requisition: [raooges ]

Vendor:

00200755 (atlantic Sef Storage-Kerman

Cancel

Purchasing may be copied.

& If you are not able to populate the Vendor Name or proceed, check the status line for a message stating that the
“Document is not completed, approved or posted.” Only requisitions fully completed, approved and posted through

CPDT &
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8. Confirm the information from the old document appears in the Requisition Entry:
Requester/Delivery Information block.
9. Make note of the new requisition number in the Requisition field in the upper, left corner
of Requisition Entry screen.
10. Confirm the In Suspense box contains a check mark.
TERequisition Entry: Requast ivery Information FPAREQN
Requisifion: RODZ1290
Order D 18-FER-20.. Qe Transaction Date: 18-FER-2007 @ W In Suspense
Delivery Date: Comments: Do aat Te,
Commodity Total: 405.00 Accounting Total: 405.00
Document Level Accounting
Requestor/Delivery Information wendor Information Commaodity/Accounting Balancing/Completion
Requestor: [Barbara Lanz coa: [ [T]university of North Flarida
Organization: |6103m E‘Mathematms & Statistics Email: |h|anz@um’.edu
Phone: W 6202653 Extension: Fax: W 6202818 Extension:
Ship To: cENTRL  [¥]
Street Line 1: |Unwer’sitgr of Morth Florida
Street Line 2: [4567 st 30hns BIuff Road S
Street Line 3: |Centra| Receiving - Bldg &
Building: Floor:
City: [racksonville
St:te or Province: ’T Zip or Postal Code: |3z2224
Nation: |
Telephone: l_ Extension:
Contact: |
Attention To: |Math & Stat, Barbara Lanz, 1141311
& The suspended mode of this copied Requisition will be removed once you have navigated fully through all the
screens and clicked the Completed button.
11. You may make any necessary changes to the copied requisition. This can include the
following:
O Requestor
O Vendor
O Commodity
O Accounting information
12. Change the order date in the Order Date field, if appropriate.
13. Press <Tab> to change the transaction date in the Transaction Date field, if appropriate.
CPDT &
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Chapter Five
Fl Creating a Requisition Using the Copy Function

14. Press <Tab> and enter a delivery date in the Delivery Date field.

@x The Delivery date must be the same as or later than the Order date.

15. Press <Tab> and enter special instructions in the Comments field, if applicable.
16. Press <Tab> to change the requestor in the Requestor field, if appropriate.
17. Press <Tab> twice.

18. Change the organization, if appropriate.

@x If you don’t know the Organization, click the Search icon and search for the correct Organization from the list.

19. Press <Tab> and enter requestor’s e-mail address, if blank or different than default.
20. Press <Tab> and enter requestor’s phone number, if blank or different than default.
21. Press <Tab> and enter requestor’s fax number, if blank or different than default.

36. Press <Tab> and enter new Ship To information if different than default.

@x If you need to change the default Ship To address, click the Search icon and select the correct Ship To address from the
list. When you select a Ship to address the Address, Phone, Contact and Attention fields will fill in automatically.

37. Change the Attention To field if blank or different than default.

Requisition: RO0Z1290
Order Date: 15-FEB-2007 () Transaction Date:  [16-FEB-2007 | ¥ In Suspense
Delivery Date: 18-FER-2007 () Comments: Document Text
Commodity Total: 405,00 Accounting Total: 405.00
Document Level Accounting
Wendor Information Commodity/accounting Balancing/Completion
Requestor: Chersss Hamilton con:  [u[Tfuniversity of Morth Florida
Organization: 610300 [ *][Mathematics & Statistics Email: [chamilto@unf edu
Phone: 904 |6202444 Extension: Fax: 904 |6202444 Extension:
Ship To: CENTRL (7]
Street Line 1: Universi ity of North Florida
Street Line 2: 4567 St Johns BIuff Road
Street Line 3: Central Receiving - Bldg 6
Building: Floor:
City: Jacksonville
State or Province: [FL Zip or Postal Code:  [32224
Nation: 7
Telephone: (] Extension:
Contac
Attention To: [orSP, Cheresa Hamilton, 3/2501] 3
—— —
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24. Perform a Next Block function.

Chapter Five

Creating a Requisition Using the Copy Function

25. Enter correct vendor information, if blank or different than default, in the Vendor

information block.

@\ If a different vendor is required, click the Search icon next to the Vendor field and select the correct vendor from the list.
Once a vendor is selected, the remaining fields will fill in automatically.

If a NEW vendor is required, see Chapter 7.

26. Perform a Next Block function.

27. Change the commaodity information in the Commaodity and Description fields, if different

than default.

28. Perform a Next Block function.

29. Change the FOAPAL information, if different than default.

" Requisition Entry: Commadi

ounting FPAREGN

Requisition:
Order Date:

[uozizon
16-FEB-2007 [EH]
Delivery Date: IMI@
Commodity Total: ’ﬁ

Transaction Date:
Comments:

Accounting Total:

Requestar/Delivery Information wendor Information

16-FEB-2007 |[EH)
O
405.00

In Suspense

Document Text

Document Level Accounting

Balancing/Completion

Quantity

u/m Tax Group Unit Price
wem [ 1 of | 1 [Fee 7 [ [ 1 x 405 = Extended: | 40500
Commodity Description Discount: o0
- - Additional: .00
771900 Lease agresment for ane controlled 5x10 storage Commodity Text Tax: oo
W Item Text Commodity Line Total: | 4000
Add Commodity
‘  Distribute

FOAPAL ,_1 of ,_1 Remaining Commodity Amount: .00 NSF Override o uso
Extended: ’ﬁ
COA Year  Index Fund Orgn Acct Prog Acty Locn Proj Discount: .00
(=] kd Ad] [ [d [&d ] i ] Additional: 00
lu 07 [esooor  [zsooo:  [eozono  [r7isoo | I | Tax: W
’7 ’7 | | ‘ | | | ‘ | FOAPAL Line Total: 405,00
’7 ’7 | | ‘ | | | ‘ | Commodity Accounting Total: 405,00

FEy IMPORTANT!

To remove the requisition from In Suspense mode, you must navigate through each commodity row and FOAPAL row

in the Commodity and FOAPAL blocks.

30. Perform a Next Block function.
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Chapter Five
Creating a Requisition Using the Copy Function

31. Confirm the Status Field reads “BALANCED” for each amount.

e quisie

Order Date: [18-ren-z0a7

Curruncy: [
Exchange Rate: |

madity Record Count: |

nput Amount: | Converted Amount: [

Cammodity

| oo
additlonsl Ameunt: |
Taw Amount: |

Complete;

i [2o-rem-zoo7 1) In Suspense
Delivery Dote: 1a-ren-z0ar [ Dacument Test
Cammad bty Toval: | a0s a0 405,00
Document Lovel Accounting
Requestor: |Cherssa Hamilton

Accounting

Status
[BaiancEn
[BaLanCED
[BaLAnCEE
[eaLancer

32. Click the Complete button.

’%_.E_F'Euulzltmn Entry: Balan

ompletion

Ro0z1290
18-FEB-2007 |[E]
Delivery Date: 18-FEB-2007 |EH]

Commodity Total: 405.00

Requisition:

Order Date: Transaction Date:

Comments:

Accounting Total:

Reguestor/Delivery Information vendar Information

15-FEB-2007 ()
’7
405,00

Commodity/Accounting

[/In Suspense
[ Document Text

[ Document Level Accounting

Balancing/Completion

Vendor:
COA:

MO0400756 ‘At\ar\tlc Self Storage-Kernan

u [university of north Florida

Organization: 610300 ‘Mathematics & Statistics

Currency: [

Exchange Rate: Commodity Record Count: 1

405.00 7

Input Amount: Converted Amount:

Requestor: |Cheresa Hamilton

Input Commodity Accounting Status
approved Amount: | 405.00 [ 405,00 [ 405.00 [paLanceD
Discount Amount: | 00 [ a0 [ 00 [pavancen
Additional Amount: .00 [ .00 [ .00 [BaLancED
Tax Amount: 00 [ a0 [ 00 [pavancen
Complete: In Process: @

33. Write down the requisition number that appears in the AutoHelp line (bottom left of

window) for future reference.

Document RO001569 completed and forwarded to the Approval process

Fecard: 151

<05C=

34. Exit the form.
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Entering a Long Description

There will be times when the description of the item(s) you are purchasing does not neatly fit on
the Description field of the FRPAREQN form. In these cases, you will follow the steps below to
add a long commodity item description.

To input a long description:
1. Complete steps 1-31 of Chapters 2 or 3.

2. Confirm that your cursor is in the Description field on the FPAREQN form.

usm Tax Group
Item i of 1 Ed E|
Commodity Description

M M
771900 ental of Buildings

|
I

3. Enter the long description of the commodity as needed in the Description field.
4. Select Options from the Menu bar.

5. Select Item Text (FOAPOXT)

6. Complete a Next Block function.

7. Enter the remainder of the item description in the Text field.

CPDT &
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Chapter Six
Entering a Long Description

78 Procurement Text Entry FOAPOXT
Text Type: REQ F Code: |RODZ1Z90 F Change Sequence:
Yendor: |NDD4DD?56 |Atlantic: Self Storage-kKernan
Commuodity Description: |
Modify Clause: [7 Default Increment: 10
Text Clause Number Print Line
|unitJ #3507, Renewal lease #217 far QRSP | W

& If you need extra space, press the down arrow key on your keyboard to type in additional rows of information.

8. Click Save button from Toolbar.

9. Click Exit button to close the Procurement Text Entry form (FOAPOXT).

10. When you return to the FPAREQN form, confirm that a checkmark has been placed in the Item

Comrmodityy,

Text checkbox.
Requestor/Delivery Information Wendor Information
ufm Tax Group
Item 1 of 1 Ed E
Commodity Description
A A
771900 2ental of B

counting
Quantity Unit Price

| L x |

pxt
v Item Text q
odity

v Distribute

& If an Original Commodity Description block appears on the screen — simply click and drag on title bar to move it, if

needed. This block displays the original description of the commodity for reference.

CPDT &
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Requesting a New Vendor

Occasionally you may want to make a purchase from a \lendor that is not already listed in
Banner as an approved UNF \endor. In these cases, you can request that a new \endor be
added by following the steps below.

To request a new vendor:

1. Complete steps 1-16 of Chapters 2 or 3.

2. Confirm that your cursor is in the Vendor Name field on the FPAREQN form.
Requestor/Delivery Infarmation

vendor Information CormmodityfAccounting
Yendor:

A
_ \

3. Type the name of the new vendor requested.

Requestor/Delivery Information

Vendor Information

Commodity/Accounting

Vendor: ‘

B|E|i|| Gates Public Speaking Service‘

4. Select Options from the Menu bar.

5. Select Document Text (FOAPOXT).

6. Perform a Next Block function.
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Chapter Seven
Requesting a New Vendor

UNIVERSITY of
NORTH FLORIDA,

7. Enter the following information of the new requested vendor in the Text field.
a. Address
b. Phone Number

c. Fax Number

d. Any other information used to identify this vendor.

*E_EI Frocurement Test Entry FOAPOXT
Text Type: WF Code: WF Change Sequence:
Yendor: | |
Commodity Description: |
Modify Clause: ’7[7 [ Copy Commodity Text Default Increment
/( Text Clause Number Print Line
|C0nta|:t: John Smith v m
|123 Anyway Street v m
[904-620-1234(Phane) v [ =0
304-620-5678 (Fax)| v [
—_— —_—

& This process will provide the Purchasing department with the necessary information for them to manually input the new
Vendor once approved.

8. Click Save button on Toolbar.
9. Click the Exit button to return to the FPAREQN form.

10. Confirm that the Document Text checkbox in the upper right corner of the screen is checked.

In Suspense

Document Text

11. Complete requisition as needed.
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Purchasing Department 38 4/9/2009




Placing a Requisition “In Process” (Suspending)

There may be times when you want to suspend a requisition temporarily and access it later for
Completion. Instead of completing a requisition, follow the steps below to place it “In Process™.

To place a requisition “In Process”:
1. Follow all steps for creating a Requisition up, but not including, the final completion step. Do
not click the Complete button.

Requisition: ROD21290

Order Date: W@ Transaction Date: m@ In Suspense
Delivery Date: m@ Comments: ’7 + Document Text
Commodity Total: 1,000,00 Accounting Total: ’W

Document Level Accounting

Reguestor/Delivery Information wendor Information Commodity/Accounting Balancing/Completion

Vendor: | \ENI Gates Public Speaking Service Requestor: \Cheresa Hamilton
COA: E‘Umversity of Narth Florida

QOrganization: |E-1EI3EIEI |Mathematics & Statistics

Currency: | |

Exchange Rate: Commodity Record Count: 1
Input Amount: 1000.00 Converted Amount:

Input Commodity Accounting Status
Approved Amount: 1,000,00 1,000,00 ‘ 1,000,00 ‘E\ALANCED
Discount Amount: a0 a0 \ a0 [BALANCED
additional Amount: il il \ il [BALANCED
Tax Amount: 00 00 \ 00 [BALANCED

Complete: In Process: @

2. Confirm that you are viewing the Requisition Entry: Balancing/Completion screen of the
FPAREQN form.

I ———
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Chapter Eight
KBk s Placing a Requisition in Process

3. Write down the Requisition number that appears in the Request field at top of screen.

Requisition: ROO21290
Order Date:/ 13-FEB-2007 [E§)
Delivery Ddte: 18-FEB-2007 |

Commodity Total: | 1,000,00

\:& IMPORTANT!

Make note of the Requisition number as stated in step 3 or you will need to search for it later when you wish to
complete it.

4. Click the In Process button at bottom of screen.

n Process: | ]

5. Once you put the Requisition “In Process”, you will be taken back to the beginning of the
FPAREQN form.

7 Requisition FPAREQN

Requisition: | =] (B

& The Requisition will stay “In Process” until you go back in and mark it Complete. To access a requisition that is
in process, see Chapter 9.

6. Close the Form.

CPDT &
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Accessing a Requisition Still “In Process”

If a requisition has been marked ““In Process™ you may go back to complete it by following the
steps below. You will be able to edit any of the fields in the requisition. You can not access a
completed requisition through this process.

To access a requisition “in process”:

1. Login to Internet Native Banner (Chapter 1).

2. Access the Requisition Form (FPAREQN).

3. Type the Number of the In Process Requisition in the Requisition field.

¥ Requisition FRAREQM

Requisition: |[roozizso|[ 7] E=

& See the Important Information box in Chapter 8 about noting requisition numbers that are in process

4. Perform a Next Block function.

5. Change any of the necessary fields and progress through the Requisition as usual.
6. When ready to complete the requisition, click the Complete button.

Complete:

CPDT &
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Editing a Requisition

There may be times when you will need to edit a requisition after you have submitted it for
approval. Inorder to edit a requisition the creator or the approver must first disapprove it so that
it becomes ““available’” for editing. If the requisition has already been approved —Banner will
not allow you to edit it and you will receive a message on the hint line stating “‘Request is
approved —no changes are allowed.”

To edit a requisition:
1. Login to Internet Native Banner (Chapter 1).

2. Enter FPAREQN in the Direct Access bar, then press <Enter>.

’E_E General Menu GUAGMML

Go To... [FPAREQH [*] welcome, NODOD2098

1My Banner
—Banner Q
—1Student [*STUDENT]
I Financial [*FINANCE]
—J1Human Resources [*HRS]
I Financial Aid [**RESOURCE]
_1General [*GENERAL]

|
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Chapter Ten
oo N Editing a Requisition

3. Type the requisition number to be edited in the Requisition field.

A Requisition FRAREQN

Requisition: Rn02122?|E| =

4. Perform a Next Block function.

%= Requisition Entry: Requ y Information FPAREQN
Requisition: ROD21227
Order Date: 14-FEB-2007) @ Transaction Date: 14-FEB-2007 @ ["'In Suspense

Delivery Date: 19-FEB-2007 @ Comments: [” Document Text
Commodity Total: 56.00 Accounting Total: 56.00

[ Decument Level Accounting

Reguestor/Delivery Information wendor Information Commodity faccounting BalancingfCompletion
Requestor: ‘Cheresa Harnilton COA: W[Eluniversity of North Florida
Organization: ‘603000 E”ORSP Email: |chamwlto@unf.edu

Phone: 6202713 Extension: Fax: Extension:
ship To: CENTRL  [7]

Street Line 1: University of Marth Florida

Street Line 2: 4567 St Johns BIuff Road 5

Street Line 3: ‘Central Receiving - Bldg 6

Building: ’7 Floor: '7
City: ‘Jacksonwlle

State or Province: ’r Zip or Postal Code: 'T
Nation: ‘

Telephone: ’_’— Extension: ’—
Contact: ‘

Attention To: C. Hamilton, ORSP, Bldg 3/2501

5. Edit the necessary fields. Use <Tab> and Next Block to move around the form.
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Chapter Ten
oo N Editing a Requisition

6. Save the form.

7. When you are finished editing the form, close the form. Click “Yes” to the prompt “Do you
want to save the changes you have made?”

Requisition: RO021227
Order Date: = Transaction Date: 14-FER-2007 EH [JIn Suspense
Delivery Date: 19-FEB-2007 EH Comments: [JDocument Text
Commodity Total: 56.00 Accounting Total: 56.00

[JDocument Level Accounting

Information vendor Information Commodity/Accounting Balancing/Completion

Requestor: Cheresa Hamilton Bannar .- i BB} of orth Florids
Organization: 603000 ¥ ORSP u
Phone: 5202713 E I Do you want to save the changes you have made? Extension:
®
Ship To: CEMTRL -
Street Line 1: University of Morth Flo ( YESQI MO J( Cancel J
Street Line 2: 4567 5t Johns Bluff Rio
Street Line 3: Central Receiving - Bldg 6 \
Building: Floor:
City: Jacksanville
State or Province: FL Zip or Postal Code: 32224
Nation:
Telephone: Extension:
Contact:
| __sttention To- C. Hamilton, ORSP. Bld 3/2501

e —
CPDT &

Purchasing Department 44 4/9/2009
|



Checking the Status of a Requisition

There may be times when you need to know the status of a requisition (i.e. suspended, completed,
approved, etc.). This process demonstrates how to check the status of a requisition using Finance
Self Service.

To check the status of a Requisition:
1. Complete Chapter 1 - through step four (4).

2. Click on the Finance Self Service link on the Staff tab.

' L WA I A -

o —,

Home Students Staff My Application Alumni Welcome Ronda Mitchell

Approval Alerts SOAx My Applications
You have no documents pending approval - DAR (Data Access Request System)

- E-Prints

Time Reporting FO0AX ‘ _
» Finance Self Service
Time Sheet

Asst Dir, 330740- 00 - Professional Development & Training, 101000

arnet Nath_/Bannacé

3. Click OK to the Security Alert pop window, if prompted.

Security Alert X

You are about to view pages over a secure connection.
A

Any infarmation you exchange with this site cannot be
viewed by aryone else on the Web.

[ In the future, do not show this waming

[ oK %J[ More Info

CPDT &
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Chapter Eleven
KBk s Checking the Status of a Requisition

4. Choose View Document from the Financial Information Menu.

Financial Information

Budget Queries

Encumbrance Query

Maset | rasie

Multiple Line Budget Transfer
SAMAS/Banner Crosswalk Query

5. Choose Requisition from the Choose Type drop down menu, if not already displayed.

View Document

&R To display the details of a document en
not know the document number, select
from.

Choose type:

Requisition

Submission#: |
Furchase Order
Invoice

Joumal Voucher
Encumbrance

Display Accou
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Chapter Eleven
KBk s Checking the Status of a Requisition

6. Type in the requisition number in the Document Number text box, if known, and then click the
Document Number Button. If the requisition number is not known, click the Document
Number button to display the Requisition Code Lookup screen.

w Document Mumber

Change Seq#

7. Confirm the Requisition Code Lookup screen appears.

# _ atleast one of these fields required.

Requisition Code Lookup

Document Number#

User ID# NO0002834 %]
Activity Date # All v AL >
Transaction Date # Al v Al v
Vendor ID# [

Requestor |

Approved All v

Completed Al 1+

8. Type inthe User ID (Banner Number) of the person who created the requisition, if known. If
not known, remove the User ID information and search by another field.

@\ The User 1D field on the Requisition Code Lookup screen will display the Banner number of the person who
logged into myWings — not who may have created the requisition.

9. When ready to search for the requisition of which you wish to check the status, click on the
Execute Query button.
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Chapter Eleven
Checking the Status of a Requisition

10. Observe the Approved and Completed columns.

RO000504

&R Press the document number link to retum the value to the View Document page. Press the Exit without Value button to retum without a value to the View
Document page

67 documents selected.
Requisition Lookup Resuits

Document NumberUser | D Activity Date Trans Date Vendor ID Vendor Requestor Approved Completed
R0O000397 N00002834 Jul 01, 2004 Jul 01, 2004 NO00401677 Publix Supermarkets Inc Marysusan Schwartz No No
R0O000423 N0O0002834 Jul 05, 2004 Jul 01, 2004 NO0401677 Publix Supermarkets Inc Marysusan Schwartz Yes Yes
R0000443 N00002834 Jul 02, 2004 Jul 02, 2004 NO00401059 Target Stores Commercial A/R ~ Marysusan Schwartz No No
RO000444 N00D02834 Jul 02, 2004 Jul 02, 2004 N00401059 Target Stores Commercial A/R. - Marysusan Schwartz No No
RO000480 NO0D02834 Jul 06, 2004 Jul 08, 2004 NO0401059 Target Stores Commercial A/R - Marysusan Schwartz No

R0000482 N00D02834 Jul 06, 2004 Jul 06, 2004 Marysusan Schwartz Yes Yes
RO000484 NO0002834 Jul 06, 2004 Jul 06, 2004 Marysusan Schwartz No No

NO00D02834 Jul 06, 2004 Jul 06, 2004 Marysusan Schwartz No

Requisition Status Breakdown:

To assure that your requisition has fully processed, both columns Approved and Completed must read

“Yes”.

Approved:

Yes -
No -

Completed:

Yes -
No -

<blank> -

Requisition has been successfully submitted and has been approved.
Requisition has not yet been approved or has been disapproved.

Requisition has been successfully completed and submitted for approval.

Requisition has not yet been successfully completed. The Requisition may have been
intentionally or unintentionally suspended (put in process).

Requisition has been successfully completed and submitted for approval, but was
disapproved.
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UNF 5o Checking the Status of a Requisition

Scenarios:

Approved | Completed | Result

Yes Yes Requisition has been successfully completed, submitted and approved.

No Yes Requisition has been successfully completed and submitted, but not yet
approved.

No <blank> Requisition has been successfully completed and submitted, but was
disapproved.

No No Requisition has not been successfully completed, and therefore not approved
as of yet.

For Requisitions listed as Yes/Yes — The Purchasing Department will be or has cut a purchase order
for the products listed on the requisition and should arrive as scheduled.

For Requisitions listed as No/Yes — The one assigned as the Approver for this requisition has not yet
approved it. You may wish to check with the Approver to inquire on when to expect approval.

For Requisitions listed as No/<blank> - The requisition was disapproved by the Approver. The one
who created the requisition should have received correspondence about the disapproval status of the
requisition and can now edit the requisition and resubmit as desired.

For Requisitions listed as No/No — The requisition was not successfully completed or submitted.
Please check the requisition and if you still need the item on the requisition just complete the requisition
and submit it for approval. If you do not want the requisition and need assistance in correcting or
deleting a requisition in this condition, email the Banner Purchasing Support Center at ext. 1732 with
description of the problem and they will assist you.
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Canceling a Requisition that has been Completed,
Approved, and Posted

Canceling a requisition that has been completed, approved, or posted is used to reverse postings of
the original requisition and cancel its availability for any further action in Banner. Before you can
cancel a requisition, it must be completed, approved, and posted. Also, the requisition must be inan
open window prior to subsequent activity (e.g., Bid, PO, Delivery Receipt, etc.), in order to cancel it.
Otherwise, it cannot be cancelled.

To cancel a requisition:
1. Access the Requisition Cancel Form (FPARDEL).

BT ACEE P DO @ ETRET@mEBIETET T@TX

m Requisition Cancel FPARDEL

Request Code: H E‘

v NSF Checking

Request Date:
Transaction Date:

Request Type: |—

Delivery Date:

vendor: | |

Origin: |
Extended Discount Tax Additional Net
Amount Amount Amount Charges Amount

I ————
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Chapter Twelve

Canceling a Requisition Completed, Approved & Posted

2. Inthe Request Code field enter the requisition number for the requisition you wish to cancel and

perform a Next Block function.

’ES Requisition Cancel FRARDEL

Request Code: [R0021214 [ 7 [Tracy Fistorio
“ )
Request Date: 14-FEB-2007
Transaction Date: 14-FEB-2007
Request Type: P
Delivery Date: 26-FEB-2007
vendor: NOO402165 ‘Gnv Connection Inc
Origin: BANNER
Extended Discount Tax Additional Net
Amount Amount Amount Charges Amount
131,49 00 + 00 + a0 = 131,49

@« If you do not know the Request code, click the Search icon and perform a search to find the correct requisition

number.

@\ Banner displays the requisition detail in the Cancel Header block to help confirm correct selection of the requisition to

be cancelled.

3. Perform a Next Block function or select Access Cancel Date from the Options menu on the
Menu Bar to go to the Cancel Date block.

T

' Cancel Date FPARDEL

Record Count

Accounting: 1
Commaodity: 1

Cancel Date:

Reason Code:
Make Cancellation Permanent: @

& The cursor is in the Cancel Date field, which displays the current date. You can enter another date, but it must be after
the original Transaction date and in an open fiscal year period.

4. Double-click in the Reason Code field, and select the appropriate Cancellation Reason Code.

5. Select Process Cancellation from the Options menu on the Menu bar to cancel the requisition.

6. Click the Exit icon.
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Canceling a Requisition that is “In Process”

Canceling a requisition that is ““In Process’” is used to cancel its availability for any further action in
SCT Banner. To cancel a requisition ““In Process”’, the requisition cannot be completed, approved, or
posted. If the requisition is completed, approved, or posted, follow the steps outlined in Chapter 12.

To cancel a requisition “In Process”:
1. Login to Internet Native Banner (Chapter 1).

2. Enter FPAREQN in the Direct Access bar, then press <Enter>.

’%_E General Menu GUAGMMNL

Go To... |FPareqH [*] welcome, NODODS09E

1My Banner
—Banner %
—1Student [*STUDENT]
I Financial [*FINAMNCE]
—J1Human Resources [**HRS]
I Financial Aid [*RESOURCE]
_1General [*GENERAL]
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Chapter Thirteen
KBk s Canceling a Requisition “In Process”

3. Type the requisition number to be cancelled in the Requisition field.

(=]

quisition FPRARECQM e e e e e e e e e e e e e e e e e e e e e

Requisition: RDEIZI22?|E| EE|

4. Perform a Next Block function.

Requisition: RO021227
Order Date: 4-FER Transaction Date: ’m@ [7'In Suspense
Delivery Date: IM@ Comments: ’7 [ Document Text
Commodity Total: |756.DD Accounting Total: liﬁ.ﬂﬂ

[ Document Level Accounting

RequestorfDeli Information wendor Information Commodity fAccounting Balancing/Completion
Requestor: |Cheresa Hamilton COAa: |U—EHUniversity of Morth Florida
Organization: |603000 E”ORSP Email: |chami\to@unf.edu

Phone: 6202713 Extension: Fax: Extension:
ship To: CENTRL  [7]

Street Line 1: [university of Harth Florida

Street Line 2: [4567 st Johns BIUFf Road =

Street Line 3: |Centra| Receiving - Bldg 6

Building: '7 Floor: ’7
City: |Jacksonw|le

State or Province: ’r Zip or Postal Code: W
Nation: |

Telephone: l_’— Extension: ’—
Contact: |

Attention To: [ Hamiltan, oRrsF, Bldg 3/2501

I ————
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Chapter Thirteen
KBk s Canceling a Requisition “In Process”

5. Select Remove from the Record menu on the main menu bar twice.

o M |
y:..... pY
I Previous h
Mext

Scroll Up

— Scroll Down
L Clear f

et

Duplicate
Lock

& The Autohint line at the bottom of screen will indicate the need to delete the record again to
complete the process.

Fress Delete Record again to Delete this record.

6. Select OK to the All Commodity and Accounting records will be deleted dialog.

The following note will appear at the bottom left corner of the screen to confirm that the document has been

deleted
7. Click the Exit icon.
CPDT &
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Querying Completed and Approved Requisitions

Use the Requisition Inquiry Form (FPIREQN) to query and review the requisition information. Data
can be viewed, but not changed, on FPIREQN.

Note: The Requisition Form (FPAREQN) initiated the procurement process. You defined the
requestor, vendor, commodity, and accounting information. Once you complete a requisition, you
cannot query the information from the Requisition Form (FPAREQN). You have to use the FPIREQN
form for querying.

To query completed and approved requisitions:
1. Login to Internet Native Banner (Chapter 1).

2. Access the Requisition Inquiry Form (FPIREQN).

"¢ Requisition Query FPIREQM

Requisition: | EI

3. Enter an existing requisition number in the Requisition field. If you do not remember the
number, click the Search icon to display all the requisitions, and select one from the list by
double-clicking on the Request #.

CPDT &
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Chapter Fourteen
Querying Completed and Approved Requisitions

4. Perform a Next Block function to access the Requisition Inquiry: Document Information block.
View all desired information on this block.

"55 Requisition Inquiry: Document Information FPIREGQH

Requisition:
Order Date:
Delivery Date:

Commodity Total:

Print Date:
Activity Date:

Cancel Reason:

Document Type:

Origin:

Reference Number:

17-AUG-2004
24-AUG-2004
270.00

17-AUG-2004

—

[P~ PrROCUREMENT

Requisition Copied From:

Transaction Date:

Comments:

Accounting Total:

17-AUG-2004
BLAMKET PO FOR MUF

270.00

Cancel Date: Closed Date: |26-AUG-2004

User ID: |

|BANNER

MOO007467

@\ This will take you to the Document Information window. Information can be viewed about whether the document was
completed and approved; if it was printed; cancelled, or closed, and the date those activities happened.

5. Perform a Next Block function to go to the Requisition Inquiry: Requestor/Delivery Information
block. View all desired information on this block.

sition Inquiry: Requestor/Delivery FPIREQN

Requisition:
Order Date:

Delivery Date:

Requestor:
Organization:

Telephone:

Ship To:
Street Line 1:
Street Line 2:
Street Line 3:
Building:
City:

Nation:
Telephone:

Contact:

Attention To:

17-AUG-2004
24-AUG-2004

Commodity Total: 270.00

Transaction Date: |17-AUG-2004

Comments:

Accounting

BLANKET PO FOR MUF
Total: 270.00

‘Magdeline Steinbrecher

COA: ’Eluniver;ity of Morth Flarida

[611100 [Public Admin & Polit Science

904 (6202977 Extension:

CEMTRL

‘University of North Florida

4567 5t Johns BIuff Road South

Bldg &

Floor: ‘

‘Jacksunw\le

304 6202869

State or Province: |FL Zip or Postal Code: |32224

Extension:

‘Centra\ Receiving

‘M‘ Steinbrecher 10/2425

Email: ‘msteinbr@unf.edu

Fax Number: |304 6202979 Extension:

CPDT &
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UNIVERSITY of
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Querying Completed and Approved Requisitions

6. Perform a Next Block function to go to the Requisition Inquiry: Vendor block. View all

desired information on this block.

"{E Requisition Inguir:

Delivery Date:
Commodity Total:

VYendor:

Address Code:
Street Line 1:
Street Line 2:
Street Line 3:
City:

State or Province:

ndor FPIREQN

Requisition: RO00Z000
Order Date: 17-AUG-2004

24-AUG-2004
270.00

Transaction Date: |17-AUG-2004
Comments:; BLAMKET PO FOR MUF
Accounting Total: 270.00

[won4o1920 |Copytronics Ine

[po

Sequence Number: l_l

[z461 Rolac Rd

lacksonville

1
COo

’FL—

Zip or Postal Code: |32207

Nation:
Telephone:
Fax Mumber:
Contact:

Email:

|
S04 7315100
904 FI13E25

Extension:
Extension:

|Rich Jonas

7. Perform a Next Block function to go to the Requisition Inquiry: Commodity/Accounting
block. View all desired information on this block.

Y78 Requisition Inguiry: Commaod

nting FPIREQH

Requisition: ROO02000
Order Date: 17-AUG-2004 Transaction Date: |[17-AUG-2004 [ 1In Suspense
Delivery Date: 24-AUG-2004 [ Document Text
[ Document Accounting
u/m Tax Group Quantity Unit Price
Item Toof [ 1 [Ea ] I 1 0% 270.0000 = Extended: | 27000
Discount: .00
Commodity Description Additional: .00

|annual Maintenance Contract-Service

Llicommodity Test

\Glosed

Tax: .00

Commodity Line Total: 270.00

bAtemText

Clisispense

FoaPaL | 1 of [ 1 [ISuspense CINSF Override usD
[ NSF Suspense Extended: 270,00
Discount: .00
COA Year Index Fund orgn Acct Prog Acty Locn Proj Additional: .00
’u_ ’? 110000 |611100 752004 (11 Tax: .00
’_ ,_ FOAPAL Line Total: 270.00
’_ '_ Commodity Accounting Total: 270.00

& The Commaodity/Accounting block includes the original commodity description allowing you to see the Commaodity

description as defined for the code by default.

CPDT &
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Chapter Fourteen
KBk s Querying Completed and Approved Requisitions

8. Select Commodity Supplemental Information from the Options menu on the Menu bar.

& The Commodity Supplemental Information screen displays additional information regarding the selected
commodity.

9. View all desired information on this block.

" commodity Supplemental Information FRIRECHM

Delivery Date: 24-f1C

Text Usage: Standard
Ship To: CEMTRL

Address: |Universit\,r of North Florida
Building: |Bldg [

Floor:

Contact: |Centra| Receiving
Assigned Buyer: |DGP |Darrin Parker
Bid Assigned:

Assigned to Purchase Order: POOO1327

Purchase Order Item Number: i

10. Click the Close icon to close this window.

11. Click the Exit icon.

e —
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Querying Document History

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

payment documents (i.e. from requisition number through check number for non P-card purchases).
It identifies related documents and provides the status (i.e. approved, completed, cancelled, etc.) of all

documents that are in the processing stream for the document that is being queried.

Types of documents that can be viewed in the Document History Form

Purchasing Department

(FOIDOCH):
Doc Type List
CHK Check Disbursement
FAA Fixed Assets Accpunting Adjustments
FAS Fixed Assets Assef:Tag
INW Invaoice
FO Purchase Order
RCV Receiving Documents
REQ Requisition
BT Heturns
Document Statuses

A | Approved

C | Completed

F | Final Reconciliation

P | Pad

R | Receipt Required

S | Suspended

O | Open

X | Cancelled

V | Void

H | Hold

T | Tagged Permanently

cPOTEZ
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Chapter Fifteen
sy Querying Document History

To query document history:
1. Login to Internet Native Banner (Chapter 1).

2. Access the Document History Form (FOIDOCH).

3. Enter the type of document in the Document Type field (see Document Type chart on p. 58)

Document Code: EI

Bid Status Purchase Order Status Issues Status
I I L I
| [ | [ I | [
I F [ [ [
[ ] r = [ ] [] = [ ] [] = [ ] (] &
Invoice Status Check Status Return Status Receiver Status
[ UH [ UH [ 0H [ Up
(1 0O L1 [0 L1 [ (1 0Ok
Asset Tag Status Asset Adjustment Status

<

4. Press <Tab> to go to the Document Code field and enter a document number or click Search
icon to select one from Requisition Validation (FPIDTYP) list.

"E_E ClweumEmis FEmey FOUDEEE e e L e e e e L L e B L A L B R

Document Code: |RO001525 E

Document Type: ERequ\sltmn

5. Perform a Next Block function. The cursor will go to the area that corresponds with the type of
document that you are querying. For example, if you were querying the document history of a
particular requisition, you will be placed in the Requisition block. The active block will be

"3 Document History FOIDOCH
Document Type: [REQ [~ Requisition Document Code: |[RODD1S25 [~
Requisition  Status Bid Status Purchase Order Status Issues Status

[~ POODL246

=)

1

=

4

[

1

7

CPDT &
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Chapter Fifteen
KBk s Querying Document History

2F

g

6. Click on the document number in the appropriate area for which you wish to get more
information.

Document Type: |REQ F Fe

Requisition Status

FS

ROOOL5Z5

118

7. Select Requisition Info [FPIREQN] from the Options menu on the Menu bar.

8. When finished viewing the history, click the Exit icon.

CPDT &
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Querying Completed and Approved
Purchase/Blanket/Change Orders

You can query the orders you created from the Purchase/Blanket/Change Order Inquiry Form
(FPIPURR) at any stage of completion, even those that have yet to be completed.

To query completed and approved purchase/blanket/change orders:
1. Login to Internet Native Banner (Chapter 1).

2. Access the Purchase/Blanket Order Inquiry Form (FPIPURR).

3 Enter the purchase order number in the Purchase Order field.

Purchase Order: |POOOOOOZ El

@\ If the purchase order number is unknown, click the Search icon on the FPIPURR form to search for correct
purchase order from the Purchase Order Validation form (FPIPOHD).

@\ You can search for a blanket purchase order in the same manner as a regular purchase order, except put the blanket
order number in the Blanket Order number field.

4. Enter change number in the Change Sequence Number field if you want to review a specific
change order. If not leave the field blank.

Purchase Order: |PO0000O0Z E[ Blanket Order: E Change Sequence Number:

CPDT &
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Chapter Sixteen

Querying Completed and Approved Purchase/Blanket/Change Orders

5. Perform a Next Block function.

& Information entered on the order is displayed on this block, including the Order Date, Trans Date, Delivery Date, Comment

fields and Document totals. You can also see whether the document was completed, approved, printed, cancelled or closed and
the dates those activities occurred. The Activity Date and UserID will appear from the last time someone updated the document.

Purchase Order:

POOOON03

Order Date: 25-I1M-2004
Delivery Date: 30-J1M-2005
Commodity Total: 73.80
Print Date: ’m
Activity Date: 05-AUG-2004

Cancel Reason:

—

Requisition Document Text:

Buyer Code:

Blanket Order Termination Date:

Purchase Order Copied From:
Origin:
Reference Number:

Blanket Order:
Transaction Date;
Comments: |

73.80

Accounting Total:

Cancel Date:

User ID:

04-AUG-2004

—

[moooos0sz

——

‘KLB ‘Kathryn Bomar

—

[BannER

Change Sequence Number: 1

Closed Date:
Type: Regqular

If this document was cancelled, you can review the Cancel Reason code that was entered.

You can additionally see what the status of the NSF Checking, Deferred Editing and Purchase Order Copied From fields were on
the document when it was entered.

6. Perform a Next Block function to access the Requestor/Delivery Information block to review
the Requester and Ship To address.

Nation:

Telephane:

—

Extension:

Purchase Order: Blanket Order:
Order Date: 28-10M-2004 Transaction Date:  [04-AUG-2004 |

Delivery Date: [30-0n-2005 Comments:

Commodity Total: 73.80 Accounting Tetal: 73.80

Requestor: Beverly Colfry cOA:
Organization: 630100 [Cont Ed Mon-Credit Email:
Phone: 504 [s204230  Extension: | Fax Number:
Ship Ta: [sEEBLW

Street Line 1: See Below

Street Line 2:

Street Line 3:

Building: Floor: [

City:

State or Province: Zip or Postal Code: | |

Contact:

Attention To:

[conted, Colfry, 4372110

Change Sequence Number:

U [University of Morth Florida

bealfry@unf.edu

6204210 Extension:

CPDT &

Purchasing Department
-]

4/9/2009



N Chapter Sixteen
UNF 5o Querying Completed and Approved Purchase/Blanket/Change Orders

7. If document text exists (make note of Document Text checkbox), you can view the
information by selecting Document Text from the Options menu on the Menu bar. This will
display the Procurement Text Entry Form (FOAPOXT).

8. Perform a Next Block function to view current Vendor information.

Purchase Order: Po Blanket Order: change Sequence Number: | 1
Order Date: 28-JUN-2004 Transaction Date:  [04-AUG-2004
Delivery Date: 30-IUN-2005 Commen ts:
Commodity Total: [ 7320 Accounting Total: | 73.80
VYendor: MOO400111 Brink's Inc
Address Code: PO Sequence Number: [ 1
Street Line 1: 33 W 2nd St
Street Line 2:
Street Line 3:
City: Jacksonville
State or Province: |FL Zip or Postal Code: [32206 |
Nation:
Telephone: lsoa  [3534331  Extension: [z23
Fax Number: soa | [3sadesz | Extension:
Contact: Dean white Email:
Discoun t: [05 [Met - 40 Days
FOB Code: |6 [see Body of Purchase order
Tax Group: [
Class Code: s [service Agrasms t
Carrier: [
1]

% Important Warning!

Retrieving a change order that has been posted only displays changes that were made to the items. Any items that were
not changed will not display. You can see the amount the change order has been changed by, whereas when you
entered the change order, you enteted the amount you wanted the purchase order to be charged to. Make a note of this so
you are awate of the differences in display.

9. Select Commaodity/Accounting Information from the Options menu on the Menu bar to
navigate to the Commodity/Accounting window.

bdit  Options | Block |term Eecord Query

'“;’:5 Dacument Information
Reguestar/Delivery Infarmation
Fehz wendar Information f

=

ase Commaodity Accounting Informgtion
Dg Wiew ltems in Suspense g

Ll lnfomn otics

This window shows the commaodity and accounting information entered on any of the three order
creation blocks. This window also includes the Original Commaodity Description pop-up window,
which allows you to see the commodity description as defined for the code, even if the description
has been overwritten.
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KBk s Querying Completed and Approved Purchase/Blanket/Change Orders

10. Select Commodity Supplemental Information from Options Menu on the Menu bar.

it |Options Block Item Becord Query

% Document Information

RequestanDelivery Infarmation
h

ah

wandor Information n
2t Commaodity Supplemental Information =

| Y P Ai

11. Click Close button to close this window.

‘g1 Commodity Supplemental Information FRIPURRE

Delivery Date: |30-JUN-2005
Text Usage: Standard
Ship To: SEEBLW

Address: |See Below

Building: | Floor:

Contact: |

i Close )

12. Click the Exit icon to exit the form.

I ——
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Querying Vendor Detail History

The purpose of this section is to explain the day-to-day or operational procedures for retrieving
\endor Detail History at the University of North Florida. This process can also be used to retrieve
invoice information by vendor and by the vendor s invoice number.

If the vendor consolidation (FACICON) option has been used for multiple invoices, then there can
be several vendor invoices per Banner Finance Accounts Payable document (or ““I’” number). The
\endor Detail History Form (FAIVNDH) identifies all vendor invoices associated with the queried
vendor.

To query vendor detail history:
1. Login to Internet Native Banner (Chapter 1).

2. Access the Vendor Detail History Form (FAIVNDH) to retrieve an existing vendor. Press
<Enter>.

Vendor: ‘ E‘ Selection:
Fiscal vear: ’FE %

Indicators

Ccredit Openj vendor Check Check
Yendor Invoice Invoice Approval YIC Memo Paid Cancel Invoice Amt Due Date Date Number
-

\ | I D D W \ | \
\ | R N I I B B \ | \

[ [ [ [ [ [ [ [ [ [ [

3. Do you know the Banner assigned VVendor 1D number for the vendor that you want to query?

If yes, enter the vendor number in the Vendor field, press <Tab> and go to step 8
If no, go to the next step.
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Chapter Seventeen
KBk s Querying Vendor Detail History

4. Click the search icon next to the VVendor field to search for the desired vendor.

Yendor: E”

Fiscal Year:

5. Click on Entity Name/ID Search (FTIIDEN) from the Option List to search for the desired
vendor.

Entity Mame/fID Search (FTIIDEN)

Alternate ID Search (GUIALTI)

6. Click on the Last Name field. Enter in a portion of the vendor name, using mixed case with
the wild card “%” before and after as necessary. Press F8 to execute the search.

’E_E Entity Mame/ID Search FTIIDEM

¥ vendors [ Grant Personnel [JFinancial Managers [J Agencies
[ Terminated Yendors [JProposal Personnel [ Terminated Financial Managers [ an
Middle Entity Change

ID Number Last Name First Name Name Ind Ind v F A d
| el | = [ E B E E 0
| \ [ [ L (O C C [
[ [ [ [ [ O o o
| \ [ L L O O O f
| \ [ [ L (O C C [
| \ [ [ [ [ [ [ [ []

@\ You can also perform a query for the ID Number, First Name, Middle Name, Entity Ind, Change Ind, V,F,A,G, P,
and Type fields.
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Chapter Seventeen
KBk s Querying Vendor Detail History

7. Scroll down, if necessary, to find the correct vendor desired for detail history.

¥ vendors [ Grant Personnel [ Financial Managers [J Agencies

[ Terminated Vendors [ Proposal Personnel [OTerminated Financial Managers O an

Middle Entity Change

1D Number Last Name First Name Name Ind Ind v F G P Type
|nonani7ss  |Dell Marketing LP | == e = fe [ [m n n ]
[woo1z4s03  [Della crosse [casey [ralph [P A I T T

[mooozosz1  [Dellacrasse [anthany [steph [r [] [ [ [ [ W

[nooiesesa  [Delledanne [rena [susan [P [ [ [ [m° [ N ]
[noo40zses  [Detiie [Hannah [ [r [] [ [ [ [ W

[nonasnoos [Dellinger |christian [ [P [ 2 [ [w [w W

[noooassos  [Dellinger [Lindsay Noelle [P [ [v] [w [m [ [n] [
[nooovzzse  [o'Den |pavid Georg [P [ 2 [ [w [w W

[noo11s684  [orDel [vittany [Lynne [r [] [ [ [ [ W

[woosszaze  [sylvan Cell Publishing [ [ = [ [r] [ [m [ n [
| | | [ [ I I IO I D I e
[ [ [ [ [ [ [ [ [ [ [ [

8. Double-click on the vendor name desired.

9. Perform a Next Block function.

vendor: [noo401735 [~ [Dell Marketing LP Selection:
Fiscal year: ,FF
Indicators
Credit Openy vendor Check Check
Vendor Invoice Invoice Approval YIC Memo Paid Cancel Invoice Amt Due Date Date Number
-

! 10084201 2 N [ 3 I 56.98 03-JUL-Z006 05-JUL-2008 10008535
N4SE7ALAL 10084203 fr o n F I 3,347.28 03-1UL-2006 05-3UL-2005 10008535
N47115670 10084204 e M n o v .01 03-JUL-2006

N46032801 10084501 o M n 3 I 489.00 05-JUL-2006 07-3UL-2005 10008996
N46932136 10084502 i I n P I 1,599.98 0s-JUL-2006 0s-JUL-2008 10008535
M47309408 10084503 Y_ N_ N_ P_ F 199.11 05-1UL-2006 05-JUL-2006 10008535
M46826506 10084966 Y_ N_ N_ P_ F 29,470.90 07-1UL-2006 07-JUL-2006 10008996
N47463369 10084967 I - n P [ 960.35 07-JUL-2006 07-JUL-2008 10008998
N58679775 10085053 fr M n 3 I 6,195.70 07-JUL-2006 07-JUL-2008 10008985
N5Z019123 10085054 fr M n 3 I 1,238.35 0z-JUL-2006 07-JUL-2008 10008985
MS6449500 10085055 Y_ N_ N_ P_ W 238.00 07-1UL-2006 07-JUL-2006 10008996
NS5924779 10085056 o W n 3 I 1,559.46 07-JUL-2006 07-JUL-2006 100089956
NS5922296 10085058 o M n 3 ) 265.98 07-JUL-2006 07-3UL-2008 10008996

& All invoices associated with the selected vendor will display. The VIC Ind (indicator) on the FAIVNDH form
indicates a Y (Yes) if there are multiple vendor invoices associated with the SCT Banner invoice.

10. Click the Exit icon to exit the form.

e —
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Viewing Approval History

Banner provides a way to view who has approved documents through the Approval History
ProCess.

To view the approval history:
1. Login to Finance Self Service.

e 4 WA | B

e ———
Home Students Staff Iy Application Alumni

Welcome Ronda Mitchell

Approval Alerts

y Applications

M
- DAR (Data Access Reguest System)

You have no documents pending approval
» E-Prints

Time Reporting HOAX

Time Sheet
Asst Dir, 330740- 00 - Professional Develop

ernet Math_/Bannecsé

ment & Training, 101000

2. Click on the Approve Documents link.

Employee Services Personal Information  Student Services & Financial Ald
Search

Financial Information

Budget Gueries

< Approve Documents >
Wiew DocUmen

Budget and Expenditure Transfer

Multiple Line Budget and Expenditure Transfer
Available Balance

Approval Routing

Facilities and Administrative {Faa) Cost Distribution

Budget Development
e
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UNIVERSITY of
NORTH FLORIDA,

3. Your USER ID will automatically appear in the User ID field.

Chapter Eighteen
Viewing Approval History

Search

Employee Services

Finance] Financial AidY Personal Informatid

Approve Documents

Enter Approval Parameters

Document Number:

MOD174788

[ Submit Query ]

4. Click on one of the following button choices:

All documents which you may approve

a) Documents for which you are the next approver
b) All documents which you may approve

5. Click on the Submit Query button.

(& Documents for which you are the next approver

() All documents which you may approve

[ Submit Query

6. To view who originated the document and/or who are listed as approvers, click on the

History link.

Next Approver
Y

< < < < < <

Approve Documents List

Type NSF Change Seq# Sub# Originating User Amount

REC
REQ
REC
RCC
REQ
REC
REC

Y

< < < < < <

TRAIN1S
TRAIN22
TRAIN1G
TRAINZS
TRAIN3T
TRAIN45
TRAIN29

804.98
804.98
804.98
205.00
804.98
804 98
804.98

>

Documents for which you are the next approver

Queue Type Docume

DoC
DoC
DoC
Do
Doc
Doc
DoC

istoryYApprove Disapprove

n
RDDD1S1MWG

ve Disapprov

ROD0161

History Appro

ve Disapprov

RO00162

History Appro

ve Disapprov

RO00162

|listory Appro

ve Disappron

RO00162

History Appro

ve Disapprov

RO001625\History Appro

ve Disapprov

RO001626

istorg/ Appro

ve Disapprov

e
[}
e
Ve
(=}
e
e
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Chapter Eighteen
Viewing Approval History

7. The following screen will appear showing the approvals recorded or approvals required.

Document Identification
Document Number RO001550  Type Requisition
Criginator: INSTRUCTOR Joe Instructor

Approvals required

Queue Description Level Approvers

NSF  NSF 1
Deidra Baines
Approvals recorded
Queue Level Date User
DENY 0

Jul 13, 2005 Joe Instructor
NPR1 1

Jun 14, 2006 Joe Instructor

I ———
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Approving a Requisition

Once a requisition has been created, an Approver (director, dean, office manager, etc.) must
approve the requisition before it can be processed into a purchase order.

To approve a requisition:
1. Loginto Finance Self Service.

et L WA I'

-

o ———

Home Students Staff 1y Application Alumni Welcome Ronda Mitchell

Approval Alerts SOAX My Applications

» DAR (Data Access Reqguest System)
= E-Prints

You have no documents pending approval

Time Reporting F0OAX
Time Sheet

ernet MNath_/Bannacs

Aszst Dir, 330740- 00 - Professional Development & Training, 101000

2. Click on the Approve Documents link.

Employee Services Personal Information  Student Services & Financial Ald
Search

Financial Information

Budget Queries

< Approve Documents >

Budget and Expenditure Transfer

Multiple Line Budget and Expenditure Transfer
Available Balance

Approval Routing

Facilities and Administrative (Fea) Cost Distribution
Budget Development

I ———
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UNF 5 ieiion Approving a Requisition

3. Your USER ID will automatically appear in the User ID field.

Employee Services | Finance] Financial AidY Personal Informatic

Search

Approve Documents

Enter Approval Parameters

@ NOD174788 >

Document Number:

@ Documents for which you are the next approver

All documents which you may approve

[ Submit Query ]

4. Click on one of the following button choices:

a. Documents for which you are the next approver
b. All documents which you may approve

5. Click on the Submit Query button.

@& Documents for which you are the next approver

3 All documents which you may approve

| Submit Query ‘

6. To view who originated the document and/or who are listed as approvers, click on the
History link.

Approve Documents List

Next Approver  Type NSF Change Seq# Sub# Originating User Amount Queue TypeDncumeMpmve Disapprove
Y REQ Y TRAIN1S 804 .88 DoC R000161§ History Approve Disapprove
Y REQ Y TRAINZZ 804 .88 DoC R000161% History Approve Disapprove
Y REQ Y TRAIN1E 804 .98 poc RO001620 History Approve Disapprove
A RCG Y TRAINZS 205.00 DoC RO00162Y |listory Approve Disapprove
Y REGQ Y TRAIN3IT 804 88 DoC R0001624 History Abprove Disapprove
Y REQ Y TRAIN4S 804 .88 DoC RDDD1825\Histor-,-' Appro'ue Disapprove
Y REQ Y TRAINZS 804 .88 DoC RO001626 Mistory/Approve Disapprove
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§ Chapter Nineteen

UNF iGeni tionion Aeeroving a Reguisition

7. The following screen will appear showing the approvals recorded or approvals required.

Document Identification
Document Number R0001550  Type Requisition

Criginator: INSTRUCTCR Jog Instructor

Approvals required
Queue Description Level Approvers

NSF  NSF 1

Deidra Baines
Approvals recorded
Queue Level Date User

DENY 0 Jul 13, 2005 Joe Instructor
NPR1 1 Jun 14, 2006 Joe Instructor

8. Click Back button in web browser to return to Approve Documents List.

9. Select the Approve link to approve the document.

Approve Documents List
Next Approver  Type NSF Change Seq# Sub# Originating User Amount Queue Type Document History Approve Disapprove

Y REQ Y TRAIN1S 804 88 DocC RO001618 History Approve Disapprove
Y REQ Y TRAINZZ 80498 DOC  ROO01619 Histord Approve Pisapprove
Y REQ Y TRAIN16 80498 DOC  ROOO1620 Histor-,-‘WDisapprme

10. The following screen will appear. The default approval comment will appear.
Additional or alternative comments can be entered in the Comment: field.

Approve Document

Document Information

Document Number: R0001619 Type: REG

Change Seg# Sub#

Amount: 804 93

Comment: This document has been approved.
Approve Document | Cance |
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UNF 5 ieiion Approving a Requisition

11. Click on the Approve Document button again.

Approve Document

12. The following screen will appear confirming the document has been approved.

Document Pending Approval

¢ | Document 10000534 has your approval.

Coninus
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Disapproving a Requisition

There will be times when a created requisition can not be approved by an Approver (director,
dean, office manager, etc.). The submitted requisition must then be disapproved. Once
disapproved, the requisition will be returned to the requestor for editing. Once edited, the
requisition can be resubmitted for approval.

To disapprove a requisition:
1. Login to Finance Self Service.

e L WA I TS T T T T

Students Staff 1y Application Alumni Welcome Ronda Mitchell

Approval Alerts SOAX My Applications

You have no documents pending approval * DAR (Data Access Request System)
= E-Prints

Time Reporting F0OAX
» Finance Self Service

Time Sheet )

; : . ermet Math_fBannace#db
Aszst Dir, 330740- 00 - Professional Development & Training, 101000

2. Click on the Approve Documents link.

Employee Services Im Personal Information  Student Services & Financial Aid

Search

Financial Information

Budget Queries

< Approve Documents >

Budget and Expenditure Transfer

Multiple Line Budget and Expenditure Transfer
&vailable Balance

Approval Routing

Facilities and Administrative (F&A) Cost Distribution
Budget Development

a1 Teole
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§ Chapter Twenty

UNIVERSITY of

NORTH TLORIDA Disapproving a Requisition

3. Your USER ID will automatically appear in the User ID field.

Employee Services | Financel Financial Aid| Personal Informatic

Search

Approve Documents

Enter Approval Parameters

Cuser NOD174788 >
Docu

@ Documents for which you are the next approver

All documents which you may approve

[ Submit Query ]

4. Click on one of the following button choices:

a. Documents for which you are the next approver
b. All documents which you may approve

5. Click on the Submit Query button.

& Documents for which you are the next approver

(3 All documents which you may approve

l Submit Query

6. To view who originated the document and/or who are listed as approvers, click on the
History link.

Apprave Documents List

Next Approver  Type NSF Change Seg# Sub# Originating User Amount Queue Type DocumeMprove Disapprove
Y REQ Y TRAIN1S 804 .98 poc RO001819 History Approve Disapprove
Y REQ Y TRAINZZ 804 .98 poc RO00161% History Approve Disapprove
Y REQ Y TRAIN1E 804 .98 poc RO001620 History Approve Disapprove
Y RCG Y TRAINZS 205.00 Doc [R0001627 | listory ﬁprova Disapprove
Y REQ Y TRAIN3T 80498 DOC  RO001623 History Approve Disapprove
Y REQ Y TRAIN4S 804 98 Doc RDDD1825\Histor-,-' Approve Disapprove
Y REQ Y TRAINZ9 80488 DOC  RO001825 Nistory/Approve Disapprove
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7. The following screen will appear showing the approvals recorded or approvals required.

Document Identification
Document Number R0001550  Type Requisition
Originator: INSTRUCTCR Jog Instructor

Approvals required
Queue Description Level Approvers
N3F  NSF 1

Deidra Baines

Approvals recorded

Queue Level Date User
DENY 0 Jul 13, 2005 Joe Instructor
NPR1 1 Jun 14, 2006 Joe Instructor

8. Click the Back button on web browser to return to Approve Documents List.

9. Select the Disapprove link to disapprove the document.

Approve Documents List

Next Approver  Type NSF Change Seqg# Sub#Originating User Amount Queue Type Document History Approv
Y REQ Y TRAIN1S 804 .98 DoC RO001618 History Approfe Disapprove
Y REQ Y TRAIN1G 804 .98 poc RO001620 History Apprgve Disapprove
Y REQ Y TRAINZ2S 205.00 Doc RO001621 History Apprpve Disapprove
Y REQ Y TRAIN3T 804 .98 poc RO001622 History Apprive Disapprove
Y REQ Y TRAIN45 804 .93 Doc RO001625 History Apprdwe Disapprove
Y REQ Y TRAING3 775.93 poc RO001630 History Approbe Disapprove
Y RCQ Y TRAINTO 775.93 poc [R0001834 |listory Appro'ue&@-

10. The following screen will appear. The default disapproval comment will appear.
Additional or alternative comments are required in the Comment: field if a requisition is

denied.

Document Information

Document Number: RO001631 Type: REQ

Change Seqg# Sub#

Amount: 17.65

Comment: Approval has been denied. ltem returned to Vendor and

budget is insufficient. Correct index to use is Index 200000.

Disapprove Document | Cance

I ———
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Disapproving a Requisition

§ Chapter Twenty
UNF iGeni tionion

11. Click on the Disapprove Document button again.

Disapprove Document

12. The following screen will appear confirming the document has been disapproved.

Document Pending Approval

Document RO001691 has been disapproved by you.

Confinue

4/9/2009
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