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Enter Changes to Existing Requisition 
(Banner)  
Finance ���� Purchasing  
 
This form is used to edit a purchase requisition prior to final approval.  
 
FPAREQN Form 

 
• Type FPAREQN in the Go To field, and press <Enter>.       

 
This is the same form used to create the requisition. 

 

• Enter the requisition number including an R as the first character, then click on the Next Block  icon. 
 

The information you originally entered is displayed.   

 
• Enter your changes in the various tabs, and click on the Complete icon on the Balancing/Completion tab once 

you’re finished and everything is in balance.  
 
The requisition is now forwarded to the approvals process. 
 
 
Refer to: 

• Log into Banner 
• Deny Requisition 
• Enter Requisition 
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