o MACALESTER
Enter Requisition (Banner) COLLEGE

Business Services = Purchasing

This form is used to initiate the process of requegiinghases for goods and services. Once completed, the purchase
requisition then routes electronically through the pra@pgroval levels that have been determined by FUND, ORG and
dollar limits. Once approved, the Purchasing Departmehgersierate a purchase order and submit the order to the vendor
Your budget will reflect an encumbrance once the purchase srdexated in Purchasing.

FPAREQN Form

o

HGeneral Menu GUAGMMNL 7.4

Log into Banner and do the following:

) . Go Tu...|FP.ﬁ.REQN [3
* TypeFPAREQN in theGo To field, and press <Enter>.
My Banner
The next screen will display the Requisition field.
Banner

‘T Requisition FPAREQM 7.2 (PROD)

Requisition: E| @

* Click on theNext block v@?’] icon on the toolbar.

The following information appears at the top of your screen.

‘w3 Requisition Entry: Requestor/Delivery Information FPAREQN 7.2 (PROD)

Next will auto populate in th&eguisition field. This indicates Banner will generate a requisitiomher when you have
completed the requisition.

TheOrder Date defaults to today’s date.|Order Date: 19-MaR - 2003
TheTransaction Date defaults to today’s date. Transaction Date: 19-MAR-2005 @
*  Enter theDelivery Date. Delivery Date: 0z-APR-2005 [

This is a required field. It is recommended to used@lendar icon to capture the correct formatting.

» Highlight the date, and click theK button.

Use the Comments field to indicate any special handling giuhghase order process. This field will allow a maximum of
30 characters. For example, if you want this set up andiag order, typ&anding Order to flag Purchasing personnel.

Comments:




»  Click on theNext Block V@F icon on the toolbar to move to the Requestor/Delivery in&tion tab.
Your information will auto populate into the required dil

Feguestor/Delivery Infarmation

Requestor: |Kath|een L. Johnsan COA: WEWacalester College
Organization: |?2IJI31IJ E‘Business Services Email: ‘jnhnsnnkl@macalester.adu

Phone: ’K’m Extension: ’— Fax: HIM Extension: ’—
Ship To: 01 EI

Street Line 1: |Maca\ester College

Street Line 2: |179 S Snelling Ave

Street Line 3: |

Building: ’7 Floor: li

City: |Saint Paul

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

If you need to change the organization code, simply type beatdfault. You will only be able to use Org’s that yoe
authorized to charge against.

e Type your department in thttention To field, followed by a contact name.

This information will appear on the shipping label ant agsure the package is delivered to your department.

Attention To: |E-usiness Services-Kathy JD|‘|I‘|SI:|I'||

»  Click on theNext Block V@? icon on the toolbar to move to the vendor Information
Vendor Information tab.

» Click on theVendor drop-down arrow to access tOgtion List dialog box.

vendor: E|

Entity Mame fID Search (FTIIDEM)

Vendor Maintenance (FTMYEND)

» SelectEntity Name/I D Search to enter a query to find your vendor.

* Type the vendor name in theast Name column; use the percent sign (%) wildcard. This quecase sensitive.
(See screenshot below)

ID Mumber Last Name

e A CImE Yo
[ I




]
No vendor populated? Use thgecute Query button on the toolbar to display a complete alphabetitatdj of the
college vendors. If the vendor is not listed, contactifasing, before you proceed with the requisition.

» Execute the query by clicking on tEsecute Query HITH button on the toolbar.

» Highlight the vendor and double click to select.

ID Mumber Last Mame

205441 |Acme Awning

| |.ﬁ.n:rne Deli
I I

Vendor information will auto populate. In the event theda contact information needs be changed, please contact
Purchasing with updated contact information.

Commodity faccounting

e Click on theNext Block v@? icon on the toolbar to move to the
Commaodity/Accounting tab.

r-’b/ *  Click on theCommodity drop-down arrow to access t@ption List dialog box.

* SelectCommodity Validation.

Commodity Yalidation (FTYCOMM)

Commodity
[EI Yendor Products Query {(FPIYPRD)

| Yendor Products Yalidation (FPYYPRD)

» Locate the commodity and double click to select.

FLORIST  |Florist EA

FooD | Food | EA

TheDescription field will default to the commodity description. You cawverwrite the text to describe the item to be
purchased.

Description
hd

Food for Business Services retreat

* If more room is needed for the description, click on@ipeions menu and choodéem Text.

' Procurement Text Entry FOAPOXT 7.1.0.1 (PRODY [rirrirlreieeel el

Text Type: REQ [¥] Code: |ROOODOOL [~

Vendor: |2293|:|1 |.ﬁ.|:rne Deli

Commodity Description: |F|:u:u:| for Business Services retreat

Modify Clause: | E] [ Copy Commodity Text




»  Click on theNext Block vﬁa icon on the toolbar to highlight the first row andtioue to add text.

Press thelown arrow key to add additional lines of text.

Text

Please have food ready for pickup by 11:3III|

(=l

Click theSave

button and th&xit

X

button when finished adding additional text.

Ignore the “Original Commaodity Description” window that @aps on your screen. It will disappear when you dméxe

step.

Press th@ ab key to move tdJ/M and select the unit of measure from the drop down arrow.

Highlight theU/M and double click to select.

U/

B

OK Tab OK to move toQuantity and enter the number to be ordered.

OK Tab OK to move taUnit Price and enter the dollar amount.

Unit of Measure List (FTV

Code UM Description

BX Bax

CN Container
Cs Case

[nes Dozen

Eff Date Tex
01-14M-2001
01-14M-2001
01-1AM-2001 -
13-SEP-2007
01-1AM-2001

Quantity Unit Price

12 12

Press th@ ab key to populate the extended dollar amount.

1z =

Commuodity Line Total:

Document Commuodity Total:

Extended: | 14,00
Discount: | .00
Additional: | .00
Tax: | .00
| 144,00
| 144,00

Press thelown arrow key to enter a second item.

Repeat the commodity entries for all the line items to behased.



* Click on theNext Block V@F icon to display the FOAPAL form.
» Tab through the fields to auto popul&tend, Orgn, Acct, Prog andExtended dollar amount.

Each field of the FOAPAL can be overwritten by selecting idld find typing the new number. You will only be ableise
FOAPALs that you are authorized to charge against.

FOAPAL ,71 of ,71 Remaining Commodity Amount: a0 NSF Override 0 uso

NSF Suspense Extended: 144,00
COA Year Index  Fund orgn  Acct Prog Acty Locn Proj Discount: 00
] N N 3 N S i (| nadiionat (1 m
@ [z | [1o0000  [reooo 7oooos  [ss | | \ Tax: o0
,_ | | | ‘ | | | ‘ FOAPAL Line Total: 144 .00
’_ | | | ‘ | | | ‘ Document Accounting Total: 144,00

» Fillin the Actv andL ocn fields as needed.

e Multiple FOAPALSs may be entered by using the down armWwighlight the next row. Edit FOAPAL as needed.

If a header description is needed for the purchase ordemnation such as quote number, sales rep name, special
instructions to call before delivery, etc. This can be adgezhbering a document text. This will look much like the
commodity text but will print before the commoditiestbe purchase order.

«  Click on the 2PHPNS enu. and chood@ocument Text.

e Click on theNext Block V@? icon on the toolbar to highlight the first row arwhtinue to add text. Press thewvn
arrow key to add additional lines of text.

Text

Please call when readﬂ

=

* Click theSave button and th&xit X button when finished adding additional text.

»  Click on theNext Block V@F icon on the toolbar to move to tBalancing/Completion tab.

Balancing/Completion

» Check to see if the Status column is “BALANCED?; if yescklthe Complete button.

Input Commodity Accounting Status
Approved Amount: 144,00 lﬂ lﬂ ’W
Discount Amount: [ .00 [ [ o [aLancen
Additional Amount: .00 l—.DD I—.DD W
Tax Amount: [ ) [ o [paLancen
Complete: [@ In Process: @

When successfully completed, the following will appear abtittom of the page.



Document RO000001 completed and forwarded to the Approval process.

Business Services Macalester College
April 2008 Saint Paul, Minnesota



