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Enter Requisition (Banner)  
Business Services ���� Purchasing  
 
This form is used to initiate the process of requesting purchases for goods and services. Once completed, the purchase 
requisition then routes electronically through the proper approval levels that have been determined by FUND, ORG and 
dollar limits. Once approved, the Purchasing Department will generate a purchase order and submit the order to the vendor. 
Your budget will reflect an encumbrance once the purchase order is created in Purchasing. 
 
FPAREQN Form 
 
Log into Banner and do the following: 
 

• Type FPAREQN in the Go To field, and press <Enter>.  
 
The next screen will display the Requisition field. 

 

  

• Click on the Next block  icon on the toolbar. 
 

The following information appears at the top of your screen. 
 

   
 
Next will auto populate in the Requisition field. This indicates Banner will generate a requisition number when you have 
completed the requisition. 
 
The Order Date defaults to today’s date.  
 
The Transaction Date defaults to today’s date.  
 
 

• Enter the Delivery Date. 
 

This is a required field. It is recommended to use the Calendar icon to capture the correct formatting. 
 

• Highlight the date, and click the OK button. 
 

Use the Comments field to indicate any special handling of the purchase order process. This field will allow a maximum of 
30 characters. For example, if you want this set up as a standing order, type Standing Order to flag Purchasing personnel. 
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• Click on the Next Block icon on the toolbar  to move to the Requestor/Delivery Information tab. 
Your information will auto populate into the required fields.  

 
 
 

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

• Type your department in the Attention To field, followed by a contact name. 
 
This information will appear on the shipping label and will assure the package is delivered to your department. 
 

 
 
 

• Click on the Next Block icon on the toolbar to move to the 
Vendor Information tab. 

 
• Click on the Vendor drop-down arrow to access the Option List dialog box. 

 
 

 
 
 
 
 
 
 
 

• Select Entity Name/ID Search to enter a query to find your vendor. 
 
• Type the vendor name in the Last Name column; use the percent sign (%) wildcard. This query is case sensitive. 

(See screenshot below) 
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No vendor populated?  Use the Execute Query  button on the toolbar to display a complete alphabetical listing of the 
college vendors.  If the vendor is not listed, contact Purchasing, before you proceed with the requisition. 

• Execute the query by clicking on the Execute Query  button on the toolbar.  
• Highlight the vendor and double click to select. 

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

• Click on the Next Block  icon on the toolbar to move to the 
Commodity/Accounting tab. 

 
• Click on the Commodity drop-down arrow to access the Option List dialog box. 

 
• Select Commodity Validation. 

 
 
 
 

 
 

 
• Locate the commodity and double click to select. 

 
 
 
 
 

The Description field will default to the commodity description. You can overwrite the text to describe the item to be 
purchased.   

 
 

 
 
 
 
 

• If more room is needed for the description, click on the Options menu and choose Item Text. 
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• Click on the Next Block  icon on the toolbar to highlight the first row and continue to add text. 
  

Press the down arrow key to add additional lines of text.   
 
 
 

 
 
 
 

• Click the Save  button and the Exit button when finished adding additional text. 
 
Ignore the “Original Commodity Description” window that appears on your screen. It will disappear when you do the next 
step. 
 

• Press the Tab key to move to U/M and select the unit of measure from the drop down arrow. 
 
• Highlight the U/M and double click to select. 

 
 
 
 
 

 
 
 
 
 
 
 

• OK Tab OK to move to Quantity and enter the number to be ordered. 
   
• OK Tab OK to move to Unit Price and enter the dollar amount. 

 
• Press the Tab key to populate the extended dollar amount. 

 
 
 
 
 
 
 
 
 
 
 
 

• Press the down arrow key to enter a second item. 
 
• Repeat the commodity entries for all the line items to be purchased. 
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• Click on the Next Block  icon to display the FOAPAL form. 
 

• Tab through the fields to auto populate Fund, Orgn, Acct, Prog and Extended dollar amount. 
 
Each field of the FOAPAL can be overwritten by selecting the field and typing the new number. You will only be able to use 
FOAPALs that you are authorized to charge against. 
 
 
 
 
 
 
 
 
 
 

• Fill in the Actv and Locn fields as needed. 
 

• Multiple FOAPALs may be entered by using the down arrow to highlight the next row.  Edit FOAPAL as needed. 
 
If a header description is needed for the purchase order; information such as quote number, sales rep name, special 
instructions to call before delivery, etc. This can be added by entering a document text.  This will look much like the 
commodity text but will print before the commodities on the purchase order. 

• Click on the menu, and choose Document Text.  
 

• Click on the Next Block  icon on the toolbar to highlight the first row and continue to add text. Press the down 
arrow key to add additional lines of text. 

 
 
 
 
 
 
 

• Click the Save  button and the Exit button when finished adding additional text. 

• Click on the Next Block  icon on the toolbar to move to the Balancing/Completion tab. 
 
 
 
 

• Check to see if the Status column is “BALANCED”; if yes, click the Complete button. 
 
 
 
 
 
 
 
 
 
When successfully completed, the following will appear at the bottom of the page. 
 



 6

             Document R0000001 completed and forwarded to the Approval process. 
 

Business Services 
April 2008  

Macalester College 
Saint Paul, Minnesota  


