CREATING A BANNER REQUISITION

1. To create a requisition type FPAREQN in the Direct Access box — ENTER.
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Enter the ohiect name; prezz CAUERY for messzages, LIST for listing.
Record: 141




2 At the Requisition box do a CTRL+ PAGE DOWN. Banner will eventually assign a
requisition number to your document. When it does be sure to write it down!

# Banner2000 - PROD
File Edit Block Field Becord Query Help ‘wWindow
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Requestor/Delivery
Information

Copy

Requisition Requisition: I“Exﬂ ﬁ EE|

Enter MEXT or leave BLANE for automatic azzignment or enter document number; Press NEXT FIELD to activate copy function.
Record: 141




3. Order Date & Trans Date should default to the current date. You need to enter a
realistic Delivery Date. Your name should automatically appear in the Requestor box.
TAB to Organization: enter department org to which this purchase will be charged.
TAB through the fields to enter your Ext number, e-mail is not necessary. Enter your
SHIP TO code. Ifyou don’t know what it is click on the flashlight, enter a J and scroll
till you find the correct one. When highlighted click, OK. TAB to ATTENTION TO
and enter a name. This field MUST be filled in or you cannot continue. CTRL+ PAGE
DOWN

#" Banner2000 - PROD =] E
File Edit Black Field Record GQueny Help  Window
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s=z=: (Il Options H

' Requisition Entry: Requestor/Delivery Information FPAREQN 4.2.0.2UA (PROD)

Al IDocument Requisition: NEXT
Information Order Date: 18-MaY-2001 Trans Diate: 18-May-200 [T In Suspense
Delivery Date:  |30-MaY-200 Comments: ™ Dacument Text
Commodity Total: 0.00 Accounting Total: 0.00
: Vendor

Information Fequestar.  |May Kaper COA; |B_|University of Alaska ﬁ

3 Organization: |76100 I.-’-‘-.clministlative Services ﬁ Ermail:
Commodity/
.. /Accounting Phone: I Ext |6432 5 I Ext: |5459
d "
h‘_.,i' Information
il ShipTo:  [5e0M 4]
Address: Administrative Services

11120 Glacier Highway

Document Text I

Juneau IAK ISSSD1-BESF
Phone: 07 |455543? Ext |
Contact;

Aftention To: IME"BJ Karped

Ember name for Attention-to label on Ship-to address.
Record: 141




4. Enter your vendor ID here. If not known, you will need to do a query. The cursor is
in the Vendor box; enter F9 (see next screen)

# Banner2000 - PROD M= E3
Ele Edit Block Field Becord Huery Help  window
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# Requisition Entry: Vendor Information FPAREQN 4.2.0.2UA (PROD)

Reguisition: HEXT

Information Order Date: 04-JIM-2001 Trans Date: 04-JUN-2001 Cin Suspense
Requestor/Delivery Delivery Date: 23-JUN-2001 Comments: ™ Docurnent Text
Information Commodity Total: 0.00 Accounting Tatal: .00

D ocument

Wendar: || I ﬁ

Commodity/
1 Accounting Address Code: l_ﬁ Seq# I_ﬁ
Nt} Information Address: Fhone: Ext:
ﬁl Fan: Ext:
[ |
Document Text Contact I Ermail: I
Discount: I ﬁ
Tax Group: # 1
Currency: ﬁ

Enter Requisition vendor. Use LIST ta call FTIDEM. Use COUMT HITS to call FTMWYEND.
Record: 141




5. TAB 1 time to get your cursor in the Last Name field -
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Order Search by ID
¥ “endors [T GrantPersonnel [T Financial Managers [T Agencies
s [T Term‘endars [T Proposal Personnel [T Term Financial Managers oAl
earc
ID MNurnber Last Name FirstMame Mid EChY F A G P Type&
I [
=
Enter a query: press F8 to execute, Chil+g to cancel.

Recard: 141 Enter-Query




6. The % sign is the wild card in searching for vendors & must go at the end of your
query. The shorter the query the better chance you have of finding your vendor.
Searching for vendors takes some practice. You may have to query several times
to find what you are looking for.

After you enter your query F8 will execute it.

We are doing a query for Hummingbird Services here.

# Banner2000 - PROD M= E3

Ele Edit Block Field Becord Huery Help  window
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£ Entity Name/ID Search Form FTIIDEN 4.0 (PROD) [_ 2] =]
H| |Order Search by ID
¥ “endors [T GrantPersonnel [T Financial Managers [T Agencies
s [T Term‘endars [T Proposal Personnel [T Term Financial Managers oAl
earc
ID MNurnber Last Name FirstMame Mid EChY F A G P Type&
Humm#53 LI
B

Enter a query: press F8 to execute, Chil+g to cancel.
Recard: 141 Enter-Query




7.

If you get the vendor you are looking for SHIFT+ F3 will drop it into your
document and take you back to the vendor screen.

If you don’t get the vendor you are looking for do another query. F7 or CTRL+
0 should clear the screen so you can do another query. Don’t forget to TAB to
the Last Name field.

Your arrow keys will let you scroll up and down through the selections that come
up. Be sure your selection is highlighted before you enter SHIFT+ F3.

# Banner2000 - PROD M= E3

Eil= Edit

Block Field Becord Huery Help  window
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Order Search by ID

Search

Soundex BE
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£ Entity Name/ID Search Form FTIIDEN 4.0 [PROD]) [_[C] =]

¥ “endors [T GrantPersonnel [T Financial Managers [T Agencies
[T Term‘endars [T Proposal Personnel [T Term Financial Managers oAl

ID MNurnber Last Name FirstMame Mid EChY F A G P Type
i Hummingbird Serv Inc () |V ;I

ID. Press Edit ta change Ordering of Records.

Record: 141




8. Make sure you get who you wanted. If something different shows up please do what
it asks. In this case you need to click your mouse on the Vendor number field and enter
G59 - TAB.

# Banner2000 - PROD M= E3
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Reguisition: HEXT

| |Document

Information Order Date: 04-JIM-2001 Trans Date: 04-JUN-2001 Cin Suspense
Requestor/Delivery Delivery Date: 23-JUN-2001 Comments: ™ Docurnent Text
Information Commadity Total: 0.00 Accounting Total: 0.00

“endor: |H23 |See G54 ﬁ
Commodity/
Accounting Address Code: | Seqg# I
Information ﬁ ﬁ

Address: Fhone: Ext:

ﬁl Fan: Ext:

Document Text I

Contact; Ernail: I
Discount: I ﬁ

Tax Group: r 1
Currency: ﬁ

Enter vendor's address type code
Record: 141

It is the responsibility of the department to make sure they have selected the proper
vendor and address sequence.



9.

For the vendor Hummingbird Services the company name is Gastineau Gamut Inc
doing business as Hummingbird Services.

If you have the right vendor but the wrong address, you can click on the flashlight
next to the Address Code and using your arrow keys scroll down to see what
your choices are. It doesn’t matter if the address you find is PO (purchase order),
AP (accounts payable), BK (bookstore), etc. If the correct address is there you
can use it. Once highlighted, SHIFT+ F3 will drop that address sequence into
your document. 7AB to pull the address into the form.

Example: If the address you want happens to be AP 7 use it, or BK 22.

If after several queries you still cannot find the vendor you are looking for, you
can call Mark or Mary for assistance. If it ends up being a new vendor be sure to
supply vendor name, address, phone, and fax to the Business Office when you
submit your requisition. You can complete a requisition without a vendor number
assigned to it.

CTRL+ PAGE DOWN to continue.

# Banner2000 - PROD [_[Ofx

File  Edit

Block Field Record Query Help Wwindow
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Document Reguisition: MERT
Information Order Date: O-JUM-2001 Trans Date: 04-JUM-2001 [ InSuspense
Requestor/Delivery Delivery Date: 23-JUN-200 Cormments: ™ Dacument Text
Information Commadity Total: 0.00 Accounting Total: 0.00
“Yandaor: IGES IGastineau Gamut Inc &
Commodity/ —
. | Accounting Address Code: |PD ﬁ Seqi: I 1 ﬁ
ml Information Address: dba Hummingbird Services Phane: Ext
Ism' PO Bow 32198 Fase Eut
Jungau |AK |99303-21 a8 |
Document Text A
Contact: || Email: I
Discount: I ﬁ
Tax Group: E 1
Currency: ﬁ

Enter name of primary contact for the wendor.

Record: 141




10. The cursor will be in the Comm field, 74 B to the Desc field to enter your first item.
Give complete information — too much is better than not enough & there is a lot of room
for additional text. It you run out of room on the first line, CLICK on Item Text on the
left under Options. This will take you to the Text Entry Form, also known as line item
text.

Entering data:

Enter part number, model number, etc or identifying number first, space a couple times
then give the description of your item. Be sure to include things such as color, size,
model name & or number. It it’s a reservation we will need persons name, check-in &
out dates & times, confirmation number, etc. It you talk with a vendor always get their
name.

# Banner2000 - PROD M= E3
Ele Edit Block Field Becord Huery Help  window
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" Requisition Entry: Commodity/Accounting FPAREQN 4.2.0.2UA (PROD)

Document Requisition:  |R0125054
Information Order Date:  |1842y-2001 Trans Date: |13-M#’-"«Y-2UU1 [C InSuspense
Requestor/Delivery Delivary Date: |30-May-2001 I Document Text
Information I Doc Accty
[tem 1fhA Tax Grp Clyantity Unit Price Ext Cost
Yendor
Information [ 7o 7 [oE ﬁ | | Tx| 0 = 00,00
Disc: 0.00
Commodity Comm Desc [T Comm Text [T ltem Text
Supplemental | ﬁ = 52 Fe———— Al tl: 0.00
1 ean carpert in nouzng 1ol 3 T ]
Information p q lobby. 7 Add Commodity Tox 0.00
W' Distribute Comm Line Total: 300,00
FOAPAL % UsD
Balancing/ I 1 of I 1 Fiemaining Comm Amt: I 0.00 Ext: [T 300.00
Completion d NEF Disc: ™ o
C Y Index g |Fund 47 O0ran a7 lAcct . Progﬁ\ﬁ o o 126 —
r‘?‘riewl!:ommodil}l IB o1 106010 76100 775 163G I- Cwertide Al I- 0.00
nformation I— [T Suspense Tax IT 0.00
Item Text |_ FOAPAL Line Total: 300.00
1 [ v| Commodity Accty Total 200.00

FRI-41008: Undefined function key. Press Cl+F1 for list of valid keys.
Record: 141




11. CTRL+ PAGE DOWN to start entering data. The text does not wrap around, you
need to use the down arrow to go to the next line. If you want to put a blank line in the
text you are entering, put a dot on the line, it serves as a placeholder. Arrow down and
enter more text. When you are done entering your information arrow back up the page
deleting the dots. Enter F10 to save text and CTRL+ Q to go back to commodity entry
screen.
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Al 2" Procurement Text Entry Form FOAPDXT 4.1 (PROD) [_ 2] =]
Text Type: [RED | Code: IW Chg Seq: l_ [term#: I_1
“Wendor: 53 IGastineau Garnut In
Commuodity Desc: Clean carpert in housing lobby.
todify Clause: — | T Copy Commodity Text Default Increment: W

Text Clause# FPrint  Line
Fioom dimensiong: 30« S0t I~ 10 ;I
[Eteam clean and scotch guard. I~ 20
Ird 30
"work to be completed by 8/29/01. v 40
I 50
v E0
Contact Roxy for questions concerning this PO. Ird 70
r
r
= =

FRIM-40400: Tranzaction complete: 1 records applied and saved.
Record: 247




12. TAB to U/M (unit of measure) and please select the appropriate one. Enter Quantity
& Unit Price — TAB to fill in the numbers to the right. QTRL+ PAGE DOWN to enter
accounting information. Your cursor will be in the field labeled “C”, this is the Chart of
Accounts and must always have a “B” in it. TAB to ACCT field. The Fund & Orgn
will default in based on the organization number entered in step 3. Select the appropriate
Acct code from the Statewide Accounting Manual account code section. 7A4B through
fields at right to pull amounts in. To enter a second line item — CTRL+ PAGE UP — then
use the down arrow to get to the next blank line and repeat the above procedure. Each
line item has it’s own line of accounting and you can enter as many as you want. Don’t
forget to add a line for shipping if applicable. You also need to specify how you want
your order to be shipped, nd day air, priority mail, parcel post, etc. A lot of the time we
don’t have a choice, a lot of vendors only ship 2" day to Alaska. CTRL+ PAGE DOWN
to continue.
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E" Requisition Entry: Commodity/Accounting FPAREQN 4.2.02UA [PROD])
Al |Document Requisition;  |R0125054
Information Ordler Date: 18-M T -2001 Trans Diate: [18-ka7-2001 [T InSuspense
i - | 30-Ad-2001
Regquestor/Delivery Dslivery Date: " Document Text
Information - Doc Acclg
| [tem (W] Tax Grp Cluantity Unit Price Ext Cost
Yendor
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Disc: 0.00
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Enter Chart of Account code
Record: 141 List of Walues




13. This is the final page to your requisition. CLICK on the complete button and wait
for the message at the bottom of the page.

# Banner2000 - PROD [_[Ofx
File Edit Block Field Becord Query Help ‘wWindow

E" Requisition Entry: Balancing/Completion FPAREQN 4.2.0.2UA [PROD]

D ocument
Information

Reguest RO1 28024 IMary K.arper
“Yendor: G54 IGastineau Garmut |nc

Regquestor/Delivery
Information COA: B IUniversit_l,l of Alaska

Orgn: FE100 |Administrative Services

i Yendor
Information Trans Date: 18-MAY-2001 Deliver by: |3D'f*’|-"3‘“f'2Dm
Currency:
Commodity/ = + :
«| Accounting Exchange Rate: Commodity Record Count; I 1
Wil [Information
Inpaut Converted
3@“ Amount. | 300.00 |
Document Text
Header Corrmodity Accounting Status
Approved Amount: 300.00 300.00 30000 |BALAMCED
Discount Amount: 0.0o 0.ao 000 |BaLAMCED
Additional Amount: 0.0o nao 000 |BaLAMCED
Taw Amount: 0.0 n.ao 0.00) |BALAMCED
Complete: _d In Process: |£5

Complete

Select to keep Document Incomplete and "In Process"
Record: 141




14. If everything is OK you will get the message at the bottom left of the page. If there
is any backup to go with this requisition staple everything together and forward to the
Business Office. Send through intercampus mail or you can fax it. BUT DON’T DO

BOTH. Faxing sometimes makes things hard to read.

# Banner2000 - PROD
Ele Edit Block Field Becord Huery Help  window
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HH| |Requestor/Delivery
Information

Copy Requisition: || ﬁ B

R equisition

Document RO128084 completed and forwarded to the Posting process
Record: 141

At this point you are ready to create another requisition if you like, if not, CTRL+ Q will
take you back to the main menu.



15. This is the error message you get when the department budget is out of money. The
messages will vary depending on what the error is. Be sure to read them.

# Banner2000 - PROD M= E3
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2 Requisition Entry: Balancing/Completion FPAREQN 4.2.0.2UA (PROD)

Reguest RO 28673 IMaly F.arper
“Yendor 553 IGastineau Gamut [nc
COA: B IUni\rersit_l,l af Alazka
Orgn: # Document Items In Suspense: Total: 1 FPAREQN . [Hi[x=] E3
Trans Date:
Currency: Document Accounting: IF
Exchange Rate: —Suspense —
lterm# Sequenced Commodity NSF Accty
i r A 4
r r r
r r r
r r r Statug
Approved s r r r FALANCED |
Discount Al r r r FALANCED|
Additional 4 FALANCED|
Taw Amour Select | Cloge | EELANCED |

Document cannat be completed because some recards are in suspense.
Record: 141




