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Please Note:

Manuals

Purchasing policies and procedures should be followed in conjunction with ALL State of
Texas statutes, policies and procedures.

Additional policy & procedures include, but are not limited to Midwestern State
University Policy & Procedures, Midwestern State University Fiscal Policy & Procedures,
Midwestern State University Purchasing Manual and the Midwestern State University
Procurement Card Guide. These manuals can be found on the MSU Purchasing
homepage.

Banner Requisitions & Document Mgmt -2- MSU Finance — Purchasing



SECTION

1.0

Purchasing Policy - When should | use a Purchase Requisition?

What is a purchase requisition?

A purchase requisition is an internal document used to “request” the purchase of goods or
services by the Purchasing Department. It documents the following:

Who placed the order (end-user & department)
The name of the vendor

What you are wanting to order

How you plan on paying for your order

The purchase requisition also documents the electronic approval by supervisors or those
responsible for a department’s budget.

When should | use a purchase requisition to purchase goods & services?

e When a Direct Payment Voucher (DPV) cannot be used (See Appendix 1).

e When a potential purchase will exceed your prescribed procurement card single
purchase limit.
When a vendor will not accept the University procurement card.
When University policies & procedures require it.

e PRIOR to placing an order intended for a purchase order

While preliminary discussions with a vendor (by the end-user) are acceptable, the official
purchase order and commitment of funds for the University is completed by the Purchasing
Department. The end-user has no authority to make a commitment before submitting a
requisition and obtaining an authorized purchase order number. In addition, the end-user
must allow an adequate amount of time for the Purchasing Department to complete the
purchasing process, depending on the type of purchase being made (i.e., developing
specifications, soliciting formal bids, requiring on-site visits, HUB Subcontracting Plan, etc.).

Exemptions from Bidding or Price Comparisons

The University defines the following additional exemptions from the above bidding or price
comparison process:

e Advertising

e Hotels and Conference Rooms

e Conference Expense; expenses related to conference room services such as
audio/visual/network and food services. (Does not include goods purchased for
attendees or transportation services.)

e Moving Expenses (employee)

e Student Travel; expenses related to student travel

e Library materials for Midwestern State University Library, when such exemption
represents the best value to the University

e Membership Fees and Dues

e Newspaper and magazine subscriptions, books, videos and software direct from the
publisher

e Freight
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Intra-Agency Payments

Rental of exhibit space; i.e., booths for display purposes

Goods and services provided by the Texas Department of Criminal Justice (TDCJ)
Internal Repairs

Purchases from Federal Agencies

Utilities

Goods and Services for an organized activity when such exemption represents the
best value to the University

Proprietary Product/Sole Source Purchases

Proprietary Source purchasing represents the purchase of a specific item that is available
from only one vendor who is the sole manufacturer and/or only distributor of the item.
The end user must submit a justification explaining the need for the item and why only
this specific item/vendor will meet the department’s needs. See Sole Source Justification
Form.

Historically Underutilized Businesses (HUBs)

Historically underutilized businesses or HUB vendors are defined as Texas businesses
that are at least 51% owned, operated and controlled by United States citizens, born or
naturalized and members of qualifying groups which include Asian Pacific Americans,
Black Americans, Hispanic Americans, Native Americans and American Women.

All state agencies and institutions of higher education are required to make a good faith
effort to increase businesses with HUBs. This good faith effort applies to all funds and
all dollar amounts, including amounts that do not require bidding (including
procurement card purchases). Departments must attempt to use HUBs when placing
orders under delegated authority.

The Comptroller’s Statewide Procurement Division offers the following directory to assist
in finding HUB vendors:

https://mycpa.cpa.state.tx.us/tpasscmblsearch/index.jsp

Q, search For Vendors

m Comralzed Mester B00es List - HUE Dweciory Search

SEaRCH FOR

¥ SMNGLE VENDOR SEARCH
P MULTIPLE VENDOR SEARCH

» BUSINESS CATEGORY | VENDOR LOCATION SEARCH
b SELECT FIELDS FOR OUTPUT

P OUTPUT DPTICNS

m i

Image 1.01 -Statewide Procurement Division Hub Directory Search
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https://mycpa.cpa.state.tx.us/tpasscmblsearch/index.jsp

You can search for vendors by Vendor ID and Vendor Name. You can also filter your

search by commodity category or location. The Purchasing Department is available to
assist when searching for HUB vendors.

Unauthorized Purchases

An unauthorized purchase is any purchase made in a manner other than the Purchasing
Tools described above. Entering a requisition after the order has been placed
violates University policy. Unauthorized purchases present problems and create
unnecessary paperwork for the Purchasing Department, Accounts Payable, vendors, end-
users and supervisors. Pre-planning is the best way to avoid an unauthorized purchase.
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SECTION

2.0

How do | navigate Banner 9?

Database “Forms” are sometimes referred to as “data entry screens” and are used to control how
end-users interact with the data contained in a database (i.e., Banner Finance System). Forms
can be used to protect data and to ensure the data is entered properly or can be used to query
your database data for a particular output.

When logging into Banner 9, you will navigate to a specific form using the “Search” box. To
prepare a purchase requisition you will type “FPAREQN” in the “Search” box to go directly to that
form.

Use the "Search” box to navigate to a specific form
Dashboard

Akl Welcome

Search Q

Phillip M King

Image 2.01 “Search” Box @ Main Menu

The following is a list of a few frequently used Banner Finance Forms you may find yourself
navigating:

Banner Form Purpose
FPAREQN [Create Purchase Requisition
FPIREQN |Query (View) Completed Purchase Requisitions
FOIDOCH ([Document History (View document status & all related banner documents
FGITRND |Detail Transaction Activity (by Fund)
FGIENCD |Detail Emcumbrance Activity (by Document)
FGIBAVL |Budget Availiablity Status
FGIBDST |Organization Budget Status
FOAAINP [Document Approval (Approval Future)
FOIAPPH [Document Approval History (Approval Past)
FOADOCU |Document by User
FOAUAPP |User Approval (All documents needing approval)
FPIOPOV [Purchase Orders by Vendor
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When exiting a specific form use the “Exit” icon in the form tool bar.

X @ ellucian  Purchase Order FPAPURR 8.3 12

ROD) Baoo  BoRETREVE S ia £ T00LE
e — -

Get Staried Complste iha Sialds above and click Go. To search by name, press TAB from an ID field, enter your search critena, and then prass ENTER

Image 2.02 Exiting a Form

If you’ve navigated specific forms in your current session of Banner 9, you can find your
previously visited forms by clicking on the “Recently Opened” tab at the main menu.

X  @ecluctan  Purchase Order FPAPURR §.3.12 (PROD) Baoo RRETREVE S
e — =
L Gt Staried: Compiete he fisids above and click Go. To seanch by name, press TAS from an iD fiekd, enter your seasch criteria, and then press ENTER
ia
1
L < |
?
(]
@

Image 2.03 “Recently Opened” Tab @ Main Menu

When navigating fields within a form, Banner will offer helpful hints in the “Help Bar” located
just below the form fields.

X  @elucian  Purchase Order FPAPURR @ 1 12 (PROD) Brao Boremee &
Puchaseorder [ .. Copy. [

# Gat Started: Compilete ha Saids above and click Go To search by name, press TAB from an 1D feld, enter your saarch critena, and then press tNiER¢
ia

[
=
T
g -
@

Image 2.04 Banner 9 Help Bar
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The “Related” menu can also be a source for additional information depending on the form you
are currently using. Banner 8 users will identify the “related” menu with the “Options” menu.

X @ocllucian  Purchase/Blanket'Chiange Ordor Query FPIPURR 9.0 (PROD)

B o Qo rETRe

Document Text [FOAPOXT]

All related items and other forms
you may need are shown here

Image 2.05 Banner 9 Related Menu

Quick Reference Guide

Education E
Services

Banner General
Navigating Banner Quick Reference Guide

Function Key stroke Function Key stroke Function Key stroke

Next field/Item Tab Save F10 Export Shift + F1
Previous field/ltem Shift - Tab Clear One Record Shift + F4 Print Ctrl+ P
Up Up arrow Delete Record Shift + F6 Refresh/Rollback F5
Duplicate Selected Change MEP .
D D
own own arrow Record Fa Context Alt+ Shift + C
Previous page up Page up Insert/Create F6 Open Related Alt + Shift + R
Record Menu
Next page down Page down Clear Allin Section  Shift + F5 Open Tools Menu  Alt + Shift + T
il s Open Menu cti+M More Information  Ctrl + Shift + U
Directly
Last page Ctrl + End . Application
Next Section Alt + Page down E.I)avigator Display Ctil+ Y
Page tab 1, Ctrl + Shift +1, Ctrl . pen items
page tab 2 + Shift +2, ... Previous Section Alt + Page licati
up e Ctrl + Shift + Y
. Navigator Search
Edit Ctrl+ E )
Duplicate Item F3 licati
Choose/Submit/ Retumn/Enter Qpp'lci OI-IH | Gl + Shift + |
Frevan Clear Page/Start F5 avigalor Help
over sl Cirl + Shift + F
List of values F9 Search/Open Filter E7 Navigator Sign Out
Query
Cancel page, Exit, - Copy Cirl+ C
Close current page, o Execute Filter F8
Cancel search or Query Cut Ctrl + X
query

rved | Ellucian Confidential & Proprietary | UNAUTHOR

Image 2.06 Banner Quick Reference Guide

ISTRIBUTION PROHIBITED
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Banner General
Navigating Banner Quick Reference Guide

Function Key stroke

Paste Ctrl +V

Undo Ctl+Z

Redo Ctrl + Shift + Z
Cancel action Esc

E:!I;ci on a Called Alt+S
ee s yin
s At A
Submit Workflow Alt+W
Release Workflow Alt+Q

Quick Reference Guide

L

Education
Services

rved | Ellucian Confidential & Proprietary | UNAUTHORIZED DISTRIBUTION PROHIBITED

Image 2.07 Banner Quick Reference Guide
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SECTION

3.0

How do | process a purchase requisition in Banner 9?

To process and complete a purchase requisition (with required backup documentation) for
electronic approval, requisitions must be processed using Banner 9 in Google Chrome.
“Click” on the “Banner 9” tab on the Information Technology page. Then “click” on the “Banner

9” hyperlink under Banner-Production Systems and log-in. Your Banner 9 login will be your
computer login & password.

Aply M Py kSl Drstny Ve

AthleSics  Regisirar ~  Student Life

Information Technology

Logn = Mo med O

ADOUMEU  Admissions - Academics

Login to Banner 9 @
o Image 3.01 & 3.02 Banner 9 Login Links (2)
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You will be directed to a page similar to the following:

Welcome
Search... Q

Q

Image 3.03 - Banner 9 Homepage

Banner 9 allows for two page layouts: Expanded and Compacted. You can change between
these two modes by using the “Tools” tab located at the right of the screen once you are in any
form.

¥ @elucian  PurchaswBlnketChange Ordoer Query FPIPURR 9.0 (PROD)

Feetrigy

cuments

Count Malched Documents

Image 3.04 - Banner 9 Page Layout
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SECTION . . -
3.1 Requestor/Delivery Information Section

X  @ellucian  Requisibon FPARECGN 9 3.8 (PROD) Baoo Beomeve  Eenann £ Toos
Requisition: NEX Delivery Date: Don't expect Start Over
* REGUNSITION ENTRY: REQUESTORDELIVERY same-day delivery son [ Dekese P Coy
. T . Comments: "Rush" or misc
o [EEERE ___|m iy Toal details for the REQ
= o

Organization: Should be your
home "ORG" code

Ship to: Information should default and e e e
should not be changed. ALL commodities ™
purchased using the requisition process

should be delivered to central receiving.

Image 3.11 Requestor/Delivery Information Section

Please follow the steps listed below to start processing a purchase requisition in Banner 9:

SECTION : _
3.2 Vendor Information Section

Step | Action Description
1 From the Banner Main Menu, enter FRAREQN into the "Search” box and press "Enter"

Click on the "Go" icon on the right side of the screen. DO NOT enter a requisition number or
the text "NEXT" into this field.
3 | Tabto "Delivery Date" field. DO NOT change "Order Date" or "Transaction Date" fields.

2

4 | Click on the Calendar or manually enter the delivery date.

5a | If you have info for the "Comments" field (30 characters max) enter the data and press "enter".

5p | Tab to the "Requestor/Delivery/Information section if you don't have data for this field.

A. REQUESTOR/DELIVERY/INFORMATION SECTION

Default information should populate most of the fields in this section.

6 | Click on the "Organization" field and enter your home "ORG" code, then press "enter".

Click the "NEXT Section" icon at the bottom left to go to the "Vendor Information" section or
simply click on the tab using your mouse.

**NOTE: DO NOT change "Ship To" address information.** Orders purchased using the
Purchase Requisition process must be delivered and received at Central Receiving.
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X  @elucian  Requisibon FRAREQN 9.3 6 (PROD) Baoo Beomee JSenaen £ Toos

Requisition: RO0176%: SEart Over

~ RECANSITIGN ENTRY: REQUESTORDELIVERY 4] 2

RequastanDelivery [rformatiee
~ VENDOR INFORMATION E3imsent [ Detes= FgComy ¥
andor Contact

Image 3.21 Vendor Information Section

The following steps will help you process the Vendor Information Section of your INB purchase
requisition:

B. VENDOR INFORMATION SECTION

**NOTE: If the vendor is a company the University has not used before, their information may
not be in the Banner Database.**

If the vendor is new, a completed & signed W9 is required to set them up. This will be attached
8a | 35 backup documentation to your REQ.

If the vendor is new, simply type the vendor name in vendor name field and click "Next Section"
8b | to move to the "Commodity/Accounting" Section or simply click on the tab using your mouse.

8c | If this is an existing vendor in Banner click on the list button on the "Vendor" field.

X @elucien  Requrston FPAREGN 93.9 (PROD) Rao Rremes ArasEp  foos

Image 3.22 Vendor Information (Vendor Search)

9 Select "Entity Name/ID Search" (FTIIDEN).
10 | To search for an existing vendor, tab to the "Last Name" field.
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Using % as the wildcard character, enter the vendor's name and press the "F8" key or “Go” to
execute the query.

**NOTE: Using the % symbol in the beginning of a query request (e.g., %Office) will return
results similar to "Texas General Land Office". Using the % symbol at the end of a query
request (e.g., Office%) will return results similar to "Office Depot". You can be specific or
general with your search criteria depending on how you use your wildcard. Remember the
Banner search feature can be toggled as case sensitive or case insensitive using the
selectors.**

If you wish to redefine your search query "click" on the "Exit" icon and repeat steps 8c
through 11.

11

X @ellucian  Enbly NamedD Search FTIDEN 8.3.6 (PROD) A0 RETRIEVE
- ENTITY NAMEAD SEARCH

v Vendans hgencies

" DETALLS
Basic Filter  Advanced Filer [x]

1=} @  LastMame & | First Mame & Middie Name @&  Entity Indicator -

2o

o Last Name Furst Namw Middle Name Entity Indicatoe Change Ingkcator Vendor Frnancial Marager Agency Gram Perscanel Proposal Perscanel Nams Type

Add Another Field ... *

Rocord 1.of

Image 3.23 Vendor Information (Vendor Query)

13a | After locating your vendor "Double Click" on that vendor using your mouse.
13b Clicking on the list button on either the "Address Type" or "Sequence" will provide a list of
different addresses.
13c Using the record bar below the entries, you can see the different addresses associated with
that vendor.
After locating your preferred address "Double Click" on the "Address Type" using your mouse.
13d L " e
This will update your "Vendor Information" fields.
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X @elucian  Requisibon FPAREQN 838 (PROD) Bao Rremee SAreaEn  f7o0s

Requisiden: R0017639

Saare Over
‘ * RECAUNSITION ENTRY: REQUESTORTDELIVERY +] -] LY
- in Susponse
o Decumant Text
Q v | Document Level Accountng
2 ‘Vendor Information

| inserl [ Delste Wiy Copy
erdor | M - Offce pot Conta:

? Veridor Hiokd Email

2 L 2 B

®

= =

Image 3.24 Vendor Information (Vendor Type-Search)

@ ellucian  Address Information Cuery FOQADDR 9.0 (PROD) Bao R rETRIEE

Rocord 1018

Allows you to scroll through
different addresses

4!
I

Image 3.2.5 Vendor Information (Scroll Vendor Addresses)

14 You can then tab down to the "Contact" or "Email" field to add additional contact
information.
***NOTE: DO NOT add/adjust the "Discount" or "Currency" fields.***

15 To move to the "Commodity/Account" Section click on the "Next Section" icon or simply click
on the tab using your mouse.

Banner Requisitions & Document Mgmt -15- MSU Finance — Purchasing



SECTION

Commodity/Accounting Section

3.3
X @olucian  Requisibon FPAREQN 938 (PROD) Bano Rrermeve  Sroaen £ oos
Requisition: RO017 i e
* REQUISITION ENTRY: REGUESTORDELIVERY e = .

um Tax Group Quantey Unit Price Commeodity Taxt Fem Teax Acd Commedity

Enter you line items here, there is a limited
number of characters to this selection,
press down to enter the next line

Image 3.31 Commodity/Accounting co B

o COMMODITY/ACCOUNTING SECTION

**NOTE: Upon arriving in this section you will be assigned your purchase requisition number.
Please write this number down as you will need it to attach your backup documentation.**
16 | Add your backup documentation to your requisition at this time.

Tab to the "Description" field to enter the description of the first item to be purchased (50
character max).

17

The Commodity/Accounting section of the requisition will be where you will most likely add
your backup documentation. This is because this section is where Banner assigns your
requisition a requisition number. Instructions for adding your backup documentation appears
in Section 4.0 of this manual.
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X @elucien  Requshon FRAREDN 9 3.9 (FROD)

AY COMM DESE Al nght:

Imge 3.32 Adding Item/Document Text

18a

If you are adding additional information for this line item, use your mouse and click on the
"Related" tab in the top right of the menu bar and select "Item Text". On the next screen, hit
the “Go” button at the right side. Multiple lines can be added (50 characters max per line) by
using your mouse and clicking on the next field. Remember to save your item text to your
requisition.

**NOTE: Additional text information can also be added to the requisition itself by clicking on
the "Options" tab in the top menu bar and selecting "Document Text". On the next screen,
hit the “Go” button at the right side. Multiple lines can be added (50 characters max per line)
by using your mouse and clicking on the next field. Remember to save your document text to
your requisition.

18b

To navigate back to the Commodity/Accounting section, use your mouse and click on the "X"
in the top menu.
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* PROCUREMENT TEXT ENTRY inssr

X @ wllucian Procurement Texd Entry FOAPOXT 9.3 8 (PROD)

TextType: REC Code: RODITA30  Change Sequence:  hem Number:  Vendor N20000285 Offico Dopo!  Commeodity Description:  Modify Clause:  Copy Commodity Taxt: | (%) Guery caused no records ko be refrieved. Re-onter

¥aCopy | ¥, Firer

R Clauss Numses Print * Lire

X @eluctan  Requisiton FPARECN 0.38 (PROD) A ﬂ._m‘f\_n..u £ 1o0s
ﬂ equisition JE"lrw $2art Over
Q G L
= Commodnyccountng Batancing/Compsetion
|~ - coumoniTy = = Desste TaCopy ¥
. B —= @ o I =
E-’ - — Record 1 aof 1
® = [ L] . v
- Bequence :Iaﬂ Year ndex @ Aty Locn Preg NEF D'!Drnd' L SII!II
The circled fields are all the fields you will use to
complete your requisition using the provided
instructions
o ge 3.34 Commodity Section vs. Acco itlon
19 If you are not adding additional text to the specific line item, tab to the U/M (Unit of Measure)
field.
20 | Use the list button to get a list of valid "U/M" codes.
21 | Enter the "Quantity" of line item (1) you wish to order, then tab to the "Unit Price" field.
Enter the "Unit Price" of line item (1) you wish to order, then tab through the "Extended,
22 | Discount & Additional" fields to end up back at the "Description" field.
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**NOTE: DO NOT enter amounts into the "Discount" or "Additional" fields. Note the discount
for the items in the "Item Text" field for that particular line item, then reflect the discount in the
adjusted "Unit Price".**

23

Using your mouse, move your curser to the next "Description" field and repeat steps 17 through
22 as necessary.

**NOTE: If you run out of visible "Description" fields you can use your mouse to click on the
"Insert" tab in the menu bar to the right of the Commodity section. This will add another line
for you to continue your entries. **

24

When you are finished adding commodity information, click on "Next Section" to move the
accounting portion of this section.

25

COA (Chart of Accounts) is always "M".

26

Skip "Index" and enter your "Fund" and "Org" information into their respective fields. The
"Prog" field will default populate. DO NOT change it.

27

Tab to the "Acct" field and enter 7300. (This will be the Acct Code for all purchase requisitions).

28

Tab to the "Extended Amount" field and enter the amount you wish to be paid from this
FOAPAL. You can pay from multiple FOAPAL's but your "Document Accounting Total" must
match your "Document Commodity Total".

**NOTE: Requisitions paying from HEAF & Local Funds must be done on separate requisitions.
Please note in the "Comments" field of the "Requestor/Delivery Information" section the
corresponding REQ# for each requisition or "1 of 2". Backup documentation should be attached
to both requisitions.**

**NOTE: If you run out of visible "FOAPAL" fields you can use your mouse to click on the
"Insert" tab in the menu bar to the right of the Accounting section. This will add another line
for you to continue your entries. **

29

To move to the "Balancing/Completion" section, click on the "Next Section" icon or simply click
on the tab using your mouse.
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SECTION

Balancing/Completion Section

3.4
X @elucian  Requistion FPAREQN 9.3 9 (PROD) Baoo Bremee  Sreaed  fTo0s
Requisition: ROG1TS3 St Ovar
* REQUISITION ENTRY. REGUESTOR'DELIVERY
mern

* BALANCING/COMPLETION

T AMOUNTS [ s 00 faCopy W.F

2000 - 2019 Ebucian A rig

Image 3.41 Balancing/Completion ci

p BALANCING/COMPLETION SECTION

You can use the "Next/Previous Section" function to navigate back to the "Requestor/Delivery
Information" section and double check for errors. You can also use your mouse to click on each
tab to navigate through your requisition.

If you need to save your requisition you can click on the "In Process" icon at the bottom of this
30 | section. To reacquire your incomplete requisition, simply go to FPAREQN and enter your
purchase requisition number.

If your requisition is complete and ready to move to the approval process, click on the
"Complete" icon.

31

Banner Requisitions & Document Mgmt -20 - MSU Finance — Purchasing



x

Requisition: R

Requistion FRAREGN 8.3.9 (PROD)

B oo £ 005

Don't forget to write down you requisition number Start Gver

@ ellucian B remeve (B reLateED

* BALANCING/COMPLETION

Appeaved Amount

Wendor Hold

Inpait Commaddy Accountng

To complete the requisition, use the "Complete"
button, to save and come back later, use the "In
Process" button

SOMPLETE BTH 1

2

an Al s
Process’

Image 3.42 Saving an Incomplete Requisition “In

X @elucien  Document by Use FOADOCU 1.3.6 (PROD) Bao Rremes  JArEAED £ TO0S |
Original User I0: PKING COA: M Fiscal Year: 20 Document Typs: REQ  Document: Status:  Activity Date From: 11202015 Activity Dase To: Seaet Over
* DOCUMENT BY USER ESirsed @ Delele  FgCopy V. Filler
Status Document Type Document Code Change Sequence ‘Submassion Description Activity Date Documant Amourt Deny Document
REQ RO017838 Offco Dapot 111202019 35,00 o2
™ 1ol

Image 3.43 Form FOADOCU (Denying Your Document)

**NOTE: If you need to retrieve a completed requisition you can "Deny Document" in
"FOADOCU". This must be done prior to the approval and forwarding of the requisition to the
Purchasing Department.**

**NOTE: To check on the status of a requisition you can go to "FOAAINP" to see where your
REQ is in the approval process.**

FOADOCU will also allow you to review a list and query documents you have processed.
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X ®@eluclen  Document Approval FOAAINP B.3.3 (PROD) Bao Remss Seeaen ffoos
Document: FO017536 Type: REQ  Change Sequence:  Submission: Start Ever
* GUEUE AND LEVEL LIST reen [ Deiete Wy Copy | W Fiker
Quewe 1T Gueur Descniption Gueue Level Approval Level

I PURCHASING 100

PURCHASING

Lavel Usar

ROG2 100 Joo Mugaiski

Rescoed 1012

Image 3.44 Form FOAAINP (Document pproval)

If a requisition is not approved (REQ Denied), the original requisitioner will get a daily email
with an attachment of the requisitions that have been denied along with the reason for the
denial (if the approver gave one).

The original requisitioner will also receive a daily list of all requisitions that been approved.

X  @eluclen  Requisition FRAREGN 0.3.8 (PROD) Bao Rremee B reaten

£ TO0LS

Requisitien: ROUTH35

Detwvery Date * | 12/ | | Document Level Accounting

ReguestorDelvary Information IR
* REQUESTORDELIVERY INFORMATION o = ™ ¥

Image 3.45 Requisition Removal

To delete an incomplete requisition, go to the “Requestor/Delivery Information Section and
select “Delete” from the menu bar. In the status bar at the top right of the requisition, you will
be prompted to “Press Delete Record again to Delete this Record” to make this permanent.
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SECTION

4.0

How do | add backup documentation to my purchase requisition?

To attach backup documentation to your requisition, you should at minimum, complete a
purchase requisition in Banner 9 up to the “Commodity/Accounting Section” of your requisition.
While you can add images to your requisition at any stage afterward, you at least need the
“Document ID” (purchase requisition number) to tie your image to your Banner document.

¥ @ochucian  Purchass Onder FRAPLIRR 9312 (OUAL)

B0 Bramoe  Aemaom 8 Toos

Image 4.01 BDM - Add Document Icon
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SECTION
4.1 Attaching Backup Documentation

It is ideal for you to attach your backup documents to your requisition prior to forwarding your
requisition for approval. This allows all approvers to see any important backup documentation
required to make an informed decision regarding the approval/denial of a requisition. Please
convert ALL your backup documents prior to attachment to a PDF.

When creating your purchase requisition, the “Commodity/Accounting Section” is where you
should get into the habit of adding your backup documentation. Here you will be assigned the
requisition number necessary to attach your backup documents.

You can save your requisition by clicking on “In-Process” and attach additional documents at a
later time, but if you are planning on completing your requisition from start to finish (with
backup documents) the Commodity/Accounting Section is where you should access BDM.

= ¥ @olucian  Puschase rder FRAAPURR 5312 (GUAL) Beo Bemnr Seaom feroos
= — 5 = ™ =

Image 4.11 “Add” Icon in Banner 9

g | ATTACHING BACKUP DOCUMENTATION

1 | Using your mouse click on the "Add" icon located in the top right of the screen.

After pushing the “Add” Button, Application Extender will open up in a separate Google Chrome
tab with the above appearance. Rather than the old menu that had several drop downs to get
where you need to add the document, it automatically comes up on the screen for you.
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Image 4.12 Application Extender

2 | Click on the “Add Page” button of the Application Extender window.

Add New Page

et | Chioose Fies | Ka file chosen

v T

Image 4.13 Application Extender - Choose Files menu

3 | Click on the “Choose Files” button from the window that opens. (Preferably in PDF format)
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Image 4.14 Application Extender - Choosing document to Upload

4 Select the file that you wish to upload to the requisition and then click the “Open” button.

***PLEASE NOTE THE DOCUMENT UPLOAD WILL BE EASIEST IF YOU PUT ALL OF THE PAGES
IN THE SAME PDF FILE TO UPLOAD ALL AT ONCE. IF YOU SELECT MULTIPLE DOCUMENTS,
THEY WILL ALL BE UPLOADED TO THE SAME DOCUMENT***

Add New Page

File® ChoGsE Files | POSILATA .. ctric

Image 4.15 Application Extender - Using the “Upload” Button

5 Once you have selected your document, click on the “Upload” button.

Banner Requisitions & Document Mgmt -26 - MSU Finance — Purchasing



nmmn 3

oge Y B P [ Forma v
R | N0 =8 +ENE0 B0 TLL B &-2 =% DOCUMENT 10~ PosiEsTa
BANNERDOC TYPE PURCHASE ORDER
TRANY, N DATE = 12N 2015
VENDOR IO 20001206
WENDOR NAME WILLEN FLECTRIC
December 20, 2019 FIRST Nt
Quote #0001 ] 13717
Random Vendor Name BOUIMG 815
ACTRATY DATE
8120 Imagination Drive
WPOI_CODE
Wichita Falls, TX 70062 DESPOSETION DATE ™~
Item Item # awy Price Ext, Price e (I
T-shirts 0001 15 $9.50 $142.50
Lanyards 0002 500 $0.75 $375.00

Subtotal $517.50

Freight $ 35.00
Total $552.50

Image 4.16 Application Extender - Document Type

6 This will bring up your document. You will next need to click on the “Document Type” field.
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Image 4.17 Application Extender - Document Type “Requisition Backup”

7 Next, select “Requisition Backup” from the drop-down menu.
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Image 4.18 Application Extender - Saving your document

8 Then, click on the “Save” Button at the right side of the screen. This will upload ALL pages of
the document you selected. If you have any other documents to upload, you will have to
close this window and then go back through the same process to label and attach any other
documents you wish to upload.
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Image 4.19 Application Extender - Viewing your uploaded document

9 The Application Extender will show you the document you uploaded, including all pages of
that document.
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Appendix 2

Quick Reference Guide - Purchase REQ (Step by step)

Step Action Description
1 From the Banner Main Menu, enter FPAREQN into the "Search” box and press "Enter"
Click on the "Go" icon on the right side of the screen. DO NOT enter a requisition number or
the text "NEXT" into this field.
3 | Tab to "Delivery Date" field. DO NOT change "Order Date" or "Transaction Date" fields.
4 Click on the Calendar or manually enter the delivery date.
5a | If you have info for the "Comments" field (30 characters max) enter the data and press "enter".
5b | Tab to the "Requestor/Delivery/Information section if you don't have data for this field.

A. REQUESTOR/DELIVERY/INFORMATION SECTION

Default information should populate most of the fields in this section.

6 | Click on the "Organization" field and enter your home "Org" code, then press "enter".

Click the "NEXT Section" icon at the bottom left to go to the "Vendor Information" section or
simply click on the tab using your mouse.

**NOTE: DO NOT change "Ship To" address information.** Orders purchased using the
Purchase Requisition process must be delivered and received at Central Receiving.

B. VENDOR INFORMATION SECTION

**NOTE: If the vendor is a company the University has not used before, their information may
not be in the Banner Database.**

If the vendor is new, a completed & signed W9 is required to set them up. This will be
attached as backup documentation to your REQ.

If the vendor is new, simply type the vendor name in vendor name field and click "Next

8b | Section" to move to the "Commodity/Accounting" Section or simply click on the tab using your
mouse.

8c | If thisis an existing vendor in Banner, click on the list button on the "Vendor" field.

9 Select "Entity Name/ID Search" (FTIIDEN).

10 | To search for an existing vendor, tab to the "Last Name" field.

Using % as the wildcard character, enter the vendor's name and press the "F8" key to execute
the query.

**NOTE: Using the % symbol in the beginning of a query request (e.g., %Office) will return
results similar to "Texas General Land Office". Using the % symbol at the end of a query
request (e.g., Office%) will return results similar to "Office Depot". You can be specific or
general with your search criteria depending on how you use your wildcard. Remember the
Banner search feature can be toggled as case sensitive or case insensitive using the
selectors.**

If you wish to redefine your search query, "click" on the "Exit" icon and repeat steps 8c
through 11.

13a | After locating your vendor, "Double Click" on that vendor using your mouse.

Clicking on the list button on either the "Address Type" or "Sequence" will provide a list of
different addresses.

Using the record bar below the entries, you can see the different addresses associated with
that vendor.

13d | After locating your preferred address, "Double Click" on the "Address Type" using your mouse.

7

8a

13b

13c
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This will update your "Vendor Information" fields.

14 | You can then tab down to the "Contact" or "Email" field to add additional contact information.
**NOTE: DO NOT add/adjust the "Discount" or "Currency" fields.**

To move to the "Commodity/Account" Section, click on the "Next Section" icon or simply click
15 | onthetab using your mouse.

C. COMMODITY/ACCOUNTING SECTION

**NOTE: Upon arriving in this section, you will be assigned your purchase requisition number.
Please write this number down as you will need it to attach your backup documentation.**

16 | Add your backup documentation to your requisition at this time.

Tab to the "Description" field to enter the description of the first item to be purchased (50
character max).

If you are adding additional information for this line item, use your mouse and click on the
"Related" tab in the top right of the menu bar and select "Item Text". On the next screen, hit
18a | the “Go” button at the right side. Multiple lines can be added (50 characters max per line) by
using your mouse and clicking on the next field. Remember to save your item text to your
requisition.

**NOTE: Additional text information can also be added to the requisition itself by clicking on
the "Related" tab in the top right menu bar and selecting "Document Text". On the next
screen, hit the “Go” button at the right side. Multiple lines can be added (50 characters max
per line) by using your mouse and clicking on the next field. Remember to save your document
text to your requisition.

To navigate back to the Commodity/Accounting section, use your mouse and click on the "X"
in the top menu.

If you are not adding additional text to the specific line item, tab to the U/M (Unit of Measure)
field.

20 | Use the list button to get a list of valid "U/M" codes.

21 | Enter the "Quantity" of line item (1) you wish to order, then tab to the "Unit Price" field.

Enter the "Unit Price" of line item (1) you wish to order, then tab through the "Extended,
Discount & Additional" fields to end up back at the "Description" field.

**NOTE: DO NOT enter amounts into the "Discount" or "Additional" fields. Note the discount
for the items in the "Item Text" field for that particular line item, then reflect the discount in
the adjusted "Unit Price".**

Using your mouse, move your curser to the next "Description” field and repeat steps 17
through 22 as necessary.

**NOTE: If you run out of visible "Description" fields, you can use your mouse to click on the
"Insert" tab in the menu bar to the right of the Commodity section. This will add another line
for you to continue your entries. **

When you are finished adding commodity information, click on "Next Section" to move the
accounting portion of this section.

25 | COA (Chart of Accounts) is always "M".

Skip "Index" and enter your "Fund" and "Org" information into their respective fields. The

17

18b

19

22

23

24

26 "Prog" field will default populate. DO NOT change it.

27 Tab to the "Acct" field and enter 7300. (This will be the Acct Code for all purchase
requisitions).

28 Tab to the "Extended Amount" field and enter the amount you wish to be paid from this

FOAPAL. You can pay from multiple FOAPAL's but your "Document Accounting Total" must
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match your "Document Commodity Total".

**NOTE: Requisitions paying from HEAF & Local Funds must be done on separate requisitions.

Please note in the "Comments" field of the "Requestor/Delivery Information" section the

corresponding REQ# for each requisition or "1 of 2". Backup documentation should be

attached to both requisitions.**

**NOTE: If you run out of visible "FOAPAL" fields you can use your mouse to click on the

"Insert" tab in the menu bar to the right of the Accounting section. This will add another line

for you to continue your entries. **

29 To move to the "Balancing/Completion" section, click on the "Next Section" icon or simply click
on the tab using your mouse.

D | BALANCING/COMPLETION SECTION

You can use the "Next/Previous Section" function to navigate back to the "Requestor/Delivery
Information" section and double check for errors. You can also use your mouse to click on
each tab to navigate through your requisition.

If you need to save your requisition, you can click on the "In Process" icon at the bottom of this
30 | section. To reacquire your incomplete requisition, simply go to FPAREQN and enter your
purchase requisition number.

If your requisition is complete and ready to move to the approval process, click on the
"Complete" icon.

**NOTE: If you need to retrieve a completed requisition, you can "Deny Document" in
"FOADOCU". This must be done prior to the approval and forwarding of the requisition to the
Purchasing Department.**

**NOTE: To check on the status of a requisition, you can go to "FOAAINP" to see where your
REQ is in the approval process.**

BA P DO ATIO
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1 Using your mouse click on the "Add" icon located in the top right of the screen.

2 | Click on the “Add Page” button of the Application Extender window.

Click on the “Choose Files” button from the window that opens. Please convert ALL backup
documents to PDF format.

4 | Select the file that you wish to upload to the requisition and then click the “Open” button.
***pLEASE NOTE THAT DOCUMENT UPLOAD WILL BE EASIEST IF YOU PUT ALL OF THE PAGES
IN THE SAME PDF FILE TO UPLOAD ALL AT ONCE. IF YOU SELECT MULTIPLE DOCUMENTS,
THEY WILL ALL BE UPLOADED TO THE SAME DOCUMENT***

Once you have selected your document, click on the “Upload” button.

This will bring up your document. You will next need to click on the “Document Type” field.

Next, select “Requisition Backup” from the drop-down menu.

Then, click on the “Save” Button at the right side of the screen. This will upload ALL pages of
the document you selected. If you have any other documents to upload, you will have to close

8 this window and then go back through the same process to label and attach any other
documents you wish to upload.
9 The Application Extender will show you the document you uploaded, including all pages of that

document.
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