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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.
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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?

When a Direct Payment Voucher (DPV) cannot be used (See Appendix 1).
When a potential purchase will exceed your prescribed procurement card single
purchase limit.

e When a vendor will not accept the University procurement card.

e When University policies & procedures require it.

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 Classified Advertising
Hotels and Conference Rooms
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 Texas Building Procurement & Support Service (TPASS) offers the following directory
to assist in finding HUB vendors:

https://mycpa.cpa.state.tx.us/tpasscmblsearch/index.jsp
- c mycpa.cpastate.tius y _ ZE

Image 1.01 - TPASS Hub Directory Search
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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 is
prohibited. 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 Internet Native Banner (INB)?

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 Internet Native Banner (INB), you will navigate to a specific form using the
“Go To” search box. To prepare a purchase requisition you will type “FPAREQN” in the “Go To”
search box to go directly to that form.

| £:| Oracle Fusion Middleware Forms Services EI@ -
File E [ = : Tools Help
(& I A BT E (R 2 BB & S 2 @01X

" General Menu GUAGMNU 8.6.4 (PROD) - Tuesday, March 17, 2015 - Last login Tuesday, March 17, 2015 07:54:26 AM
elcome, Joseph Mrugalski. Products: E Menu | Site Map | Help Center

__________________________ \ Use the "Go-To" box to navigate =

B Requisition [FPAREQN] to a specific banner form
2 person Identification Form - Finance [FOAIDEN]

2 open Purchase Orders by Buyer [FPIOPOB]

e e I Trmiarsoend

Image 2.01 “Go To” 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.

File Edit Options Block [tem Record Query Tools Help

on Entry: Reques

ery Information FPAREQN 8.6.

roiso0os I
e |

Request

Image 2.02 Exiting a Form

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

@ Oracle Fusion Middleware Forms Services

=N oS5

WIEW Edit Options Block Item Record Query Tools Help

Direct AC b o I EEE

Qbject Search 3

QuickFlow

Select Eelcome, Joseph Mrugalski.

Rollback

Save

Refresh Im - Finance [FOAT

E::t t Buyer [FPIOPOB] clicking on thell"FIiIIe" tab at the
4 main menu will allow you to

Exit QuickFlow PUIALETED access previously uisil::d forms in

Exit Banner 5 [FGIBAVL]

Return to Menu
Preferences

QN Requisition
2. FAIVNDH Vendor Detail History
3. ETMVEND Vendor Maintenance
4. FPAPURR Purchase Order

lor [FPIOPOV]

} FOAPAL [FPIOPOF]

e

ATurmnanl

your current banner session.

Image 2.03 “File” Tab @ Main Menu
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To open an additional form while navigating a specific form, you can use the “F5” Key to open a
“Go To” search box. Instead of navigating back to the main menu to open another form, the
“F5” key will give direct access to another form. Pressing “F5” again will close the search box.

File Edit Options Block Item Record Query Tools Help

FEEEEEEEEEIE

Vendor Detail History FAIVNDH 8.9.0.1

- -

Pressing "F5" while working in
certain forms will open a "Go
o" box allowing you to open

o7noy-22n 2dditional form.

@ —

730142382001 10102776 07-NOV-2014 11059727

Image 2.04 “F5” Direct Access Key

When navigating several forms you can see where you are and where you’ve been. To return to
your originating form, simply use the “Exit” icon to close your current form.

!
File Edit Options Block Item Record Query Tools Help you to see where you've been

(BB RCAEE %% ZEN @I BEI

%5 Procurement Text Entry FOAPOXT 8.4

Text Type: Bl EEEE

M200001B3 Southwest Contract
Eled Platform 80" (3500-712)

B =

Image 2.05 Banner “Bread Crumbs”

Banner Requisitions & Document Mgmt -8- MSU Finance — Purchasing



When navigating fields within a form, Banner will offer helpful hints in the “Help Bar” located at
the bottom right of the screen.

File Edit Options Block Item Record Query Tools Help
(B0 E BAAEE % T8

‘equisition Entry: € i nf tion ARI JUAL) =

o 1N
==

23-APR-2015 :

940 3974109 4109 :
joe.mrugalski@mwsu.edu 940 3974530 4530 :j

=

M\dwastern State University Dama\ Warehouse Receiving Staff
3410 Taft Blvd Dama\ Warehouse Receiving Staff

Daniel Building |
| wichitz Falls
TX 75303—2099
. ekt P S bt e ot B
— ] ENCZ A T
Pl e L e B B [ r
I Enter delivery comments. (30 characters maximum) |
PE— f— i | <0sC>=

Image 2.06 Banner Help Bar

The Options menu can also be a source for additional information depending on the form you
are currently using.

F IS 12 @191 X

Requestor/Deliva ing FPIPURR 8.5 (PROD

Vendor Infarmation

Commodity Supplemental Inforrms I

Agreement Information |-_

Tax Distribution Information | _In Suspense
View Items in Suspense vl Document

‘7= Purchal

Review Commodity Information [FOICOMM] ¥ Document Accounting

Item text [FOAPOXT]
Document Text [FOAPOXT]

Commodiy Text (FOATEXT] m T o i
= ‘ s

—
Soray System (item #80000) (I §

Jun-Air Quiet Compressor (Item #80001) | 1,650.00 f:
Bookkeeper Spray 5.67kg (Item #00635) |

Freight

Image 2.07 Banner Options Menu

Becoming familiar with the Menu/Toolbar will help you navigate within a specific form.

File Edit Options Block Item Record Query Tools Help

(BYE AEEE %9 REME A 2 BB ¢ 22 @1 . 1X

Image 2.08 Banner Menu/Toolbar
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Banner Navigation Guide

Toolbar Icon Function Menu Keystroke
= I Save File/Save F10
I Rollback File/Rollback Shift + F7
P‘E} Insert Record Record/Insert F6
[
4[}3 Delete Record Record/Remove Shift + F6
E Next Record Record/Next Down Arrow
Previous Record Record/Previous Up Arrow

Next Block

Block/Next

Ctrl + Page Down

Previous Block

Block/Previous

Ctrl + Page Up

@ ||| |as

Enter Query Query/Enter F7
_ Execute Query Query/Execute F8
@ : Cancel Query Query/Cancel Ctrl +q
@“ BDM-Display Document N/A N/A
'_ BDM - Add Document N/A N/A
X Exit File/Exit Ctrl +q
Direct Access Direct Access File/Direct Access F5

Image 2.09 Banner Navigation Guide
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SECTION

3.0

How do | process a purchase requisition in INB?

To process and complete a purchase requisition (with required backup documentation) for
electronic approval, requisitions must be processed using Internet Native Banner (INB). It will
require a different username/password and log-in procedure than the one used in Banner Self-
Service. Contact the Business Office to obtain your username/password for INB.

“Click” on the “Banner” hyperlink in the related links section of the MSU Information Technology
homepage. Then “click” on the “PROD-INB” hyperlink under Banner-Production Systems and log-
in.

AmyMWSU = F:

.’l 1 | MIDWESTERN Information Technolo,
L=l STATE UNIVERSITYu

ABOUT US ACADEMICS ~ ADMISSIONS ~ ATHLETICS REGISTRAR ~ STUDENT LIFE

Directary 9 Maps

Banner

Compactwith Texas Fraud Report Insticution Resume  MSU Policy Manual Web Accessibility Policy  Open Records Procedures Privacy Policy Student Consumer Info. Texas Homeland Security Texas Homepage

Core Curriculum  SACS Accreditation

© 2015 Midwestern State University | Sitemap @D

Image 3.01 Banner Login Links

-
COPLAC

@myMWSU B Faculty/Sta

P —

o> MIDWESTERN | . .

i Information Technology Y
et STATE UNIVERSITYu

ABOUTUS  ACADEMICS ~  ADMISSIONS ~  ATHLETICS ~ REGISTRAR v  STUDENT LIFE

Banner

Brittany Fernholz
Help Desk Analyst Logifi to PROD INB (iffternet Native Banner)

B Directory 9 Maps

Employee Self Service

Banner Self-Serve Login >>

Related Links Employee self service a

benefits. payroll ded

llows employees to view their contact information, available leave, paycheck stubs, current employee
S, tax statements and more. Best of all, the access to your information is secure and you can retrieve it

Banner yourself - no waiting!
Email g
Help * The first time you sign inta Banner Self-Service, enter your birth date as your PIN (mmddyy).
* You will be required to change your PIN after you sign into self-service for the first time.
Labs * DO NOT SHARE YOUR PIN - Never give access to someene else. This is your persenal infermation.
o * Never leave a computer unattended without exiting or logging out of self-service and locking your computer (cltrl-alt-
delete).
Wireless « Avoid using the “back” button to move through the web screens or pages - use the menu tabs instead

« Benefits and deductions CANNOT be added or changed through self-

_ * Leave balances shown may vary by date depending on the latest entry made in HR of your timesheet usage and accruals.

In order to log in to Self Service Banner, you will need your campus User Identification Number (Mustangs 1D) and your Personal
Identification Number (PIN). If you do not know your User ID, please contact Human Resources to retrieve this information. You
will be required to reset your PIN upon your first entry. Your PIN gives you access to personal information and should not be
shared.

Request

Image 3.02 Banner Login Links (2)
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You will be directed to a page similar to the following:

|£| Oracle Fusion Middleware Forms Services [ o]

File Edit Options Block Item Record Query Tools Help

L BB L 21 @191 X

15 - Last login Thursday, February 19, 2015 04:31:33 PM

7H C eral Menu GUAGMNU 8.6.4 (PROD) - Friday, February 2 L
GO To... |FPAREQN E‘ Welcome, Joseph Mrugalski. Products: B Menu | Site Map | Help Center

=
Bl Requisition [FPAREQN]

El Person Identification Form - Finance [FOAIDEN]

B Open Purchase Orders by Buyer [FPIOPOB]

2 Encumbrance Open/Close [FPAEOCD]

Bl Budget Availability Status [FGIBAVL]

[l petail Transaction Activity [FGITRND]

B Organization Budget Status [FGIBDST]

B petail Encumbrance Activity [FGIENCD]

Bl Purchase Orders by Vendor [FPIOPOV]

Bl change Order [FPACHAR]

[l open Purchase Orders by FOAPAL [FPIOPOF]

[ vendor Detail History [FAIVNDH]

2 vendor Maintenance [FTMVEND]

B Purchase/Blanket/Change Order Query [FPIPURR]
Bl Purchase Orders by Vendor [FPIOPOV]

Bl Purchase Order Assignment [FPAPOAS]

Bl purchase Order [FPAPURR]

Bl Requisition Cancel [FPARDEL]

elluciane
UNIVERSITY

Enter the object name; Press LIST for listing \
Record: 11 | | | | =0sC>

Image 3.03 - Internet Native Banner (INB) Homepage

INB will allow you to customize your Banner pages. From the INB homepage you can click
File/Preferences from the menu bar and adjust the color and hyperlinks listed in the “My Links”
section. You can also customize your “My Banner” section of the homepage using the form
“GUAPMNU”.
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SECTION ) . .
3.1 Requestor/Delivery Information Section

| 2| Oracle Fusien Middleware Forms Services: Open > FPAREQN o[ s]
File Edit Options Block Item Record Query Tools Help

FEEIEEEEIEY T FIEYEE - )

sition Entry: ry Information FPAREQRN
Don't expect "same day”
hen everything is a
g is a "RUSH".

el Account should

Q4[I 3974109 41[]9
]Da.mrugalskl@mw&u.edu 940 3974530 4530

=

Midwestern State University — ] | Dariel Warehouse Receiving Staff
3410 Taft Elvd | Dariel Warchouse Receiving Staff
| rmation should default and

changed. ALL commedities
| 1ding the Requisition Process
| glivered to Central Receiving.
v DGR == >

] fsso__boracsr o7 ]

Should be your home

Enter request order date(DD-MON-YYYY) |
Record: 11 [ . | | <osc=

Image 3.11 Requestor/Delivery Information Section

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

Step Action Description
1 |From the Banner Main Menu, enter FPAREQN into the "GO TO" search box and press "enter"

2 |Click on the "NEXT BLOCK" icon. 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.

55 |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".

7 |Click the "NEXT BLOCK" icon 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 the Daniel Bldg Whse (Central Receiving).
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SECTION : .
3.2 Vendor Information Section

| %/ Oracle Fusion Middleware Forms Services: Open > FRAREQN
File Edit Options Block Item Record Query Tools Help

or I

GS-MAR-ZGIS

Requestor/Delivery Information Vendor Information Commodity/Accounting Balancing/Completion

_wendor Hold

Enter Requisition vendor. Use LIST to call FTIDEN. Use COUNT HITS to call FTMVEND |
Record: 1/1 | o | | <08C=

Image 3.21 Vendor Information Section

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

Step Action Description

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 W3 is required to set them up. This will be attached as backup
3 documentation to your REQ.

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

gc |If this is an existing vendor in Banner click on the list button on the "Vendor" field.
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[é]Omcle i:usiunluﬁdﬂ.l.auale .Fonns\Sewics: Open )FPAREQN E
File Edit Qptions Block Item Record Query Tools Help

FEFECEEEIE NI IR
'8 Requisition Entry: Vendor Information FPAREQ 5
=

7 20|

|

Requestor/Delivery Information Vendor Information

I o= N -
— - B

Image 3.22 Vendor Information (Vendor Search)

Step Action Description

g |Select "Entity Name/ID Search" [FTIDEN).

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

11 |YUsing % 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 (i.e., 5%Office) will return results similar to "Texas
General Land Office". Using the % symbol at the end of a query request (i.e., 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 is also case sensitive.**

If you wish to redefine your search query "click" on the "Rollback" icon and then the "NEXT BLOCK" icon and repeat

12 |teps 10 & 11.

" | Oracle Fusion Middleware Forms Services: Open > FPAREQN - FTIDEN =
File Edit Options Block Item Record QueryJgals Help

CEEIEEETEIEN T
'78 Entity Name; earch FTIIDEN 8 '

AVendors _| Grant Personne| Financial Ma _lAgencies

_ITerminaied Yendors _| Propusal Parsonnel al Managers

Image 3.23 Vendor Information (Vendor Query)

Step Action Description

12a |After locating your vendor "Double Click" on that vendor using your mouse.

12hb |Clicking on the list button on either the "Address Type" or "Sequence" will provide a list of different addresses.

13¢ |Using the scroll bar on the right hand side you can see the different addresses associated with that vendor.

After locating your preferred address "Double Click” on the "Address Type" using your mouse. This will update your

13d "Vendor Information” fields.
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o I
s |
\

Requestor/Delivery Information Vendor Information
|- Office Depot _|Wendor Hold
B B

I Search|
P G Box 5027

m

Image 3.24 Vendor Information (Vender Type-Search)

Step Action Description

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 BLOCK" icon or simply click on the tab using your

L mouse.

File Edit Options Block Item Record Query Tools Help

(Imh»@«aaaiﬁﬁu 7

Fi\e #81901

CrTrE——
-
|

200741201

P O Box 70049
|
|

CEETE——
- 0570005
— ]

A R e e R | r

Record: 2/8 | | Listofvalu.. | | <0sC> J

Image 3.25 Vendor Information (Scroll Vendor Addresses)
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SEC?,T?[ON Commodity/Accounting Section

Iﬁ Oracle Fusion Middleware Forms Services: Open = FPAREQN @

File Edit Options Block Item Record Query Tools Help

EFEEIEEEEIE I IR (& R@]

equisition Entry: Commodity/Accounting FPAREQN 8.6.0.2 (QUAL.

eooosss
7o O
|

Requestor/Delivery Information Vendor Information Commodity/Accounting Balancing/Completion

Enter commeodity code . Use COUNT QUERY HITS to call FRIVPRD. |
Record: 1/1 | o | | =0sC>

Image 3.31 Commodity/Accounting Section

c. COMMODITY/ACCOUNTING SECTION

**NOTE: Upan 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.

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

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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B e s e s S e s L G =8 Ee =

File Edit Block Item Record Query Tools Help
vy Document Information S (k41 @I @1 01X
o 0

Requestor/Delivery Information
Vendor Information

Commodity Supplemental Information
Agreement Information

Tax Distribution Information

View Items in Suspense

Accounting Information 0.00
Balancing/ Completion

Review Commodity Information [FOICOMM]
Item Text [FOAPOXT]

|»

21-APR-2015

Requegh ation 0 o Balancing/Completion
Document Text [FOAPOXT]
Image 3.32 Adding Item/Document Text to Requisition
Step Action Description

COMMODITY/ACCOUNTING SECTION

If you are adding additional information for this line item, use your mouse and click on the "Options" tab in the top
18a |menu bar and select "Item Text". 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". 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.

18h |To navigate back to the Commodity/Accounting section, use your mouse and click on the "X" in the top menu.

|| Oracle Fusion Middleware Forms Services: Open > FPAREQN - FOAPOXT = =
File Edit Options Block Item Record Query Tools Help

0 EEEE 9 @@ I & @B (4 21O, X

‘R Procurement 1eat Fntry FOA 8.4 (Q

|

|-_] _| Copy Commondity

Image 3.33 Adding Item/Document Text to Requisition (continued)
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|2 Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit Options Block Item Record Query Tools Help

[E=3) R =3

EERERECEEE

BE 99 RE8H S SRR G & 21@701X

RO0D09195

17-MAR-2015 17-MAR-2015

31-MAR-2015 RUSH

0.00 0.00
Requestor/Delivery Information Vendor Informa 0 0 0 Balancing/Completion
1}
uso
Enter commodity code . Lise COUNT QUERY HITS to call FPIVPRD. Accounting Section |
Record: 1/1 | <0sC=
Image 3.34 Commodity Section vs. Accounting Section
Step Action Description

COMMODITY/ACCOUNTING SECTION

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

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

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.

**MOTE: 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.

*ENOTE: If you run out of visible "Description" fields you can use your mouse to click on the "Record" tab in the top
menu bar, then select "NEXT" for the next empty record. You can use the "Record” tab to navigate through the
different set of records.**

24

When you are finished adding commodity infarmation, click on "NEXT BLOCK" 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).

Tab to the "Extended" 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 "Record" tab in the top
menu bar, then select "NEXT" for the next empty record. You can use the "Record” tab to navigate through the
different set of records.**

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

Balancing/Completion Section

E} Oracle Fusion Middleware Forms Services: Open > FPAREQN fea== \
File Edit Options Block Item Record Query Tools Help
CFEEEEREIER T
ing/Completion FPAR
\
JMidwmem State University
3600 [purchasing and Contract Mg Dir
Select to mark this document "Complete™ ‘
Record: 11 [ | | | <osc> J
Image 3.41 Balancing/Completion Section
Step Action Description

p BALANCING/COMPLETION SECTION

¥ou can use the "NEXT/PREVIOUS BLOCK" 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 section. To reacquire
- your incomplete requisition, simply go to FRAREQN and enter your purchase requisition number.

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

| 2| Oracle Fusion Middleware Forms Services: Open > FPAREQN
Eile Edit Options Block Item Record Query Jools Help

mpletion

_Vendor Hold

M [Midwestem State University {70¢ Mrugalski

3500 [Purchasing and Centract Mgmt Dir

1]
Select to mark this document "Complete” |
Record: 111 [ | | | <08C>

Image 3.42 Saving an Incomplete Requisition “In-Process”
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File Edit Options Block Item Record Query Tools Help
(@0 E o gty ¥ (P @K DS EE

"4 Document by Use  FO 7.0.4 (

punsa |
[ ]

B | e | Rossonos

| - Elurgo:m Company

| |- Breeg\e Building Products
| Elurgo:m Company

] m . s

REirannn Camnan 1A-APR-2N15

Image 3.43 Form FOADOCU (Denying Your Document)

Step Action Description
**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.

|4 Oracle Fusion Middleware Forms Services: Open > FOAAINP ===
File Edit Options Block Item Record Query Tools Help

FEEE-TEEE N EFIEYEEIE]

%3 Document Approval FOAAINP 8.7 ) A o i i i

e SR

vro1 [VIcE PRESIDENT BUSINESS AFFAIRS
| [VICE PRESIDENT BUSINESS AFFAIRS
=S | PRESIDENT/VPAF APPROVAL QUEUE

‘ PRESIDENT/VPAF APPROVAL QUELE

4

Record: 4/5 I | = | | <0sC=> J

Image 3.44 Form FOAAINP (Document Approval)

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.
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. Oracle Fusion Middleware Forms Services: O‘lien ﬂ
File Edit Options Block [tem@guery Tools Help

Duplicate
Lock

Requestor/Delivery Information Vendor Information

Commodi

uso

1]
Remaove
Record: 11 I 1 = |

Image 3.45 Requisition Removal

To delete an incomplete requisition, go to the “Requestor/Delivery Information Section and
select “Record” from the menu bar and click on “Remove”. In the status bar at the bottom of the
requisition, you will be prompted to select “Record/Remove” again to make the deletion
permanent. Documents attached to the removed requisition should be removed from
ApplicationXtender unless they will be assigned to a different requisition. If so, you will have to
modify the index associated with those documents (See Attaching Backup Documents).
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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, completed a
purchase requisition in INB 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.

|| Oracle Fusion Middleware Forms Services: Open > FPAREQN Click on the "BDM-Add Document”"toadd [ [ = ==
File Edit Options Block Item Record Query Tools Help — /baCkuP documentation to your requisition

(BvE REAEE %% BEHE & & 2 @9IX

quisition Entry: Commodity/Accounting FPAREQN 8.6.0.2 (

\ ]

|
- -
)

|

Requestor/Delivery Information Vendor Information l Commodity/Accounting I Balancing/Completion

Image 4.01 BDM - Add Document Icon

If you are adding images to your document for the first time, you will need to install add-ons to
your Application Xtender Software. First click on the “BDM-Add Document” icon to open your
Application Xtender Software. Next, click on the “Help” link in the application menu to “Check
Installed Components”.

Qll.ll
L S
e

File Edit View Favorites Tools Help

¢ X @ hitp://phobos/appXtender/Main.aspxQuery Type=0&DSN=QUAL&AppName=B-G-1 ~ B 3 |E

75 Bam State Purchasing Google g] Get more Add-ons *

File Edit  View Help
o B == Li} About
2 e
| g ApplicationXtender Web Access .NET Help |
Query Criteria for]  Check Installed Components

ShuwIm:Iex Name ...f.'rearch. Value
& .DOCUMENT jin] .

& BANNER DOC TYPE *=

E DOCUMENT TYPE =

= TRANSACTION DATE

o WENDIAR TR

Image 4.02 BDM -Checking Installed Components
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a' | ¢ X @ hitp://phobos/appXtender/Main.aspx?Query Type=0&DSN=QUAL&AppName=B-G-1 ~ B+ H (= ApplicationXtender Web A...

55 m Stat

Q Coemponent Check - Windows Internet Explorer ‘E_H_E”_E:i'
File  Ed|
= ApplicationXtender Web Access .NET components
i
Component Description Download Size
uery C — . B
Query 1 ApplicationXtender Web ApplicationXtender Web Access 9.2 MB
22 Access Scan Component Scan Component is required for the
6.50 interactive control.
Show In - X X
-1 ApplicationXtender Web ApplicationXtender Web Access 55.5 MB
DO| 22 Access Adobe Component  Adobe Component is required for
9.1 viewing and printing PDF files.
BA
L. -1 ApplicationXtender Web ApplicationXtender Web Access 13.2 MB
Dol £/ Access Keyview Component Keyview Component is reguired for
10.80 rendering foreign files.
TRA I. -1 ApplicationXtender Spell Appllcat\on){tender Spell Check 4.6 MB
£ Check Component 5.16 Component is required to perform a
VE text annotation spell check.
MH Current install status
FIR] =
prd Internet Explorer - Security Warning @
RO Do you want to install this software?
act Name: XSComponentCheck.cab
Publisher: EMC Corporation
Query Of Mare options mnstal | [ Don't Instal
[T tnelu PO OO T TS TOT | Fl While files from the Internet can be useful, this file type can potentially harm

"®/  your computer. Only install software from publishers you trust. What's the risk?

Image 4.03 BDM -Add-On Components List

Once you've installed all required components, your install status should appear as follows:

a‘ _ 1| X @ nitp://phobos/appitender/Main.aspx!QueryType=0&DSN=QUAL&Ap, + B || @ ApplicationXtender Web A.. | ‘
5 Bem State Purchasing [EJ Google £ Get more Add-ons = [0
Hila pan Li
| = Component Check - Windows Internet Explorer E @
E
ApplicationXtender Web Access .NET components
Query
Component Description Download Size
Show 1 I -1 ApplicationXtender Web ApplicationXtender Web Access 9.2 MB
I 22 | Access Scan Component Scan Component is required for the
6.50 interactive control.
H E 7| Application¥tender Web ApplicationXtender Web Access 55.5 MB
£ Access Adobe Component  Adobe Component is required for
il 9.1 viewing and printing PDF files.
-1 Applicationxtender Web ApplicationXtender Web Access 13.2 MB
1 Lo Access Keyview Component Keyview Component is required for
10.80 rendering foreign files.
k. <1 ApplicationXtender Spell ApplicationXtender Spell Check 4.6 MB
22! | Check Component 5.16 Compaonent is required to perform a
text annotation spell check.
Fi R
Current install status
R
Applicatiortender Scanning Camponent: Installed [+6.50)
R
Applicatior=tender Adobe Component: Installed [+3.1]
A
Applicatiori=tender Kepview Component: Installed [+10.8]
Query Application=tender Spell Check Component: Installed [+5.16]
Close Help
[ 1ne

Save Ootions

Image 4.04 BDM - Component Install Status

After installing your add-on updates, you are now ready to attach images to your banner
purchase requisition. Close the Application Xtender tab in Internet Explorer to return to your
INB requisition. Click on the “BDM-Add Document” icon to proceed.
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SECTION
4.1 Attaching Backup Documentation

N
ﬂ ‘ c X & http://phobos/AppXtender/DocView.aspx?DataSource=QUALBPar ~ 2 ” (2 ApplicationXtender Web A... | ‘

File View Document Page Help
L o =

HliREEEEEE RS S -8 - 1ldn ~ Document Toolbar :

|52\ |DI0IOIR D2 |a( B -|* |SI#W - = -|@ -|x|H|<le -

Application Toolbar/Menu

-

MIDWESTERN STATE UNIVERSITY
STANDARD TERMS AND CONDITIONS

TO VENDOR OF MIDWESTERN STATE UNIVERSITY:
The Purchasing Office, under the direction of the Chief Finandial Officer, has authority to obligate Michwestern State University {"MSU”) for the
purchase of the supplies, equipment and service. MSU will not assume liability for payment of obligations undertaken which have not been made in
accordance with MSU policies and procedures and approved by the designated purchasing officers for MSU

DELIVERY:

1. If delay in delivery is foreseen, Vendor shall notify MSU, Purchasing Office, 3410 Taft Bivd, Daniel Building, Room 200, Wichita Falls, TX 76308,
(940) 397-4110. MSU has the right to extend delivery date if reasons appear valid. Default in promised delivery (without acceptable reasans) ar
failure to meet specificati izes MSU to purchase suppl and charge full increase in cost, if any, to defaulting contractor.

2. No substitutions or cancellations permitted without approval of MSU's Purchasing Office.

3. The Texas Health and Safety Code, Chapter 502, Texas Hazard Communication Act, requires chemical manufacturers and distributors to provide
Material Safety Data Sheets (MSDS] for hazardeus materials sold. Products covered by the Act must be accompanied by a MSDS and such product
labeled in compliance with the law. If the product is not covered under the Act, a statement of exemption must be provided

4. Delivery shall be made during normal working hours only to the location shown on the front side of this purchase order.

m

m

PAYMENT:
1. MSUis exempt from State Sales Tax and Federal Excise Tax. Tax Exemption Certificate furnished on request.
2. Vendor shall submit an itemized invoice showing purchase order number and a valid Vendor ID numbar.

Image 4.11 BDM -Application Toolbar vs. Document Toolbar

For the purpose of this training manual, the different toolbar sections associated with your
Banner Document Management System will be identified as follows:

Application Toolbar/Menu - Toolbar icons associated with navigating the application,
executing and reviewing the results of a query, indexing a document, adding a batch and
reviewing the batch list and the document index associated with a document.

Document Toolbar - Toolbar icons associated with the actual document used to navigate from
page to page export a page and/or used to edit pages within an indexed document.

To attach a document to your banner requisition, you will need to be logged into Internet Native
Banner (INB). For optimum use, you should be logged into INB using Internet Explorer (32-Bit).
Because you are using IE 32, you will be prompted to install JAVA updates. DO NOT INSTALL
JAVA UPDATES.

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.

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.
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|2/ Oracle Fusion Middleware Forms Services: Open > FPAREQN Click on the "BDM-Add Document” toadd [ & ==
File Edit Options Block Item Record Query Tools Help — /ba‘:k“p documentation to your requisition

(ml EﬂB@@l@@l@@l%lEl

Requestor/Delivery Information Vvendor Information I Commadi tin

Image 4.12 “BDM-Add Document” Icon in INB

Action Description

ATTACHING BACKUP DOCUMENTATION

1 |Using your mouse click on the "BDM - Add Document” icon

After opening your "Application Xtender Web Acccess" screen, click on the "Page Menu" icon on the document
menu bar...

2b |then select the "New Page" link...

2¢ [then the "Import File" link...

2d |and finally the "Append" link.

=]
C\g@] © X @ hitp://phobos/appitender/BatchView.aspxiDataSource=QUALBAppld: ~ B - H @ ApplicationXtender Web A... X | ) ok
File View Help
@, ‘ E% ﬁ ‘ = | B-F-DOCS - JMRUGALSKI - 4/17/2015 2:00:11 PM
FlrHsigssloan &le b -E - @|n|@ - =
& @A LN IDIOIOIR (D2 1% RIS | |S|H[F - [Paemensl] X || 2@ -
Image 4.13 BDM - New Page Icon
== [ |
@@\ & % @ http://phobos/appXtender/BatchView.aspx?DataSource=QUAL BiAppld: ~ B - H @ ApplicationXtender Web A... X ‘ {n v £2

File View Help
& | i% E | E | B-F-DOCS - JMRUGALSKI - 4/17/2015 11:03:48 AM
] 631 (=0 E= = s Y g = N e e =

kll\/iDDORDI%BEv\ﬁirﬁ'ii Hew Page d - i
Delete Page Clipboard Paste 3

§ 3 é o z 5 Clipboard Paste Special 3
3

Apply Digital Signature

Digital Signature Histary Import File Insert After
Insert Before

Go To Page... T

Go To Subpage...

Image 4.14 BDM - Page Menu
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|(‘,’, (@ http://phobos/appXtender/BatchView.aspx?DataSource=QUALALY ~ B 3 || (2 ApplicationXtender Web A... ‘ |

File View Help

p | _EL o | = Import File @
f ¥ | B-A i
S 5 Ld —] @vvll Desktop » '|‘T| Sea )
‘ | | | | | ‘ Organize * New folder 4~ 0 "9"
| | | | | | Bl Desktop = [} msu Purchasing =
é & i=|_1MSU_DFfi(\a|_tEmp|atE
= Libraries [ Outlook 2007
3 Documents (@l Paint
f"r- Music [2): Purchasing - Shortcut
[ Pictures E2f] Purchasing 101 Mini Traning Session
¥ videos | [#Shortcut to joe.mrugalski on ‘achille...
1 ESoleSourceJustificat\on
1M Computer @Terms&Condltlons
& Local Disk (C:) @Texas Sales & Use Tax Exemption Ce...
Local Disk (D
= 03 iﬁ Lomartly Texas Sales & Use Tax Exemption Certification
5 jee.mrugalski (Vachilles\homes ] Updated Vendor In{ Type: Adobe Acrobat Document
¥ commaons (\\oberon) () ] Vendor Invoice Lt Size: 24.5 KB
&3 common (\hermes) (Z) EW*SEEN Date modified: 6/5/2013 4:31 PM
S My Web Sites on MSN Ew-s 1
T iBlweb2Host 2
File name: "Texas Sales & Use Tax Exemption - IA” Files (*.%) ']
l Open l l Cancel |

Image 4.15 BDM - Selecting Documents to Import

Step Action Description
E ATTACHING BACKUP DOCUMENTATION

3 |Locate/highlight the documents you wish to attach to your Banner purchase requisition and click the "open" button.

**NOTE: Your document should appear in BDM. If you are adding multiple pages, the last page should be the page
visible at this point.**

Click on the "Mew" icon button in the application menu to open the indexing function. The first page of your

- multiple page document should be visible at this point.

)| & X @ netp://phobos/appitender/BatchView.aspxiDataSource= QUAL &APpIG: ~ E—)H3Apphcationxtende,webAH, | |

File  view ndex new document

‘£;_>__, | % L_é B-F-DOCS - IMRUGALSKI - 4/17/2015 2:20:51 PM

Bl | S| STRETR | Al b 48 5 -|& - i |@]5[#]o - =
@2\ DIOIOXID |2 || R(F - [&[#Hw - = - -[x[H]2]6 |

EIE- T

REQUISITION - BACKUP

Research Tan

2075 Corte del Nogal, Suite T

T Carlsbad, CA USA 92011
ASC Sciantific Tel. (760) 431-2655 Fax. (760) 431-0504
sales@asescientific.com

wwiw.asescientific.com

m

QUOTATION #032615-A

March 26, 2015

m

Image 4.16 BDM - Index New Document
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a' _“ C X & http://phobos/appXtender/BatchVie

File  View Batch Help

- B || = ApplicationXtender Web A... ‘ |

p | ﬁJ A= | = | Requisition Number (you will attach your backup documentation)
o=l & _j | Eig | B-F-DOCS - IMRUGALSKI - 4/17/2015 2:20:51 Py
|y -

=T L BmslelolslplolInale 15 | lalolon
= & [E[AZIN I OI0IOIR D] 2% R[5 - [ - = -l& -|x|E]2]6 |
DOCUMENT ID —
s eets || BEOUESTTION - REQUISITION - BACKUP
DOCUMENT TYPE REQUISITION BACKUP 2= @
TRANSACTION DATE 17_a5r2015 | A
VENDOR ID 1TIMEVEND “

— 2075 Corte del Nogal, Suite T
MENDOR NANE (NO NAME) I Carlsba. €A USA 92011
FIRST NAME ASC scientific Tel. (760) 431-2635 Fax. (760) 4 r.\:»m

Hic.com
PIDM sescientific.com L
QUOTATION #032615-A b
ROUTING STATUS i
March 26, 2015

ACTIVITY DATE 2015-04-17 14:24:51

Attn: Joseph 1. Mrugalski Jr
MPDELCODE Purchaser

Midwestern State University

3410 Taft Boulevard

Wichita Falls, TX 76308

m

Terms: Net 30 with P.O.
3 days from receipt of order
Al e

Image 4.17 BDM - Document Type & Save

E ATTACHING BACKUP DOCUMENTATION

**NOTE: Information should default from your Banner purchase requisition to include the document ID {purchase
requisition number), Banner Doc Type, Transaction Date, Vendor ID & Mame and Activity Date.*™*

5 |Click on the list button in the "Document Type" field and select "Requisition Backup"

Click on the "Save" button to save your indexed values assigned to the visible page. DO NOT CLOSE BDM if you have

6 |additional pages to add. Go to step 8.
If you are adding a one page document you can log out of AppXtender (BDM) or simply close the
L "ApplicationXtender" tab in Internet Explorer and return to your Banner purchase requisition.
If you have additional pages to add "click” on the "Attach All Pages" icon to assign your index values to your
3 remaining pages.
a ‘C X @ hitp://phobos/appXtender/BatchView.aspx ~ 2 || (& ApplicationXtender Web A... | ‘

File View Batch Help

AE S

| Ej | B-F-DOCS - IMRUGALSKI (TRAINING DOCS) 04/21/15

=3l | b
& 8 j,,m) Eﬂ\[ﬁ|@|u|u|@|,@\ la|m|z|alsfe 5 -2 - al |w|mv
=-e-
el Asach A1l Pages ki waks |@lsZN | Ololoze |2 |al R -] [&]E] A - x| ]
A
Clicking on "Attach All Pages" button
BANNER DOC TYPE to add remaing pages in batch list to
DOCUMENT TYPE current indexing configuration MIDWESTERN STATE UNIVERSITY
STANDARD TERMS AND CONDITIONS
TRANSACTION DATE TOVENDOR OF MIDWESTERN STATE UNIVERSITY:
The Purchasing Office, under the direction of the Chief Finandial Officer, has autharity to obligate Midwestern State Univers,
VENDOR ID purchase of the supplies, equipment and service. MSU will not assume Fiability for payment of cbligations undertaken whicl
accordance with MSU palicies and procedures and approved by the designated purchasing officers for MSU.
VENDOR NAME
DELIVERY: =
FIRST NAME 1. If delay in delivery is foreseen, Vendor shall notify MSU, Purchasing Office, 3410 Taft Bivd, Daniel Building, Rocm 200, Wi
(2940) 397-4110. MSU has the right to extend delivery date if reasons appear valid. Default in promised delivery {without ac
2IDM failure to meet specifications authorizes MSU to purchase supplies elsewhere and charge full increase in cost, if any, to defal
2. Mo substitutions or cancellations permitted without approval of MSU's Purchasing Office.
ROUTING STATUS 3. The Texas Health and Safety Code, Chapter 502, Texas Hazard Communication Act, requires chemical manufacturers and
Material Safety Data Sheets [MSDS) for hazardous materials sold. Products covered by the Act must be accompanied by a |
ACTIVITY DATE Iabeled in compliance with the law. [Fthe product is not covered under the Act, a statement of exemption must be provide
4. Dalivery shall be made during normal working hours only to the location shown on the front side of this purchase order.
VPDI_CODE PAYMENT: 7
1 MSU is exempt from State Sales Tax and Federal Excise Tax. Tax Exemption Certificate furnished on request.
2 Vendor shall submit an itemized invoice showing purchase order number and a valid Vendor [D number.
3. Materials will be considered received by MSU upon final acceptance by the end user.

4. If aVendor is a taxable entity as defined by Chapter 171, Texas Tax Code ("Chapter 1717, Vendor certifies that itis not a

Image 4.18 BDM - Attach All Pages
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All Document Pages Have Been Indexed

Index Another Batch Document

|._|j_n-

I .'|l‘|! Import a New Batch Document

Return to the Application List

View Indexed Document

) s |

Logout of AppXtender Web Access .NET

Image 4.19 BDM - Logout Menu

g ATTACHING BACKUP DOCUMENTATION

At this point you can log out of AppXtender (BDM) or simply close the "ApplicationXtender” tab in Internet Explorer

4 and return to your Banner purchase requisition.

10 |Click on "BDM - Display Document"” icon in INB Banner to double check you have the correct number of pages added.

**NOTE: The corresponding number of pages should match the number of pages you've added to your REQ.

\" '| ¢ X & http://phobos/appXtender/BatchView.aspx?DataSource=QUALEA] ~ 2 (& ApplicationXtender Web A... ‘ q C!OSE the

o NEm  sRh "Application/Xtender "

£_>",' % _11 %] | B-F-DOCS - IMRUGALSKI - 4/23/2015 1:53:11 PM tab in Internet Explorer
[mlsls(e el olwln|&fF & | -] (a]n(hlo - ks 2
@£ 2N IDI0IOR|D|# |2 B|S -~ ]&] i Bt [ Pl [= I
5|3 -

Image 4.20 BDM - Logout or Close Tab
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Appendix 1

Direct Payment Vouchers

The following have been identified as items that may be presented directly to the Business Office for
payment using a Direct Payment Voucher (DPV). These items do not involve the Purchasing Office or
require a Purchase Order or Purchase Requisition to order from the vendor:

Registration fees for conferences, seminars and workshops (These can be paid for using the
University Procurement Card or processing a DPV).

b. Umpire/Officials fees for referring sporting events.

C. Memberships (These can be paid for using the University Procurement Card or processing a DPV).

d. Overnight hotel lodging (paid on behalf of an official University guest).

e. Fees for performers and entertainers.

f. Business meal reimbursements.

g. Fees for Guest Lecturers.

h. Subscriptions and Periodicals (unless a Purchase Order is required - may also be purchased using
the University Procurement Card).

i Filing fees for work to be performed on buildings (i.e., Texas Department of Health).

j- Professional registration/license fees (excluding software licenses).

k. Postmaster-Permit, bulk rate fees and meter charges.

l. Insurance premiums.

m. Bus charters (unless a Purchase Order number is required by the vendor)

n. Miscellaneous fees and assessments (i.e., accreditation, royalty, copyright and appraisals).

0. Fleet Vehicle Rentals

p. Advertising

Contracted purchases such as Guest Lecturers or Performers & Entertainers must have a completed
contract routing form and signed contract (per Contract Management Procedures) prior to being paid for
on a DPV. DPV’s & Purchase Requisitions containing contract routing forms and contracts should be
forwarded to the Contract Management Office prior to processing to ensure all documentation adheres to
current Policy & Procedures.

Procurement Card, Purchase Requisitions & Purchase Orders

Items not found on the above list must be purchased using the University Procurement Card or Purchase
Requisition process. These orders must be processed following MSU’s Purchasing Manual and
Procurement Card Program Guide.

The University Procurement Card (P-Card) can be used to pay for small orders from vendors that accept
MasterCard. Items that cannot be purchased using the P-Card or DPV must be processed using the
Purchase Requisition process.

Orders using the Purchase Requisition process cannot be placed by the end-user, but should be ordered
by the Purchasing Department via a completed Purchase Order. Note: Any University employee, who
makes a contract for supplies, equipment and/or services without a purchase order from the purchasing
office, may be held personally responsible for clearing the account with the vendor.

Questions regarding the use of the Direct Payment Voucher should be directed to Business Office (X4107).

Questions regarding the use of the Procurement Card & Purchase Requisition Process should be directed
to the Purchasing Office (X4109).
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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 "GO TO" search box and press "enter"

2 |[Click on the "NEXT BLOCK" icon. 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".

7 |[Click the "NEXT BLOCK" icon 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 the Daniel Bldg Whse (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 BLOCK" to move to the
"Commodity/Accounting" Section or simply click on the tab using your mouse.

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

9 [Select "Entity Name/ID Search" (FTIDEN).

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

11 |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 (i.e., %Office) will return results similar to "Texas General Land
Office". Using the % symbol at the end of a query request (i.e., 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 is
also case sensitive.**

If you wish to redefine your search query "click" on the "Rollback" icon and then the "NEXT BLOCK" icon and repeat steps 10 &
11.

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.

13¢ |Using the scroll bar on the right hand side you can see the different addresses associated with that vendor.

After locating your preferred address "Double Click" on the "Address Type" using your mouse. 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 BLOCK" icon or simply click on the tab using your mouse.
15

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.

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




Step Action Description

If you are adding additional information for this line item, use your mouse and click on the "Options" tab in the top menu bar
18a |and select "Item Text". 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". 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.

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, Discount & Additional" fields to end up

22 back at the "Description" field.

**NOTE: DO NOT enter amounts into the "Discount" or "Additional" fields. Note the discount for the items in the "ltem 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 "Record" tab in the top menu bar,
then select "NEXT" for the next empty record. You can use the "Record" tab to navigate through the different set of records.**

When you are finished adding commodity information, click on "NEXT BLOCK" to move the accounting portion of this section.
24

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

Skip "Index" and enter your "Fund" and "Org" information into their respective fields. The "Prog" field will default populate. DO

26 NOT change it.

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

Tab to the "Extended" field and enter the amount you wish to be paid from this FOAPAL. You can pay from multiple FOAPAL's

28 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 "Record" tab in the top menu bar, then
select "NEXT" for the next empty record. You can use the "Record" tab to navigate through the different set of records.**

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

D BALANCING/COMPLETION SECTION

You can use the "NEXT/PREVIOUS BLOCK" 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 section. To reacquire your

30 incomplete requisition, simply go to FPAREQN and enter your purchase requisition number.
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Step Action Description
31 |[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.**

E ATTACHING BACKUP DOCUMENTATION

1 |Using your mouse click on the "BDM - Add Document" icon

After opening your "Application Xtender Web Acccess" screen, click on the "Page Menu" icon on the document menu bar...
2a

2b [then select the "New Page" link...

2¢ |then the "Import File" link...

2d |and finally the "Append" link.

3 |Locate/highlight the documents you wish to attach to your Banner purchase requisition and click the "open" button.

**NOTE: Your document should appear in BDM. If you are adding multiple pages, the last page should be the page visible at
this point.**

Click on the "New" icon button in the application menu to open the indexing function. The first page of your multiple page
document should be visible at this point.

**NOTE: Information should default from your Banner purchase requisition to include the document ID (purchase requisition
number), Banner Doc Type, Transaction Date, Vendor ID & Name and Activity Date.**

5 [Click on the list button in the "Document Type" field and select "Requisition Backup"

Click on the "Save" button to save your indexed values assigned to the visible page. DO NOT CLOSE BDM if you have additional

6 pages to add. Go to step 8.

If you are adding a one page document you can log out of AppXtender (BDM) or simply close the "ApplicationXtender" tab in
7 Internet Explorer and return to your Banner purchase requisition.

If you have additional pages to add "click" on the "Attach All Pages" icon to assign your index values to your remaining pages.
8

At this point you can log out of AppXtender (BDM) or simply close the "ApplicationXtender" tab in Internet Explorer and return
9

to your Banner purchase requisition.

10 |Click on "BDM - Display Document" icon in INB Banner to double check you have the correct number of pages added.

**NOTE: The corresponding number of pages should match the number of pages you've added to your REQ.
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