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Enter MEXT or leawe BLANEK for automatic assignment or enter document number, Press NEXT FIELD to activate copy function
Fecard: 1/1 [ [ <050 <DBG» |
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PLEASE NOTE THAT WITH THE UPGRADE TO BANNER 6.0, THE LOOK
OF THE SCREENS HAVE CHANGED SLIGHTLY. THERE IS NO LONGER A
LEFT HAND PANEL IT IS THE OPTIONS TAB AT THE TOP OF THE SCREEN
THAT PROVIDES THAT INFORMATION NOW. ALSO THERE IS NO RED
DOOR THAT FUNCTION IS NOW AN “X” IN THE SAME LOCATION AS THE
OLD RED DOOR.

1. Goto FPAREQN.

2. Enter the word NEXT (unless you are trying to modify a requisition you have not
completed in which case you would enter the requisition number you received
previously.) After entering the word NEXT perform a next block.
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Document
Information

- Vendor
Information
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Accounting
%ﬂ Information

Document Text

Enterthe requestor's email address. {100 characters maximum )

Requisition:

MEXT

Order Date: Ph AR 00 Trans Date: Aslp T ™ In Suspense
Delivery Date: e hAER-Z00H Comments: ™ Document Text
Commodity Total: 100 Aceounting Total: o
Requestor: Doreen Ares COA: o |Fitchhurg State College ﬁy |
Organization: 2000 I\/\ce Fresident Faciliies ,«#l Email:
Phone: | Ext: Fax: | Ext:|
Ship To: poct ﬁf|
Address: Anthomy Receiving Station
Highland Avenue
A nthiormy |'\ st
Fitchburg |M.-'A. ||_I1 420
Phone: 375 Ii}\'\f..:i;ﬂ[- Ext: |33ua
Contact: Levin Kelley

Attention To: IKEVi”

Kelley

Record: 1/1
i start

1. Tab to delivery date and enter the letter “D” this will automatically fill in the day

3 SCT Barner - 5.,

you are currently on. Tab out of that field.

N

23§ Documentl - M.,

B J & & 1155

Your name will appear in the “requestor” block. Tab out of that field

3. Enter the number “1” in the “COA” field. Fitchburg State College will
automatically fill in. Tab out of that field.

4. Enter your department’s organization in the “Organization” field. Tab out of that

field. Your departments name will automatically fill in. Tab out of that field.
5. Enter DOCL1 in the “Ship To” field. Tab out of that field and the Anthony

Receiving Station will automatically fill in.
6. Perform a next block.
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Order Date: R Trans Date: FaEREln [ In Suspense
Requestor/Delivery || Delivery Date: 2 S-APR-2004 Comments: [7 Document Text
Information . [ om0 ) 000
Commodity Total: : Accounting Total: i
Vendor
Info it Vendor: |@n10024uu r\res Doreen P
Commodity/
| Accounting . [FO B 1
Bl formation Address Code: : ﬁ? Seq#f: A |
o o Address: 365 Williams Foad Phone: Ext: T
iew tems in
Suspense Fax: Ext:
Balancing/ — =
Completion itchburg IMA ILI'I 20 I
Document Text
Contact: | Email: |
Discount: | i
Tax Group: A |
Currency: g
v
k3l i &
Enterwendor's address type code

<OZC> <DBG> |

1. Enter the vendors FEI number or perform a search if you do not have the
information.

2. To perform a search, click on the flash light to obtain the vendor FEI and address
information.
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Document Requisition: MEXT
Information ————————— - —
Order Date: R Trans Date: IEEI rikxalle [ In Suspense
| Requestor/Delivery | Delivery Date; 25-AF ) ) [ Bonuimait T o
| /Information i i EN Option List
Commodity Total:

Vendor
Information P g
Commodity/
paEEoUnting Address Code:
Information
Address: =

[View ltems in
Suspense

Balancing/

Completion

Document Text

Contact: I Email: |

Discount: | ﬁl

Tax Group: A

Currency: @ W
Record: 1/1 [<0SC» <DBG> |

3. You will see the “Option List”. Double click on Entity Name/ID Search.
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[* Vendors [ Grant Personnel [ Financial Managers ™ Agencies

[7 TermVendors [~ Proposal Personnel [ Term Financial Managers = Al

ID Mumber Last Name FirstName Mid E ChY F A G P Type ﬁ

Corp% -
= e

Enter aquery: press F8to execute, Cirl+g to cancel
PRecord: 111 [Enter-Cuery [ <0SC> kDBG> |

3. Enter some or the entire vendors name followed by a “%”. Click Search on the
left hand panel.

4. 1f you do not find your vendor, it is possible that this is a new vendor. Forward an
email to your procurement coordinator with all the relevant information, name,
address, and vendor code so they may enter a new vendor in the system. You will
receive a confirmation back when the vendor is added so you can enter your
requisition.
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Order Search by 1D

[* Vendors [ Grant Personnel [ Financial Managers ™ Agencies
[ [T TermVendors [ Proposal Personnel ™ Term Financial Managers Al
s ivdEs ID Mumber Last Name FirstName Mid E ChY F A G P Type
043268127 Corpaorate Computer Senvices. Inc [ WO N j
641248716 Corporate Express C L (A O S B
: 014423636 Corparate Image G U (R VR (R
vil 042774897 Corporate Interiors C VOqR NN N
043342093 Corparate Interiors C U (R (R
C O (RO S N

043400227 Corporate Software and Technology

I0. Press Edit to change Ordering of Records

<0SC> kDBG> |

5. Double click on the vendor you want. This will pull the information into your
requisition.
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| IDocument

+| Accounting
| | \Information

Information

Requestor/Delivery
Information
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Information

Commodity/

[View tems in
Suspense

Balancing/
Completion

Document Text

Enterwendor's address type code

Requisition: INEET
TS P5-APR-ZI0
Order Date: R Trans Date: Ay [ In Suspense
Delivery Date: prabrrali Comments: [7 Document Text
: . 10

Commodity Total: ‘U0 Accounting Total: e
Vendor: |s41 248716 |Curpurate Exprass &
Address Code: P2 < Seq#t: | | AF
Address: s matEance Phone: Ext:

G55 Ancdover Street Fazx: 478 BE7G2H0 Ext:

Lawirence IMA ||'|'| 843 I
Contact: | Email: |
Discount: | i
Tax Group: A
Currency: g

<0SC» <DBG> |

1. Verify the vendors address if possible. Some vendors have more than one address
and can be viewed by clicking on the flash light after the “SEQ#” field. You can
select the correct address this way by highlighting you selection and double
clicking.

2. Perform a next block.
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) Document Requisition:
~ Information S ADDETTd
Order Date: Trans Date: | "7 [ InSuspense
- IRequestor/Delivery [ Delivery Date: |4 H-2ll4 7 Document Text
W' \Information
=il ¥ Doc Accty
1 Vendor ltem UM Tax Grp CQuantity Unit Price Ext Cost
‘Information l of ] ]EA ﬁ] J l 3 X] . ] T
g | : " Disc: 0.00
| Comm _ﬂ Desc __?J [T CommText [ Item Text Addtl:  otm
M Computer Table ™ Add Commodity "1
| Tax:
Sl | ] [ Distribute Comm Line Total:
Doc Comm Total:

éBﬂIancingJ’ ]
‘Completion

;X::B:ilaBll:itI’i?;‘ of Remaining Comm Amt: 500,00 Ext: | £00.00

— lc = Yr Index sf ]Fund# |0rgn# ‘Acct 4 |Prog 7| Solle . Brise: B o
Hedbatols 11 7 ] ]—r55 ]2000 ]KD? 0000 [ Override Addd: |
]_‘ | ] [ Suspense  Tax: [ stk
'Document Text . I_ ] ] ] FOAPAL Line Total: a5
4] [ _>] Document Acctg Total: -

FOAPAL ' % tEx

| %

F_\u_acurt_:l. ival

1.

Check to calculate dollar amount based on percentage
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You will see “DOC ACCTG” checked off. Leave it this way if you only have one
commodity and one FOAPAL or if you have several commodities but on
FOAPAL. Uncheck this field by clicking on it if you have several or even one
commodity line and two or more FOAPALS.

Tab to the “DESC” field. Enter your description (if you need more space for a
description see below). You will also need to enter U/M (Unit of measure i.e.
Box, carton, each) Quantity and Unit Price. There may be times when the unit
price is not convenient to enter or quantity, in that case you can simply enter 1 for
quantity and the total in unit of measure. You will then need to indicate the actual
quantity in the “DESC” field.

If you need more space than what is available select “I'TEM TEXT” on the left
hand panel. This will bring you to an additional page that will allow you to enter
more description for that particular item. Perform a next block immediately from
this page. After entering the remainder of the description click the save icon on
the tool bar. Then click the Red Door on the tool bar at the top of the screen.
This will bring you right back to entering your item descriptions.

If you want to add a general message such as “Please deliver all items by 5-2-04,
you can do this by clicking the “Document Text” in the left hand panel once you
are in the FOAPAL area and following the same instructions as “Item text”. This



information will appear at the top of the items on the actual Purchase Order that
will be printed from the Procurement Office.

If you only have one commodity or several commodities with only one FOAPAL,
perform a next block.

If you have one commodity with two FOAPALS, you will need to uncheck the
“DOC ACCTG” block, enter your commodity information then perform a next
block immediately after the commodity entry which will bring you to the
accounting block where you will enter the FOAPAL. You then need to perform a
“Previous block” which will return you to the commaodity block, use your arrow
down and enter a further explanation such as “split funding for the item above”.
Then perform and “next block” and enter your second FOAPAL.
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Document
Information

Request:
-| Requestor/Delivery Vendor:
“ | Information
COA:
Vendor Orgn:
Information
Trans Date:
el Commodity/ Currency:
S ﬁfg?n:;::ga Exchange Rate: Commodity Record Count: | 1
Input Converted
Amount: | B00.00 |
Document Text
Header Commodity Accounting Status
A|J|JFIJVBI:| Amount: BO0.00 BO0.00 BODOD |B

Discount Amount: 0.0o 0.oo 0.0o

Additional Amount:

0.on 0.o0 000 |BALAMNCED

0.00 0.00 0.00

Tax Amount:

Complete: _OJ InProcess:@J

WARNING : Budgetis exceeded for sequence 1
Record: 1/1 [

4 start . [T

<030

1. It is very important that you read the message at the bottom of the screen at
this point. Record you Requisition number on your paper requisition. If you
receive the above message click “IN PROCESS”. This will hold your
requisition until you have done a budget transfer to cover this requisition.

2. You can go to FGIBDST to see what the status is of your accounts.

3. After you know that your budget adjustment has gone through, you can go
back to FPAREQN and put in your requisition number that you left in process
and go through the screens until you get the complete button. The error
message should be gone at this point. You can now hit complete.

4. If you did not receive this message and instead received a message asking you
to click “Complete”, then do so.
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HH | Requestor/Delivery
Information

Copy

Requisition Requisition: | il EI

|

Document RO00O0035 completed and forwarded to the Approval process
Recard: 1/1 | | <0SC> <DBG> |

B S &an® 319FM

1. At this point the message at the bottom of the screen will give you the
Requisition number which you will want to write on your paper requisition.
You will also see that your document has been completed and forwarded to
the posting process.

CONGRATULATIONS YOU HAVE SUCCESSFULLY
COMPLETED YOUR FIRST ON-LINE REQUISITION.



