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Entering a Requisition in Banner

Log in to Banner to enter a requisition. Access the requisition form by typing “FPAREQN” in the
Welcome field and select the Enter key on your keyboard. This will take you to the Requisition
Form Header.

Requisition Header

1. You can leave the Requisition field blank or enter “Next” in the requisition box.
2. Select Go.

Note: Do not put a number in this box unless you have previously started and not finished a
purchase requisition. In that case, enter the exact requisition number (ie R0001234) and select
Go to access the requisition detail.

¥ @e'.uan  Requisiion FPAREQN 8.3 4 (TouT=5T2) B0 B RETREVE B ~.oATED

Ch by name, press TAB from an ID field, enter your search critena, and then press ENTER

Requisition Requestor/Delivery Information Section

You will enter the requestor and delivery information in this section of the form. You can tab between
fields or place your cursor in the field you want to update.

Order Date and Transaction Date will automatically populate with today’s date.
Enter the Delivery Date. This is the date you expect the goods/services to be delivered.
The Document Level Accounting indicator box is checked by default.

Note: Itisimportant to determine if Document Level Accounting will be used at this point.
You cannot go back and change the indicator on you tab past it. The bulleted items below
explain whether or not to have this box checked or unchecked.

o If you have only one item, or all items have the same account number (other than fixed
asset ), leave the Document Level Accounting box checked on this screen. This will
allow you to use same FOAP for all items.

o If you are ordering items that need to be charged to different account numbers, or you

need to order fixed asset(s), then uncheck this box.
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¥  @ellucian  Requisition FPAREQN 9.3 4 [TSUTEST2) 40D B RETREVE  JLRELATED  ff TOOLS
Requisition: NEXT [ sartover |
~ REQUISITION ENTRY: REQUESTOR/DELIVERY ] =2 n T

Requisiion  NEXT Comments In Suspense

Order Date* (06052019 (] Commodity Total [ Document Text

- M“g

~ REQUESTOR/DELIVERY INFORMATION nset @ Delete WaCopy | Y.

4. The Requestor will default to the name of the person entering the requisition based on the
Banner user ID.

5. Tab or place your cursor in the Organization field and enter the org number. If you do not know
your organization number, you can search for it by clicking the ellipses (...) to access a query
form to search for the department you would like to use.

6. You can fill out the Email and Phone fields with your information.

7. The Ship To code should default to TSUWRE Warehouse Dan McCormick. If the Ship To code is
not populated, type in “TSUWRE” or search for the code by clicking on the ellipses {(...)

8. Once this section is completed, you can navigate to the Vendor Information section of the
requisition. To do this you can select the Vendor Information tab or navigate to the Next
section by selecting the down arrow at the bottom left of the screen.

Requestor/Delivery Information  [RCUTTY;
* REQUESTOR/DELIVERY INFORMATION Qinsert @ 0elete MwCopy ¥

ellucian

Requisition Vendor Information Section
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9. If you know the vendor number, you can enter it in the Vendor field.

10. If you do not know the vendor number, select the ellipses (...) next to the Vendor field.

11. An Options List will appear. Select Entity Name/ID Search (FTIIDEN).

12. The FTIIDEN Entity Name/ID Search will be displayed. You will query for the vendor on this
form.

Requestor/Delivery Infermation Vender Information

~ VENDOR INFORMATION
p— -
Address Type - Entity Name/lD Search (FTIDEN]
quence =

Vendor Maintenance (FTMYEND)

13. Click on the down arrow next to Add Another Field and select the Last Name option.
o For person vendor, you search by Last and First name
o For non-person vendor, you search the company name by Last Name.

14. You can begin a vendor search by entering only part of the vendor name. Put a % sign around
each word in the name. If you know the full business name you can type the name.
o For example: When you type “%Office%”, it will be bring up every single vendor with
word “Office” in its name.
o If you type “%Office Depot%”, the query will only return vendor with name that has
“Office Depot” in the exact order.

15. Select Go to start the query.
16. If your vendor does not come up, try searching again. If you still can’t find the vendor, then the

vendor does not exist in Banner and Purchasing department will have to set up the vendor in
Banner for you to be able to use the vendor in your requisition.
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X  @elluclan  Entity Name/iD Search FTIDEN 9.3 4 (TSUTEST2) B BRETREVE S 24 To0LS

~ ENTITY NAME/D SEARCH

« Vendor Financial Managers

Grant Personnel Aencies

| Add Another Field ... *

X @ellucian  Eniity Nan Beao BrEmEE S

ENTITY NAME/ID SEARCH B insert @ Delete ¥ Cop Y, Filter
+ Vendors Financial Managers
Terminated Vendars Terminated Financial Managers
Grartt Personnel Agencies
Proposal Personne! A
™ DETAILS Binsert @ s Co Y. Filtey
o
Last Name v || Contains ’ L)

Add Another Field ... v /

17. If your vendor comes up in the search, double click on their Vendor ID number and the vendor

information will populate the requisition.

Note: If multiple vendor IDs come up, please be sure to select the one that is not Terminated.

™ ENTITY NAME/ID SEARCH a a " .
+ ‘Vendors Financial Managers
Terminated Vendars Terminated Financial Managers
Grant Persanng| Agencies
Proposal Personnel Al
~ DETAILS Bnset @ " T, Fitter
[rersan 13
o LastName First Nama Middie Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Froposal Personnel Name Type
Office Depot Corporation Terminated  No Mo No o
Office Depot Corporation Terminated Mo No No
t Corporation Terminates Mo Mo o
t Corporation No No No
Comparation Mo No Ko
Corporation Terminaied  No No No No
Comaoration Terminated No Mo Mo Mo
Corporation Terminated Mo Mo No No
Name Terminated  No o No Mo
Terminated Mo o No o
Record 5 0f 10

18. The vendor information will populate the requisition form.
Note: If the default vendor address is not same as on your quote, you can click on the ellipses
(...) next Sequence field and scroll through all the addresses on record. If you went through all
the addresses and still do not see the address you need, Purchasing will need to set up the new
address for this vendor in Banner.
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RequestoriDelivery Information [JE7S Sd = """l Commodity/Accounting  Balancing/Completion
™ VENDOR INFORMATION

Einsert DDkt wCopy T File

Vendor [159266325] .| [omce Depot ] Contact |
Veendor Hold Email |
Address Type (BT
Prone ea code
Phone Number
StreetLine 1 6225 West by ive Phone Extension
Street Line 2
Street Line 3 Fax Area Code
Fax Number
City  Houston Fax Extension
Stateor Province T Discount [ |
Zipor Postal Code 77040 Tax Group
Nation cureney [ [
Requisition Commodity/Accounting Section
19. Select the Commodity/Accounting tab.
RequestorDelivery Information wm«mmmsalmmwenplmn
* COMMODITY Insert @@ Delete WwCopy T
Item Commeodity Description um Tax Group Quantity Unit Price Commeodity Text Item Text
| O
Record 1 of 1
Vendor Balancing/Completion
~ COMMODITY insert (@ Delete  Tia Copy
item Commaodity Description um Tax Group Quantity Unit Price Commodrty Taxt Item Text
| O
Record 1 of 1
Extended Amourt Tao Distribute
Discount Commodity Tatal
Additionz
~ ACCOUNTING [+] = "
Sequence coa Year Index Fund orgn Acct Prog Acty Locn Proj NSF Ovarride  NSF Suspense
O
Record 1.f 1
% usD
Extended Amount
Discount
Additional -
= et

20. Enter the Commodity Code. If you don’t know the code, click on the ellipses (...) and search for
the code you need to use.
21. Click or Tab to the Description field and enter the description. When you change the description,

you will receive a message which indicates that the description you entered is different than the
default description for the commodity.

22. Click on the X on top right hand corner of the message box to dismiss.
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. e g campesen
~ COMMODITY B insert @ Delste T SE
Item Commodi Description - » e nit Price Commodity Text Item Text

<) b Original Commodity Description FPAREQN 9.3.4 (T \UTESTZK L
7395 EST Capitalized Software Lice O O
iouter Softw apilaized Record 1 of 1
Extended Amount Distribute
Discount
Aditional
~ ACCOUNTING [+] L] ) L
Sequence coa Year Index Fund orgn Acct Prog Acty Locn Proj NSF Override  NSF Suspense
c 0 &
Record 1 of 1

23. Enter the U/M (unit of measure). EA is for each. There are other codes that you can use. Click on
the ellipses (...) to view them all and select one.

24. Tab to enter Quantity and Unit Price.

Vendor Balancing/Completion
~ COMMODITY insert [ Delets wCopy .
ftem commodity Description um Tax Group Quantity Unit Price Commadity Text Item Text
7395 TEST Capitaized Software License  EA 1.00 1000 | |
Record 1 of 1
Extended Amount 1,000.00 Tax 0.00 Distribute
Discount 0.00 Commodity Total
Additional 0.00
~ ACCOUNTING [+] [T " Copy | Y.
~ COMMODITY nset @ Delete  WwCopy [
ftem Tax Group Unit Price. Commodity Text item Text
7395 TEST Capitalized Software Licegl 1,000.0000 O O
Extended Amount 1,000.04 0.00 Distribute
Discount Commaodity Tatal 000.00
Additional 0.00

~ ACCOUNTING

X @ ellucian

Requisition FPAREQN 834 (TS N ADD . TOX 3

Q Bearch

Review Commaodity Information
[FOICOMM)

Commodity Tex [FOATEXT)

25. Click on Related on top right hand corner of the page to add Item/Document/Commodity Text.
Select Go.

26.

ADD

B RETREVE

X @ellucian P

ent Text Entry FOAPOXT 9

Code: 0774543

Text Type:

Default Increment: 10

Change Sequence: Item Number:
Vendor: 159205395 Offics Depot Commedity: TEST Caplalred Software Lice
Description
WModify Clause: Copy Commodity:
Text

27.

Enter your text. If you run out of space on the line, click the down arrow on your keyboard (;) to

add a new line. If you have more than one commodity/item, then click the down arrow on your
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keyboard ($) to add a new line. Repeat the process until you finished entering all your
commodities.

28. Once done, click Save. After your text is saved, click X on the top left hand corner of the page to
exit the form.

X  @ellucian  Procurement Text Entry FOAPOXT 9.3.2 (TSUTEST2) ADD B RETREVE  J% RELATE £ TooLs

Text Type: REQ) Code: Ri)11454% Change Sequ

: hem Number: 1 Vender: 150266305 Depot Commodity Deseription: TEST Capitalized Software License [ sarover |
Modify Clause:  Copy Commodity Text: Default Increment: 1

~ PROCUREMENT TEXT ENTRY @nsert @ Delete " Copy ¥, Fier
Text Clause Number Print * Line

TEST ltem textline 1 v 10
TEST Item text line 2 EHE

Requestor/Delivery Information  Vendor Information Balancing/Completion

* COMMODITY O insert @ Delete "ycopy T,
Item Commodity Description umM Tax Group Quantity unit Price Commodity Text Item Text

1 7395 EST Capitalized Software License  EA 00 000.0000 v
59,9900 O O

tecord 2 of 2

w0

7300 Printing Paper BOX

A IMPORTANT: If you selected the Document Level Accounting box, you can enter all
line items and then enter the FOAPAL information. If you did NOT check that box, you are doing
Commodity Level Accounting and you will need to go to next block to enter the FOAPAL for
each commodity/line item and click Save after you enter the accounting information. Then
previous block back to the commaodities to enter your remaining line items and their accounting
information.

e Next go to the Accounting section and fill in your departmental FOAPAL.
e Inthe Accounting section, you can enter more than one FOAPAL to pay for a
commodity/line item.
o Click on the commodity/line item you want to enter. If you wish to split the cost
between multiple FOAPALs,
= Then go to the next block, and enter the 15 FOAPAL
= Then go to the lower portion and enter the amount you want to charge
o Then go back to the Accounting section, enter the 2" FOAPAL and repeat the
process.

For example: | want to pay for the commodity 7395 by 2 FOAPALS. 15 FOAPAL for $600 and
2" FOAPAL for $400. After entering the desired FOAPALs, please be sure to click Save.
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Extended Amount
Discount
Additional

Tax

FOAPAL Total

Commodity Total

maining

Commodity Amount

Requisition: 01114545 [ sumover )
Information  Vendor Balancing/Cempletion “
~ COMMODITY [+] = ™ Y.
Item drey Description um Tax Group ‘Quantity unit Price Commodity Text Item Text
ﬁ TEST Capitalized Software License  EA 1,00 1,000.0000 O (=]
2 7300 Printing Paper BOX 500 50 8300
Record 1 of 2
Extended Amourt 1,000 Tax 0 | Distribute
Discount 000 Commaity Tata 1,000.00
Additional 000
~ ACCOUNTING nsert @@ Delete WwCopy T
Sequence A Year Index Fund orgn Acct Preg Acty Loen Proj NSF Override NSF Suspense
é 19 0001 31200 || 30677 (m| =)
2|C 9 0247 11001 20 Ld
Record 1 of 2
Extended Amourt
Discount
Additional
Tax
FOAPAL Total 60001
Commodity To o0k
Remaining —
Commadity Amount
Requisition: R0114548 Start Over
y Vendor Balancing/Completion
~ COMMODITY a = " i
Item Description um Tax Group Quantity Unit Price. Commodity Text Item Text
TEST Capitaized Sofware License  EA 100 1.000.0000 O (|
Printing Paper 500 599900
Record 1 of 2
Extended Amount 200X 0.00 v Distribute
Discaunt Commadity ,000.00
addtonal [ 000]
~ ACCOUNTING nsert @@ Delete  PmCopy T
Sequence COA Year Index Fund orgn Acct Prog Acty Locn Proj NSF Override NSF Suspense
18 0001 31200 95 o
o 19 - | 11001 7395 0 O B

Record 2 of 2

29. When all of your information is entered, next block or click on the Balancing/Completion tab.

Requestor/Delivery Information

BALANCING/COMPLETION

Vendor Information

Commodity/Accounting (R =EEL LN eGTTETY

)

30. If everything looks correct, and all the Status reads Balanced, select Complete.
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Vendor Balancing/Completion

~ BALANCING/COMPLETION Qinset @ " .

Vendor | 153266395 Offics Depot Currency

‘endor Hold Exchange Rate
coa C Texas Southern Universily Commdity Recard 2
Count
Requestor  Gigy Cupo Input Amiount 1,299.95

Organization Converted Amount

~ AMOUNTS T Copy ¥ Fllter
nput Cormmodity Accounting
Approved Amount 1,290.95 1,299 95 7,299 9%
Discount Amount 0.00 0.00 0.00
dasional Amourt 0.0¢ 0.0¢ 00X

ourt 000 000 000

Process

If you need demo, please refer to https://banner9.tsu.edu/tutorials.html for list of recorded tutorials.

TSU

TEXAS SOUTHERN

The Office of Information Technology has put together some tutorial videos that you can refer to at your own convenience. We

will keep updating this page with more videos. Please be sure to check back regularly for more videos.
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