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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. 

 

 

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. 

1. Order Date and Transaction Date will automatically populate with today’s date. 

2. Enter the Delivery Date.  This is the date you expect the goods/services to be delivered. 

3. The Document Level Accounting indicator box is checked by default.  

 

 Note:   It is important 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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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. 

 
 

 

 

 

 

 

 

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. 

 

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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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. 

 

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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Requisition Commodity/Accounting Section 

19. Select the Commodity/Accounting tab. 

 

 
 

 

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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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. 

 

 

 
 

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

26. Select Go. 

 

 
 

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. 

 

 

 
 

 
 

  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 commodities to enter your remaining line items and their accounting 

information. 

 

 Next go to the Accounting section and fill in your departmental FOAPAL. 

 In the 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 1st 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 2nd FOAPAL and repeat the 

process. 

For example: I want to pay for the commodity 7395 by 2 FOAPALS. 1st FOAPAL for $600 and 

2nd FOAPAL for $400. After entering the desired FOAPALs, please be sure to click Save. 



Banner 9: Online Requisition Handbook 
 

June 6, 2019 P a g e  | 8 
 

 

 
 

 
 

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

 

 
 

30. If everything looks correct, and all the Status reads Balanced, select Complete.  
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If you need demo, please refer to https://banner9.tsu.edu/tutorials.html for list of recorded tutorials. 

 

https://banner9.tsu.edu/tutorials.html

