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The Requisition Form (FPAREQN) consists of eleven windows. This form is used to initiate the
procurement process and to define the requestor, vendor, commaodity, and accounting
information. Enter the items and accounting distributions for a purchase requisition on this form.

1.) || Enter FPAREQN in the GO TO field of the General Menu screen of Banner and press enter. You

type NEXT,
REQUISITION FORM (FPAREQN) PART |

£ Oracle Developer Forms Runtime - Web: Open > FPAREQN

File Edit Options Block ltem Record Query Tools Help

will be taken to the first screen of the requisition field. In the field, which says REQUISITION,

=Bl |

BYE AEAEE 40 ZEE S S BEIE S 2@ X

vm Requisition FPAREGN 3.4 (UPGDT128) [rirliriririieeie

Requisition: E @

Enter MEXT or leave BLANK for autormatic assignment or enter document number; Press NEXT FIELD to activate copy function.
Record: 1/1 || N | | =05C=

g

Click on ‘NEXT BLOCK’
You will be taken to the next screen, which will require delivery information.
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REQUISITION FORM - REQUESTOR/DELIVERY IFNORMATION

You are now in the second part of the requisition form, which is Requisition Entry
Requestor/Delivery Information.

Certain fields will be automatically populated based upon your General Person set-up and your
security.

Some fields, although optional, can be useful and if you know them, complete them as well.
REQUISITION/ DELIVERY INFORMATION (FPAREQN) PART Il

£ Dracle Developer Forms Runtime - Web: Dpen > FPAREQN =10l x|

File Edit Options Block ltem Record Query Tools Help

(BB BEEE %V BE&E QI4IEE ¢

Requisition: MEXT
Order Date: s-Fes-2m0 (&) Transaction Date: s.Feg2m0 ) ["In Suspense
Delivery Date: 12-FEB-2010 @ Comments: [ Document Text
Commodity Total: | 000 Accounting Total: [ 0.00
v Document Level Accounting
RequestorDelivery Information Wendor Infarmation CommodityAccounting EalancingiCompletion
Requestor: |Tanya Steweart-Austin
Organization: 50000 [ [otfics Of Planning & Finance areaCode  Phone Number Extension
COA: [1 = [community colige of Pritadetshia Phone:  [215 [rs18001 [
Email: hsaus{\n@ccp edu Fax: |21 5 |?51 8358 |
Ship To: Ml |
Street Line 1: |Rece|vmg Ertrance on 16th St. Contact: |Don Hendrickson
Street Line 2: |Btwn Callowehil & Spring Gron Attention To: |Dun Hendrickson
Street Line 3: [
Building: Floor:
City: [Prilacietphia
State or Province: P, Zip or Postal Code: 19130-3591 Area Code Phone Number Extension
Nation: [ 215 7518155
Enter delivery comments. {30 characters maxirmum} |
Record: 1/1 || N | | =05C=
B 5tart| @ F-] @ = = (@ ] @ Facebook | Inbox - Micro... | @ Oracle Application Serve... ||gw Oracle Developer For... |@§w Q a@ |E| N 1z:36PM
Fields:

Requisition: You will still see the word NEXT.

Order Date: Automatically populated with the current date.

Trans Date: Automatically populated with the current date.

Delivery Date: Required-Enter the delivery dates in the format (DD-MM-YYYY).
Comments: Optional. Note: Requisitioners are requested to inform Purchasing Department about
information related to delivery, especially if the date given is a fictitious date.

Example: Normal (2 weeks), rush order and will pay freight (by Air) are commonly used.
Requestor: Required- Name of the requestor (will default in).

COA: Automatically populated with a 1 and Community College of Philadelphia.
Organization: Automatically populated based upon General Person set-up

Email: Optional

Phone: Required

Fax: Optional

Ship To: Automatically populated based upon your General Person set-up. The ship to address

can be over-ridden by clicking on the E[down arrow, which will take you to
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‘FTVSHIP’ to select the appropriate location. Select a location and Press the OK key: The field
along with the address will be populated.

Contact: Optional

Attention to: Required- Enter the name of the individual who is to receive this order. (The
name Don Henderickson will default in this can be over-ridden with the requestor name
and room number).

£ Dracle Developer Forms Runtime - Web: Dpen > FPAREQN =10l x|

File Edit Options Block ltem Record Query Tools Help

BYE AEAEE 40 ZEE S S BEIE S 2@ X

T Reguisition Entry: ReguestanDelivery Information FPAREGM 8.4 (UPGD1128) o0

Requisition: MEXT
Order Date: s-Fes-2m0 (&) Transaction Date: s.Feg2m0 ) ["In Suspense
Delivery Date: 12-FEB-2010 @ Comments: [ Document Text
Commodity Total: | 000 Accounting Total: [ 0.00
v Document Level Accounting
nformation Wendor Infarmation CommodityAccounting EalancingiCompletion
Requestor: |Tanya Steweart-Austin
Organization: 50000 [ [otfics Of Planning & Finance areaCode  Phone Number Extension
COA: [1 = [community colige of Pritadetshia Phone:  [215 [rs18001 [
Email: hsaus{\n@ccp edu Fax: |21 5 |?51 8358 |
Ship To: Ml |
Street Line 1: |Rece|vmg Ertrance on 16th St. Contact: |Don Hendrickson
Street Line 2: |Btwn Callowehil & Spring Gron Attention To: |Dun Hendrickson
Street Line 3: [
Building: Floor:
City: [Prilacietphia
State or Province: P, Zip or Postal Code: 19130-3591 Area Code Phone Number Extension
Nation: [ 215 7518155
Enter delivery comments. {30 characters maximurm)
Record: 1/1 || N | | =05C=
B 5tart| eF 1 NI ENT & Facebook | Inbox - Micra... | 1 Oracle Application Serve... ||& Dracle Developer For... |0§w QE2MN 236

2)

Click on ‘NEXT BLOCK’ or click on the Vendor Information Tab.
You will be taken to the third block of the process, Requisition Entry Vendor
REQUISITION FORM VENDOR INFORMATION (FPAREQN) PART 111
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£ Dracle Developer Forms Runtime - Web: Open = FPAREQN - ol x|

File Edit Options Block Hem Record Query Tools Help

EFhLEECEEEEIE X FIEYEIEEIES (&I @ X

teguisition Entry: Wendor Information FRAREGN & d (LR GD 1 28y e e e e e e e e 4

Requisition: MEXT
Order Date: ’m @I Transaction Date: M @ [7In Suspense
Delivery Date: [1zFe200  [E Comments: [ ] [ Document Text
Commodity Total: | 000 Accounting Total: | 0.00
[+ Document Level Accounting
ReguestonDelivery Information Wendor Infarmation CommodityAccounting BalancingiCompletion

Vendor: [somzznza [ ][verizon CI¥endor Hold

Address Type: 'F B Sequence: ’_1 B Discount: l_ E‘
Tax Group: | F|

Street Line 1: [ o Box e Currency: | =1

Sireet Line 2: |

Street Line 3: [

City: [risceptia

State or Province: ,? Zip or Postal Code:; ’W

Nation:

Contact:

Email:

Area Code Phone Number Extension
Phone: [ [ [
Fax: | | |

Enter name of primary contact for the vendor, |
Record: 111 | ] | | | =08C=

B G 8@ 0 E @ @ & Facebook | Inbox - Micro.. | §] Oracle Applcation Serve... |['&; Oracle Developer For.. (DL BEDMN wz44pm
Information fields:

Requisition: The requisition number assigned will be displayed.

Order Date: Automatically populated with the current date.

Trans Date: Automatically populated with the current date Order Date

Delivery Date: From prior page
Vendor: This is optional.

» To search for a Vendor ID, click on the E[ A box will appear with
two choices. Click on ‘Entity Name/ID Search’, which will take you to another form
(FTIHDEN). Click in the Last Name field. Click the enter query function.
Type Vendor Name or part of the Vendor name using the wild card % symbol. Click the
Execute Query function

the Vendor name you are placing the order with & click ‘Select’ icon.
This brings you back to the Vendor information form with the vendor’s address.
Searching for a Vendor ID is optional step. A Requestioner can type the name of a
vendor in field next to where the Vendor ID would have been entered.
A requisition can be completed without entering Vendor information.

VVYVY V

Y

3).

Click the ‘NEXT BLOCK’ function or select the Commodity/Accounting tab.

REQUISITION FORM COMMODITY/ACCOUNTING (FPAREQN) PART IV
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£ Dracle Developer Forms Runtime - Web: Open = FPAREQN - ol x|

File Edit Options Block Hem Record Query Tools Help

EREEEEREEERETE @I%Iw | <

’EFm]lu sition Entry: Commodity

Requisition: ROOO7T13
Order Date: 05-FEB-2010 @I Transaction Date: 05-FEE-2010 @ [7In Suspense
Delivery Date: 12-FEB-2010 @ Comments: [ Document Text
Commodity Total: | 1137500 Accounting Total: | 0.00
[+ Document Level Accounting
ReguestonDelivery Information Wendor Infarmation CommodityAccounting BalancingiCompletion
Tax Group Quantity Unit Price
ttem 1 of 1 cSE F [ 2500 X | 4550000 = Extended: 11,375.00
Commodity Description Discount: oo
[+ [+ Additional: 000
[ Wireless PDA'S [ Commodity Text Tax:
[ ‘ [ tem Text Commodity Line Total: 11,375.00
| ‘ [ Add Commodity Document Commaodity Total: 11,375.00
[ \ [ Distribute
FOAPAL of o Remaining Commodity Amount: 1137500 [ NSF Owverride i Usa,
LINsESuspense Extended: | l—
COA  Year Index Fund Orgn Acct Prog Acty Loch Proj Discount: [
(7] (7] (7] 7] [*] ] [*] [*] (7] Additional: [
o fo | fooomt fesote | 1] [ | | Tax: d
li | | | | ‘ | | | FOAPAL Line Total:
l_ | | | | ‘ | | | Document Accounting Totak: 0.0a
Enter program code |
Record: 111 | ] | | | =08C=

M @ 8@ 9~ G b & Facebook | Inbox - ... | &3 oracle application 5...”m £x1] Screen Print Oniline | (0L OE@MN 12:48pm
You are now in the Requisition Entry Commodity/Accounting Information, which is the fourth
part of the process.

Fields:

Doc Level Acct Box:_This will be checked!

Note: When this box is checked, Banner assumes all items on the requisition will be charged to
the same FOAPAL string. If this is not the case, i.e. different items will be charged to different
account codes, A REQUISITIONER IS REQUIRED TO PROCESS ANOTHER
REQUISITION!!!!

Requisition: The requisition number: ROO0OXXXX is already there. The Requisition number is a
unique number generated by the system to identify each requisition.

Order Date: From prior window order date field.

Trans Date: From prior window order date field.

Delivery Date: From prior window order date field.

Commodity: Currently — not being used.

Description: Required -Tab down to description and enter the complete description of what you
are ordering such as vendor part number/manufacturer part number.

U/M (Unit of Measure): Required- Enter the unit of measure or click on the

E[ for the list. Click on the chosen unit and it will be brought back to the form.

Quantity: Required
Unit Price: Required

Note: if you have more that one item to order for the same account,
Use the NEXT RECORD function. (This will bring you to the second line of the description).
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Enter all the required fields.

Perform a NEXT BLOCK to access the accounting information:

ACCT: All accounting information except for account should be automatically populated
based upon the Organization entered in Part Il. If a different Org or a grant fund is to be
charged for this requisition, enter the appropriate Org or Fund code. Enter the 4-digit account or
Click the to find the account. (Use the wildcard search feature ( %o) to
help you with your search).

All non-labor expense accounts begin with a number (7).

Select and Click the account and it will be brought back to the form.

Click NEXT BLOCK .
You will be taken to the final part of the form.

4).

OPITIONAL ADDING ITEM TEXT TO THE REQUISITION —

Use this option to alert Purchasing staff about special information related to this particular item of the
requisition. Some examples are: 1) This item must be refrigerated; 2)XYZ Co. Catalogue #89-456, page
27; 3) substitution on color only is acceptable.

Click ‘Options’ and choose ‘Item text’

Click in the text area and type in your information. The maximum data length is fifty (50)
characters per line. Use the down arrow key to type in more information. After you have entered
your text information, click on the Save icon. Click on the Exit icon to be brought back to the
Requisition Entry Form.
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£ Dracle Developer Forms Runtime - Web: Open = FPAREQN - FOAPDXT - ol x|

File Edit Opfions Block Hem Record Query Tools Help

EFEEEEEEIE I EEIREIEIEEIE

’7_9 T T e e e e e e e e e e e e e e e e e 4

RIS IT@ X

=
8

Text Tyne: [rea [+ Code:  [Rooo77i3 = Change Sequence: | temNumber: | 1
Vendor: [moz2028 [verizan
Commadity Description: [———
Modify Clause: ’7 F [ Copy Commodity Text Default Increment: W
Text Clause Number Print Line
[Textbooks willbe shrink wrapped inclucle \ 7] [ 1 -
\ 7] [ =
[ o [
1 — —
\ 0 [
\ o [
\ 0 [
\ O [
\ o [
\ O [
[ 0 [
\ = [
[ 0 [
\ 0 [
\ o [
\ 0 [
\ O [ <
)
Record: 2/2 | ] | | | =08C=
IEStartI @ a @ e Es_‘ G E @ Facebook | Inbox - I @ Oracle Application 5...”m @l_] Screen Print Onling ... I | ¥ oge,@) |E| N :2:57pM

5). || OPTIONAL ADDING TEXT DOCUMENT TEXT TO THE REQUSITON

Use this option to alert Purchasing staff about special information related to this particular
order. Some common uses are: 1) list possible vendors; 2) indicate that additional
information, such as a vendor’s quote, will be forwarded to Purchasing; 3) alert Purchasing
to dissatisfaction with quality/service of previous order.

Click ‘Options’ and choose ‘Document Text’

Click in the text area and type in your information. The maximum data length is fifty (50)
characters per line. Use the down arrow key to type in more information. After you have entered
your text information, click on the Save icon. Click on the Exit icon to be brought back to the
Requisition Entry Form.
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JT=IE

% B G EHIE@ X

Text Tyne: [ea [+ code: [roooreiz 7 Change Sequence: | temNumber: |
Vendor: [moz2028 [verizan
Commadity Description: [
Modify Clause: ’7 F [ Copy Commodity Text Default Increment: W
Text Clause Number Print Line
fil be ordering textbooks and software for \ 7] [ 1 -
\ 7] [ =
[ o [
\ = [
| 0 [
\ o [
| = [
\ = [
\ o [
\ o [
1 = —
\ = [
[ 0 [
\ o [
\ o [
\ 0 [
\ = [ -
FRM-40400: Transaction complete: 2 records applied and saved. | J
Record: 2/2 | ] | | | =08C=

Ejstartl @ ‘ 0 e @ ﬁ(_'_q‘ E @ Facebook | Inbox - I @ Oracle Application 5| & Oracle Developer... @J Screen Print Onling ... | |@ @&@'@,E N 1oopm

6). || REQUISITION BALANCING COMPLETION - FINAL STEP
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£ Dracle Developer Forms Runtime - Web: Open = FPAREQN - ol x|

File Edit Options Block Hem Record Query Tools Help

(BoR RAAEE %% DE@E DI E MEI G 2@ X
y

’7_9 Requisition Entry: Balancing/Cormpletion FPAREG B B B I IS

Requisition: ROOO7T13

Order Date: 05-FEB-2010 @I Transaction Date: 05-FEE-2010 @ [7In Suspense

Delivery Date: 12Fee200 (B Comments: i Document Text

Commuodity Total: | 1137500 Accounting Total: | 11,375.00

[+ Document Level Accounting

ReguestonDelivery Information Wendor Infarmation CommodityAccounting BalancingiCompletion

Vendor: lo022028  [vVerizon Clvendor Hold

COA: F|Commumhv College ot Philadelphia Requestor: |Tanya Stewart-Austin

Organization: ‘SDDDD |Off\ce Of Planning & Finance

Currency: ‘ |

Exchange Rate: Commodity Record Count: 1

Input Amount: 11,375.00 Converted Amount:

Input Commodity Accounting Status

Approved Amount: | rasm | 1137500 | 1137500 [BALANCED

Discount Amount: [ oo | 0o | 000 [BALancED

Addtional Smount: | oo | oo oo [paLancen

Tax Amount: [ o | o | 000 [BALANCED

Complete: In Process: @

Selectto mark this document "Complete” |
Record: 111 | ] | | | =08C=

& Startl @ a @ e Es_‘ G E @ Facebook | Inbox - I @ Oracle Application 5| & Oracle Developer... @l_] Document1 - Micros... | |@ ogag |E| N nozem

If the requisition is balanced (make sure that it is) and you are satisfied with the data, transmit
the requisition to the Approval queue by:

Clicking on the ‘Complete button’. If you want to add or make changes to your requisition later;
Click on the ‘In Process button’ and you can make changes or additions to this requisition at a
later date.

Only when you click on the Complete button is your requisition forwarded to purchasing (or
for approval).

Note: If you do not assign a vendor, a form will appear on the screen that states “This
requisition does not have a vendor or a recommended vendor. Do you want to complete the
requisition?”

Select Yes or No and you will be taken back to the initial screen of the form.

7). || You have now been returned to the first part of the form. At the bottom of the form, you will see
the following statement: “Document RO00XXXX completed and forwarded to posting.”
Where XXXX is the unique number generated by the system to identify each requisition.
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£ Dracle Developer Forms Runtime - Weh: Open > FPAREQN

File Edit Options Block Hem Record Query Tools Help

JT=IE

(BYERE PARABRR v BER QG RE G S @ @

teguisition FPAR .4

Requision: | (7] [E]

X

Docurnent RODO7713 corpleted and forwarded to the Approval process
Recard 171 | [ | | [ =05C=

)

Ejstartl @ é 0 e @ ﬁ_a E @ Facebook | Inbox - I @ Oracle Application 5| & Oracle Developer... @J Screen Print Onling ... | | [®) 0&@@,@ N 1osem
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