Banner 8.X
Requisition Processing



Table of Contents

Requisition Processing Menu ...........oviiiiiiiiiiiiiiieeceeee, 1
Requisition Form (FPAREQN) .....oiiiiiiiiii e 2
Requestor/Delivery Information ..............ccooovieiiiinnnn. 3
Document TeXt ..o 4
Vendor Information ... 5
Commodity/ACCOUNTING .....ueeiiieie e 6-9
Balancing/Completion ... 10
Examples:
Copy Requisition .........ccooiiiiiiii 11
Blanket Purchase Order ...........cooiiiiiiiiiiic, 12-17
Supplemental to Existing Purchase Order ..................... 18-23
Emergency Purchase Order ..o, 24-29
Commodity Level Accounting ..........cooviiiiiiiiiiiennne 30-37
Incomplete Document Report (FGRIDOC) .........cccoviiiiinnnnt. 38
Delete Incomplete Requisitions .............ccocovviiiiiinnnnn. 39
Cancel Requisition (FPARDEL) .......cccciiiiiiiiiiiiieeeees 40

Document Disapproval by Originating User (FOADOCU) ......... 41-42
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REQUISITION FORM (FPAREQN)

The Requisition Form (FPAREQN) initiates the procurement process by defining an
internal request to acquire goods or services. It enables you to define departmental
needs by identifying the requester, vendor, commodity, and accounting information.

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit Options Block Itern Record Query Tools Help
BOE REER @ BEE & &

%= Requisition FPAREQN 860,34 (PROD)

Tk I HIRI@ 01X

Requisition: |R0O166768 EI @

1 »
Enter MEXT ar leave hlank for automatic assignment or enter document numbhber, press hex Field to activate COPY function.
Record: 111 . <08C=

p— e, o L £ 0 e it a e

Page: 5 0f45 | Words: 5655 & |

Requisition:  Enter the pre-assigned requisition number on the form.
[Next Block] (if not coping an existing requisition).
Copy Feature: (Optional) this is an optional feature allowing for a new requisition to

be copied from an existing completed and approved requisition (see instructions
for copying a requisition).
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Requisition Entry: Requestor/Delivery Information

Oracle Fusion Middleware Forms Services: Open > FPAREQN |:||E|E|
File Edit ©Options Block Item Record Query Tools Help

AR EE 97 BEE @IS RE TGS @@ 01X

’2_‘3 Requisition Entry: Requestor/Delivery Information FRAREQN 8.6.0.38 (PROD) Iri-lrirl il il il el e el el el e el e el e Lol el Lo el Lol e Lol T el e Dol e el el € el
Requisition: ROLG6G76S
Order Date: 26-UL-2012 @ Transaction Date: 26-JUL-2012 @I ["/In Suspense
Delivery Date: 15-aUG-2012 @I Comments: [ Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00
[ Document Level Accounting
Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian
Requestor: |Pr|nter Toner
Organization: |72006 E”Buslnass & Admin Swves Area Code Phone Number Extension
COA: B|Uentura County Community Coll Distr Phone: ‘ | ‘
Email: | Fax: ‘ | ‘
Ship To: oo 4
Street Line 1: [ventura co comm College Contact: [MON-FRT 1:00 - 4:30 P,
Street Line 2: |255 W Stanley Ave Attention To: ‘Terry Cobos
Street Line 3: |Suwte 150
Building: Floor:
City: |Uentura
State or Province: |Ca Zip or Postal Code: [93001 Area Code Phone Number Extension
Nation: | 305 ]
-
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Enter chartof-accounts code |
Recard: 1/1 | | Listofvalu.. | | =08C=
(— < “ F N | [ F —
f} start ree ” /= Banner PROD ... Oracle Fusion ... 2 Microsoft ... - | W Document Ma, .. T Barner Requis. .. '(). BE® O r4sam

Order Date: Defaults to the current date.
Trans Date: Defaults to the current date.

Delivery Delivery date is an estimate of when items need to be delivered or
Date: issuance of a check. Delivery date must be greater than the
transaction date.

Comments: Leave blank wunless a Blanket Purchase Order (BPO),
Supplemental to an existing purchase order (Suppl to PXXXXXXX)
or Emergency Purchase Order (EPO) is being requested (see
“‘Examples” section for instructions on entering a requisition for
issuance of a Blanket Purchase Order, Supplemental to an existing
purchase order or Emergency Purchase Order.

Requestor: Defaults to user name entering requisition. Must be revised with a
brief description of items or type of services requested. This field
shows on reports.

COA: Defaults to chart of account “1”.
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Organization: Enter organization code (if multiple accounting distributions are
being used, any one of the organization codes can be entered in

this field).
Email: Leave blank (this field not currently used).
Phone: Enter requestors phone number
Ship to: Should default to your “ship to” code. If different, enter desired

“ship to” code (click on the search icon to display list of ship to
codes available).

Attention to:  Update this field to requisitioners name or person requesting

items/services.
Document Under “Options”, enter instructions to purchasing or accounts
Text: payable needed for issuance of a purchase order or check (i.e.,

guote, contract, or invoice being forwarded to purchasing/accounts
payable; instructions to send purchase order or check to a specific
person or location). Check the Print column for document text to
print on hard copy of purchase order. [Save], [EXxit].

Oracle Fusion Middleware Forms Services: Open > FPAREQN - FOAPOXT
File Edit Cptions Block Itern Record Query Tools Help

NEIBEREER P9 BERM ISR

["E]v%[f::

Text Type: IEF Code: ’WF Change Sequence: l_ Item Number: l_
Vendor: | ‘
Commodity Description: |
Modify Clause: ’—F [ Copy Commodity Text Default Increment: 10
Text Clause Number Print Line
[Fax purchase order to 7. #mith (505 133-4567 \ I [ 1 -
‘Quote forwarded to Purchasing 7/26/2012 ‘ [w# '_
\ \ m [
\ \ = [
\ \ = [
\ \ O [
\ \ = [
\ \ = [
\ \ 0 [
\ \ O [
\ \ O [
\ \ 0 [
\ \ o [
\ \ o [
\ \ m [
\ \ o [ .
\ \ o [ <.
I I | D
]
Record: 2/2 | . | | =08C=

ree ” f /= Barner FROD ... Microsoft ... | = DocumertMa.. | T Barner Requs... & B @ % © 745am

[Next Block] or click on Vendor Information tab.
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Requisition Entry: Vendor Information

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

AR RAEE Y BEE @ & R E D

g Requisition Entry: Vendor Information FPAREQN & 30 (PROD) friririririeieiei ettt el - N

Requisition: ROLG6G76S

Order Date: 26-UL-2012 @ Transaction Date: 26-JUL-2012 @I ["/In Suspense
Delivery Date: 15-aUG-2012 @I Comments: ¥ Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian
Yendor: |OFFDEP E”Ofﬁce Depot Inc [ vendor Hold
Address Type: gu (7] Sequence: WEI Discount: E|

Tax Group: |\.-'EN B|Uentura County
Street Line 1: |nttn David Sparks/Schoal Div Currency: | E'
Street Line 2: 3366 E willow st

Street Line 3: |

City: [signalwin

State or Province: ’F Zip or Postal Code: |90755-2311

Nation: |

Contact: |

Email: |

Area Code Phone Number Extension

Phone: [ [4207111 5354 o

Fax: [za0 [rrrozez [ =
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Enter name of primary contact for the vendor. | J
Recard: 1/1 | | | | =08C=

— - : s = = =
f} start ree ” ‘ (= Banner PROD ... Oracle Fusion ... | 1= Documert Ma,.. | T Barner Requis. .. '(). B®w© 7soam
v

Vendor: Enter the vendor code or click on the search icon for a list of
vendors to select from. Vendor codes are usually established
utilizing the vendors’ first three characters of vendors’ first name
and first three characters of second word in vendor name (i.e.,
Corporate Express is COREXP).

Address Type Vendors may have multiple address codes and sequences

and established. All requisitions/purchase orders utilize the business

Sequence: address code (BU). Multiple sequence numbers may exist if the
vendor has more than one business address (i.e., Smart & Final
will have different address sequence numbers for business
locations located in Ventura, Oxnard and Simi Valley). Click on
the Sequence search icon to choose the correct address.

Tax Group: Allow default as established by the Purchasing department on the
vendor master forms.

[Next Block] or click on Commodity/Accounting tab.
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Requisition Entry: Commodity/Accounting

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

AR REAEE Y REE S & (N E S

’zg Requisition Entry: Cormmod 5 i 30 [PROD) [rrirleie el eleteneerens c

Requisition: ROLG6G76S

Order Date: 26-UL-2012 @ Transaction Date: 26-JUL-2012 @I W In Suspense
Delivery Date: 15-aUG-2012 @I Comments: ¥ Document Text
Commodity Total: | 415.06  Accounting Total: | 0.00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Cornrmodity fAccounting Balancing/Completion i
u/m Tax Group Quantity Unit Price

Item | 1 of [ 1 s [+ [ven [= ] 300 X 129.0000 = Extended: |  387.00
Commuodity Description Discount: o.oo

[+ [+ Additional: 0.00 |1

[4zo0o01 [HPz7993 printer cartridge for Laserlet [ commodity Text Tax: o

| ‘ v Item Text Commodity Line Total: 41508

Document Commodity Total: 415,06

| ‘ [ Distribute

FOAPAL l_ of I_U Remaining Commodity Amount: 415.06 | NSF Override oy uso

[MSE Suspense  Extended: [ 3g7.00
COA Year Index Fund Orgn Acct Prog Acty Locn Proj Discount: [ i
(7] [ [ [ [ (7] [ [ id] additional: [ 0.00
L fa | [112 [rzo06  [azoo  [s7e000 | | | Tax: m 2806
l_ | | | | | | | | FOAPAL Line Total: 415.06 |
LI

| | | | | | | Document Accounting Total: 0.00
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Enter index code |

Recard: 1/1 | | Listofvalu.. | | =08C= J

[ —— - - — =
f,’ start = e 7 | /= Banner PROD. ., 2 Java(TM)... - | [® 2 Microsoft ... - | 4 DocumentMa.. | T Banner Requi... Q}. E@ 9 =zoiam
-

Document The Document Level Accounting box defaults to checked, which

Level enables you to assign accounting distributions to the requisition in

Accounting:  total rather than to individual commodities. To assign accounting
distributions to each commodity, uncheck this box. Requisitions
with fixed asset items that will be tagged for inventory must be
entered as commodity level accounting (see community level
instructions). Inventory items are equipment and furniture with a
value of $1000 or more per item. All requisitions expensed to a
6XXX account (including site improvements, building
improvements and construction projects) should be entered as
commodity level accounting.

Commodity: Select the appropriate commodity code form the available list
which can be displayed by clicking on the Commaodity search icon.
Note: commodity codes are similar to the budget account number.

Description: Commodity codes default with a generic description. Override this
description and enter detailed data. Item Text (under “Options”)
may be required in order to provide a full description of the
commodity.
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Oracle Fusion Middleware Forms Services: Open > FPAREQN - FOAPOXT

File Edit COptions Block Itern Record Query Tools Help

8.4a (P

Text Type: IEF Code: |RO16676S F Change Sequence: ,7 Item Number: ,71
vendor: |oFFDEP  [office Depot Inc
Commodity Description: |HP2?999 printer cartridge for Laserlet
Modify Clause: I—F [J Copy Commodity Text Default Increment: m

Text Clause Number Print Line
40008, Color \ v [ 10 a
I \ s [
\ \ 0 [
\ \ o [
\ \ o [
\ \ m [
\ \ = [
\ \ = [
\ \ O [
\ \ 0 [
\ \ 0 [
\ \ m [
\ \ = [
\ \ = [
\ \ 0 [
\ \ o [ .
\ \ o [ <.

& g E { Banner PROD. .. £ ent Ma... @ Bannet Requi... ® jl - i b =8
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Requisition Entry: Commodity/Accounting

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

NEREAER I P BEE @IEE

| 3 |

Requisition: ROLG6G76S

Order Date: 26-UL-2012 @ Transaction Date: 26-JUL-2012 @I ["/In Suspense
Delivery Date: 15-aUG-2012 @I Comments: ¥ Document Text
Commodity Total: | 415.06 Accounting Total: | 415,06

[ Document Level Accounting

Requestar/Delivery Infarmation Wendar Information Balancing/Completion
u/m Tax Group Quantity Unit Price
Item | 1 of [ 1 s [+ [ven [= ] 300 X 129.0000 = Extended: |  387.00
Commuodity Description Discount: o.oo
[+ [+ Additional: 0.00 |1
[4zo0o01 [HPz7993 printer cartridge for Laserlet [ commodity Text Tax: o

| ‘ v Item Text Commodity Line Total: 415.06

| ‘ Document Commodity Total: 415,06

| ‘ [+ Distribute

FOAPAL 1 of 1 Remaining Commodity Amount: 0.00 | NSF Override

[ usD
[ NSF Suspense  Extended: [ 387.00
COA Year Index Fund Orgn Acct Prog Acty Locn Proj Discount: [ 0.00
[~] [ [ [ [ (7] [ [ id] additional: [ 0.00
13| [112 [rzo06  [azoo  [s7e000 | | | Tax: [ 28.08
l_ | | | | | | | | FOAPAL Line Total: 415.06 |
li | | | | | | | | Document Accounting Total: 415.06 o
A [
Enter Chart of Account code |
Recard: 1/1 | | Listofvalu.. | | =08C=

A = - — . . . —
f} start ree ” f /= Bariner PROD... B2 avalvy... - | @ 2 Microsaft .. - N" Document Ma.., | T Banner Requi... '(). BE® e © @o5am
>

Item: System maintained. Tracks the number of items (records) on the
requisition and the number of records being displayed.

U/M: Will default from the commodity code selected or override and enter
the appropriate unit of measure (search available)

Tax Group: Tax group will default from commodity code selected. Tax must be
added for purchase of items. The tax group established as VEN will
default with the Ventura County tax rate of 7 1/4%. If tax is not
applicable, such as services and labor, tax code should be NTX for
no tax.

Quantity: Enter quantity.

Unit Price: Enter unit price. Banner calculates the extended cost.

To add another commaodity, use next record function or arrow down to the next blank
commodity line item.

[Next Block]
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You may create multiple accounting sequences and distribute the cost by
percentage or dollar amount. When using commaodity level accounting (document
level accounting box is unchecked), you must have the commodity item selected
before entering accounting data for each commodity.

COA: Defaults to “1”

Fund, Orgn, Enter the appropriate FOAP (fund, organization, account, and
Acct, Prog: program codes).

If distributing amounts by percentage, check the % column and enter the appropriate

percentage for each accounting record (number without % symbol).

To enter additional accounting records, use next record function or down arrow to
the next accounting line item.

[Next Block] or click on the Balancing/Completion tab.
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Requisition Entry: Balancing/Completion

Oracle Fusion Middleware Forms Services: Open > FPAREQON

File Edit Options Block Itern Record Query Tools Help

BYERAEERE % BEHE & &R

M Requisition Entry: Balancing/Completion FPAREQ

Requisition: ROLBG76E
Order Date: 26-JUL-2012 @ Transaction Date: 26-1UL-2012 @I ["'In Suspense

Delivery Date: 15-4UG-2012 @ Comments: ¥ Document Text

Commodity Total: | 415.06  Accounting Total: | 415,06
[ Document Level Accounting

Requestor/Delivery Information wendor Information Commaodity fAccounting Balancing/Completion
Yendor: ‘OFFDEP |Of‘FicE Depot Inc O vendor Hold
COA: F|Uentura County Community Coll Distr Requestor: |Printer Toner
Organization: ‘72006 |Bus\ness & Admin Sves
Currency: |
Exchange Rate: ‘ Commodity Record Count: l_l

Input Amount: 415.06 Converted Amount:

Input Commodity Accounting Status

Approved Amount: | 700 | sar00 | 387.00  |BALANCED

Discount Amount: | voo | 000 | 0.00  |BALANCED

Additional Amount: | 000 | ooo | 0,00  [BALANCED

Tax Amount: \ 20.06 | 28.06 | 28.06  |BALANCED

Complete: In Process: @ -
R A I T D
Select to mark this document "Complete” | J
Record: 1/1 | . | | =08C=

—_— - - — - - - =
:'.‘. start ree ” /= Banner PROD. .. Bz oaea(tn .. - ® 2 Microsoft .. = " Document Ma. . T Banner Requi... ’(_‘_ll E@® %9 conem

This window displays summary information. The Commodity and Accounting line
items should balance before completing a requisition. Click the “Complete” icon
when you have entered all the information. Banner takes you back to the requisition
header window so you may enter another requisition.

If you want to save the record for modification at a later time, select the “In
Process” button.
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Copy Requisition

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit Cptions Block Item Record Query Tools Help
B0 RAEE 45 BEE @ & Q5 S ¢ S & @10 01X
raRequisition FRAREQN 8.6.0.34 (PROD) =
Requisition: R0166765 7 ]
mcopy FPAREQM 8.6.0.34 (PROD) -l

Copy From

Requisition: Rrons1as1 7]

vendor: |oFFoEr  [office Depot Inc

( QK ) ( Cancel }
-

et eei e fs i le e G
Recard: 1/1 | | | | =08C= J

ree /7 Banner PROC.,. B2 avalvy... - @ 2 Mirosoft .. - | 4" Document Ma.,. T Banner Requi... ’(“I! BE® w9 ao7am

Copy Feature: (Optional) this is an optional feature allowing for a new requisition to
be copied from an existing completed and approved requisition.

Requisition: Enter the pre-assigned requisition number on the form.

Click on the “Copy” icon next to the requisition number field or the “Copy
Requisition” under “Options”.

Copy From Enter the requisition number you want to copy data from.
Requisition:

Vendor Name:  Vendor will default from requisition.

Click on the OK button to copy data from an existing requisition to the new
requisition being created. All vendor information, commodity data and accounting
records will be copied to the new requisition. The copied data may be revised as
needed for each field.

Continue with regular requisition instructions and make any appropriate changes.
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Blanket Purchase Order: Requestor/Delivery Information

Oracle Fusion Middleware Forms Services: Open > FPAREQN |:||E|E|

File Edit ©Options Block Item Record Query Tools Help
NEEAER S REE G & AE TR (S 2 @0 1X
s Requisition Entry: Vendor Information FRPAREGN 8.6.0 38 (PROD) i il e e el el el e e e e
Requisition: ROLG6G76S
Order Date: 26-1UL-z2012 @ Transaction Date: 26-JUL-2012 @I + In Suspense
Delivery Date: 30-JUL-2013 @I Comments: BPO [ Document Text
Commodity Total: | 300.00 Accounting Total: | 300,00
[+ Document Level Accounting
Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian
Requestor: |BPO Office supplies - DAC Bus Svos
Organization: |72006 E”Buslnass & Admin Swves Area Code Phone Number Extension
COA: EEWEntura County Community Coll Distr Phone: ‘ |652-5558 ‘
Email: | Fax: ‘ | ‘
ship To: Do 4
Street Line 1: [ventura co comm College Contact: [MON-FRT 1:00 - 4:30 P,
Street Line 2: |255 W Stanley Ave Attention To: ‘Terry Cobos
Street Line 3: |Suwte 150
Building: Floor:
City: |Uentura
State or Province: |Ca Zip or Postal Code: [93001 Area Code Phone Number Extension
Nation: | 305 ]
-
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Enter the requestor's email address. (100 characters maximum ) |
Recard: 1/1 | | | | =08C=
f} start ree ” f /= Banner PRCD. ., B 2 1ava(TM) ... .| @ 2 Microsaft .. - | " Document Ma. .. f T Banner Requi... '(). BE® 9 ziiam
Order Date: Defaults to the current date.
Trans Date: Defaults to the current date.

Delivery Date: Blanket purchase orders established for an entire fiscal year can
have a delivery date of 6/30/XX of current fiscal year.

Comments: Enter BPO for blanket purchase order.

Requestor: Defaults to user name entering requisition. Must be revised with
BPO and a brief description of items or type of services requested.
This field shows on various finance reports.

COA: Defaults to chart of account “1”.

Organization:  Enter organization code (if multiple accounting distributions are
being used, any one of the organization codes can be entered in

this field).
Email: Leave blank (this field not currently used).
Phone: Enter requestors phone number.
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Ship to: Should default to your “ship to” code. If different, enter desired
“ship to” code (click on the search icon to display list of ship to
codes available).

Attention to: Update this field to requisitioners name or person requesting

items/services
Document Under “Options”; enter instructions to purchasing or accounts
Text: payable needed for issuance of a purchase order or check (i.e.,

quote, contract, or invoice being forwarded to purchasing/accounts
payable; instructions to send purchase order or check to a specific
person or location). You may enter authorized employees who
can utilize the BPO in Document text. Check the Print column for

document text to print on hard copy of purchase order. [Save],
[Exit].
Oracle Fusion Middleware Forms Services: Open > FPAREQN - FOAPOXT
File Edit Cptions Block Item Record Query Tools Help
l’*llﬂfﬁillﬁﬁﬂgﬁl@[%l%[w [ [ G 1@ 1@ 010
Text Type: ’EF Code: ’WF Change Sequence: ’_ Item Number: l—
vendor: [oFFoEP  [office Depot Inc
Commodity Description: |
Modify Clause: I—F [0 Copy Commodity Text Default Increment: 10
Text Clause Number Print Line
‘The following are authorized on this PO: ‘ [w# W =
‘Terry Cobos ‘ [w# m
‘Llsa Sorensen ‘ [w# W
JoNell miller \ v [ an
\ \ = [
\ \ 0 [
\ \ o [
\ \ o [
\ \ 0 [
\ \ o [
\ \ o [
\ \ m [
\ \ o [
\ \ o [
\ \ O [
\ \ = [ =
\ \ O [ Slc
A [
FRM-40400: Transaction complete: 4 records applied and saved | J
Record: 4/4 | o | | =05C=

- [ e

ument Ma. .. 812 AM

ree ”

f /= Banner FROD. .,

2 Java(TM) ...

.| @ 2 Microsoft ...

[Next Block] or click on Vendor Information tab.
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Blanket Purchase Order: Vendor Information

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

NE REEE 5 DEE A& K E D

g Requisition Entry: Vendor Information FPAREQN & 30 (PROD) friririririeieiei ettt el - N

Requisition: ROLG6G76S

Order Date: 26-UL-2012 @ Transaction Date: 26-JUL-2012 @I W In Suspense
Delivery Date: 30-JUL-2013 @I Comments: BPO ¥ Document Text
Commodity Total: | 300.00 Accounting Total: | 300,00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian
Yendor: |OFFDEP E”Ofﬁce Depot Inc [ vendor Hold
Address Type: gu (7] Sequence: | &[7] Discount:  [30 []net 30 days

Tax Group: |\.-'EN B|Uentura County
Street Line 1: |nttn David Sparks/Schoal Div Currency: | E'
Street Line 2: 3366 E willow st

Street Line 3: |

City: [signalwin

State or Province: ’F Zip or Postal Code: |90755-2311

Nation: |

Contact: |Dawd Sparks

Email: |

Area Code Phone Number Extension

Phone: [ [4207111 5354 o

Fax: [za0 [rrrozez [ =
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Entervendor's e-mail address (100 characters maximum). | J
Recard: 1/1 | | | | =08C=

=

—————— = - = =
‘4 start A @€ 7 |/ BarerPROD.. B2 Java(T.. ~| [®2Mcrosoft .. - | " DocumentMa.. | T BarnerRequi.. & EBEER 9 su3am
v

Vendor: Enter the vendor code or click on the search icon for a list of
vendors to select from. Vendor codes are usually established
utilizing the vendors’ first three characters of vendors’ first name
and first three characters of second word in vendor name (i.e.,
Corporate Express is COREXP).

Address Type Vendors may have multiple address codes and sequences

and established. All requisitions/purchase orders utilize the business

Sequence: address code (BU). Multiple sequence numbers may exist if the
vendor has more than one business address (i.e., Smart & Final
will have different address sequence numbers for business
locations located in Ventura, Oxnard and Simi Valley). Click on
the Sequence icon to choose the correct address.

Tax Group: Allow default as established by the Purchasing department on the
vendor master forms.

[Next Block] or click on the Commaodity/Accounting tab.
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Blanket Purchase Order: Commodity/Accounting

Oracle Fusion Middleware Forms Services: Open > FPAREQN
File Edit Options Block Itern Record Query Tools Help

A

REAER W BEE A& F

Requisition: ROLBG76E
Order Date: 26-JUL-2012 @ Transaction Date: 26-1UL-2012 @I ["'In Suspense
Delivery Date: 30-JUL-2013 @ Comments: BPO ¥ Document Text

(T (1@ @101 X

Commodity Total: |

Requestor/Delivery Information

300,00 Accounting Total: | 300,00
[ Document Level Accounting

wendor Information Commaodity fAccounting Balancing/Completion

u/m Tax Group Quantity Unit Price

wem [ 1 of [ 1 Ea [ [ [7 ] 100 X | 300.0000 = Extended: 300,00
Commodity Description Discount: 0.00
[+ [+ Additional: 0.00
|4ZDDDDD ‘BPO for Office suppplies [ Commodity Text Tax: T om
| ‘ [ Ttem Text Commodity Line Total: 300,00
| ‘ Document Commodity Total: 300,00

[+ Distribute

FOAPAL 1 of 1 Remaining Commodity Amount: 0.00 [ NSF Override LTS usD
[ 'NSF Suspense  Extended: | '—3‘EIEI.EIEI
COA Year  Index Fund Orgn Acct Prog Actv Locn Proj Discount: [ 0.00
(7] [7] [7] [~] ] ] [7] [7] ] Additional: [ 0.0
13| [111 [rzo06 4200 |e72000 | [ [ Tax: 0 B0
,': | | | | | | | | FOAPAL Line Total: 300.00 |
| |

q
Enter Chart of Account code
Record: 1/1 |

| | | | | | Document Accounting Total: 300,00
|

.| Listofvalu.. | | =0BC= J

[— - . = —
f..' start ree ” F /= Banner PROD. .. Bz oaea(tn .. - '@ 2 Microseft ...~ | = DocumentMa... | T Banner Requi... Q,Jl E@® %9 cinem
:

Document
Level
Accounting:

Commodity:

Description:

Item:

U/M:

Tax Group:

The Document Level Accounting box defaults to checked, which
enables you to assign accounting distributions to the requisition in
total rather than to individual commodities. To assign accounting
distributions to each commodity, uncheck this box (see
instructions for commodity level accounting).

Select the appropriate commodity code form the available list
which can be displayed by clicking on the Commaodity search icon.
Note: commodity codes are similar to the budget account number.

Commodity codes default with a generic description. Override this
description and enter detailed data. Item Text (under “Options”)
may be required in order to provide a full description of the
commodity.

System maintained. Tracks the number of items (records) on the
requisition and the number of records being displayed.

Will default from the commodity code selected or override and
enter the appropriate unit of measure (list available).

Tax group will default from commodity code selected. Most
Blanket Purchase Orders use NTX tax group for no tax.
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Quantity: Enter one (1).
Unit Price: Enter total amount of requisition or total of each line item
(commodity). Banner calculates the extended costs.

To add another commodity, use next record function or arrow down to the next blank
commaodity line item.
[Next Block]
You may create multiple accounting sequences and distribute the cost by
percentage or dollar amount. When using commodity level accounting (document
level accounting box is unchecked), you must have the commodity item selected
before entering accounting data for each commodity.
COA: Defaults to “1”
Fund, Orgn, Enter the appropriate FOAP (fund, organization, account, and
Acct, Prog: program codes).
If distributing amounts by percentage, check the % box and enter the appropriate

percentage for each accounting record (number without % symbol).

To enter additional accounting records, use next record function or down arrow to
the next accounting line item.

[Next Block] or click on the Balancing/Completion tab.
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Blanket Purchase Order: Balancing/Completion

Oracle Fusion Middleware Forms Services: Open > FPAREQON

File Edit Options Block Itern Record Query Tools Help

BYERAEERE % BEHE & &R

M Requisition Entry: Balancing/Completion FPAREQ

Requisition: ROLBG76E

Order Date: 26-JUL-2012 @ Transaction Date: 26-1UL-2012 @I ["'In Suspense
Delivery Date: 30-JUL-2013 @ Comments: BPO ¥ Document Text
Commodity Total: | 300.00 Accounting Total: | 300,00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Commaodity fAccounting Balancing/Completion
Yendor: ‘OFFDEP |Of‘FicE Depot Inc O vendor Hold
COA: F|Uentura County Community Coll Distr Requestor: |BPO Office supplies - DAC Bus Svos
Organization: ‘72006 |Bus\ness & Admin Sves
Currency: ‘ |
Exchange Rate: ‘ Commodity Record Count: l_l

Input Amount: 300.00 Converted Amount:

Input Commodity Accounting Status

Approved Amount: | 30000 | so000 | 30000 |BALANCED

Discount Amount: | voo | 000 | 0.00  |BALANCED

Additional Amount: | 000 | ooo | 0,00  [BALANCED

Tax Amount: \ voo | 000 | 0.00  |BALANCED

Complete: In Process: @ -
R A I T D
Select to mark this document "Complete” | J
Record: 1/1 | | | =08C=

_— - - —— - r i =
s start ree ” (= Barner FRCD. .. Bz oava(try .. +| (@2 Microsoft .. = | 5* Document Ma... T Banner Requi... ’(_‘_ll E@® %9 civam

This window displays summary information. The Commodity and Accounting line
items should balance before completing a requisition. Click the “Complete” button
when you have entered all the information. Banner takes you back to the requisition
header window so you may enter another requisition.

If you want to save the record for modification at a later time, select the “In
Process” button.
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Supplemental to Existing Purchase Order: Requestor/Delivery

Oracle Fusion Middleware Forms Services: Open > FPAREQN |:||E|E|
File Edit ©Options Block Item Record Query Tools Help

AR EE 97 BEE @IS RE TGS @@ 01X

’2_‘3 Requisition Entry: Requestor/Delivery Information FRAREQN 8.6.0.38 (PROD) Iri-lrirl il il il el e el el el e el e el e Lol el Lo el Lol e Lol T el e Dol e el el € el
Requisition: ROLG6G76S
Order Date: 27-IUL-2012 @ Transaction Date: 27-JUL-2012 @I ["/In Suspense
Delivery Date: 30-JUL-2012 @I Comments: Suppl to PO012345 [ Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00
[+ Document Level Accounting
Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian
Requestor: |BPO Office Supplies - Business Sve
Organization: |72006 E”Buslnass & Admin Swves Area Code Phone Number Extension
COA: EEWEntura County Community Coll Distr Phone: ‘ H ‘
Email: | Fax: ‘ | ‘
Ship To: oo 4
Street Line 1: [ventura co comm College Contact: [MON-FRT 1:00 - 4:30 P,
Street Line 2: |255 W Stanley Ave Attention To: ‘Terry Cobos
Street Line 3: |Suwte 150
Building: Floor:
City: |Uentura
State or Province: |Ca Zip or Postal Code: [93001 Area Code Phone Number Extension
Nation: | 305 ]
-
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Enter the requestor's phone number. |
Recard: 1/1 | | | | =08C=
(e — < “ F [ - F
f} start ree ” Sent Items - Microsof .., /= Oracle Fusion Middle... B 2 Java(TM) Flatfor,.. - | (@ 7 Microsoft Office ... = '{). BE9 LoirM

Order Date: Defaults to the current date.
Trans Date: Defaults to the current date.

Delivery Date: Enter current date. When purchase order is printed it pulls the
delivery date from the original purchase order.

Comments: Enter Suppl to PXXXXXXX for supplemental to an existing
purchase order.

Requestor: Defaults to user name entering requisition. Must be revised with a
brief description of items or type of services requested. This field
shows on various finance reports.

COA: Defaults to chart of account “1”.

Organization: Enter organization code (if multiple accounting distributions are
being used, any one of the organization codes can be entered in

this field)
Email: Leave blank (this field not currently used)
Phone: Enter requestors phone number.
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Ship to: Should default to your "ship to” code. If different, enter desired
“ship to” code (click on the search icon to display list of ship to
codes available)

Attention to:  Update this field to requisitioners name or person requesting

items/services
Document Under Options, enter instructions to purchasing or accounts
Text: payable needed for issuance of a purchase order or check (i.e.,

quote, contract, or invoice being forwarded to purchasing/accounts
payable; instructions to send purchase order or check to a specific
person or location). Check the Print column for document text to
print on hard copy of purchase order. [Save], [EXit].

[Next Block] or click on Vendor Information tab.
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Supplemental to Existing Purchase Order: Vendor Information

Oracle Fusion Middleware Forms Services: Open > FPAREQON
File Edit Options Block Itern Record Query Tools Help

NEIEEABE W BEE G SR

(T (1@ @101 X

Requisition: ROLBG76E

Order Date: m@ Transaction Date: IW@I ["'In Suspense
Delivery Date: IM@ Comments: 'm [ Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Commaodity fAccounting Balancing/Completion

Yendor: |OFFDEP E”Office Depot Inc [Ovendor Hold
Address Type: EI Sequence: ’_6E| Discount: EE'”E': 30 days
Tax Group: |\J'EN B|Uentura County

Street Line 1: |attn David Sparks/Schoal Div Currency: | M|

Street Line 2: [3366 E willow 5t

Street Line 3: |

City: Signal Hill

State or Province: ,T Zip or Postal Code: |90755-2311

Nation: |

Contact: |Dawd Sparks

Email: |

Area Code Phone Number Extension

Phone: |a0o [az07111 5354 =

Fax: |zon [77roz22 [ =
A eeeeeesese e | O
Entervendor's address type code | J
Record: 1/1 | . | =08C=

f..‘ start ree ” F [® sent Trems - Microsof ... f (= Oracle Fusion Middle... 2 Java(TM) Platfor... = f (@ 7 Microsaft Office .. = '()- BE9 Lom
"

Vendor: Enter the vendor code or click on the search icon for a list of
vendors to select from. Vendor codes are usually established
utilizing the vendors’ first three characters of vendors’ first name
and first three characters of second word in vendor name (i.e.,
Corporate Express is COREXP).

Address Type Vendors may have multiple address codes and sequences

and established. All requisitions/purchase orders utilize the business

Sequence: address code (BU). Multiple sequence numbers may exist if the
vendor has more than one business address (i.e., Smart & Final
will have different address sequence numbers for business
locations located in Ventura, Oxnard and Simi Valley). Click on
the Sequence search icon to choose the correct address.

Tax Group: Allow default as established by the Purchasing department on the
vendor master forms.

[Next Block] or click on Commodity/Accounting tab.
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Supplemental to Existing Purchase Order: Commodity/Accounting

[9[(=1[ES]

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

NEITHEERE 99 BEH &IA&E

[ [ G

%% ReqUisition Entry: Commomity/ACCOUnTng FRARECRN 8.6.0 38 (BRDD) (<t el el T L L L 0 =
Requisition: ROLG6G76S
Order Date: 27-IUL-2012 @ Transaction Date: 27-JUL-2012 @I ["/In Suspense

" Document Text

s0-0L-2012 [ Suppl to POD12345

Delivery Date: Comments:

193.06

Commodity Total: |

193.06 Accounting Total: |

[ Document Level Accounting

Requestor/Delivery Information wendor Information Cornrmodity fAccounting Balancing/Completion i
u/m Tax Group Quantity Unit Price

Item | 2 of [ 2 s [+ [ven [= ] z00 X §5.0000 = Extended: | 13000
Commuodity Description Discount: o.oo

[+ [+ Additional: 0.00 |1

[4z00000 [Taner Cartridge for HP Printer [ commodity Text Tax: 943
|42EIUEIEIEI ‘Toner Cartridge for Canon Printer [ Ttem Text Commodity Line Total: 13943 O

[+ Distribute

Document Commodity Total: 193,06

FOAPAL l_l of l_l Remaining Commodity Amount: 0.00 | NSF Override oy uso

[ NSF Suspense  Extended: [ 180,00
COA Year Index Fund Orgn Acct Prog Actv Loch Proj Discount: [ 0.00
[~] [ [ [ [ (7] [ [ id] additional: [ 0.00
13| [112 [rzo06  [azoo  [s7e000 | | | Tax: [ 13.08
l_ | | | | | | | | FOAPAL Line Total: 193,06 |
[ | | | | | | | |

1
Enter Chart of Account code
Recard: 1/1 |

)

| Listofvalu.. |

ree

4 start

* | (@ Sert Ttems - Microsof... | f_‘ Oracle Fusion Middle... 2 Java(TM) Flatfor.., = f (@ 7 Microsaft Office ...

- REBE9 oeem

Document The Document Level Accounting box defaults to checked, which

Level enables you to assign accounting distributions to the requisition in

Accounting:  total rather than to individual commodities. To assign accounting
distributions to each commodity, uncheck this box (see
instructions for commodity level accounting).

Commodity:  Select the appropriate commodity code form the available list
which can be displayed by clicking on the Commaodity search icon.
Note: commodity codes are similar to the budget account number.

Description: ~ Commodity codes default with a generic description. Override this
description and enter detailed data (i.e., Suppl to PXXXXXXX —
Office Supplies). Item Text (under “Options”) may be required in
order to provide a full description of the commodity.

ltem: System maintained. Tracks the number of items (records) on the
requisition and the number of records being displayed.

U/M: Will default from the commodity code selected or override and

Tax Group:

Banner Requisition Processing

enter the appropriate unit of measure (search available).
Tax group will default from commodity code selected.
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Quantity: Enter quantity.
Unit Price: Enter amount of requisition or total for each line item (commodity).
Banner calculates the extended costs.

To add another commodity, use next record function or arrow down to the next blank
commodity line item.
[Next Block]
You may create multiple accounting sequences and distribute the cost by
percentage or dollar amount. When using commodity level accounting (document
level accounting box is unchecked), you must have the commodity item selected
before entering accounting data for each commodity.
COA: Defaults to “1”

Fund, Orgn, Enter the appropriate FOAP (fund, organization, account, and
Acct, Prog: program codes).

If distributing amounts by percentage, check the % column and enter the appropriate

percentage for each accounting record (number without % symbol).

To enter additional accounting records, use next record function or down arrow to
the next accounting line item.

[Next Block] or click on the Balancing/Completion tab.
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Supplemental to Existing Purchase Order: Balancing/Completion

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

NEREAER I P BEE @IEE

R A

Requisition: ROLG6G76S

Order Date: lm@ Transaction Date: lm@l [ In Suspense
Delivery Date: IM@ Comments: ’W [ Document Text
Commodity Total: | 193.06 Accounting Total: | 193,06

[ Document Level Accounting

Requestor/Delivery Information wendor Information Commodity/Accounting Lalancing/Completion
Yendor: ‘OFFDEP |Of‘ﬁce Depot Inc O v¥endor Hold
COA: ’T|Ventura County Community Coll Distr Requestor: |BPO Office Supplies - Business Svc
Organization: ‘72006 |Busmess & Admin Sves
Currency: |
Exchange Rate: ‘ Commodity Record Count: l_z

Input Amount: 193.06 Converted Amount:

Input Commodity Accounting Status
180,00 ‘BALANCED

Approved Amount: 130,00 180,00

Discount Amount: 0.00 0.00 0,00 ‘BALRNCED

\ | |
\ | |

additional Amount: | ooo | noo | 0.00  [BALANCED
\ [ [ 13.06  |BALANCED

Tax Amount: 13.06 13.06
Complete: In Process: @
-
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Selectto mark this document"Complete” |
Recard: 1/1 | | | | =08C=

14 start @& 7 | @ sentItems - Mcrosaf.., /= Oracle Fusion Middle. .. B 2 1ava(TM) Flatfor,..  ~| (@ 7 Micre

This window displays summary information. The Commodity and Accounting line
items should balance before completing a requisition. Click the “Complete” button
when you have entered all the information. Banner takes you back to the requisition
header window so you may enter another requisition.

If you want to save the record for modification at a later time, select the “In
Process” button.
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Emergency Purchase Order: Requestor/Delivery Information

Issuance of an emergency purchase order must be requested by the Fiscal Services
Office at your college through a Lotus Notes email process. Requests for EPO’s can
only be processed after a completed, approved requisition has been entered in
Banner.

QOracle Fusion Middleware Forms Services: Open > FPAREQN |:||E|E|

File Edit Options Block Item Record Query Tools Help

AR EE 97 BEE @IS RE TGS @@ 01X

’2_‘3 Requisition Entry: Requestor/Delivery Information FRAREQN 8.6.0.38 (PROD) Iri-lrirl il il il el e el el el e el e el e Lol el Lo el Lol e Lol T el e Dol e el el € el
Requisition: ROLG6G76S
Order Date: 27-JUL-2012 @ Transaction Date: 27-1UL-2012 @I [/In Suspense
Delivery Date: 30-JUL-2012 @I Comments: EFO [ Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00
[ Document Level Accounting
Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian
Requestor: |Parking Permits
Organization: |82106 E”Palice Services Area Code Phone Number Extension
COA: EEWEntura County Community Coll Distr Phone: “ | ‘
Email: | Fax: ‘ | ‘
Ship To: Do |
Street Line 1: [ventura co comm College Contact: [MON-FRT 1:00 - 4:30 P,
Street Line 2: |255 W Stanley Ave Attention To: ‘Campus Falice
Street Line 3: |Suwte 150
Building: Floor:
City: |Uentura
State or Province: |Ca Zip or Postal Code: [93001 Area Code Phone Number Extension
Nation: | 305 ]
-
A S D
Enter requestor's area code |
Record: 111 | | | | =08C=
(P ——— < . -
f,’ start ree | @ sert Ttems - Microsef.., | /~ Oracle Fusion Middle... B 2 1ava(TM) Flatfor... - f (@ 7 Microsaft Office ... = '(). BE9 vopm

Order Date: Defaults to the current date.

Trans Date: Defaults to the current date.

Delivery Delivery date is an estimate of when items need to be delivered or

Date: issuance of a check. Delivery date must be greater than the
transaction date.

Comments: Enter EPO for an emergency purchase order request.

Requestor: Defaults to user name entering requisition. Must be revised with a
brief description of items or type of services requested. This field
shows on reports.

COA: Defaults to chart of account “1”.

Organization: Enter organization code (if multiple accounting distributions are
Banner Requisition Processing -24 - July 27, 2012



being used, any one of the organization codes can be entered in

this field).
Email: Leave blank (this field not currently used).
Phone: Enter requestors phone number.
Ship to: Should default to your "ship to” code. If different, enter desired

“ship to” code (click on the search icon to display list of ship to
codes available).

Attention to:  Update this field to requisitioners name or person requesting

items/services.
Document Under ‘Options” enter instructions to purchasing or accounts
Text: payable needed for issuance of a purchase order or check (i.e.,

quote, contract, or invoice being forwarded to purchasing/accounts
payable; instructions to send purchase order or check to a specific
person or location). Check the Print column for document text to
print on hard copy of purchase order. [Save], [EXit].

[Next Block] or click on Vendor Information tab.

Oracle Fusion Middleware Forms Services: Open > FPAREQN - FOAPOXT

9=

File Edit Cpfions Block Item Record Query Toals Help
BYE BAERR v RER QI B RE Do G SIS @ 00X
%= Procurement Text Entry FOAPORT 8,48 (PROD) (i L L L L L L L L L L L T f . e e

Text Type: IEF Code: W[T Change Sequence: ,7 Item Number: ,7

vendor: [prsauT  [Bishop's Auto Parts

Commodity Description: |

Modify Clause: I—F [J Copy Commodity Text Default Increment: m

Text Clause Number  Print Line

‘Please fax PO and sample of parking template ‘ [ io & |

‘at.t,ached ‘ [ ,7

[sent to Purchasing Dept on 07/27/2012 \ | [

\ \ o [

\ \ o [

\ \ m [

\ \ o [

\ \ o [

\ \ O [

\ \ o [

\ \ o [

\ \ 0 [

\ \ O [

\ \ O [

\ \ 0 [

\ \ o [ .

\ \ o [ <.
I ) | D
Checked for Print, Unchecked for Mo Print | J
Record: 3/3 |1 . | =05c-

‘2 start ree > @ sert Irems - Microsof .. /= Oracle Fusion Middle. .. B 2 Java(TM) Platfor... - [0 7 Mi Office ... = "(_‘J! BEO9 vizm
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Emergency Purchase Order: Vendor Information

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

AR RAEE Y BEE @ & R E D

g Requisition Entry: Vendor Information FPAREQN & 30 (PROD) friririririeieiei ettt el - N

Requisition: ROLG6G76S

Order Date: 27-IUL-2012 @ Transaction Date: 27-JUL-2012 @I ["/In Suspense
Delivery Date: 30-JUL-2012 @I Comments: EPO ¥ Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian
Yendor: |BISAUT E”Blshnp's Auto Parts [ vendor Hold
Address Type: =] Sequence: | 1[7] Discount:  [30 []net 30 days

Tax Group: |\.-'EN B|Uentura County
Street Line 1: [250 5 Surfside O Currency: | =]l
Street Line 2: |
Street Line 3: |

City: Port Hueneme

State or Province: ’F Zip or Postal Code: |93041-3524

Nation: |

Contact: |Eugena Terada

Email: |

Area Code Phone Number Extension

Phone: | | | ]

Fax: | | | —
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Entervendor's address type code | J
Recard: 1/1 | | | | =08C=

‘4 start LA @& 7 | @ sentltems-Moosof.,, | /7 Oracle Fusion Midde.., B 2 Java(TM) Platfor,.. | (4 7 Microsoft Office ... = GEBED Lizm
/

Vendor: Enter the vendor code or click on the search icon for a list of
vendors to select from. Vendor codes are usually established
utilizing the vendors’ first three characters of vendors’ first name
and first three characters of second word in vendor name (i.e.,
Corporate Express is COREXP).

Address Type Vendors may have multiple address codes and sequences

and established. All requisitions/purchase orders utilize the business

Sequence: address code (BU). Multiple sequence numbers may exist if the
vendor has more than one business address (i.e., Smart & Final
will have different address sequence numbers for business
locations located in Ventura, Oxnard and Simi Valley). Click on
the Sequence search icon to choose the correct address.

Tax Group: Allow default as established by the Purchasing department on the
vendor master forms.

[Next Block] or click on Commaodity/Accounting tab.
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Emergency Purchase Order: Commodity/Accounting

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

AR REAEE Y REE S & (N E S

’zg Requisition Entry: Cormmod 5 i 30 [PROD) [rrirleie el eleteneerens c

Requisition: ROLG6G76S

Order Date: 27-IUL-2012 @ Transaction Date: 27-JUL-2012 @I ["/In Suspense
Delivery Date: 30-JUL-2012 @I Comments: EPO ¥ Document Text
Commodity Total: | 6,669.50 Accounting Total: | 0,00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Cornrmodity fAccounting Balancing/Completion i
u/m Tax Group Quantity Unit Price

Item | 2 of [ 2 s [+ [ =] 100 X 20.0000 = Extended: | 2000
Commuodity Description Discount: o.oo

[+ [+ Additional: 0.00 |1

[4z00000 [Parking Permits [ commodity Text Tax: oo o
|4EUUUUU ‘Shipping [ Ttem Text Commuodity Line Total: z0.00 -

| ‘ Document Commodity Total: 6,669,50

| ‘ [ Distribute

FOAPAL of ] Remaining Commodity Amount: 6,669.50 | NSF Override oy uso
[MSE Suspense  Extended: [ 6,220,00
COA Year Index Fund Orgn Acct Prog Acty Locn Proj Discount: [ i
(7] [ [ [ [ (7] [ [ id] additional: [ 0.00
L fa | [124 [sz106  [asoo  [s77o00 | | | Tax: m 449,50
II: | | | | | | | | FOAPAL Line Total: 6,669,50
|

| | | | | | | Document Accounting Total: 0.00
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Enter index code |

Recard: 1/1 | | Listofvalu.. | | =08C= J

f,’ start £ & * | @ sertltems-Mooscf., | ¢~ Oracle Fusion Middle... 2 Java(TM) Platfor,.. = f (0 7 Microsoft Office ..~ Q}. BE9 Li4pM
¥

Document The Document Level Accounting box defaults to checked, which

Level enables you to assign accounting distributions to the requisition in

Accounting:  total rather than to individual commodities. To assign accounting
distributions to each commodity, uncheck this box. Requisitions
with fixed asset items that will be tagged for inventory must be
entered as commodity level accounting (see community level
instructions). Inventory items are equipment and furniture with a
value of $1000 or more per item. All requisitions expensed to a
6XXX account (including site improvements, building
improvements and construction projects) should be entered as
commodity level accounting (see commodity level accounting
instructions).

Commodity: Select the appropriate commodity code form the available list
which can be displayed by clicking on the Commaodity search icon.
Note: commodity codes are similar to the budget account number.

Description: Commodity codes default with a generic description. Override this
description and enter detailed data. Item Text (under “Options”)
may be required in order to provide a full description of the
commodity.
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Emergency Purchase Order: Commodity/Accounting

Item: System maintained. Tracks the number of items (records) on the
requisition and the number of records being displayed.

U/M: Will default from the commodity code selected or override and enter
the appropriate unit of measure (list available)

Tax Group  Tax group will default from commodity code selected. Tax must be
added for purchase of items. The tax group established as VEN will
default with the Ventura County tax rate of 7 1/4%. If tax is not
applicable, such as services and labor, tax code should be NTX for
no tax.

Quantity: Enter quantity.

Unit Price: Enter unit price. Banner calculates the extended cost.

To add another commodity, use next record function or arrow down to the next blank
commodity line item.

[Next Block]

You may create multiple accounting sequences and distribute the cost by
percentage or dollar amount. When using commodity level accounting (document
level accounting box is unchecked), you must have the commodity item selected
before entering accounting data for each commodity.

COA: Defaults to “1”

Fund, Orgn, Enter the appropriate FOAP (fund, organization, account, and
Acct, Prog: program codes).

If distributing amounts by percentage, check the % column and enter the appropriate

percentage for each accounting record (number without % symbol).

To enter additional accounting records, use next record function or down arrow to
the next accounting line item.

[Next Block] or click on the Balancing/Completion tab.
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Emergency Purchase Order: Balancing/Completion

Oracle Fusion Middleware Forms Services: Open > FPAREQON

File Edit Options Block Itern Record Query Tools Help

BYERAEERE % BEHE & &R

M Requisition Entry: Balancing/Completion FPAREQ

RO166768
z7-uL-zo1z [
a0-0L-2012 [

Commodity Total: |

Requisition:
Order Date: Transaction Date:

Delivery Date: Comments:

5,669.50 Accounting Total:

wendor Information

Requestor/Delivery Information

Z7¥-JUL-2012 @I

EFO

["/In Suspense

¥ Document Text

Commaodity fAccounting

6,669.50
[ Document Level Accounting

Balancing/Completion

vendor: BISAUT  [Bishop's Auta Parts

COA: F|Uentura County Community Coll Distr
Organization: ‘82106 |Pn|ice Services

Currency: ‘ |

Exchange Rate: ‘

Input Amount: 6,669.50

Commodity Record Count:

Converted Amount:

Cvendor Hold

Requestor:

Farking Permits

B
—

Input Commodity Accounting Status

Approved Amount: | 522000 | 622000 | 5,220.00  [BALANCED

Discount Amount: | voo | 000 | 0.00  |BALANCED

Additional Amount: | 000 | ooo | 0,00  [BALANCED

Tax Amount: \ 44950 | 44950 | 449.50  [BALANCED

Complete: In Process: EJ =
R A I T D
Select to mark this document "Complete” | J
Record: 1/1 | | =08C=

- (@ 7 Microsoft Cffice ...

- AEPBGY9 e

:'.‘. start = G & g Sent Ttems - Microsof ... /= Oracle Fusion Middle. .. EZ Java(TM) Platfor...

This window displays summary information. The Commodity and Accounting line
items should balance before completing a requisition. Click the “Complete” button
when you have entered all the information. Banner takes you back to the requisition
header window so you may enter another requisition.

If you want to save the record for modification at a later time, select the “In
Process” button.
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Commodity Level Accounting: Requestor/Delivery Information

Commodity level accounting assigns accounting records to individual commodity
records. Commaodity level accounting must be used for requisitions including fixed
asset items (furniture and equipment) with a value of $1,000 or more per unit. All
requisition’s expensed to a 6XXX account (including site improvements, building
improvements and construction projects) should be entered as commodity level
accounting. Commodity level accounting is always optional for all other requisitions.

QOracle Fusion Middleware Forms Services: Open > FPAREQN |:||E|E|
File Edit Options Block Item Record Query Tools Help

AR EE 97 BEE @IS RE TGS @@ 01X

’2_‘3 Requisition Entry: Wendor Information FRAREQM 2 c N

Requisition: ROLG6G76S

Order Date: 27-1UL-2012 @ Transaction Date: 27-1UL-2012 @I [ In Suspense

Delivery Date: 15-4UG-2012 @I Comments: [ Document Text

Commodity Total: | 0.00 Accounting Total: | 0.00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian

Requestor: |Cnmputers for Business Sves

Organization: |72006 E”Businass & Admin Swves Area Code Phone Number Extension

COA: EEWEntura County Community Coll Distr Phone: ‘ | ‘

Email: || Fax: ‘ | ‘

ship To: Do |

Street Line 1: [ventura co comm College Contact: [MON-FRT 1:00 - 4:30 P,

Street Line 2: |255 W Stanley Ave Attention To: ‘Terry Cobos

Street Line 3: |Suwte 150

Building: Floor:

City: |Uentura

State or Province: |Ca Zip or Postal Code: [93001 Area Code Phone Number Extension

Nation: | 305 ]

-
A S D
Enter the requestor's email address. (100 characters maximum ) |
Record: 111 | | | | =08C=
:,’ start ree ” [ sert Items - Microsef... | ,f,‘ Oracle Fusion Middle... 2 lava(TM) Platfor.., = f (0 7 Microsoft Office .. - '(). B@9 nispM
Order Date: Defaults to the current date.
Trans Date: Defaults to the current date.

Delivery Date: Delivery date is an estimate of when items need to be delivered
or issuance of a check. Delivery date must be greater than the
transaction date.

Comments: Leave blank unless a BPO, Supplemental to existing purchase
order (Suppl to PXXXXXXX) or Emergency Purchase Order
(EPO) is being requested.

Requestor: Defaults to user name entering requisition. Must be revised with
a brief description of items or type of services requested. This
field shows on reports.
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COA:

Organization:

Email:

Phone:

Ship to:

Attention to:

Document Text:

Defaults to chart of account “1”.

Enter organization code (if multiple accounting distributions are
being used, any one of the organization codes can be entered in
this field).

Leave blank (this field not currently used).
Enter requestors phone number.

Should default to your "ship to" code. If different, enter desired
"ship to" code (click on the search icon to display list of ship to
codes available).

Update this field to requisitioners name or person requesting
items/services.

Under “Options”, enter instructions to purchasing or accounts
payable needed for issuance of a purchase order or check (i.e.,
guote, contract, or invoice being forwarded to
purchasing/accounts payable; instructions to send purchase
order or check to a specific person or location). Check the Print
column for document text to print on hard copy of purchase
order. [Save], [Exit].

[Next Block] or click on the Vendor Information tab.
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Commodity Level Accounting: Vendor Information

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

AR RAEE Y BEE @ & R E D

g Requisition Entry: Vendor Information FPAREQN & 30 (PROD) friririririeieiei ettt el - N

Requisition: ROLG6G76S

Order Date: 27-IUL-2012 @ Transaction Date: 27-JUL-2012 @I ["/In Suspense
Delivery Date: 15-aUG-2012 @I Comments: [ Document Text
Commodity Total: | 0.00 Accounting Total: | 0.00

[ Document Level Accounting

Requestor/Delivery Information wendor Information Cormrmodity fAccounting Balancing/Completian
Yendor: E”Dell Comnputer Corparation [ vendor Hold
Address Type: gu (7] Sequence: | 1[7] Discount:  [30 []net 30 days

Tax Group: |\.-'EN B|Uentura County
Street Line 1: |nttn: Samantha Spiers Currency: | E'
Street Line 2: [1 Dell way

Street Line 3: |

City: [Round ook

State or Province: ’T Zip or Postal Code: |78682-0001

Nation: |

Contact: |Samantha Spiers

Email: |

Area Code Phone Number Extension

Phone: [ [a813355 | o

Fax: [s22 2833010 [ =
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Enter Requisition vendor. Use LIST to call FTIDEM. Use COUNT HITS to call FTMVERD. | J
Recard: 1/1 | | | | =08C=

f,’ start ree ” | @ sert Ttems - Microsef.., | /= Oracle Fusion Middle... 2 Java(TM) Platfor,.. = f (0 7 Microsoft Office ..~ '{). B@9 1z2im
¥

Vendor: Enter the vendor code or click on the search icon for a list of
vendors to select from. Vendor codes are usually established
utilizing the vendors’ first three characters of vendors’ first name
and first three characters of second word in vendor name (i.e.,
Corporate Express is COREXP).

Address Type Vendors may have multiple address codes and sequences

and established. All requisitions/purchase orders utilize the business

Sequence: address code (BU). Multiple sequence numbers may exist if the
vendor has more than one business address (i.e., Smart & Final
will have different address sequence numbers for business
locations located in Ventura, Oxnard and Simi Valley). Click on
the Sequence search icon to choose the correct address.

Tax Group: Allow default as established by the Purchasing department on the
vendor master forms.

[Next Block] or click on Commaodity/Accounting tab.
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Commodity Level Accounting: Commodity/Accounting

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit Options Block Itern Record Query Tools Help
B E RAEEE 3% BEM &85 E
@ Requisition Entry: Commodity/acc =
Requisition: ROLEET6S
Order Date: m@ Transaction Date: lm@ ¥ In Suspense
Delivery Date: IM@ Comments: li [’ Document Text
Commodity Total: | 79,359.10 Accounting Total: | 0.00
[ Document Level Accounting
Requestar/Delivery Information wendor Information Commaodity faccounting Balancing/Completion i
u/m Tax Group Quantity Unit Price
ftem [ 2z of [ =z Ea [= [en = 500 X | 899.0000 = Extended: |  4435.00
Commodity Description Discount: ’—D'DD
[+] [+] Additional: 0,00
6421003 [Dell Computer - Model 12345 [ commaodity Text Tax: [ smas
6421003 [Dell Computer - Model 55699 [ Item Text Commaodity Line Total: 4,820.89
I } [ Distribute
FOAPAL ,7 of ,70 Remaining Commodity Amount: 4,5z0.88 [ NSF Owerride o UsD
[MSE Suspense  Extended: [ ’—4,495.00
COA Year  Index Fund Orgn Acct Prog Actv Locn Proj Discount: l— ’—U-UU
EI EI EI EI EI EI EI EI EI Additional: [ 0.00
N 112 [rzooe  [sazi [e7zoon | [ [ Tax: O aesas
L | | | | | | | FOAPAL Line Total: | 4352088 |
l_ ’_ | | | | | | | | Commodity Accounting Total: ’—D.DD -
I SR | D
Check to calculate dollar armount based on percentage. | J
Record: 1/1 | . | | =08C=

S — - 5 = [
f} start ree ” [ ® sent Ttems - Microsef... | ¢~ oracle Fusion Middle... 2 Java(TM) Platfor... = f (@ 7 Microsoft Cffice ... = Q,l- B8 Lzsrm
¢

Document The Document Level Accounting box defaults to checked, which

Level enables you to assign accounting distributions to the requisition in

Accounting:  total rather than to individual commodities. To assign accounting
distributions to each commodity, uncheck this box. When
unchecked, the requisition is now considered commodity level
accounting. Requisitions with fixed asset items that will be tagged
for inventory must be entered as commodity level accounting.
Inventory items are equipment and furniture with a value of $1000
or more per item. All requisitions expensed to a 6XXX account
(including site improvements, building improvements and
construction projects) should be entered as commodity level
accounting.

Commodity level accounting is always optional for all other
requisitions should you desire to tie a specific commodity item to a
specific accounting record (this forces Accounts Payable to pay an
item against an accounting record already tied to that commodity).

Commodity: Select the appropriate commodity code form the available list
which can be displayed by clicking on the Commaodity search icon.
Note: commodity codes are similar to the budget account number.
Description: ~ Commodity codes default with a generic description. Override this

description and enter detailed data. Line Item Text may be
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Item:

U/M:

Tax Group:

Quantity:

Unit Price:

required in order to provide a full description of the commodity.

System maintained. Tracks the number of items (records) on the
requisition and the number of records being displayed.

Will default from the commodity code selected or override and
enter the appropriate unit of measure (list available)

Tax group will default from commodity code selected. Tax must
be added for purchase of items. The tax group established as
VEN will default with the Ventura County tax rate of 7 1/4%. If tax
is not applicable, such as services and labor, tax code should be
NTX for no tax.

Enter quantity.

Enter unit price. Banner calculates the extended cost.

To add another commodity, use next record function or arrow down to the next blank
commodity line item.

Banner Requisition Processing -34 - July 27, 2012



Select the first commodity item, which will be highlighted.

[Next Block]

Enter accounting record(s) for just this one selected commodity. You may create
multiple accounting sequences and distribute the cost for this commodity by
percentage or dollar amount.

COA: Defaults to “1”.

Fund, Orgn, Enter the appropriate FOAP (fund, organization, account, and
Acct, Prog: program codes).

If distributing amounts by percentage, check the % column and enter the appropriate
percentage for each accounting record (number with out % symbol).

To enter additional accounting records for this commodity item, use next record
function or down arrow to the next accounting line item.

Uracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit Options Block Item Record Query Tools Help
BOECEAEAER PP BEE @& R TR
"B Requisition Entry: Commaodit Ui (FIREEEE] (S ErE ([RIREIE] el e e e et e o e e e e e e e e e e e e e e e e s B =
Requisition: ROL6676E
Order Date: 27-1UL-2012 @ Transaction Date: 27-1UL-2012 @I [+ In Suspense
Delivery Date: 15-4UG-2012 @ Comments; [ Document Text
Commodity Total: | 79,352.10 Accounting Total: | 0,00
[ Document Level Accounting
Requestor/Delivery Information wendor Information Commaodityf&ccounting Balancing/Completion
u/m Tax Group Quantity Unit Price
Item | 2 of [ 2 s [+ [ven [= 5.00 X | 899.0000 = Extended: | 449500
Commodity Description Discount: 000
[+ [+ Additional: 0.00
[6421003 [Dell Computer - Modsl 12345 [~ commodity Text Tax: [ ssad
[s421003 [Dell Computer - Model 55699 [ Item Text Commodity Line Total: 452089 -
I } [ Distribute
FOAPAL l_ of I_D Remaining Commodity Amount: 4,520,689 | | NSF Owverride [ UsD
CISF Suspense  Extended: ([ 44ms
COA Year Index Fund Orgn Acct Prog Acty Locn Proj Discount: F 0.00
[~] [*] [*] [~] [~] [~] [*] [*] [~] additional: [ 0.00
e | [112 [rzo06  [saz1 [s72000 | | | Tax: I 325.89
l_ l_ | | | | | | | | FOAPAL Line Total: 4,620.89 |
l_ ’_ | | | | | | | | Commodity Accounting Total: 0.00 o
A [
Check to calculate dollar amount based on percentage | J
Record: 101 | o | | =05C=

f} start = G e ” | e Sert: Items - Microsaf.., | /= Oracle Fusion Middle... 2 Java(TM) Platfor... = @ 7 Microscft Office ... ~ ’()- e B 1zapm
¥

[Previous Block]

Select the second commodity item, which will be highlighted.
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[Next Block]
Enter Accounting record(s) for just this 2" selected commaodity.

Continue this sequence until you have entered FOAPSs for all commodity items.

[Next Block]
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Commodity Level Accounting: Balancing/Completion

Oracle Fusion Middleware Forms Services: Open > FPAREQN

File Edit ©Options Block Item Record Query Tools Help

NEREAER I P BEE @IEE

R A

Requisition: ROLG6G76S

Order Date: lm@ Transaction Date: lm@l + In Suspense
Delivery Date: m@l Comments: ’7 [ Document Text
Commodity Total: | 79,359.10 Accounting Total: | 79,359.10

[ Document Level Accounting

Requestor/Delivery Information wendor Information Commodity/Accounting Lalancing/Completion
Yendor: ‘DELCOM |De|l Computer Corparation [ v¥endor Hold
COA: ’T|Ventura County Community Coll Distr Requestor: |Computers for Business Sves
Organization: ‘72006 |Busmess & Admin Sves
Currency: |
Exchange Rate: ‘ Commodity Record Count: l_z

Input Amount: 79,359.10 Converted Amount:

Input Commodity Accounting Status
73,994,50 ‘BALANCED
000 [BALANCED

73,994,850 73,994.50

Approved Amount:

Discount Amount: 0.00 0.00

\ | |
\ | |

additional Amount: | ooo | noo | 0.00  [BALANCED
‘ | | 536460 [BALANCED

Tax Amount: 5,364 .60 5,364.60
Complete: In Process: @
-
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Recard: 1/1 | | | | =08C= J

14 start @& 7 | @ sentItems - Mcrosaf.., /= Oracle Fusion Middle. .. B 2 1ava(TM) Platfar,.. - [0 7 Micre

This window displays summary information. The Commodity and Accounting line
items should balance before completing a requisition. Click the “Complete” button
when you have entered all the information. Banner takes you back to the requisition
header window so you may enter another requisition.

If you want to save the record for modification at a later time, select the “In Process”
button.
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INCOMPLETE DOCUMENT REPORT (FGRIDOC)

Use the Incomplete Document Report (FGRIDOC) to find documents under your
user ID that have not been completed or have been disapproved which changes the
status to incomplete. Documents must be completed or deleted (record removed).

Oracle Fusion Middleware Forms Services: Open > GJAPCTL

File Edit Options Block Itern Record Query Tools Help

"D RAER Y @@
"5 Process Submission Controls GIAPCTL 8.3 T ST I ¢ Jed

Process: |FGRIDOC F|Incomp|ete Docurnent Listing Parameter Set: ‘ F

Printer Control

Printer: |PDF EI Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
A A
=) |Include Proc, Requisitions |Y =3
|Proc. Requisitions User ID |TCOBOS :
7 |Inc|ude Stores Requisitions |N

o

L HEEEHEEE

|Stores Requisitions User ID |

|Inc|ude Stores Adjustments |N

|Stnres Adjustrnents User ID | -

|Inc|ude Receiving Documents |N

|Recewing Documnents User ID | -
LENGTH: 30 TYPE: Character O/R: Optional M/S: Multiple
Enter Receiving Documents User ID{s),

Submission

[ save Parameter Set as Mame: Description: ' Hold ® Submit -

T T TSI e

Record: 22/2 | .| Listofvalu.. | | =08C= J

:'.! start A @E 7 | @ sentitems-Mcosof.., | ¢~ Oracle Fusion Midde... B 2 1ava(TH) Platfor... -| @ 7 Microsoft office .. - '()- B9 i1z
;

From the Direct Access menu, enter FGRIDOC or select this report located in the
VCCCD Requisition Processing Menu. [Next Block].

Printer: Double click in this field to view and select a Banner printer at your
location or enter PDF to send the report to Report Viewer.
[Next Block].

Parameter Enter a “N’ for NO in the Values Column for documents you DO NOT

Values: enter into Banner. Enter “Y’ for YES for document types you do
enter into Banner. For document types with a “Y”, the next line item
should be your user ID (same user ID utilized to access Banner).
[Next Block].

[SAVE] Report will print on selected printer

View all incomplete documents and complete or delete documents.
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File Edit ©Options Block Item

DELETE INCOMPLETE REQUISITION

Oracle Fusion Middleware Forms Services: Open > FPAREQN
M=leslel CLery Tools Help

Delivery Date:

Commodity Total: Duplicate

Requestor/Delivery Information

Lock

Wendar Information

OE RAEE trovew: PEERI@IERE S
’2_‘3 Requisition Entry: Requestor) bext
Scroll Up
e Scroll Down
Requisition: ROL6676E Claar
Order Date: — Transaction Date: 27-JUL-2012 @I [ In Suspense

" Document Text
0.00

e =

0.00 Accounting Total: |

Comments:

[ Document Level Accounting

Cormrmodity fAccounting Balancing/Completion

Requestor: |BPO Office Supplies

Organization: |72006 E”Buslnass & Admin Swves Area Code Phone Number Extension

COA: EEWEntura County Community Coll Distr Phone: ‘ | ‘

Email: | Fax: ‘ | ‘

Ship To: oo 4

Street Line 1: [ventura co comm College Contact: [MON-FRT 1:00 - 4:30 P,

Street Line 2: [255 Wi Stanley ave Attention To: [MON-FRI 1:00 - 4:30 P.M.

Street Line 3: |Suwte 150

Building: Floor:

City: |Uentura

State or Province: |Ca Zip or Postal Code: [93001 Area Code Phone Number Extension

Nation: | 305 ]

-
‘| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' ‘ »
Remove |
Recard: 1/1 | | | | =08C=
(S —— - - [ [ [

14 start ree ” Sent Ttems - Micrasaf,., | /' Oracle Fusion Middie. ., B 2 1ava(TM) Platfar,.. - [0 7 Micre - REB@9 129rm

From the Direct Access menu, enter FPAREQN or select this screen from the
VCCCD Requisition Processing Menu.

Enter the Requisition number you want to delete.
[Next Block]

You should be at the Requisition Entry: Requestor/Delivery Information. Do a
record remove, you will than get a message at bottom of screen saying “Press
Delete Record again to Delete this record”. Do a record remove again this will
deleted the requisition. You will then get a message “All Commodity and Accounting
Records will be deleted”. Click “OK”.
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CANCEL REQUISITION (FPARDEL)

Use the Requisition Cancel Form (FPARDEL) to delete a requisition that has gone
through the approval process (i.e., has an “A” for approved as its status indicator).

&Dracle Developer Forms Runtime - Web _10] x|
File Edit Options Block Itemn Record Query Tools Window Help

B9 E RAER 9% BEE O & BE D@ ¢l @ X

T\ Requisition Cancel FRARDEL 7.0 (TEST)

Request Code: RO076360 ¥ Main/Repair of CDC Slide

[ NSF Checking
Request Date: 14-MON-2005
Transaction Date: 14-NOW-2005
Request Type: P
Delivery Date: 14-DEC-2005
Vendor: TRICOUFIB Tri County Fiberglass
Origin: BANMER
Extended Discount Tax Additional Net
Amount Amount Amount Charges Amount
1600.00 - .00 + i} + .00 = 1,600.00

Record Count

Accounting: 1 Cancel Date: 21-now -zoos |
Commodity: 1 Reason Code: REQ Bf-\s Reguested

Make Cancellation Permanent: @

Enter cancel date (DD-MOR-Yv") and select Make Cancellations Permanent. |
Record: 101 | . | | =05C=

From the Direct Access Menu, enter FPARDEL.

Request Code: Enter requisition number. [Next Block].
Under “Options”, click on “Access Cancel Date”.
Cancel Date: Allow default of current date.

Reason Code: Optional, double click to get list of Reason Codes and select
appropriate code.

Click on “Make Cancellation Permanent” icon, to cancel requisition.
A requisition that already has a purchase order number assigned or any other

transactions, such as receiving or invoicing, cannot be cancelled. Contact the
Purchasing Department for assistance.
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DOCUMENT DISSAPROVAL BY ORIGINATING USER
FROM FOADOCU - DOCUMENT BY USER

The Document by User Form enables you to display a list of documents originated
by a specific user. If a document is pending approval the originating user can
disapprove the document and change the status to incomplete in order to make
corrections or delete.

& Oracle Developer Forms Runtime - Web B =10l x|

File Edit Options Block Itern Record Query Tools wWindow Help

(BOE RAEE YT BEB QA& HE DRI EI S @X

7@ Document by User FOADOCU 7.0 (TEST) |
Original User 1D: W COA: FF Fiscal Year: EF Document Type: REQ Document: lm
Status: Activity Date From: ’7@ Activity Date To: ’7@
Document Document Change Activity Document Deny
Status Type Code Sequence Submission Description Date Amount Document
= [rea [rooseass [ [ |Bishop's futo Parts z2-nowu-2005 | 567,47 B =
. - . [ [ | | | ®
R I D N A I | | @
r . . @ [ [1 1 [ | )
r . . @ [ [1 1 [ | &
. . [ [ 1 | | @
(. . [ 11 | | &
(. . [ 11 | | @
. - . [ [ I | [ @
. . [ 11 | | &
. . [ 11 | | 3
(. [ [ 1 | | 3
r - . @ [ [ 1 | | &
. - . [ [ | | | &
R I D N A I | | @
. o 7 [ [0 | | ® =
‘Clompleted, Approved, Plosted (only for v, Theomplete, % for Cancelled |
Record: 1/1 N | =08C= J

Orig User ID:  Defaults with your User ID.

COA: Defaults with “1”.
Fiscal Year: Defaults with current year.
Type: Enter type of document (i.e., REQ, PO, ENC, INV, JV or blank for

all documents).

Document: Enter document number you want to query. To view all documents
assigned to this user leave this field blank.

Status: Enter completed. To display all documents, leave this field blank.

Activity Date, Enter beginning activity date for which documents can be
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From: displayed, leave blank for all.

Activity Date, Enter ending activity date for which documents can be displayed,
To: leave blank for all.

[Next Block]

Highlight document you want to disapprove. Click on the Deny Document icon. You
will get a message at bottom of screen stating, “Document has been denied”.
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