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Creating &Purchase Requisition
In SeltService

In Self Service, select Requisition.
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Navigation  Use the Tab key to move to the next field. Use
Shift + Tab to return to a previous field. The
mouse can be used for point and click
navigation throughout the Requisition form.,



1 You are now ready to create a Purchase Requisition
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Requisition 1
@ The web version of Banner Finance's requisition is data entry only, Once the documents are created on the web, the procurement process
continues only in Banner,
You cannot save a document or leave it "In Process" in the middle of data entry. Once the document is started, it must be completed or
all information will be lost,
Two types of templates may be saved. A "Personal" template is retrievable only by the user who created it. A "Shared" template is
retrievable by any user.
Use Save Template As to avoid overwriting an existing template.
You may use the Code Lookup to refine your search using the code or title fields, You may place a percent sign (%) as a wildcard
character before and/or after the entry.
Use Template | jone D
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2|
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Tab until the cursor appearsin the transaction date, then follow the steps
below:
Step Field Instructions
1| Transaction Date This field will default to current date. No changes are necessary.
2 Delivery Date Enter desired date of delivery (must be later than transaction date).
3 VendorID Enter the Vendor's ID, e€.d.00000045 If you need to look up th

Vendor's ID, scroll to th€ode Lookup section at bottom of form.



How to Use Code LockJp:
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Seq# Chart Index Fund orgn Account Program Activity Location Accounting @
1
2
3
4
a
Save as Template
[] shared
[ Yalidate ][ Complete
Code Lookup 4
Chart of Accounts Code | 4 [
Type
Code Criteria account
activity
Title Criteria address type 7
Maximum rows to return buyer
chart
CUrrencyy |
discount 3
N fund PR .
[ Budget Queries | ENdjnday equisition | Purchase Grder | Approve Documents | Wiew Document | Budget Transfer |
location Multiple Line Budget Transfer ]
arganization
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Select the ATyped code you are |tisking
example, select AVendor. o

Step Field Instructions
ﬂ 1 Type: Select "Vendor" from drojlown list.



5> | Code Criteria:
Title Criteria;

7 . Max # of rows
Execute Query

* Note

5

Save as Template

[] shared

[ Yalidate ][ Complete

Code Lookup

Code Criteria
Title Criteria

Maximum rows to return |

Execute Query

Chart of Accounts Code | 5 [} J
Type wendor [+~
6

Alexanderds

Leave blank (this is the Vendor ID you are looking for).

Type in the name of the Vendor or a partial ndollewed by a wildcard
"%". The example is searching for a Vendor ID for Alexander Fil
Wildcards can also be used in the middle of a name, for exa
A %Fi | MOF&T This field is CASE SENSITIVE.

You can change the number of matchiagults.

Click the Execute Query button to see vendors that match your s
criteria. (this may take several seconds to run)

If the Vendor does not exist, contact the Purchasing office and the
add the vendor to the dgsn.
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After clicking the Execute Query button, the results will display at the top of the

form.
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Requisition

\E/ The web version of Banner Finance's requisition is data entry only, Once the documents are created on the web, the procurement process
continues anly in Banner.

You cannot save a document or leave it "In Process" in the middle of data entry. Once the document is started, it must be completed or
all information will be lost,

Two types of templates may be saved. A "Personal" template is retrievable only by the user who created it. A "Shared" template is
retrievable by any user.

Use Save Template As to avoid overwriting an existing template,

You may use the Code Lookup to refine your search using the code or title fields, You may place a percent sign (%) as a wildcard e
character before and/or after the entry.

&® Locate the desired value from the code lookup results list and type that value into the applicable fisld.

Cade loakup results

endor 1D Marme
900326021 |Alexander Hamilton Institute
900329754 Alexander Films

900329851 |Alexander County Schools

Use Template | jone [

Transaction Date |27 [] |res [0 | 2006 [
Delivery Date s [ Imar [ | zoos B =

ik %&b \Z B @B Done )-w-af
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o | Enter the ID of the vendor in the Vendor ID field.

You can copy and pastdf you like.
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endor 1D Mame
00326021 |Alexander Hamilton Institute
Algcander Films
200329851|alexander Commts~schools
Use Template | yone [ 9

Transaction Date |27 []| |Fes [ & [

Delivery Date 27 [ | FEB 2006 [

vendor ID 900329754 +«— 10
Address Type PO Address Sequence |1

Yendor Contact Yendor E-mail

Requestor Name vickie ¥oung

Requestor E-mail |younguc@appstate.edu

Phone Area g28 Phone 262 Ext 4027

10 Click on Vendor Validate and the vendor information will populate.
6
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Transaction Date |27 (] |res [ | 2006 B ]
Delivery Date 27 | |Fee [ | zoos B
_ } 00320754
Address Type PO Address Sequence |1
vendor Contact vendor E-mail
Vendor Name Alexander Films Vendor Phone
Vendor Address 1414 N Academy Blvd Fax 3
Colorado Springs CO BOQW 11
Requestor Name vickie ¥oung |
Requestor E-mail |youngvc@appstate.edu
Phone Area 328 Phone 262 4027 l
FAX Area 828 12 FAX Number 252 2510
Chart of Accounts g Organization 415200 __l
Currency Code usD / Discount Code None @ Tasx Group NT Right Mouse
ship code cR Attention To vickie Young Click
Comments \ Document Texu\ A
13 14
Item Commodity Commodity Description u/m Tax Quantity Unit Price Discount Amount Additional
Code Group Amount
1 Mone [ | Mone [
2 Mone [ | Mone [
3 Mone [ | Mone [
4 Mone [ | Mone [
S  FYP Ml e = =
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11 = Requestor Name The information regarding the requestor should automatically pop

12 | ShipTo
13 Comments

14 Document Text

from the user profile.

Any of this information cam lverwritten if

needed. If you order for more than one organization and the organi:
you are ordering for is not the default organization, please ente

organization number the requisition is for.
Locate your Ship to Code in CODE @oUp If Unknown

This field is for brief requisition comment®Vill not Print on P.O.

RIGHT Click on document texAND chooseOpen in NEW Windowto

access the Document/Commaodity Text screens shown below.
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Enter Document Text, Print:

]

Type document text you want to print on the requisition
here.

Enter Document Text, No Print:

Type document text you do NOT want to print on the
requisition here. |

4027
2510
p NT B
[ Exit documentitermn texd page ] ment Text
RELEASE: 6.0 Unit Price Discount Amount Additional

Amount

m & (2 (] (3] (=3 v O] I E3 voungve@app. .. l [E8 requisition - ... . [E Documentico. ..

Text keyed in the first blockvill print on requisition and later on the purchase
order.
Text keyed in the second block will not print.

Click on Save To close this for m, cli ck on

)
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Currency Code uso Discount Code None Tax Group NT
Ship Code CR Attention To vickie Young
“Samments This is a document comment., Document Text 21
15 19
I It}Kgummuditv Commoaodity Description u/mM Tax Quar&itv Unit Price Discount Amoyht Additiun{
ode Group Amount
1 Yideo "Purchasing Practices" EA MNone 2 300.00
2 video "Warehouse Management" Mo 1 400.00
3 Mone
4 Mone
5 16 Mone 20
/ 17 18
2 _ \
Houlated Commodity Amounts
Item |Extended Amount|Discount Amount Addit\( C¥L — hnt[Tax Amount|Net Amount
R
; %
- _
4 FT
5 GR
Totals: ::'R
LB
O Dollars (& Percents
Seq# Chart Index Fund Orgn Account Program Activity Location Accounting
1
e Yiih o2 BB @3 hitpffwebits1S.appstate.edu:9125/pls ASUTRNG/bwFkbext P_\Wirite_Text?dacink=2302528itemNo=23dackype=1 ) --gF
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15 | Commodity Code Field Leave blank.
16 | Commodity Click in this field and enter the description of item you
Description requisitioning. Note that you do not have an option here
additional commodity text. You would enter additional informat
in the Document/Commodity Text screen.
17 | Unit of Measure Enter EA for each, or use drgown list for gpropriate Unit of
Measure
18 | Tax Group Leave adNone.
19 = Quantity Enter number of items being ordered.
o0 | Unit Price Enter dollar amount ofém. (no need for $ sign)
21 | Discount Amountor  Optional. Enter if applicable. Use the Document/Commodity ~
Additional Amount screens to explain these amounts.
22 | Commodity Validate  Click Commodity Validate to finish this section of the risgfion.
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Item Commodity Commodity Description usm Tax Quantity Unit Price Discount Amount Additional
Code Group Amount
| ||Video "Purchasing Practices" || EA | NT | 2|| EIDDH || |
| ||Video "Warehouse Management'” Ea | NT | 1|| 4DD|| || |
| I [ None ([ wone (] I I I |
| I [ None ([ wone [ I I I |
| I [None & [none & I I I |

Commaodity Yalidate

Calculated Commodity Amounts

Item |Extended Amount|Discount Amount|Additional Amount|[Tax Amount|Net Amount
1 1,600.00 1,600.00
2 400,00 400,00
3
4
=)
Totals: 2,000.00 0.00 0.00 0.00 2,000,000
O Dofllars (& Percents
Seq# Chart Index Fund orgn Account Program Activity Location Accounting
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Calculated
Commodity
Amounts
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This block will automatically be filled in with extended, net and t
amounts.

Automatically defaults to Percent®o not change.

AN

24  Dollars/Percents
Buttors
5

Totals: \2,000.00 0.00 0.00 0.00] 2,000.00
O Dollars (& Percents

Seq# Chart Index Fund Orgn Account Program Activity Location Accounting
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Save as Template |
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