My Requisitions tasks

Create a requisition

*If you have a new vendor, please email the W9 to intemalauditt@una.edu to get the [# before you
start the requisition.

To begin the purchase process, use the My Requisitions dashboard page to create a
purchase requisition.

Procedure

On the My Requisitions dashboard page, click Create Requisition.

On the Requestor Information page, specify who is requesting the purchase using the
available fields if you are not the default requester for the account. Click Next to
continue to the next page.

On the Vendor Information page, select the vendor for the requisition.

Type the name of the vendor or the vendor number if known and search for it. Select
the appropriate vendor. If it is a new vendor, send the new vendor W9 to
internalaudit@una.edu to get L#before starting requisition. Type the vendor email in
email field.

On the Add Item & Accounting page, add an item using the Add Item(s) field.
Type the description of the item(s) needed and the page updates with required fields
for the selected item.*Please note, index does not show as a required field, but it is
required. Please always start with your index so it will populate your Fund, Org,
and Program codes.

Click Save. The page refreshes with the item you just added listed below the Add
Item(s) field. You can click any item in the list to view its details.

Repeat steps 4 and 5 as necessary to add additional items to the requisition.

Click Add Accounting. Enter your index number in the index field and then skip to

the account code. Note: Only use account codes beginning with 7s, i.e. 7005, 7058,

etc.

The page refreshes with the required fields for accounting information.
Click Save.

The Requisition Summary updates.

Click Save as draft if you want to return to the requisition before submitting or
Submit Requisition to send the requisition for approval. Click view as PDF and print
and have cost center to sign and send to purch@una.edu for processing.




	Banner Finance Self-Service
	Contents
	Banner Finance Self-Service overview
	My Finance Query overview
	My Finance Query views

	My Finance Query pages
	My Finance Query page

	My Finance Query tasks
	Create a query
	Save a query and mark it as a Favorite
	Edit a query
	View available balance, pending documents, and payroll expense detail
	Share a query
	Download a query to Excel
	Delete a query
	Add computed column
	View a document – option 1
	View a document – option 2
	Using Extensibility in My Finance Query

	My Requisitions overview
	My Requisitions concepts
	My Requisitions status


	My Requisitions pages
	My Requisitions page
	Requester Information page
	Vendor Information page
	Add Item & Accounting page
	Commodity information

	Attachments page

	My Requisitions tasks
	Create a requisition
	Copy a requisition
	Delete a requisition
	Edit a requisition
	Add an attachment to a requisition
	Delete an attachment from a requisition
	Recall a requisition
	View as PDF
	Use Extensibility in My Requisition

	Keyboard shortcuts
	My Finance
	My Finance Query

	Configure My Finance
	Consolidated setting for the Finance application
	My Finance PDF logo file location
	My Requisition: Vendor related configurations
	My Requisition: Commodity Text configuration
	My Requisition: Accounting type setting
	My Requisition: NSF processing configuration
	My Finance Query: Dashboard bar chart
	My Finance Query: Dashboard Radial Progress Chart
	My Finance Query: Query Type configuration
	My Finance Query: Disable Health icon
	My Finance Query: Health Icon percentage configuration
	My Finance Query: Excel file format




