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First, check to see if you have money in

your budget ... type FGIBAVL in banner

Banner forms are broken into information blocks. The Key Information Block
appears at the top of the form.

Key
Information

3 L~ Block

— | | | | - ™ Information
- Block




FGIBAVL continued ...

*  Once you have completed the information needed in the Key Information Block,
your fund/org/acct, press Cntrl/Page down to next block. You can also use the block
menu or by clicking the next block icon to move to the Information Block section.

Next block icon

File Edit Options Block Item Record Quesf® Tools Help

BYE AAEE 97 REE & & NE Smi¢E &2 @0 .1X

] Budget Availability Status FGIBAYL B0 1.4 (PROD) i T T T T T T T T T L

Chart: FE Fund: ,WB Educational and General
USlng Block menu ... Fiscal Year: |17 [7] Organization: [0210 [v| Purchasing Office H Fending

Index: (7] Account: 7100F| [~
Commit Type: Program: 6020 B

Control Keys —>  Fund: Organization: Account: Program:

73 Budget AvailabilifiilE

Clear Account Title Adjusted Budget

Commitments Available |

Chart- View Supplemental Data

T —7
Fiscal Year: |17 [7] Organization:  [60210
Index: (=] Account: 7100F]
Commit Type: Program: 6020 [*]

Control Keys —> Fund: Organization: Account: Program: |

Pending
Account Title Adjusted Budget YTD Activity Commitments Available Balance pocuments



FGIBAVL continued ...

e Ifyouneed to correct or change funding, use the rollback icon
to re-access the funding portion in the key information block.

ORACLE

Chart: N Fund: 0010 [+ Educational and General

Fiscal Year: ’?F Organization:  |60210 [~ Purchasing Office [ Pending Documents

Index: [+ Account: 7100 [+ M &O Budget Pool

Commit Type: Both Program: 6020 F General Institutional

Control Keys —> Fund: (0010 Organization: 60210 Account: |[7100P Program: 6020

Pending

Account Title Adjusted Budget YTD Activity Commitments Awvailable Balance  pocuments
| | | | | | |
| | | | | | =
| | | | | | =
| | | | | | =
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FGIBAVL cont...

Once you know your budget amount, you can determine if
processing a REQ can be continued ... Please note, FGIBAVL doesn’t
account for pro-card transactions. You will need to track those on a
separate budget and deduct those from the amount listed on
FGIBAVL have an accurate budget amount.

Chart: N2 Fund: 0100 [+ Designated Tuition Fee
Fiscal Year: ’?F Organization:  |60210 (v Purchasing Office [ Pending Documents
Index: [+ Account: 7100P [ M & O Budget Pool
Commit Type: |Eoih Program: 6020 [+ General Institutional
Control Keys —> Fund: |0100 Organization: 60210 Account: |7100P Program: 6020
Pending
Account Title Adjusted Budget ¥TD Activity Commitments Awvailable Balance  pscuments
M & O Eudget Pool | 12,080.00 | 3,820.33 | 2,156.39 | 600428 [ *
| | | | | =
| | | | | =
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oing a Requisition ...
e Type FPAREQN into banner.

|| .| Oracle Fusion Middleware Form

s Block ltem Record

BREEE &% H [T I8 &1@10 01X
%8 General Menu GUAGMNU 8.6.4 (PROD) - Wednesday, December 21, 2016 - Last login Wednesday, December 21, 2016 09:21:06 AM
Go To...WE] Welcome, Michelle Michaglis. Products: B kenu | Site Map | Help Center
|_1My Banner My Links
3 Banner
{3 Student [*STUDENT] Change Banner Passwiord
[ Advancement [*ALUMNI] Check Banner Messages «

(O Finance System Menu [*FINANCE]
[(JHuman Resources [*HRS]
JFinancial Aid ["RESOURCE]

(1 General [*"GENERAL] Personal Link 3
1 Texas Connection [*TXCN] Personal Link 4

Perzanal Link 1

Personal Link 2

Personal Link &

SCT BANMER BOOKSHELF

Iy Institution

Banner Broadcast Messages EI | U Cian.

Record: 11 | | | <0sc=

Enter the object name; Press LIST for listing ‘ J
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Type ‘NEXT’ to let Banner assign the requisition

number in the form header, and click Next Bloc
(Ctrl-Pg Down).

Oracle Fusion Middlewat

Eile Edit Options Block |tem Record Query Tools Help

ORACLE
NEVBEEE P REE SR E T

B2 @IIX
Requisition FPAREQN 86.0.3 (PROD) -

;includjngeﬁegent's Rules Ch.
5 . osed to the Procurement Director any potential conflict of infereSt T am aware of
regarding any University contract with or bid from a private vendor for the purchase of good or services. For this
certification, a "conflict of interest" s N i iy or another person's financial, professional, or
th considerations may directly or indirectly affect, or have the appearance of affecting, m{hor anothe
person’'s judgment in exercising any duty or responsibility owed to the University. Purchasing reserves e right to reguest
periodic Te-certification.

Requisition: |NEXT = [

Enter MEXT or leave blank for automatic assignment or enter document number; press Mext Field to activate COPY function |
Record: 11 | = | | <0sc>




e ANGELO.EDU

A requisition is separated into 4 tabs.
You are on the Requestor/Delivery Information Tab.

e Entera Delivery Date in

the forms header and File Edit Options Block ltem Record Query Tools Help
pleaseenterintothe NEIREAEE ¥ T BEE QIS I QEI S E GBI L@ 01X
Comments section a fax roquistion: =
1 Order Date: 21-DEC-2016 [ Transaction Datga [ In Suspense
number and/or emall Delivery Date: a1-DEC-2016 [ Comments: [ Document Text
address Ofthe VendOI' Commodity Total: | 000 Accounting Total: ommen Lovt et
° In addition} if you have Requestor/Delivery Information Vendor Information Commodity/Accounting Balancing/Completion
requeSted an emergency Requestor: ‘MicneHe L. Michaelis
PO# from purchasing, o e o T
please enter it in the emat | e [ |
Comments section. sne Te: awmee (1]
Street Line 1: ‘Central Receiving Contact: |_
® Tab tO el’ltel' the I'eSt Of Street Line 2: 1636 vanderventer Attention To: |-
the fields. s
. Building: ] Floor: | |
e  (lick Next Block (Ctrl-Pg ey o gl
State or Province:  [TX Zip or Postal Code: (76008 Area Cod Phone Number Extension
Down) to proceed to the Nation: |
Vendor Information
block. ;:l:c:rtdh.eﬂzjquestors E||'na|\ zllddress. {1?0 ‘charaders maxlr‘num ) s ‘ J
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Vendor Information Tab ...

e Enter avendor code,
|- Oradle Fusion Middleware Forms Services: Open > FPARE

if known) and Tab' File Edit Opticns Block liem Record Query Tools Help RACLE

BAYE RCOAEBE ¥ T HEHR QIS RE G & HE@1 01X
TO locate a Vendor‘) '78 Requisition Entry: Vendor Information FPAREQN 8.6.0.3 (PROD)

click the drop down || cewswor  nex
Order Date: 11-JAN-2017 Transaction Date: 11-JaN-2017  E [Jin Suspense

menu and use the Delivery Date: 12-JAN-2017 | Comments: [IDocument Text

Commodity Total: 0.00 Accounting Total: 0.00

FTIIDEN menu. EiDocment Level Accountng

e e - -~ = %% %5 5 i
(7=l

Requestor/Delivery Information Vendor Inforr ..o Entity Name/ID Search (FTIIDEN)
1 om0 Serch (FTIDEN
 NOTE: If you have a Vo - vendor ol

new Vendor; please Address Type: - Sequet -
enter name, address, || St :

pletion

& contact Suestme® o)
information under v o Province: 29 or Posal oo

Document Text & ot

attach a W9 in neacote Proncnume Extensin

Phone:

Onbase. Instructions || e
to follow in this ]
packet. - == — —

10



ANGELO.EDU

To select vendors in the system, use the drop down menu

FTIIDEN option.

Eile Edit Options Block ltem Record Query Tools Help

NEBEEE ¥R HEE ISR

'3 Requisition Entry: Vendor Information FPAREQN 8.6.0.3 (FROD)

Requisition: NEXT

Order Date: 21-DEC-2016 EH Transaction Date:
Delivery Date: 31-DEC-2016 H Comments:
Commodity Total: 0.00 Accounting Total:

] Option List ©

Requestor/Delivery Information Vendor Informatio

[ 0 o [ ok

21-DEC-2016  EE
PO # 1700107

Entity Name/ID Search (FTIIDEN)

Vendor Maintenance

(FTMYEND)

Vendor: v

Address Type: h Sequel

Street Line 1:

Street Line 2:

Street Line 3:

City:

Cancel )

[Jin Suspense
[ Document Text
0.00
¥ Document Level Accounting

lpletion

[Owvendor Hold

State or Province: Zip or Postal Code:
Nation:
Contact:
Email:

Area Code Phone Number Extension
Phone:

Fax:

Record: 11

| <0sc=

11
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Choosing a vendor: You are in Query mode (see the message line at
the bottom). Enter ‘%Name%’ in the Last Name field and Execute
Query or F8 (name is case sensitive)

¥ Vendors [l Grant Personnel [ Financial Managers [] Agencies

[J Terminated Vendors [ Proposal Personnel [J Terminated Financial Managers O an

Middie Entity Change
[n] Last Name First Name Name Ind Ind

|»

[36Angelos|

(N [ e
(N o O
N e
N e -
N [ o I
JTTTTTTTTTTTTTT et

N N [ [

g LLTTTRTTTITTT T T M

- Fipancial Managers A - Agencies G - Grant Per:

T
T
[1]
=

‘| Enter a query, press F8 to execute, Cirl+Q to cancel.
Racord: 11 | | EnterQu.. |

|
| <0sC=

12
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Use the scroll bar to look down the list. Look at column V — if
there is a T in that column, the vendor cannot be used (example
below).

=)

File Edit Options Block Item Record Query Tools Help ORACLE

B0 B BCEEE/ T BEX @&

"7 Entity Name/ID Search FTIDEN 8.4 (PROD) .

¥ Vendors [ Grant Personnel [ Financial Managers ] Agencies

[ Terminated Vendors [ Proposal Personnel [ Terminated Financial Managers O an

Middle Entity Change
ID Last Name First Name Name Ind Ind

<
@
T
-
3

[752738120  [Angelo Water Service Company

1]

[261289144 | [Answer Angelo

750875650  [BPOE Lodge 1880 San Angelo

263517233 | [Batteries Plus San Angelo
752955027 |Benchmark Hotel of San Angelo LLP
[201518187 | |Best Westen San Angelo

752663948 | [BestWestern San Angelo

752668048 |Bestwestem San Angelo

|aLo03247¢ | [Bestwestern San Angelo

[751653172  [Better Business Bureau of San Angelo |

751005286 |Blackmon-Mooring Steamatic of San Ar

<I==E = ==EE=T=E

|aLooaasza | |Blackmen-Mooring Steamatic of San Al

[751216481 | [Boys and Girls Club of San Angelo Inc
|shovoazs  Budget Biinds of San Angelo
|aL0034307 | [Budget Blinds of San Angelo
756000859 | [City Of San Angelo

<

5EN RERNRRRREENEND
B eImI e 6] e] e 6] e w6 6] 5] F]
0 e e 3

=z 8z 2 22 E 2 E E 2 E 2 E E
REFEEEEEEEE I EEEE >
3 e 1 B e R R B R R
= E @ E E F ) = E = E = )
HEE NERREESERNANE

|aL0041112  [city 07 San Angslo

‘ V -Vendors F - Fi i rs A- Ac i G - Grant Per: P - Prop Per:
ID. Press Edit to change Ordering of Records. |
Record: 83/7 | | | <0s5C=

13



e ANGELO.EDU

Double click the Vendor ID to select a vendor — it will
populate in the REQ.

=l S |

ORACLE

¥ Vendors Ol Grant Personnel [J Financial Managers [J Agencies

[ Terminated Vendors [ Proposal Personnel [ Terminated Financial Managers Can

Middle Entity Change
D Last Name First Name Name Ind Ind

<
M
o)
T

3

‘752668948 |Best Western San Angelo

=]

|
762668048 [Best Westemn San Angelo |
|AL0033470  [Best Western San Angelo |

‘751653172 |Beﬁer Business Bureau of San Angelo | |

751005236 [Blackmon-Mooring Steamatic of San A |

‘AL0033524 |BIackm0n—Moonng Steamatic of San Ar |

761216481 [Boys and Girls Club of San Angelonc |

31009234 [Budget Blinds of San Angelo
|AL0034307  [Budget Blinds of San Angelo

75600p652  [City Of San Angelo

|ALO041112 Gty OF San Angelo

720624960 [Desk & Derrick Club of San Angelo

730624069 |Desk & Dermrick Club of San Angelo
(030534387  |Downtown San Angelo Inc

471119221 [Fairfield Inn San Angelo

4

RRRRGEE GRACHAUNAR

oJe]el e e w60 5] 0166 6] 0]
SR NREREIE R SR SR Sl
= FE E ) E R E = E ) E = E] E
I EFEEE IR E E N EE EEE >
i e e e e e B R B I R B Ed
3 [ o ) B R B B

CET T EC IR T T

|
|
|
|
762886539 [City of San Angelo Development Corp |
|
|
|
|
|

760808781 First Baptist Church of San Angelo

V -Vendors F - Fi ial M gers A - Ag i G - Grant Per: 1 P - Prop | Per:
ID. Press Edit to change Ordering of Records. |
Record: 85/7 | o | =0sC=

14



e ANGELO.EDU

Vendors can have multiple addresses on file — click the drop down arrow
next to Sequence to open a window to select the correct address. Use the
scroll bar on the side to navigate to the address you need.

- 2 TV e - o I W B =

Eile Edit Options Block Item Record Query Tools Help

BB EBREAERE 9 BHEM G EIR (Sl [ IRI@ 01X

Address Type:

Sequence Number: | 1 Street Line 1: PO B0x 1751
Source: LETR [~ Street Line 2: \

From Date: 02-SEP-2011 Street Line 3: ‘
To Date:

City: ‘San Angelo

State or Province: X ZIP or Postal Code: |76902-1751
Nation:

ve [+
Sequence Number: 1 Street Line 1: ‘San Angelo Water Utilitie Dept

[*] Street Line 2 [P0 Box 5620

01-5SEP-2003 Street Line 3: ‘

City: |san Angelo

State or Province: X ZIP or Postal Code: |76902-5820
Nation:

Source:

Record: 1/31 .. | Listofvalu.. | | <osC> J

15
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Double click in the sequence number under
address type to select the address you want.

= |

= Block ltem Record Query Tools Help DRACLE

BYAEREACAEE % BEX @IS E

Address Type: \'[o3 [T 2
Sequence Number: | 6 Street Line 1: [RECREATION DEPARTMENT
Source: [~] Street Line 2: [702 5 CHADBOURNE 5T

From Date: Street Line 3: |
To Date:
] City: |sAN AnGELO
State or Province:  [TX ZIP or Postal Code: |76903-6932
Nation:

Address Type: F
Sequence Number: ’_7 Street Line 1: |Fort Conche National
Source: [T Street Line 2: |Historic Landmark
From Date: Street Line 3: |SSD 5 Oakes St
To Date:
’7 City: |San Angelo
State or Province: ,'I'X— ZIP or Postal Code: |76903
Nation: v

Record: 8/31 [ .. | Listofvalu... | | <osC= J

16
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If the address you need is not on file, Purchasing will need a W9 attached in
Onbase and the address information will need to be listed in the Document
Text field — see slide 22 for instructions on Document Text.

(|2 Oradle Fusion Middleware Form

Requisition: R1701270
Order Date: 21-DEC-2016 (| Transaction Date: 21-DEC2016 [ [ In Suspense
Delivery Date: 31-DEC-2016 [0 Comments: PO # 1700107 [ Document Text

Commodity Total: | 0.00 Accounting Total: | 0.00
¥ Document Level Accounting

Requestor/Delivery Information Vendor Information ‘Commeodity/Accounting Balancing/Completion
Vendor: 756000859 [ ][city Of S2n Angeio [C'Vendor Hold
Address Type: ,EEI Sequence: ’?E‘ Discount: FB'
Tax Group: | F‘
Street Line 1- |Fort Concho National Currency: | E‘
Street Line 2: |H\storic Landmark
Street Line 3: 630 5 Oakes st

city: [sanAngso

State or Province: ,TX_ Zip or Posial Code: ’76903—
Nation:
Contact: [

Email: |

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

Enter name of primary contact for the vendor |
Record: 1/1 | o | =0sC=

17
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Commodity/Accounting Tab...

Tab out of the Commodity
block. DO NOT enter
anything in the commodity
block - it can cause errors in
banner.

Enter a description of the
item or service that you're
ordering under description
block.

Eile Edit Options Block |tem Record Query Tools Help

ORACLE

o ﬁIHEHB I[%%ﬂ--@l%l%l
odity/Accol

<

31-DEC2016 [

Commodity Total: |

Delivery Date:

Requestor/Delivery Information Vendor Information

UM
wem [ of [ o lioB (7]
Commodity Description
[~] [~]

Transaction Date:
Comments:

21DEC2016 [EH
PO #1700107

[7In Suspense
" Document Text

Balancing/Completion

000 Accounting Total: | 0.00

¥ Document Level Accounting

Unit Price

| |F'urt:hsas\rx;n'aimng using grant funding.

1500000 = Extended: 15000
Discount: [—m
Aaditionat: | 000
[ Commodity Text Tax: ]
 Item Text Commodity Line Total: | 15000
© Add G ity D c ity Total:
| Distribute

FOAPAL of Remaining Commodity Amount:

COA Year Index Fund Acct

[ NSF Override

[ NSF Suspense

[~]
-

Blﬁloﬁﬁ"lalpﬁg

= "D“"lﬁ‘

T

|
[ | | | | |
[ |

Document Accounting Total:

% usD
Extended: [ [—
Discount: ol ]
Agditionat: 1 [

Tax: [m| ]
——
——

FOAPAL Line Total:

Enter discount amount of item.

Record: 11 | | <0sc>

18
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Item Text

If the item description is longer than fifty spaces, additional descriptive text can be added to a
description line by clicking ‘Item Text’ under the Options menu.

4| Oracle Fusion Middleware Forms Services: Open > FPAREQN . - — . Y

:Eg

- _-— —
Eile Edit Block |tem Record Query Tools Help ORACLE
2 Document Information B &y = | S [ e | g | @ 1

Requestor/Delivery Information
Vendor Information

_ Commodity Supplemental Information
Requit
Agreement Information

Order - .
Tax Distribution Information

Delive

View Items in Suspense
Comm Accounting Information

zompletion

Balanc

\ 8.6.0.3 (PROD) .-

Transaction Date:
Comments:
0.00 Accounting Total:

oz [E)
g =

¥ In Suspense
[ Document Text

0.00

+ Document Level Accounting

Balancing/Completion
Unit Price
= Extended:
Discount:
Additional:
" Commodity Text Tax:

|
L \ |

| FOAPAL Line Total:

[0 ] \ |

Quantity is 0 or blank. Suspending commodity record
Record: 111 |1 L

| Document Accounting Total:

| | [ ltem Text Commodity Line Total:
| | [/Add commodity ~ Document Commodity Total: | 0.00
| | [ Distribute
FOAPAL of Remaining Commodity Amount: | 000 [ NSF Override % usD
" NSF Suspense Extended: [ |

COA Year Index Fund orgn Acct P Actv Locn Proj Discount: |
R N 3 N 4 M i Adionat.

| | | Tax: O

19
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ltem text continued ...

e The Procurement Text Entry form (FOAPOXT) will be
displayed. Click the 'NEXT BLOCK’ (cntl/pg down) to access
the lower portion of the form. Enter the additional desired text
to be added to the commodity description. Save before closing.

|:£] Oracle Fusion Middleware Forms Services: Open > FPAREQN -FOAPOXT [E=RE
Eile Edit Opticns Block ltem Record Query Tools Help DRACLG
BOE BEEE wW & Ty [ [ Faope @0 X
*73 Procurement Text Entry FOAPOXT 8.4 (PROD) <5t L L s L s b s b b b b s bttt
ext Type [rea [+ Code: [R1701283 [~] hange Sequence: | per: | 1
Vendol [7s6000659 [City Of San Angelo
Gﬂmmndily ngp‘iﬂ N ‘F‘urcnasmg traini funding
odify Clause: = r ity Text  Default Increme nt: [ 10
ext Clau be Print Line
for ML Michaelis, Stacey Sauer and Elicia Rankin| v ]_ B
-
- L
. L
m [ ]
.
- L
. L
- L
. L
- L
. L
- L
- L
- L
| | = [ .
| | . el
b .l 1 l=osce J

20



Body of the REQ ...

e Enter a unit of measure U/M block.
Tab to Quantity.

;\Ie Edit Qpl\;ns Block ltem Record Query Tools Help ORACLE
* Entera quantity. Tab to Unit Price. | —
. . . 6.- = : LEcons = n n 21-DEC-2016 |[EH) [In Suspense
P Enter a Unlt Prlce. Tab & prlce Z:::’:Z::l:m| ‘GW—DEI}ZD‘\S = - Z::;:::‘:g o PO # 1700107 DDD!‘Dummem Text
should populate on the right. DO o peconrs
NOT enter a line with a zero price — [ e e
this will cause an error in banner. o e T e -
[T‘ m — g?liunal. 0.00
* Notice at the top that the Requisition sty o oty
number is now listed - please note
the number on your documentation. || ' =l oo toom b
Cﬁlﬁ\mﬁ(\m@ orjrgn\ﬁﬂ\%g|%'v\m@m|Fg —
* Ifyouneed anotherline for another | - — [ o
item/service, use the downward
arrow to go to another line. i e )

e Ifyou are done entering items, Next
Block (Cntrl/Pg Down) to FOAPAL.

21
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Document Text

The Document Text feature can be used to communicate special requests to a

Purchasing buyer or to a vendor. Click options, Document Text to open FOAPOTX.

| £ Oracle Fusion Middleware Forms Services: Open > FPAREQN

¥&%  Document Information
Requestor/Delivery Information

Vendor Information

Requi:

Agreement Information
Order .

Tax Distribution Information
Delive

View ltems in Suspense

Comm accounting Information

Balancing/ Completion

Review Commadity Information [FOICOMM]

Commedity Supplemental Information

File Edit Block ltem Record Query Tools Help

FIEYEEEEEEEE

N 86.0.3 (PROD)

Transaction Date: 03-JAN-2017 [
Commenis:

000 Accounting Total: | 0.00

¥ In Suspense
[ Document Text

¥ Document Level Accounting

Requestc fem Text [FOAPOXT] Commodity/Accounting Balancing/Completion
Document Text [FOAPOXT] Tax Group Quantity Unit Price
ttorm _‘gommodutyTeTt [FOATEXT] | & | x| - Extonded: |
Discount: |
Agditional: |
" Commodity Text Tax:
| [~ Iltem Text Commodity Line Total:
| \ [/Add commodity ~ Document Commodity Total: | 0.00
| \ [ Distribute
FOAPAL |  of | = Remaining Commodity Amount: | 000 [NSF Override % uUsD
[ NSF Suspense Extended: [ |
COA Year  Index Fund orgn Acct P Actv Locn Proj Discount: [ |
T e B T B e S
Tax: [

| ‘ | | | | Document Accounting Total: |

Enter Commadity Description; press LIST for alpha search.

Record: 11 |1 al

| <0sC>

FOAPAL Line Total: |

4

22
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Document Text continued ...

e The Procurement Text Entry form (FOAPOXT) will be displayed. Click the 'NEXT
BLOCK’ (cntrl/pg down) to access the lower portion of the form. Enter the additional
desired text to be added to the description. Save before closing,

Text Type: ’EF Code: W[T Change Sequence: ’_ Item Number: ’—
Vendor: [7s6000659 [city O San Angelo
Commodity Description: |
Modify Clause: ’—F [ Copy Commodity Text Default Increment: m
Text Clause Number Print Line
|F'urcha5ing, please send copy of PO to | [~ m =
[cheryt at cosA chent micdufi@cosa teus | " [ =
|and AP accounts payable@cosa x| | v [
| | O [
| | = [
| | 0 [
| | 0 [
| | O [
| | = [
| | o [
| | 0 [
| | O [
| | O [
| | = [
| | 0 [
| | O [ =
| | O [ SIS
Record: 3/3 | | <0sC> J 2 3
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Typically the system will pre-
populate the Fund, Orgn & Prog. If
not, please enter for your group.

DO NOT ENTER ZERO DOLLAR LINES!!

3" 2

File Edit Options Block ltem Record Query Tools Help

You will have to enter the Acct based
on the commodity or service you're
doing the requisition for - please
consult the ASU Chart of Accounts for
alist.

(=l

Requisition:
Order™s
Delivery Date:

Commodity Total: |

CHEEE T BEE G SR

R1701270
31-DEC-2016 [

Transaction Date:
Comments:

180.00 Accounting Total:

21-DEC-2016 |
PO # 1700107

[ 0.00
v Document Level Accounting

["'In Suspense
[” Document Text

Requestor/Delivery Information Vendor Information Commodity/Accounting Balancing/Completion
um Tax Group Quantity Unit Price
tem | 1 of [ 1 e [+ [ [ 100 x | 1600000 = Eflendedf [ oo
Tab to the Extended pricing and enter | _**" i roovorat: [ o
Purchasing training using grant funding for Elicia [ Commodity Text Tax:
amount. If using multiple FOAPALSs, Ty oy T |
you will need to split the amount per | ' | P
line using the down arrow to 20 to the | row 77 o [ 5 romumion commoiy smo. [ 000 (s ovasiad I
neXt line - DO NOT ENTER ZERO aS - o Index Fund Orgn Acct P Actv Locn =0 Dism“"‘ir r 0.00
o _ < N O A N S NN adattonat: | 2w
an amount - this will cause an issue vy [ 1 1 | ] e C os0
] . —— | | | FOAPAL Ijme Tmalrt [ e
with Banner. Do not enter a discount. Document Accounting Tota:

If you are given a discount by a

Record: 111

Check to calculate dollar amount based on percentage.

| <0sC>

vendor, you need to account for this in
the extended price & list the overall
total. Notice the REQ number at the
top ...

24
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Before completing the requisition, you need to enter
supporting docs in Onbase

* Open onbase and attach supporting
documentation (W9, quotes, etc)
under your REQ # under “upload.”

e Use the drop down arrows to select the

following:

Document Type Group: Purchasing

Document Type: PUR-Requisition
Supporting Documentation

File Type: will auto-populate
Document Date: will auto-populate

Requisition #: number assigned in
banner

- - - OnBase (Produ
¢ o — - -
L Home Upload
> XN e
e £ E E e bt
Browse Acquire Upload Cancel Move  Move Remove Remove Rotate Rotate

Up Down All Left Right
Import Upload Pages Transforms

Document Type Group

L]

IPurchasing

Document Type

<]

IPUR- Requisition Supperting Documentation

File Type

IImagE File Format

Document Date
[12/21/2016

L]

5

2 12 |2 |5
" 3w
s o 7
2
« @ 2 2 =SS

Keywords

Requisition #
R1701270|

Purchase Order #

ccccc

& Upload x Cancel
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Onbase continued ...

e Click browse & select your
document to upload (you
must upload 1 at a time).

 (lick the green upload
button at the bottom of
the screen to complete.
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Balancing Completion Tab ...

To finalize, the requisition ORACLE
needs to show as
« »
Balanced” under status. comition: [T
1 yth 1 1 Order Date: 21-DEC-2016 [ Transaction Date: 21DEC2016 [ [In Suspense
If It ShOWS an lng beSIdeS Delivery Date: 31-DEC-2016  [EH Comments: PO # 1700107 [ Documl:::nl Text
“Balanced" onall 4 lines’ Commodity Total: | 15000 Accounting Total: | 150.00
. . ' Document Level Accountil

you will need to previous b
blo Ck (Cntl /Page up) tO Requestor/Delivery Information Wendor Information Commodity/Accounting Balancing/Completion
Check the accounting Vendor: 756000859 |City Of San Angelo [ Vendor Hold

. COAC |K|Angel0 State University Requestor: |Michelle L. Michaelis
breakdown n you FOAPAL Organization: 60210 |Purchasing office
until your requisition says e et I | Commoaity Record Gount.

Balanced on all four lines.

Input Amount: | Converted Amount:

Click Complete. Notice that Status

Lo Approved Amount: [BaLancED
your REQ number is listed Discount Amount: [BALANCED
at the top. Please write it e | j : {Eﬂiiz

down to keep track of it if
you haven't already done so.

Complete: In Process: @

Select to mark this document "Complete”
Record: 14 || o | <0sC=
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2, Oracle Fusion Midd Forms S

File Edit Options Block ltem Record Query Tools Help

NEEEEE Y BEXN &R

Requisition FPAREQN 8.6.0.3 (FROD) .

ORACLE

[ e [

I have read and understand the University's Code of Ethics and Conflict of Interest policies {includin%eRegent's Rules Ch,
03, OP 02.09, and OP 52.02). I have disclosed to the Procurement Director any potential conflict of inferest I am aware of
regarding any University contract with or bid from a private vendor for the purchase of good or services. For this

certification, a "conflict of interest" refers to a sitmation in which my or another perSon's fimancial, professional, or

ther personai considerations may directly or indirectly affect, or have the appearance of affecting, m{hor anocther (
person’ s judgment in exercising any doty or responsibility owed to the University. Purchasing reserves e right to request
periodic re-certification. i

Reqmisition: | E @ i

Deletion of Requisition is completed
Record: 1/1 [ | | <0sC=
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