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PURCHASING DEPT

BANNER 9

Open your Internet browser, and key in the following URL in the address window. www.alcorn.edu/Banner.

Sign In with “university credential”.




BANNER 9
OVERVIEW

Account Login

Sign in with your organizational account

Initially, you will sign-in on the screen below.

someone@example.com

Password

someone@example.com

Password

Consist of your university:
email address and Password




LOGGING INTO

BANNER 9

Creating a Requisition

“Your Name will Appear Here”

= Q Alcomn State University \n~ & Sign Out

Ellucian® | © 2014-201

o
ooo Keyboard Shortcuts




BANNER 9

OVERVIEW

Type Form Name

= Q Alcorn State University 0 & Sign Out

FPAREQN

Requisition
(FPAREQN)

Release: 2.1.0.1

o
ooo Keyboard Shortcuts
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REQUISITION

BANNER 9

NOTE: Please be careful when typing in an existing Requisition # to avoid creating a new requisition
number.

Click here
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& Sign Out ?

B an B REREVE S RELATED

Get Started: Fill out the fields above and press Go

Requisition
Type “NEXT” Then Click green “GO” button (at the top right)
7

SN

x Requisition FPAREQN 9.3.5 (prod) ADD B RETREVES % RELATED

Requisition: INEXT |] | Copy ] “

Get Started: Fill out the fields above and press Go.

11P

You can click “Next Section” which
is located at the bottom left corner of
the page (Atl+Page Down)

KEY_BLOGK DISPLAY_RQST_GODE 1] ellucian



BANNER 9
REQUESTOR/ DELIVERY INFORMATION

X Redquisition FPAREQN 9.3.5 (prod) aco @ remeve  Jresmen g Toous
Requisition: NEXT Start Over
= REQUISITION ENTRY: REQUESTORIDELIVERY e -] a v

Requisition In Suspense

Order Date * | 02/06/2019 m Com Document Text
Transaction Date * [02/06/2019 m Accounting Tota
Delivery Date * [m ] Document Level Accounting
 REQUESTORDELIVERY WFORMATION [T T
Requestor* | Your name will populate here. StreetLine 2
Organization* | J-.] Ofice of nst. Adv & Plan -Rest Street Line 3
« [A ] Alcom State University
Email Contact ™ha
snenton To+ [Merha ¥V Gaogs ]
Phone Area Code Building
Phane Number Floor
Phone Extension cit

State of Province
FaxArea Code 2Zip or Postal Code
Fax Number Natior

Fax Extension
ship To * Area Coge
Phone Number

Street Line 1 ' Extension

Required Fields:
Delivery Date* - The date must be reasonable and later than the Transaction Date.
Organization* - Input organization which will be used for the expenditure

Ship To* - The Central Receiving information will auto populated after you select from the Ship-To-List

TIP

To proceed to the next section: Click the “Vendor Information”
tab OR Next Section (located at the bottom left corner)




BANNER 9

VENDOR INFORMATION

Requisition FPAREQN 9.3 5 (prod) \ LATED 4 TOOI

Requisition: R0127796 Start Over

- REQUISITION ENTRY: REQUE STOR/DELIVERY

Requisition  R0127796 Comments [] 1n Suspense

OrderDate  02/06/2019 Commodity Total 0.00 [] Document Text
Transaction Date  02/06/2019 Accounting Total 0.00
DeliveryDate  03/06/2019 Document Level Accounting
RequestoriDelivery Information
* VENDOR INFORMATION insert & Deiete  "m Copy el
Vendor (VI |] ASUwarenouse contact | ]
Vendor Hold Email | ]
Address Tipe
Sequence Phone Area Code
Phone Number
StreetLine 1 Phane Extension
StreetLine 2
StreetLine 3 FaxArea Code
Fax Number
City Fax Extension

State or Province S Discount =l

Zip or Postal Code 39036 Tax Group

Nation Currency =/

If Vendor ID is known, input the V# in the vendor field and press Tab.
The vendor’s address and contact information will populate.
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BANNER 9

VENDOR OPTION INFORMATION

To find the vendor that is needed: Click the three dots ... next to the vendor field

X Requisition FPAREQN 935 (prod)

A0 RREmEE &
Requisition: R0127796

Start Over

~_ REQUISITION ENTRY: REQUESTOR/DELIVERY

& nsert_ @ 0cele"m Copy | Y. Fite
Requisition ~ R0127796 Comments [] In Suspense
Order Date | 02/06/2019 Commaodity Total 0.00 [] pocument Text
Transaction Date | 0206/2015 Accounting Total 000

Delivery Date | 03/06/2019 Document Level Accounting

RequestoriDelivery Information

ndor Information i i i i I ey :
vaNDoanol\z/M:lou{ — | B Option List % B et Bocee T copy | ¥ Fie

Vendor Hold

Address Type

]

Sequence

Entity Name/ID Search (FTIIDEN)

StreetLine 1
StestLine 2 Vendor Maintenance (FTMVEND)

Street Line 3

City
State or Province
Zip or Postal Code

Nation

Click on the Entity Name/ID Search (FTIIDEN) to find the vendor of choice.

= Q % Alcorn State University Q Mrs Yurneka H Felton & Sign Out ?

X Entity Name/ID Search FTIDEN 9.3 4 (prod)

P A B REREVE LR

2 EIILLL 5 )2 e — @ Enteraquen; press F8 o execute
v/ Vendors Financial lianagers

Terminated Vendors Terminated Financial Managers

Grant Personnel Agencies

Proposal Personnel Al

~ DETAILS

Add Another Field ... v

4

’ Clear Al

Select “Last Name”.

Contains will populate in the next field; then type the desired vendor (ASU Warehouse)

X Entity Name/ID Search FTIDEN 9.3.4 (prod)

AD B REREVE 1
~_ ENTITY NAMEND SEARCH

[i] 2
| Vendors Financial Managers

Terminated Vendors Terminated Financial Managers

GrantPersonnel Agencies

Proposal Personnel Al
~ DETAILS Qnset @ Y, Fite

o

[Last Name | [Contains ~| [AsUwAREHOUSH ] )

Add Another Field .. [v

Clear All

Click “GO”.
TIP ¢

If you desire a different vendor
Click the “Clear All” option to filter
a new vendor.
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BANNER 9

VENDOR SAVE INFORMATION

X Entity Name/ID Search FTIDEN 9. AD R RETREVE % TooLs
™ ENTITY NAMEAD SEARCH insert @@ Delete " Copy | V. Fiter
v Vendors Financial Managers
Terminated Vendors Terminated Financial Managers
GrantPersonnel Agencies
Proposal Personnel All
~ DETAILS £ nsert 3 Delete ¥ Copy | Y, Fiter
o
[} Last Name First Hame. Middle Name Enity Indicator Change Indicator Vendor Financial Manager Agency Hame Type
V0021003 ASU Printing and Shipping Corporation Yes No No No Mo
V12 ASU Residence Halls Corporation Yes No No No No
V0020166 ASU School of Business Corporation Terminated No No No Mo
V28 ASU School of Business Corporation Terminated No No No Mo
V0009871 ASU School of Education and Phyc Corporation Terminated No No No No
V15 ASU School of Nursing Corporation Terminated No No No Mo
V6 ASU Senice Station Corporation Yes No No No No
V0010117 ASU Small Famers Conference Corporation Yes No No No No
V0010117 ASU Small Farmers Conference 2008 Corporation Name Yes No No No Mo
V19 ASU Small Farms & Other Ag. Units Corporation Terminated No No No Mo
v ASU Snackbar & Gril Corporation Terminated No No No Mo
V25 ASU Student Actiities Corporation Terminated No No No No
V24 ASU Summer Academy Corporation Terminated No No No Mo
V13 ASU Telecommunication Corporation Yes No No No No
V13 ASU Telephone Exchange Corporation Name Yes No No No No
ASU Warehouse Corporation Yes No No No Mo
V0010883 ASU Wesley Foundation Corporation Terminated No No No No
V0022126 ASUNAA Memphis MWC 2017 Corporation Yes No No No No
V0021902 Career Senices Center ASU Corporation Yes No No No Mo
V0021516 MS Gulf Coast ASU Alumni Chapter Corporation Yes No No No Mo
M4 B M| Per Page Record 56 of 64
< >
a|l X CANCEL | SELECT
auery SPRIDEN. elluy an

Click “SELECT”.

Vendor info will populate under the vendor information tab. This will include the vendor’s address.

X
Requisition: R0127796

Start Over

B Delte ®a copy | V. Fiter

Comments [
W
OrderDate | 02062019 Commodity Tolal 000 [ Document Text
Transaction Date | 02062019 Accounting Total 000

Delivery Date | 03062019

RequestoriDelivery Information w Commodity/Accounting  Balancing/Completion

Document Level Accounting

~ VENDOR INFORMATION nsert ) Dekte " Copy | Y. Fiter
Vendor [V -] [ASUWarehouse Contact
Vendor Hold email [ |

Address Type

Sequence Phone Area Code
Phone Number
StreetLine 1 Alcom State University Phone Bxtension

StreetLine 2

StreetLine 3 Faxrea Code
Faxumber
City  Lorman Fax Extension

State or Province WS piscount [ )
Zip or Postal Code 39096 Tax Group

aton cumensy [ =)

NOTE

The Requisition number is listed at the top corner of this page.

o [— FPEREQHVENDOS

SPRIDEN_ID[1] faucian

m Click “SAVE” first.

To proceed to the next sec-
tion: Click the “Block Next”
option.

12



X Requisition FPAREQN 9.3.5

Reauisition: R0127796

BANNER 9
COMMODITY/ACCOUNTING

Item Text [FOAPOXT]
Click “RELATED”.

B a0

B remeve

Delivery Date 03062019

Document Lovel Accountng

Requisiton R0127795 Comments (] nsuspense
OrderDate (02072015 Commdiy Total 000 (] Document Tex
Transacion Date 020872015 Accounting Tota 000

To add additional
item use | (down
arrow key on the
keyboard) or click

“Insert” (at the top
To enter .
commodities, right of the page)
just click to place your
inside of —== cursor in the next
Applicable P — DocumentTotal o
field and tab to [Accoume B Boee mon v Description field
the next = = Toeer i Trana Toron et [rroa o = e \..sm,..E s snspeva and repeat.
desired field. e 07 PerPage Record 1 0f 1
% uso
Extonded Amount 0
st o )
At & —
Tax
FOAPAL Total
Document Total
Remaining
Commodity Amaunt
ellucian
| commonyinccounins I
~ COMMODITY insert [ Delete " Copy | . Fiter
tem ‘Commodity Description um Tax Group Quantity Unit Price. Commodity Text Item Text Add Commodity
1 ADDING TAPE 2 % EA EA 35.00 02500 ] O O
2 ENVELOPES, seal 12 x 15 box BOX 200 21,9500 ] O O
3 WASTEBASKET EA 600 65000 .
To enter item o o
. EA 008 25000 toxt & |
T of 1 1010 PerPage click the Record 4 of 4
Extended Amount 150 Tax “RELATED”
Discount Commody Total 150 tab and select
Additional Document Total 9350 the
Item Text
o [FOAPOXT]
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BANNER O
COMMODITY TO RELATED/ITEM TEXT

£ RELATED

Requisition:
» REQUISITION ENTRY: REQUESTORIDELIVERY
Requestor/Delivery Information  Vendor Information Balancing/Completion Review Commodity Information
[FOICOMM]

~ COMMODITY

Quantity Unit Price Commodity Text Htem Tex

Click “Item Text” [FOAPOXT]

tem Commodity Description um Tax Group
item Text [FOAPOXT]

Document Text [FOAPOXT]

Commodity Text [FOATEXT]

+ ACCOUNTING

Index Fund

Sequence

=RRQENE| Alcom State University ) Mrs Yumneka H Felton @ Sign Out ?

ADD B RETREVE % To0LS

X Procurement Text Entry FOAPOXT 9

TextType:  REQ Code:  R0127796
ttem Number: 4
Commodity:  PENS, UNV MED. BLACK

Description

e — ConyCommott. ]
Text
Default Increment:

Get Started: Fill out the fields above and press Go.

Change Sequence:

Vendor: V1 ASU Warehouse

Click “Go” (Alt + Page Down) I

14



BANNER 9
COMMODITY TO RELATED

X Procurement Text Entry FOAPOXT 9.3.5 (prod)

R A B RETREVE % T00LS
TextType: REQ Code: R0127796  Change Sequence:  Item Number: 4 Vendor: V1 ASU Warehouse Commodity Description: PENS, UNV MED. BLACK  Modify Clause:  Copy Commodity Text: Default increment: 10
~ PROCUREMENT TEXT ENTRY insert @ Deletc " Copy | ¥, Filier
Text Clause Number Print * e

Roller Glide Grip Pen Value priced roller with an 10
20

adgi-value grip. The rubber grip provide control
Pock§ Clip Nonrefillable

] w3

e Record 2 of 3

| Add item text description here I

To add additional lines
use | (down arrow key
on the keyboard) or click
“Insert” (at the top right
of the page) to place
your cursor in the next
field and repeat.

CANCEL | SELECT | SAVE

el sian

FOBTEXTFOBTEXT_PRT_IND (2]

Click (Alt + Page Down)

x Procurement Text Entry FOAPOXT 9.3.5 (prod)

ADD & RETREVE ¥ TOOLS 1
Text\ype: REQ Code: RO127796 Change Sequence: ftem Number: 4 Vendor: V1 ASU Warehouse Commodity Description: PENS, UNV MED. BLACK ~ Modify Clause:  Copy Commodity Text Default Increment: 10 @ saved successtully (1 rows saved)

~ prothmemENT TEXT ENTRY

G3nsert G Delte "m Copy | . Fiter
Text Clause Number

Print * Line
Roller Glidl Grip Pen Value priced roller with an 10
added-valueYgip. The rubber grip provide cantrol 2
[Pocket Clip Myprefillable 30
. Record 3 of 3
~—{ Click here to

Exit “Item Text”

CANCEL | SELECT | SAVE
ellucian

FOBTEXTFOBTEXT TEXT 3

15



BANNER 9
ACCOUNTING ENTRY

X Requisition FPAREC ADD B RETREVE  SLRELATED £ T0OLS

Requisition: R0127796

» REQUISITION ENTRY: REQUESTORIDELIVERY €2 nsert
Vendor Balancing/Completion

~ COMMODITY £ Inscrt @ Dekcte " Co Y.
Item ‘Commedity Description um Tax Group Quantity Unit Price Commodity Text Item Text ‘Add Commeodity

1 ADDING TAPE 2 % EA EA 35.00 0.2600 O O O

2 ENVELOPES, seal 12 x 15 box BOX 2.00 21,9500 O O O

3 WASTEBASKET EA 6.00 6.5000 OJ O OJ

4 PENS, UNV MED. BLACK EA 0.06 25.0000 (] (]

Record 1 ofd
Extended Amount 9.10 Tax Distribute

Discount 0.00 Commodity Total 910
Additional 0.00 Document Total 9350
~ ACCOUNTING insert @ Delete " Copy Y. Fite

Sequence coa Year Index Fund Oran Acct Prog Acty Locn Proj HSF Override HSF Suspense

1A 19 L ] 200103 ]

Record 1 of 1

% usD
Extended Amount O o
Additional [m] [ X |
Tax 0.00
FOAPAL Total 000
Document Total 0.00
Remaining

Commodity Amount

FPRREGA Ff $REQA_ACCI_CODE 1] ellucian

Click inside of the account box to enter the Account
number.

After you have completed all the items and funding sources, click the “Balancing/
Completion” tab OR Block Next located at the bottom left corner

16



BANNER 9
COMPLETE REQUISITION

X Requisition FPAREQN

Bao Breme  Seeumm  46Toois

Requisition: R0127796

~ REQUISITION ENTRY: REQUESTORDELIVERY. 3 insert 3 Delete_"in Copy
Requisiion ~ R0127796 Comments [] 1n Suspense
OrderDate 02082019 Commodity Total 93.50 [ Document Text
Transaction Date 020062019 Accounting Total 9350
DeliveryDate 03062019 Document Level Accounting
RequestoriDelivery Information Vender Information ‘Commedity/Accounting
T BALANCINGICOMPLETION 3 insert @ Deiete  "m co Y.
Vendor V1 ASU Warehouse Currency
Vendor Hold Exchange Rate
COA A Alcorn State University Commodity Record 4
Count
Requestor | Yumeka Felton Input Amount 9350
Organization | 200103 Office of Inst. Adv. & Plan.-Rest Comverted Amount
~ AMOUNTS insert 3 Delete Mim Copy | Y. Fiter
Input Commodity Accounting Status
Approved Amount 93.50 93.50 93.50
Discount Amount 0.00 000 0.00.
Additional Amount 0.00 000 0.00.
Tax Amount 000 000 000

| Complete | InProcess |
h

| Incomplete Requisition l

| Complete Requisition l

4

Click “Complete”: You must click complete to submit the requisition for
the APPROVAL level. It will remain in suspense if it is not complete and
will not be forwarded for approvals.
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BANNER 9
NOTES

Requisition Approval History can be viewed at FOIAPHT. Review Banner messages daily using
GUAMESG (no longer receive notification).

Items at no charge must be part of “item text” on the last line ordered. (Do Not use All caps for item de-
scription)

Banner requisitions cannot exceed 99 lines in order for the purchase order to be processed.

Please upload any quotes or contracts related to the requisition in the Banner Document Management Sys-
tem (BDMS).

NOTE

18



BANNER 9
2019 TRAINING MANUAL

= Q Alcomn State University 0 & Sign Out

Release: 2.1.0.1
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ooo Keyboard Shortcuts

19



ALCORN STATE UNIVERSITY

SPR19

20



