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Introduction
Purpose

The purpose of this user guide is to provide you with all the necessary information to
create, print, track, modify, and cancel Purchase Orders through the procurement process

Reviewing Budget before Entering a Purchase Order

FGIBDST: Budget Availability Status From

Prior to entering a Purchase Order, it is a good idea to review the available budget in
the FOAPAL string(s) to which the purchase will be charged. This should be done by
accessing FGIBDST:

1. Enter Chart of Accounts: 1

2. Enter the Fiscal Year: 07 (2006-2007)

3. Enter the Fund, Orgn, Account, and Program. Each of these fields must be
filled in. You will see the particular account you entered plus all existing
accounts which follow in the same distribution (fund/orgn/program).

4, Press Ctrl & Page Down to go to the next block.

Process a budget transfer if there are insufficient funds in the account(s) you intend to
use.

Note: Account balances can also be checked using FGIBAVL; however, FGIBAVL does
not provide transaction detail history. The primary advantage to using FGIBAVL is that
it provides up-to-the-minutes balances. For example, if someone in your department
enters a budget transfer or a Purchase Order, the amount of that particular transaction will
immediately appear.

It is recommended that you use FGIBDST to check account balances. FGIBDST
displays only documents, which have passed through the approval process and have been
posted.
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& oracle Developer Forms Runtime - Web: Open > FGIBDST

File Edit Options Block Item Record Guery Tools Help
BOEBEERE W BTy & [ [0
’{E Organization Budget Status FGIBDST 7.2 2~ |
Chart: ’1— F Organization: 521 F Furchasing
Fiscal Year: ’F F Fund: 11001 F Unrestricted - General
Index: F Program: 6770 F Logistical Services
[ Query Specific Account Account: 5220 [*]  Travel- Staff Conferences
[ Include Revenue Accounts Account Type: F
Activity: d
Commit Type: Both T 7
Account  Type Title Adjusted Budget YTD Activity Ci i Available Balance
220 [ [travel - staft conferences [ 214667 \ 0.00 [ 0.00 [ 2146567 -
[s310 [E | [memberships snd Dues [ 150,00 \ 150,00 [ 0.0 [ 0.0
|554c| |? |Te\ephone and Data Lines | w97 ‘ ITE | 0.00 | 2566
[ssa1 |E— [cen Prones and Pagers [ 47308 [ 0.00 [ 0.00 [ 473.08
|5521 |? |Copler Maintenance Agresments | 432,00 ‘ 37368 | 102.00 | 4356
|sean |E— [Eauipmert Repirs [ 9534 \ 0.00 [ 0.00 [ 3584
[s840 | [Physical Examinations [ 185,00 [ 65.00 [ 0.00 [ 130.00
|SBEU |? |Postage | 558 ‘ 000 | 0.00 | 558
| L] | \ | |
| Ll | \ | |
| L] | \ | |
| Cf | \ | | >
NetTatal: | 353514 [ 59999 [ 102.00 [ B
g o e e [
Dup tem for Detail, Count Guery for Orgn. Summary, Dup Rec for Encum. List
Record: 1/8 | ] | | | =05C=

4 start "8 ko - mic ut... | O Banner User Guide-... | /2§ Oracle Application Se... & Oracle Developer For ., Deskiop 7 @) ] 4,

If you notice anything unusual in any of the columns on FGIBDST and wish to determine
the transaction detail for a particular account, there are several forms and reports that will
provide transaction detail.

PURCHASE ORDER FORM - FPAPURR
Use the Banner form, FPAPURR to create a Purchase Order. The components of
the form are the following screens:

moowz

Documentation Information
Requestor/Delivery Information
Vendor Information
Commodity/Accounting Information
Balancing/Completion

The Purchase Order form (FPAPURR) begins with the procurement process when the
staff member acts upon an internal request to acquire goods or services. In the body of
the Purchase Order, you will need to identify the buyer, vendor, price, quality, sales tax,
and the accounting information. The sales tax is defaulted to (IMP), which is 7.75%.
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The purchase order allows you to set in motion the ordering process. Once the purchase

order is completed, it goes to the approval queues, ultimately ending up in the printer
queue, from there you can print the purchase order, and then send it the vendor.

Purchase Order Form

& oracle Developer Forms Runtime - Web: Open > FPAPURR
File Edit Options Block Item Record Guery Tools Help

B RAAEE %8 EIEYEIEEL:

w4 Purchase Order FRAPURR 7.2 (FIN) [0~

Purchase Order: | [x) @

[ [
Enter NEXT or leave blank for automatic assignment or enter document number, press MEXT ITEM to activate COPY function.
Recard: 111 | ] | | | =05C=

@ Banner User Guide - ... a Oracle Application Se...

This is the first screen for the “"Purchase Order Entry Form™
e Useyour "Ctrl"” & Page Down' key to start your entry.

Deskop @ 8] . 11:28 An

e The system will automatically enter “"Next ", which will tell the system that

you are requesting a new Purchase Order number.
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Documentation Information

B oracle Developer Forms Runtime - Web: Open = FPAPURR
File Edit Qptions Block Itern Eecord Query Toals Help

BOE BEEE @RI E B e & ([

’%;E Purchase Crder Entry: Document Information FP? T (Rl efaadadafadadaatad
Purchase Order:  [NEXT Blanket Order: 4] Order Type:
Order Date: (0 4PR-2007 @ Transaction Date: 06-APR-2007 @ [n Suspense
Delivery Date: 20-sprz0r  (F) Comments: [ [IDocument Text

Commodity Total: i} Accounting Total: oo

¥ Document Level Accounting

Dacurnent Infarmation RequestorDelivery Inforrnation Vendor Inforrnation CommodityAccounting Balancing/Completion

[T PO created from Requisition

Requisition Document Text:
Buyer Code: |RG Elﬁaquel Gonzales
BO Termination Date:

[ Rush Orde:

Purchase Order Copied From:

ar T R R P R P P e D
Check to perform NSF checking at data entry time. |
Record: 11 [ | | | <0sC=

/4 start "8 o t.. | O BannerUser Guide -... | ‘A Oracle Application Se... @ Oracle Develaper For... Deskrop @ 8] 85 11:37 AM

e The "Order Date™" and the “"Transaction Date™" will automatically defaults to the
current date.

e Inthe "Delivery Date " field, manually enter the anticipated delivery date. The
delivery date will be between 2 and 4 weeks after the order date for standard
items and may be longer for furniture and other more complex orders.

e Inthe “"Buyer Code " field, enter your buyer code. Your code should be your
initials (i.e., “RG” Raquel Gonzalez).

e Use the "Ctrl""& "Page Down " key to go to the next screen or click on the
Requestor/Deliver tab above.
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Requestor/Delivery Information

B oracle Developer Forms Runtime - Web: Open = FPAPURR

File Edit Qptions Block Itern Eecord Query Toals Help

=

2w

HEABEE &

Purchase Order Entry: ReguesterDelivery FPAP!

Purchase Order: NEXT Blanket Order: [ 1 Order Type:
Order Date: 0e-ppR-2007 [ Transaction Date: pe-aeR-2007 [ Clin Suspense

Delivery Date: 20-sprz0r  (F) Comments: [ CIDocument Text

Commadity Total: | Accounting Total: ]

¥ Document Level Accounting

Docurnent Information ReguestonDelivery Information Vendar Information ComrnodityAccaunting BalancingiCormpletion
Requestor: |Raquel Gonzalez COA: |1— Eﬂlmpsria\ Walley College
Organization: [p21 [=]purcrasing Email: [0 crial.edu
Phone: 760 | |3556218 Extension: Fax: 760 | |3556451 Extension:
Ship To: wH 4
Street Line 1: |Centra| Receiving
Street Line 2: [380 East aten
Street Line 3: [
Building: Floor:
City: |\mperial
State or Province: |CA& Zip or Postal Code: 92251
Nation: [
Phone: 780 3556430 Extension:
Contact: |Jﬂe Serna
Attention To: [s0e serma .
ar T R R P R P P e D
Record: 111 |1 | | | <os5C=- J

74 sta "B 1rbox t.. | O BannerUserGuide-.. | ‘7§ Oracle Application Se... e Desktop 7 % J8) 4, 11:39 AM
L P 7! r

e The requestor information should typically be defaulted based on your user ID. If

it is incorrect please notify the Information Systems department for correction.
The organization code will be defaulted to most people, except in cases where the
requestor has access to several organizations; in that case the user should enter it
manually.

The “"Ship To " field is defaulted to WH — Central Receiving. Receiving codes
have also been created for several departments. If shipment should be delivered
to those locations, simply change the code and then click "OK™". The ship-to
date will be transferred automatically to your entry screen. The system will not
allow you to complete a purchase order with a blank ship-to code.

NOTE: When ordering from Office Supply or Staples and you want the order to
be delivered to you directly, enter your department’s ship-to code.

The “Attention To ™ field is also a required field and must be entered with the
information of the contact person with the vendor

Use the “"Ctrl"” & "Page Down " key or click on the Vendor Information tab
above.



User Guide Buyer

Vendor Information

B oracle Developer Forms Runtime - Web: Open = FPAPURR |Z||E|rz\
File Edit Qptions Block Itern Eecord Query Toals Help

NEIHEABE BT E

e Purchase Order Entry Wendor FRAPURR 7.2 (FIN

Purchase Order: Pe00g980 Blanket Order: [ 1 Order Type:
Order Date: 0e-ppR-2007 [ Transaction Date: pe-aeR-2007 [ Clin Suspense

Delivery Date: 20-sprz0r  (F) Comments: [ CIDocument Text

Commadity Total: | Accounting Total: ]

¥ Document Level Accounting

Daocument Information RequestorDelivery Inforrnation Vendor Inforrnation CommodityAccounting Balancing/Completion

Vendor: f@onz00033 |[ ] [office Supply Company,

Address Type: @8 ||  Address Sequence: | 17

Street Line 1: ‘589 hiain Street Phone: ’F ’m Extension: ’—
Street Line 2; ‘ Fax: ’750— 3524523 Extension:
StreetLine3: |
Citys Eceto | StateorProvince: |CA | Zip or Postal Code; (92243 Nation: |
Contact: \
Emaik: |

Discount: o
FOB Code: [ =

Tax Group: ‘\MF‘ E‘Imperial Taxes [ Dishursing Agent

Class Code: ’— E”

Carrier; ‘ El

Currency: ‘ EH -

-

ar T R R P R P P e D
Enter address type code and press MEXT FIELD. |
Record: 111 [ | Listofvai.., | | =080=

tout.. | O Barner User Guide .. | 2 Oracle spplica

This screen will allow you to enter the data for the vendor. If you do not know the
vendor number and need to search for the vendor, click on the arrow beside the vendor
field.

The white box, “"Option List™" will appear after clicking the arrow icon.

Select FTIDEN.

Click on this one time and you will go to the FTIIDEN screen.

Type in the first three letters with a percent sign (i.e. Off%)of the vendor you are

looking for and a listing of vendors that start with the first three letter will show.
(See next page)
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Entity Name/ID Search Screen

B oracle Developer Forms Runtime - Web: Open = FPAPURR - FTIIDEN

Eile Edit Qptions Block Itern Record Query T Help

AAIEEABEER B E

"5 Entity Name/ID Gearch FTIDEN 7.0 (FINY 2707,

EIEYEIEEL:

OOOOO OO OOOEEEEEFE <
OOOOOOOOOO=EEEEEEE
OOOOOOOO0OOEEEEEFEE =
OOOOOOOO0O0OEEEEEEE @
OO OO OO=EEEEEEE -

JTTTTTTTTTTTTTTN £

I O [ O O ||

‘ M_Vendnre F. Financial Mananers & . dinenries (3 . Grant Dersonnel D - Pronnsal I Dorsnnnel |
AP A
ID. Press Edit to change Ordering of Records

Record: 1/7 [ | | | <0sC=

¥ Vendors [ Grant Personnel [Financial Managers [ Agencies
[ Terminated Vendors [ Proposal Personnel [ Terminated Financial Managers Can
Entity Change
ID Number Last Name First Name Ind Ind
|
EEE | [0ff To Colege
l@onzon182 [otiice Depot
l@onzantaz | [Offics Depot
@oozooo33 [otice Supply Company
(0nB00473 |otice of State Publishing
[GonsonEse [office of Water Programs
[coos32950 [otficial Payments Carp

oftout.. | D Banmer User Guide -... | /2§ Oracke Application Se... & oracle Developer Far... Desktop '<) 6, 1140 &M

The query above will provide the following outcome.

Select the proper vendor, by highlighting it.

Double click and the vendor will be added automatically.

After you select the vendor, the Banner screen changes back to FPAPURR.

above.

Can’t find a vendor
If you are unable to find the vendor in the system, you must let the Purchasing

Make sure to write down the PO number, when you go back to the screen.
Use the ""Ctrl"” & "Page Down " key or click on the Commodity/Accounting tab

Department or Business Services know by filling out the VVendor Profile Form (located
under the Business Services Website) and either fax or send the completed form as an
email attachment to the Purchasing Department or Business Services Department. The

following information must be provided in the form:
e Correct business name and correct address.

Tax ID number.

Phone number and fax number of the person who owns the business.
Contact Person

If more than one address, specify which address is the PO and which is the AP.

When the vendor is a DBA (Doing Business As), enter the social security number.
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Commodity/Accounting

This screen will allow you to describe the specifics of your order.

Buyer

e Tab to the description field and enter the item description.

e Tab to the U/M field and select the appropriate Unit of Measure either from the
list (click on the arrow for codes) or enter a U/M code.

e Tab to the Tax Group field. The default is IMP for Imperial County. Tax Group
can be changed by entering the appropriate code or selecting one form the field.

e Tab and enter Quantity.

e Tab and enter Price

e Ctrl & Page Down for next block.

e Enter the corresponding FOAPAL string and tab until the Document Acctg total is
calculated as shown below.

e Use the Ctrl & Page Down key or click on the Balancing/Completion tab above.

The form should look like the following picture:

& oracle Developer Forms Runtime - Web: Open > FPAPURR

File Edit Options Block Item Record Guery Tools Help
IBEERE BT @R S|
n APLU 2 i o =l
Purchase Order: IM Blanket Order: ’— F Order Type:
Order Date: o6-2PR-2007 [ Transaction Date: p-apr-2007 (] Clin Suspense
Delivery Date: [20-APR-2007 @ Comments: | [ Document Text
Commodity Total: ’77754 Accounting Total: ’7?7'54
v Document Level Accounting
Document Infarmation RequestorDelivery Information Vendor Information CommaodityAccounting Balancing/Completion
um Tax Group Quantity Unit Price
tem [ 1 of [ 2 e (=] w = | 2 x| 1788 -  Extended: | 3588
Commodity Description D oo
v v Additional: 0o
[ e #12345 Ink Cartridge #36 L [commotityext Tax: 279
| ||tem #23456 Ik Cartricge #97 ClemTiext Commodity Line Total: 3BIT
[ [ [ Add Commaodity Document Commacity Total: 7754
[ [ ¥ Distribute
Foapal | 1) of [ 1| Remaining Commuodity Amount: [ o0 [INsFoverride % usD
CINSF Suspense Extended: [ 7196
COA Yr  Index Fund Orgn Acct Prog Acty Locn Proj Discount: [ 00
(7] [*] (*] (*] (*] (7] (7] (7] (7] Additional; [ o
B 1001 a1 [s4e0 [0 [ [ [ Tage O 553
UL | | | | | | | FOAPAL Line Tatal:  am
|— l_l | | | | | | | Docurment Accounting Total: 7754 -
1 I 2 e e R R A A AR A [ D
LIST far list,Count Guery for vendor,Execute Query for Yendar by Comm | J
Recard: 1/2 | ] | | | =05C=

f Inbax - k.., | O Banner User Guide - ... f /3 Oracle application Se. .. & Oracle Developer For,..

10

Desktop % 8] 4 12:00 M
v
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It is the Buyer’s responsibility to ensure that adequate funding exists in the accounts
that are being charged. If there is no funding, the system will give you a warning
message and the “"NSF Suspense ™ box will automatically check on. You will need to
click on the “"In-Process " icon, close the purchase order form, then complete a
budget transfer in order to proceed with the order.

& Oracle Developer, Forms Runtime - Web: Open > FPAPURR
File Edit Options Block ltem Record Guery Tools Help
NE BAERE PP BERH DB EEIEIS @X
=
Purchase Order: PEO03330 Blanket Order: v Order Type: Regular =
Order Date: 06-£PR-2007 [l Transaction Date: 08-APR-2007 |[E [#in Suspense
Delivery Date: 20-4PR-2007 [ Comments: [CObocument Text
Commodity Total: 7754 Accounting Total: 7754
[¥IDocument Level Accounting
Document Infarmation ReguestaoriDelivery Information endor Information Commodity/Accounting BalancingiCompletion
um Tax Group Quantity Unit Price
ftem 1 of 2 = Extended: 35.98
: Discount: 00
Commodity Description
v v Additional: oo
ften #12345 Ink Cartridge #36 ® Insufficient budget for sequence 1, suspending Tax: 279
fterm #23456 Ink Cartridge #97 transaction. modity Line Total: 3677
Commodity Total: 77.54
FOAPAL 1 of 1| Remaining Commodity Amount; oo [CINSF Override % usD
|INSFSuspense Extended: [ PIES
COA Yr  Index Fund Orgn Acct Prog Acty Locn Proj Discount:  [] 00
hd v hd hd hd hd M M hd Additional:  [] 0o
o7 11001 a21 5310 6770 Tax: m| 558
FOAPAL Line Total: 754
Document Accounting Total: 77.54
] I P P B D D R D OO BT [ D
Insufficient budget for sequence 1, suspending transaction ‘
Recaord: 171 | ] | | | =05C=

‘s Start | B trbos - Micrascfe out... | @ Banrer User Guide - .. | 3 Oracke Application e

Completing the document

e After the accounting information is entered you are ready to complete your
purchase order and determine if the accounts you have chosen have enough funds
to pay for the items you ordered.

e Before completing the purchase order you should print a copy for your records.

e Thenifall is in order, click on the yellow check mark icon next to ~"Complete .
This will send your purchase order to the approval process and on through to the
printer queue.

11
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Balancing/Completion

B oracle Developer Forms Runtime - Web: Open = FPAPURR

File Edit Qptions Block Itern Eecord Query Toals Help

T

BRI RAEEBE @@/ B & &% Rk @1 X

n FP

Purchase Order: Pe00g980 Blanket Order: [ 1 Order Type:
Order Date: (0 4PR-2007 @ Transaction Date: 06-APR-2007 @ [n Suspense

Delivery Date: 20-sprz0r  (F) Comments: [ CIDocument Text

Commodity Total: [ 7754 Accounting Total: [ e

¥ Document Level Accounting

Dacurment Infarmation ReguestorDelivery Information Wendor Information CammodityAccounting
Vendor: ‘@00200033 |01fu:e Supply Company, 8 Requestor: Raguel Gonzalez
COR: 1 [mperial valiey Colege
Organization: ‘821 ‘Purchasing
Currency Code: ‘ |

Exchange Rate: Commodity Record Count: 2
Input Amount; 77.54 Converted Amount:

Header Commuodity Accounting Status
Approved Amounts: | 7136 \ 7138 \ 7198 [paLancen
Discount Amounts: \ 0o \ oo \ 0 [pavancen
Additional Amounts: | o0 \ 0 \ o0 [pecancen
Tax Amounts: \ 558 \ 558 \ 558 [peLancen

Complete: InProcess:  [E]

e
Selectto mark this Docurment "Cormplete”.
Recard: 1/1 [ | | | <0sC=

Click on complete icon

Completing an In Process document (not-approved, not-posted)
e Inthe FPAPURR form enter the document number.
¢ Navigate through the document as normal.
e Complete document.

12
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Document History - FOIDOCH

B oracle Developer Forms Runtime - Web: Open = FOIDOCH
Eile Edit Qptions Block Itern Record Query T Help

BOEIBEAEE W& E

"78 Document History FOIDOCH 7.0 (FIN (il

Document Type:  [Fo [~ Purchase Order Document Code:  [PE00ssan (7|

Requisition Status Bid

@&

@
8
&

Purchase Order Status Issues

@
8
H

I3

T T

|»

1]

Check

@
g
H

|»
|»

TR

HTTHeETHTE

0]
O3
0]

1]

Asset Tag

@
8
H

Asset Adjustment  Status

1)
D

=

[[H]
i

ar T R R P R P R e D
Use NEXT BLK, PREY BLK 10 navigate; use DUPLICATE ITEM for Doc Inquiry Form. |
Record: 11 [ | | | <0sC=

4 start Tnhone - Microsoft Gut... | LY Banner User Guide - ... 3 Orarle application Se. .. & Oracle Developer For... Desktop € )08 B 45, 12:42PM
This Document History form provides an online display of the processing history for a

document by a selected document type and code. This form is recommended to see the
status of your purchase order.

13
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PRINTING PURCHASE ORDERS

The Purchase Order Printing Form — FPAPORD

& oracle Developer Forms Runtime - Web: Open > GJAPCTL

File Edit Options Block Item Record Guery Tools Help
BOE I BAEE T B IS &I E
7 hmission Confrals GJAPCTL 7.3 (F BN
Process: E”Purchass Order Form Prirt
Printer Centrol
Printer: | E Special Print: Lines: Submit Time:
Parameter Values
Number Parameters Values
-] =]
(][ | =
(] |
L] |
LI | 2
Submission
[ Sawe Parameter Set as MName: Description: " Hold ® Submit
0 D
Process Mame; press SEARCH for valid processes |
Recard: 111 | ] | | | =05C=

.4 start Tnbo: - Microsoft Out... | 0 Banner User Guide - ... 7} Oracle Application Se... & Oracle Developer For,.. Deskiop 7 @ 8] & 3106 FM

PRINTER CONTROL

e Usethe “"Ctrl"™ & “"Page Down " key to go to the field to enter your printer
information. You should make a note of your specific printer so you won’t send
your purchase orders to the wrong printer.

e Once you have entered the name of your printer, tab over to the ““Special Print™
field, type the number 1. NOTE: If you do not type the number 1 in the special
print space, your purchase orders will not print in the correct format and you will
have to print them again, one at a time.

14
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PARAMETER VALUES

e Usethe ""Ctrl" & "Page Down " key to go to the field to enter your User ID
information. Arrow down to the third 3" parameter “*User ID"", tab over to
values and enter your name here, it will let banner know to print your purchase
orders.

SUBMISSION

e Usethe "Ctrl"™ & "Page Down " key to go to the field to save your parameters.
Check the ““Save Parameters™™ Box.

The form should look like the following picture:

B oracle Developer Forms Runtime - Web: Open = GJAPCTL

File Edit Qptions Block Itern Eecord Query Toals Help

BrReEE % & B &I EE

ubmission Conirols GJARCTL 7.3 (F|

Process: ‘FPAPORD F |Purchase Order Form Print Parameter Set: F

Printer Control

Printer: |purchtﬂ E Special Print: 1 Lines: Submit Time:

Parameter Values
Murmber Parameters Values

= & g
’F ‘Purchasa Order Mumber | (] 12
b2 [stas k 2
T [recuEL_conzaLez
(] |
L] |
L] |
L] |
L] | |

LENGTH: 8 TYPE: Character GiR: Optional MiS: Single
Enter a P.O. or leave blank to print all P.0.3 that have never heen printed

Submission

Name: Description: ' Hold ® Submit
-

Desktop > € [8] ¥, 3:05 PM

Next click the “*Save™" icon in the toolbar at the top of the screen.

15
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& Oracle Developer, Forms Runtime - Web: Open > GJAPCTL - GUQINTF

File Edit Options Block Item Record Guery Tools Help
AEIEAEE Y RERE DI EEE IS (@X
ubmission Confrols GJAPCTL 7.3 }
Process: FPAPORD ¥ | Purchase Crder Form Print Parameter Set: b
Printer Control
Printer: purch v Special Print: 1 Lines: Submit Time:
Parameter Values
Number 2| Vvalues
-
o1 Purchase Orcer Mumber . S
Saving current parameter values as user level defaults
oz Status
03 User IC
-
Submission
[wiSave Parameter Set as Name: Description: ' Hold ® Submit
I [
Saving current parameter values as user level defaults |
Recard: 01 | ] | | | =05C=

4 start Inbiie - Microsoft On O Banner User Guide - ... 7 Oracle Application Se. .. & Orace Developer For... Desktop > ’(Eu 3:10 PM

Once you click the save icon, you will get this message. This means that you have

completed the request and the printer is ready to print your purchase order. Click the
“OK™ button in the message

16
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CREATE A CHANGE ORDER
The Change Purchase Order Form - FPACHAR

£ oracle Developer Forms Runtime - Web: Open > FPACHAR

File Edit Options Block ltem Record Query Tools Help

FEEEEEIEN I

"8 Change Ordet FPAGHAR 7.2 (W

(=15
FIEYEEE

Purchase Order:

peninszs (7]

Blanket Order:

E Change Sequence Number:

ot

Al

Enter change sequence number or NXT' for the form to assign the next number.
Record: 11

| <08C=
/4 start b

e
I Banner User Guide - ...

7 Oracle Application Se... B, Ora pe

Enter the purchase order number then type “NXT” in the Change Sequence
Number window.

Use the “"Ctrl"” & “"Page Down’" to go to the Change Order form.

17
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Change Order Form

& Oracle Developer Forms Runtime - Web: Open = FPACHAR

RequestorDeliery Information

%) [ k|

“Yendor Information
Commodity’ Accounting Infarmation
Purcha ‘iew ltems in Suspense Blanket Order:
Orderl oo cingl Completion Transaction Date: [17-4PR-2007 [
Deliver, pacument Text [FOAPCKT] Comments: jvoice
‘Commodity Total: 74586 Accounting Total: T48.86
[/ Change Accounting Onhy Purchase Order Type: Regular
Original Document Text: [taore ]
Buyer Code: RG [=][Reuel Gonzaes
Blanket Order Termination Date: = [ Rush Order
[ NSF Checking [ Deferred Editing
origin: [panmer
Reference Number: |
A
Enter purchase order date(DD-MON-1YYY).
Record: 2/2 | | | <05C=

@1 X

Change Seq: MKT
Cin Suspense

[ Document Text

yr—
44 Start

8] b

e Click on the ~"Options™" icon, scroll down and click on Commodity/Accounting

Information.

Purchase Order Item Selection Screen

£ Oracle Developer Forms Runtime - Web: Open > FPACHAR - FPQCHAP
Eile Edit Options Block ftem Record Query Tools Help

BOE BEAEE T E

inn FRQCHAR 7

‘75 P Order Iten

Purchase Order:
I Change All

Blanket Order:

PEO10523

Vendor:

= R

—

Change Sequence Number:

‘@umumuna |xme Corporation

Purchase Order Commodity Information

Commodity
Code

Teachers Portable Lease (Apr) #545303 LA

Purchase
Order ltem

—
S

R

‘I
Checkto select commodity for Change Order. Press SAVE to copy item(s)
Record: 141 |1 .| | | =osC>

Exists Copy Option

Line Hem Text
um Units Unit Price
EA 100 | 748.5500

W [y -]
O |

1]

OO0ODODODODODODODODDODODOODOOof

18
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e Select the item that needs to be modified, by double clicking on the right box at
the end of the item.
Click on the save icon.

e A message will appear, then click on "OK™".
Exit from the current screen.

Change Order Commodity/Accounting Screen

B oracle Developer Forms Runtime - Web: Open = FPACHAR - FPQCHAP |z||§||z\
Eile Edit Cptions Block Itern Eecord Query Toals Help
BOEBEEE 97 HEE QI EIFE E4£] (@ X
'E_E Purchase Order ltemn Selection FPQCHAP 7.0
Purchase Order: PEO10528 Blanket Order: Change Sequence Number: 1
[CIchange all Vendor: @00010005 | ¥erox Corporation
Purchase Order Commeodity Infermation
Purchase  Commodlity Line tem Text
Order tem Code Exists CopyOption UM Units Unit Price Added
M <
O
O
O
® FRM-40400: Transaction complete: 1 records applied O
and saved O
O
O
O
O
O
O
O
O
O
O
O -
O 5
-
4] I X o L L L D
FRM-40400: Transaction complete: 1 records applied and saved. | J
Record: 0/0 I | | | =0sC=

4 start Tnbor - tout,.. | O Banner User Guide - ... Q) Oracle Application Se.. & o veln 7 &) gy 10:23 AM
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Change Order: Commodity/Accounting Screen

B oracle Developer Forms Runtime - Web: Open = FPACHAR

File Edit Qptions Block Itern Eecord Query Toals Help

Bl aw EIEYEELE

(@ (X

Purchase Order:  PG0M0528 Blanket Order: Change Sequence Number: 1

Order Date: 04-APR-2007 Transaction Date: 17-APR-2007 [Jin Suspense
Delivery Date: 04-4PR-2007 [ Document Accounting [ Document Text

tem um Tax Group Quantity Unit Price Extended Cost
[ o [ 1 B A 1ok 7453600 - [
Commodity [TJ Description [T‘ Discount Amount: ‘ i)
[ |Teachers Partable Leass (Apr) #545303 LA CleommotibyText Additional Amount: 00
[ [ [ iterm Text Tax Amount: ’7-00
[ [ I Add Commodity Commodity Line Total: [ T4
| |

| Distribute Document Commodity Total: T48.86

FOAPAL NSF % usD

1 of 2 Remaining Commoddity Amount; 00 0 ;;rerri;i; lExtended E————
COA Year Index Fund Orgn Acct Prog Actv Locn Proj []Suspense [ Discount oo
E E EI EI E EI EI E EI [ Additional i}
b | [z0m lo7a [s630 770 [ [ [ OlTax m
e [p00 frs [s530 770 | | | FOAPAL Line Total: 7443
L O | | | \ | | |

Document Accounting Total: 748,56

LIST for list, COUNT QUERY for vendor,EXECIUTE QUERY for ¥endar by Comm.
Record: 11 [ | | | <0sC=

4]

4 start Irib

o & m @ 10

e Make changes like you would do for a regular purchase order
¢ Remember: You cannot make changes on the FOAPAL string.
Ctrl” & "Page Down' key for next block.
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Balancing/Commodity Screen

& Oracle Developer Forms Runtime - Web: Open > FPACHAR

File Edit Opfions Block ltem Record Query Tools Help

Purchase Order: P&010528 Change Sequence Number: 1 Blanket Order:

Vendor: [@oo1000s  frerox Corporation

Currency: [ [

Exchange Rate:
Input Amount: 74885 Comverted Amount:

Header Commogity Accounting Status
Approved Amounts: | 74855 | 74855 ‘ 74885 ‘EALANCED
Discount Amounts: | o0 [ o [ o fpaLancen
Additional Amounts: | o [ o0 [ 00 BaLancen
Tax Amounts: [ o [ 0 [ 0 BaLanceD
Complete: @ In Process:
4] »
Selectto keep Document Incormplete and "In Process" ‘
Record: 111 | | al | <08C=

Complete this document.

CANCEL A CHANGE ORDER - FPACDEL

& Oracle Developer Forms Runtime - Web: Open = FPACDEL

Eile Edit Options Block Hem Record Query Jools Help

CAEE FD FEHEDIE KEE L

el FPACDEL 7.0

s @1 X

Purchase Order: PE010528 F Change Sequence Number: 1 Blanket Order: F

Ordered Date:
Delivery Date: 04-APR-2007
Vendor: [@aoimonns - [Kerox Comporation

Origin: BANNER

Extended Discount Tax Additional Net
Amount Amount Amount Charges Amiount

-mo- LU 0+ o= -0

4|
Checkfor (Y)es. ‘
Record: 171 | | «05C»

14 start Inb
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Enter the purchase order number and the change order number in the sequence
number box.

e CtrI" & "Page Down™ for next block.

B oracle Developer Forms Runtime - Web: Open = FPACDEL

File Edit Qptions Block Itern Eecord Query Toals Help

BRI AEAEE %7 HEE I BIFE G4 1 @X

iy = Change Order Cancel FPACDEL 7.0 (WC)

Purchase Order: PEOT0525 v

Change Sequence Number: 1 Blanket Order: b
[#NSF Checking
Ordered Date: 04-APR-2007
Delivery Date: 04-APR-2007
Vendor: @00010005 | ¥erox Corporation
Origin: BANMER
Extended Discount Tax Additional Het
Amount Amount Amount Charges Amount

‘78 Cancel Date FPACDEL 7.0 {

Record Count
Cancel Date: hr-sprr ([E)
Accounting: 1 Reason Code: u [ Unauthorized tem
Commodity: 1 Make Cancellation Permanent: @
-
ar T R R P R R R P e D
Recard: 1/1 [ | | | <0sC= J

75 start T

@ Banner Liser Guide - ... 3 Orarle application Se. ..

Click the “Options™ on the toolbar, than select "~ Access Cancel Date ™"
Enter the " Cancellation Date™

Enter “"Reason Code ", you click on the arrow for code options
Click the “"Options ™" on the toolbar, than select "Process Cancellation™
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CANCEL A PURCHASE ORDER
The Cancel Purchase Order Form — FPAPDEL

& oracle Developer Forms Runtime - Web: Open > FPAPDEL

[[=1E3
File Edit Cptions Block ltem Record Guery Tools Help
NEIRAEE 0 REE @I SIEE &S (@]
’?,9 Pul Blanket Order Cancel FPAPDEL 7.0 (I ol
Purchase Order: 6010528 [ 7] Blanket Order: |
[+ NSF Checking
Ordered Date:
Delivery Date:
Ventor: [ [
Origin: \
Extended Discount Tax Additional Net
Amount Amount Amount Charges Amount
- + + =
1 I 2 e e R R A A AR A [ D
Enter purchase order code and press [Mext Block]. LIST is available |
Recard: 111 | | | =05C=
4 start Inbese ™

Desktop % B 18] & 10:50 AM

Enter the purchase order number and the change order number in the sequence
number box.

Ctrl & "Page Down'" for next block
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& oracle Developer Forms Runtime - Web: Open > FPAPDEL

[[=1[E)
File Edit Options Block Item Record Guery Tools Help

AN E I BAAEE T BEE RIS IEE S @ X

“raPurchaseiBlanket Qrder Cancel FPAPDEL 7.1

Purchase Order: PEO10S28 | ¥ Blanket Order: ae
[NSF Checking
Ordered Date: 04-4PR-2007
Delivery Date: 04-APR-2007
Vendor: @O00MO005 | Xerax Corparation
Origin: BANNER
Extended Discount Tax Additional Net
Amount Amount Amount Charges Amount
T4 86 R i} + o + o = 748 86
*78 Cancel Date FPAPDEL 7.0 (!
Record Count
Accounting: 2 Cancel Date: 7-APR-2007 @
Commodity: 1 Reason Code: U [*]Unautharized ftem
Make Cancellation Permanert: &)

A D
Enter cancel date and select Make Cancellations Permanent. {DD-MON-YYYY) |
Recard: 111 | ] | | | =05C=
.-‘,! start Inbox - £ Ok, O Banner User Guide - ... 7 Oracle application Se. .. &o

Deskiop 7 @ B €] 45, 10:50 AM

Click the “"Options™" on the toolbar, than select ~~Access Cancel Date™
Enter the “"Cancellation Date™

Enter “"Reason Code™", you click on the arrow for code options
Click the "Options™ on the toolbar, than select “"Process Cancellation™
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