Creating A Requisition Using The Copy Function Process

The Copy Requisition process enables you to copy from an approved requisition to a new
requisition document. Only requisitions that have been completed and approved through
all approval queues may be copied.

1. To create a myGate requisition using the copy function, log in to Internet Native
Banner (INB).
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2. Enter FPAREQN in the Direct Access Box, then press
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3. Click @ (Copy Icon.).
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4. Confirm that the Copy screen opens.
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10.

Enter requisition number that you wish to copy into the Copy From Requisition
field.

to populate the Vendor Name field, if necessary.

Click OK.
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Confirm the information from the old document appears in the Requisition Entry:
Requestor/Delivery Information block.

Please write down new requisition number which appears in the Requisition
field in the upper, left corner of the Requisition Entry screen.

Make note that In Suspense box contains a check mark.
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Requisition: RO0OO459
Order Date: [04-MAT-200 Transaction Date:  |o4-Har-2008 S0 W In Suspense
Delivery Date: = Cammen ts: Documen! t Text
Commadity Total: 500 Accounting Total: 5.00

[ Document Level Accounting

Reguestor: [ coa: |1 [Z)Murray State University
Organization: (100349 [=lfchemistry Email: |

Phane: 270 Extension: Fax: 4 Extension:
Ship To: =

Street Line 11 Chestnut Street

Street Line 2:
Street Line 3:

Building: Floor: [

city: Murcay

State or Province: [kv Zip or Postal Code: [4z071
Nation: 1]

Telephone: 1 Extension:

Contact:

Attention To: [

“
Enter request order date{DO-MON-YYYY)
Record 11 - =O8C>




Make desired changes to the copied requisition. Changes can include the following:

Requestor,

Vendor,

Commaodity, and/or
Accounting information.

11.  Change the order date in the Order Date field, if appropriate.

=
12. e through Transaction Date.
b
13. — to enter a delivery date in the Delivery Date field.
=
14. — to enter special instructions in the Comments field, if appropriate.
=
15. — to change the requestor in the Requestor field, if appropriate.
e
16. ) TWICE.

17.  Change the Organization code, if appropriate.

Tab

18. == {0 enter requestor’s e-mail address, if appropriate.

19. — to enter requestor’s phone number, if appropriate.

20. — to enter requestor’s fax number, if appropriate.

21.

to enter new Ship To: information, if appropriate.

22, to enter information in Attention To: field, if appropriate.



P Oracle Developer Forms Runtime - Web: Open > FPAREQN =]
File Edit QOpbons Block |tem Record Query Tools Help
By 0 REeEE 0 BE®H & &
toriDelivery | mation FPARECQN 7.4.0

5+ Requisiton Entry: RaguestorDelive

Requisition: FLODD04SS

BE < ®ie @ X

rform.a

Order Date: 0s-mav-zo0s [EH Transaction Date:  [os-mav-zooe [T #In Suspense
Delivery Date: 22-unv-2008 EH Comments: I Document Text
Commodity Total: 5,00 Accounting Total: 5.00

[ Document Level Accounting

Requestor: [ COA: [t [®][Murray Stats University
Organization: [100349 EEChmn-;h-[ Email: [‘
Fhone: '_ '_L Extenslon: I—‘ Fax: ,r_"'—' Extenslon: |—‘
Ship To: =
Street Line 1: [chestaut Street
Street Line 2: [
Street Line 3: [
Buliding: Floor:
Clty: [Murray
State or Province: ’K‘r_ Zip or Postal Code: ann
Mation: [
Telephone: ’_ Extension:
Contact: L
Attention To:
4 L3
Enter delvery comments, (30 characiers madmurn)
Record: 11 =08 C=
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23.  Click (Next Block) or + 8

24, Enter vendor information in the Vendor information block, if appropriate.

& ENE
25.  Click (Next Block) or + 8

26.  Change the commodity (item) information in the Commaodity and Description
fields, if appropriate.

Ctrl Paga
27.  Click @ or l—] + &]

28.  Change the FOAPAL information, if appropriate.
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<= Requisition Entry: CommodityfAccounting FRAREQN 7.4.0,1 (TRNG)

Requisition: RODDDESS

Order Date: oa-muv-zoos [ Transaction Date:  [04-mav-2006 [T V1 Suspense
Delivery Date: 22-MAY-2008 Q Commants: " Document Taxt
Commodity Total: 500 Accounting Total: S.00

" Document Level Accounting

ufm Tax Group Quantity Unit Price

tem [ 1 of [ 1 [poz [+ [—] [ 1 § T Extended: [ 500
Discount: ]
Additional: 00
T Commodity Text Tax:
| | [ Item Text Commodity Line Total: 5.00
| [ Add Commodity
| i [ Distribute
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Extended; ’:l i
Discount: || |
Additional: Cl [ =
oo | Tax: _I
[] [ | | FOAPAL Line Total: | 5100
I_ I_ [ | | Commuodity Accounting Total: -
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Enter Chart of Ascount cade 1
Recand: 11 ~.  Listofvalu.. =08C>
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29. Click @ or I—]+[Dﬂ]

30. Confirm the Status Field reads BALANCED for the Approved, Discount, and
Additional amounts. If they are not balanced, please read message which appears
in AutoHint line. You will be directed to the area where the error(s) occurred.

Urganmisauun: lJUUJ"" r-l'lmm‘[
Currency: |

Exchange Rate: Commodity Record Count: 1
Input Amount: 5.00 Converted Amount:

Input Commodity Accounting Status
Approved Amount: s.on 5.00 5.00 EBALANCED

Discount Amount: 00 00 BALANCED
Additional Amount: 00 00 BALANCED
Tax Amount: 00 00 BALANCED

Complete: In Process: m

WARNING : Budget |z exceeded for itarm 1, sequende 1
Record: 111 <0BC>




31. Once confirmed, click the Complete button to send the requisition to the electronic

approval process.
Complete: @l

If you are not ready to complete, put the requisition “In Process”.
In Process: @

32. Write down the document number that appears on the AutoHint Line for future
reference.

Docurent RO0D0459 completed and forwarded to the Approval process
Record: 111 =QSC=
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33. Click E (Exit) in blue title bar or press .—] + S t0 exit FPAREQN.



