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1.0 Purpose

This procedure describes steps to prepare and submit a purchase requisition.

2.0 Definitions

Proposed Vendor: Customer states vendor they propose to use to acquire goods or services.
Purchasing Manager retains the right to, in coordination with customer, select alternate vendor.

Leadtime: Period of time between placing the order and receipt of goods or services.
Commodity: Item(s) to be purchased
FOAP: The account number, (fund, org, account, program) to be charged

Encumbrance: The amount of the purchase requisition that will be encumbered to pay for the
goods or services.

3.0 Procedure

3.1 Open screen FPAREQN (see screen shot below) type NEXT in the requisition field,
control page down, then input information pertaining to this purchase requisition.



& oracle Developer Forms Runtime - Web: Ope;
File Edit Options Block Item Record Query Tools Help

BYE BEBR %% E

Requisition: ,W

Order Date: [o130n-200s [ Transaction Date:  [01-Jun-z00s || [ In Suspense
Delivery Date:  [24-1un-z009 [ Comments: ] [ Document Text
Commodity Total: ,7.% Accounting Total: fiﬂﬂ

¥ Document Level Accounting

nformation endor Information Cammodity/Accounting Balancing/Completion
Requestor: Maylee Abney-OFA con: [B [7][eerea College
Organization: 3044 [=][Financial affairs Email:
Phone: Extension: Fax: Extension:

Ship To: WE
Street Line 1: Financial Affairs
Street Line 2: CPO 2206
Street Line 3:
Building: m Floor: ’LLi
City: Berea

State or Province: |Kv Zip or Postal Code: W

Nation: UNITED STATES

Telephone: Extension:
Contact:

Attention To: [Maylee Abney

Enter name for Altention-to lahel on Ship-to address
Recard: 111 | | | =0sC>

3.2 Next block through the screens inputting all required information (vendor, payment

terms, FOB code, item description(s).



Dracle Developer Forms Runtim:

File Edit Options Block Item Record Query Tools Help

=la] x|

( EREERE % Z0X G & *

Requisition: NEXT

Order Date: 01-Jun-zo0s (]
Delivery Date: 24-1UN-2009 @ Comments:
Commodity Total: .00

Requestor/Delivery Information

Ei)

Transaction Date: 01-1UN-2009 @

EE—

Accounting Total: .00

Commodity/Accounting

["1In Suspense

[ Document Text

¥ Document Level Accounting

Balancing/Completion

vendor: 11028458 [¥][ Lowe's Sporting Goods Inc

Address Type:

[:I Sequence: ,715

Street Line 1: 201 N Main st
Street Line 2: |

Street Line 3:

City: London

State or Province:

(33
Phone: 800 |4672207 Extension:
Fax: Extension:

Contact: |Gene Lowe

Zip or Postal Code: 40741

Nation:

Email: |

Discount: ’EB‘NH 30 Days

Tax Group: Fl

Currency: B|

Entervendor's address type code
Record: 141 [ | <osc>=

Oracle Developer Forms Runtime - We

File Edit Options Block [tem Record Query Tools Help

1|l x|

( EREEB %% EIEY-TE

Requestar/Delivery Information Wendor Information

Item [ 1t of [ 1 Ea [

Commodity Description
- -

%) [«

Requisition: ROD1Z978

Order Date: m@] Transaction Date: m@
Delivery Date: M@ Comments: |
Commodity Total: |  12,000.00 Accounting Total: | 12,000.00

¥ In Suspense
[ Document Text

¥ Document Level Accounting

Balancing/Completion

u/m Tax Group Quantity Unit Price

Gy Equipment

FOAPAL | 1 of | 1

-

Remaining Commaodity Amount: fili)

T 2x[ om0 =  Extended: | tapooan
Discount: | .00
additional: [ o0
[” Commodity Text Tax: ]
[ Item Text Commodity Line Total: 12,000.00
add C dity D c dity Total: | 12,000.00
[ Distribute

COA Year  Index Fund Orgn Acct Prog Acty Locn Proj

1100 3044 7003

[/ NSF Override
[(NSF Suspense  Extended:

Document Accounting Total: 12,000.00

% UsD

O 12,000.00
Discount: [ .00
Additional: [ .00
Tax: O .00

FOAPAL Line Total: 12,000.00

Enter prograrm code
Record: 11

| <08C=




3.3 When you reach the “Complete” screen, click complete, and write down requisition
number in a log of your choice.

& oracle Developer Forms Runtime - Web: Open > FPAREQN (=1

Eile Edit Options Block Item Record Query Tools Help

(BAEREEE ¥ RER QI BIREEGE1O1X )
‘1 Requisition Entry: Balancing/Completion FPAR 7,401 (BANTY [0l

Requisition: RO012976

Order Date: 01-JUN-2009 @ Transaction Date: 01-JUN-2009 @ [ In Suspense

Delivery Date: 2a-30n-zo0s (] Comments: [ Document Text

Commodity Total: 12,000.00 Accounting Total: 12,000.00

[ Document Level Accounting
Regquestor/Delivery Information vendor Information Commadity/Accounting Balancing/Completion

vendor: [61102z8488 [ Lowe's Sporting Goads Ine Requestor: |Maylee Abney-OFA

COA: B [Berea Callege

Organization: 3044 |Fmancwa\ Affairs

Currency: [

Exchange Rate: Commodity Record Count: 1

Input Amount: 12000.00 Converted Amount:

Input Commodity Accounting Status

Approved Amount: 12,000.00 12,000.00 [ 12,000,00 [paLancen

Discount Amount: o0 o0 ‘ .00 ‘BALANCED

additional Amount: .00 .00 [ .00 [paLanceD

Tax Amount: o0 o0 ‘ .00 ‘BALANCED

Complete: In Process: @
WARMNING : Budget is exceeded for seguence 1 \
Record: 111 | | | =05C=

Requisition is routed to Purchasing for conversion to purchase order.

3.6 Forward all supporting documents, i.e. quotes, request for competitive bid waiver,
proposed contracts, etc to Purchasing Manager.

3.7 Within 1-3 days after requisition is submitted, provided proper documentation is
approved by Purchasing Manager, you will receive the original purchase order. Keep
PO until goods or services are received, then submit with invoice to Accounts Payable
for payment. (See procedures for receiving and payment of purchase orders.)

4.0 Instructions (Paper Requisition)

4.1 Access requisition form from the public folders in Outlook under Business and Finance.
Complete all sections and forward, with proper signatures to Purchasing Manager.

4.2 Forward all supporting documents, i.e. quotes, request for competitive bid waiver,
proposed contracts, etc to Purchasing Manager.

4



4.3 Within 1-3 days after requisition is submitted, provided proper documentation is
approved by Purchasing Manager, you will receive the original purchase order. Keep
purchase order until goods or services are received, then submit with invoice to
Accounts Payable for payment. (See procedures for receiving and payment of purchase
orders.)

5.0 Forms and Records

5.1 Quotes
5.2 Competitive Bid Waiver Request form
5.3 Vendor W-9 (if new vendor)

5.4 Vendor Qualification Form (if required, see Purchasing Policy pg. 14 Supplier
Relationships and Selection.)

5.5 Certificate of Liability and Workers Compensation Insurance (if applicable, see
Purchasing Policy pg 13 Risk Management

6.0 Equipment/Software

6.1 Banner

7.0 Related Documents

7.1 Purchasing Policy



