The Requisition Process

Check Your Budget

Sufficient cash (budget) must be available to pay for your order. Before entering a Requisition
into Banner, go to Budget Availability Status [FGIBAVL] to check your account’s budget. If the
current Available Balance is not adequate to cover your purchase a budget transfer must be
completed. Remember, non-sufficient funds (NSFs) lead to processing delays.

FGIBAVL: Budget Availability Status Form

Enter the Fiscal Year, Fund, Organization, Account and Program codes and Alt + Page
Down. The screen will display the particular account code entered in the Control Keys PLUS
all existing accounts which follow in the same Fund, Organization and Program distribution.

X Budget Availability Status FGIBAVL 9.3 6 (PROD) a0 R RETRIEVE  JL RELATED
Index: ls Commit Type: |Both .
Fund: * 10001 [=-) current Unre Chanc Ofc Organization: [1048 |=) District Office
Account: | 5680 | ] oTHER CO Program: [662004 [] chancelio
Keys -—->
Contrel Fund: Contrel Organization:
Control Account: Control Program:

Pending Documents:

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

An account’s Available Balance is calculated by subtracting the total YTD Activity and
Commitments from the Adjusted Budget. If the account has insufficient Available Balance to
cover the purchase, a budget transfer must be completed before entering the Requisition
online.

X  Budget Availability Status FGIBAVL 9.3.6 (PROD) ADD B RETREVE JLRELATED % TOOLS

Chart: 1 Fiscal Year: 19 Index: Commit Type: Both Fund: 10001 Current Unrestricted-Chanc Ofc  Organization: 1046 District Office [ sarover ]
Account: 5690 OTHER CONTR SVC Program: 662004 Chancellor Keys > Control Fund: 10001 Control Organization: 1046 Control Account: 5690 Control Program: 662004

Pending Documents

¥ BUDGET AVAILABILITY STATUS Insert @ Delete Wg Copy V. Filter
Account Title Adjusted Budget YTD Activity ‘Commitments Available Balance Pending Documents
OTHER CONTR SVC 850.00 0.00 000 85000 O
5710 LEGAL EXPENSE 0.00 0.00 30,000.00 230,000.00 OJ
Total 850.00 0.00 30,000.00 -29,150.00
Record 1 of 2
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Check Account Code(s) and Fixed Assets

Before entering a requisition into Banner, make sure you are using the appropriate account
code(s). Please refer to the Purchasing Procedures and Guidelines

Equipment (6450), furniture (6470), or any purchase using federal grant funds (6490) with
an individual unit price of at least $10,000 each or more (including sales tax,
delivery, and installation), are fixed assets and must be assigned an asset inventory number
by Purchasing. For tracking purposes, all inventoried equipment/furniture items are tagged
with an SMCCCD Asset Inventory Number and entered into the District's Banner fixed
asset records. For purchases over $10,000 (cumulative total) and utilizing Fund 4,
bulking is required. Please refer to the Bulking Procedure for Fixed Asset(s).

ITS uses two additional fixed asset account codes related exclusively to software. They are
(6459) for taxable software with physical disks or hard-copy instructions that are mailed to
SMCCCD, and (6459N) for non-taxable software which is downloaded to SMCCCD
servers. These accounts are only to be used for software with an individual cost of
$10,000.00 or more.”

Please remember software and technology-related purchases must be vetted through ITS
for approval by filling out the ITS Purchase Request Form

It's vital that every requisition that contains a fixed asset must include the following details
in the Item Text for each asset.

Asset Tag#
Location
Department

Requested by

Purchase of

Requisitioner must enter the campus, building, and room number where the asset will reside.
Example: LOCATION: SKY B19; RM #201.

***Never Mix Fixed Asset Account Codes with Non-Fixed Asset Codes
when splitting an item's cost between multiple accounts***
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https://smccd-czqfp.formstack.com/workflows/its_purchasing_request

FPAREQN—Requisition Screen

X  Requisition FPAREQN 9.3 6 (PROD)

Recuison: - — <]

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

[—— KEY_BLOCK DISPLAY RQST CODE[1] ellucian

Create a New Requisition

X  Requisition FPAREQN 9.3 6 (PROD)

Requisition: INEX'H I ] “

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

Leave BLANK or type “NEXT” in the Requisition box and Alt + Page
Down

- | X

EDIT Record: 1/1 KEY_BLOCK DISPLAY_RQST_CODE [1] ellucian
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Enter Requestor/Delivery Information

X Requisition FPAREQN 936 (PROD)

Requisition: NEXT

~ REQUISITION ENTRY: REQUE STOR/DELIVERY

ADD B REREVE ghreaEp  FfTooLs

Requisition ~ NEXT Comments [] In Suspense
Order Date * [09/13/2018 B Commodity Total 0.00 [] Document Text
Transaction Date * [09/13/2018 B Accounting Total 0.00

Delivery Date * [09/13/2018 B

RequestoriDelivery Information [BRV1 13

[] Document Level Accounting

~ REQUESTOR/DELIVERY INFORMATION

Dinset @ Delele FaC ¥, Filter

@ inset @@ Delele YmCopy Y. Fiter

Requestor * |Anahsa Pineda StreetLine 2 3407 CSM Drive
Organization * [ 1046 -~ | District Office Street Line 3
COA™ [1 -] smcccp
Email | Contact  Sue Harrison

Phone Area Code

Phone Number

Phone Extension

2 ]
ension
ip To® ‘WASOCE

Attention To* |Sue Harrison |

Building DISTRICT

| Floor 2

) cty
State or Province  CA
Zip or Postal Code 94402

| Nation

SMCCCD, OFC ASS0O. CHANCELLOR

Enter the Delivery Date (must be equal to or greater than the Transaction Date) and
Alt + Page Down — The delivery date is when the item/service is to be provided.

Enter the Requestor name and Organization (if these fields did not Aill
automatically)

Tab to enter Email (optional), Phone and Fax (optional)

Tab to Ship To and enter your “ship to” code or click the Ellipsis to execute a search;
the delivery code is normally your site location (1-District, 2-Skyline, 3-Cafiada, 4-
CSM) plus your building and room numbers

Note: If your “ship to” code is not already in the system or if some of the
information is incorrect, contact General Services/Purchasing to request
the necessary modifications.

Alt + Page Down
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Enter Existing Vendor Information

e Enter the Vendor’s ID in the Vendor box and ALT + Page Down (system fills in the
vendor data automatically)

X Requisition FPAREQN 9 3.6 (PROD) ADD B RETREVE JgRELATED ¥ ToOLS
Requisition: NEXT [ sarover ]
~ REQUISITION FN'!RY: REQUESTORJDE}IVERY @3 Insert @ Delete  "m ,; O Y. Filte
Requisition  NEXT Comments [] In Suspense
Order Date | 09/13/2018 Commodity Total 0.00 ["] Document Text
Transaction Date  09/13/2015 Accounting Total 0.00
Delivery Date  09/13/2018 Document Level Accounting

Requestor/Delivery Information i i i
[ inset @ Delete TmCopy Y. Fite

~ VENDOR INFORMATION

Vendor [812544554]...] Pacific Dining - Food Service Management Contact  [Rick McMahon
Vendor Hold Email |

Address Type [E__] ]
Sequence | 4] ...] Phone Area Code 408

Phone Number 4068467

Street Line 1 PO Box 6789 Phone Extension
Street Line 2
Street Line 3 Fax Area Code 510

Fax Number 2795764

City | San Mateo Fax Extension
State or Province  CA Discount (00 .| Net 30
Zip or Postal Code 94403 TaxGroup (875 | .| 8.75% Sales Tax - Single Tax Rate

Nation Currency | =

b
14
L

FTMVEND (search for a vendor if the Federal Tax ID (EIN) is unknown.)

RrRemEe  Sreae>  #eTools

X  @ellucian  Vendor Maintenance FTMVEND 9.3.22 (PROD) B 400

Get Started: Complete the fields above and click Go. To seaich by name, press TAB from an D field. enter your search ciiteria, and then press ENTER.

e Click the Ellipsis (...) to execute a search

Bao @RemeE &

X @ellucian  Entity Name/ID Search FTIDEN 9.3.6 (PROD)

« eNTITY NAERD SeARCH [ ——

 Vendors Proposal Personnel Agencies

i} <hame irst Name ©  Midde Name © | Eniityindicator )

1 L /\V ] | JE( [*]  [AddAnother Field... v
=
o Tk First Name Micdle Name. oyl ey FET TN e T ey e
Recod 1011
@ Case Insonsiive Query () Case Sensilve Query

e Enter the vendor’'s name in the Last Name column

e Press F8 or Click Go to execute

NOTE: Use % as a placeholder before, in-between, and after the vendor’s name.
For example, searching for Redwood Culinary might require entering
%redwood%culinary% to obtain the result; otherwise, no records will be shown if
only "Redwood Culinary" is typed.
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How to Enter a NEW Vendor
e Leave the Vendor number field blank

e Tab to enter the words “NEW VENDOR” in the second Vendor field

e
x Requisition FPAREQN 9.3.6 (PROD) ADD [ RETREVE JLRELATED ¥ TOOLS
Requisition: NEXT start Over
~ REQUISITION ENTRY: REQUESTOR/DELIVERY 3 Inse @ Deiete @ C
Requisition ~ NEXT Comments [] in Suspense
Order Date  09/24/2018 Commodity Total 0.00 ["] Document Text
Transaction Date  09/24/2018 Accounting Total 0.00
Delivery Date  09/24/2018 [+#] Document Level Accounting

Requestor/Delivery Information Vendor Information

~ VENDOR INFORMATION

E3insert @ Delete  ¥aCopy Y. Fite

Vendor | = )) ] Contact |
Vendor Hol Email |
Address Type | =)
Sequence | = Phone Area Code
Phone Number
Street Line 1 Phone Extension
Street Line 2
Street Line 3 Fax Area Code
Fax Number
Gity Fax Extension
State or Province Discount | =]
Zip or Postal Gode TaxGroup (875 |.:] 8.75% Sales Tax - Single Tax Rate

Nation Currency [ =)

4l
14

e From the Related menu, select Document Text

e Alt + Page Down to enter the complete new vendor information

KNOTE: A signed W-9 Form (Request for Taxpayer Identiﬁcation\
Number and Certification) must be forwarded to General
Services/Purchasing for all NEW VENDORS. Only Purchasing
can enter the new vendor information into Banner.

All new vendors should register with PlanetBids,
khttps://smccd.edu/generalservices/vendor-registration- J
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How to Enter a NEW Vendor (continued)...
e Complete NEW vendor information should include:
o Vendor Name
o Vendor Federal Tax ID (EIN) found on the W-9 form
o Contact Person
o Phone Number
o Email Address

e Uncheck the Print box when entering the new vendor information in Document Text
since it is an internal note to your Buyer and should NOT print on the Purchase Order

X Procurement Text Entry FOAPOXT 9.3.6 (PROD)

Text Type: REQ Code: R1901111 Change Sequence: ltem Number:  Vendor:  Commodity Description:  Modify Clause:  Copy Commodity Text: Default Increment: 10
* PROCUREMENT TEXT ENTRY inseri (@ Oelele ¥ Copy | . Filier
Text Clause Number Print * Line

This is a New Vendor 10
Vendor Name 20
Vendor Tax ID (EIN)

Contact Person

o | [ o o

Phone Number 50
Email Address 60
Mailing Address (If different from Form W-9) 70

Record 7 of 7

Uncheck the
(11 H ”
Print” Boxes

= il

CANCEL | SELECT ‘ SAVE

e Click on the Save icon (or press F10)

e To close the Document Text screen, click on the Exit icon “X” (or use the keyboard
shortcut CTRL + Q)
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Document or Commodity Level Accounting?

Use Document Level Accounting when the same account number is charged for all line items
on the Requisition. Use Commodity Level Accounting when each item has its own unique
account number or if line item charges are split between multiple accounts. Use of Commodity
Level Accounting is highly recommended when creating requisitions that contain Fixed Assets.

Document Level (Only One Account)

X Requisition FPAREQN 9 3.6 (PROD)

Requisition: R1901111

~ REQUISITION ENTRY: REQUESTOR/DELIVERY

Requisition

Order Date  ( 020

Transaction Date  (

R1901111

Delivery Date  09/20/201¢

~ COMMODITY

Accounting Total

Comments

Commaodity Total

Vendor [yl Balancing/Gompletion

RAaop B REREE JLrAAED 3 T00LS

[+] In Suspense
[v] Document Text

B insert

 Delete

Start Over

T C . Filte

E3insert @ Delete Fig Copy | Y. Filie

Item Commodity Description um Tax Group Quantity it Price Commodity Text Item Text Add Commodity
1 ---| Catering for Board Meeting EA 900 1.00 550.0000 L] O (|
Record 1 of 1
Extended Amount 550.00 Tax 49 50 Distribute
piscount [ 000] Gommadity Total 599.50
Addonal [ o000 Document Total 599 50
zquefs o~ ;ar ndex 1:;01 1:;; 5;4;0 8:;004 ctv oen o] verride usse
R&cord 10f 1
% usD
Extended Amount 0 [ 550.00]
Discount O [ 0.00]
Additional [ [ 0.00]
Tax | [ 49.50|
FOAPAL Total 599.50
Document Total 599.50
Remaining 000 =
e Make sure that the Document Level Accounting box is checked
e Enter the item’s commodity information (Description, U/M, Tax Group, Quantity, etc.)
e Alt + Page Down to enter the accounting information (FOAP)
e Review the requisition to check if the vendor's W9 is current
e Complete the requisition
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Commodity Level (Multiple Accounts Charged)

X Requisiion FPAREQN 9.3 .6 (PROD)

Click to UNCHECK the Document Level Accounting box

Enter the first item’s commodity information (Description, U/M, Tax Group, Quantity,
etc.)

Alt + Page Down to enter the first item’s accounting information (FOAP)

Requisition: R1901111

~ REQUISITION ENTRY: REQUESTOR/DELIVERY

B AoD B REREVE JSuRELATED i ToOLS
[insen @Declc TaC ¥, Filler | ~

In Suspense

Requisition  R7901111 Comments
OrderDate | 09/20/2018 Commodity Total 599.50 Document Text
Transaction Date | 09/20/2018 Accounting Total 599.50
Delivery Date  09/20/2018
ry Vendor Balancing/Completion
~ COMMODITY 3 insett @@ Delete Fal Y, Filter
Item Commodity Description um Tax Group Quantity Unit Price Commodity Text Item Text Add Commodity
Catering for Board Maeting EA 900 1.00 550.0000 O O O
Record 1 of 1
Extended Amount 550.00 Tax 49.50 Distribute
Discount 0.00| Commoedity Total 599 50
Additional | 0.00|
~ ACCOUNTING Insert (@ Delete ¥mCopy . Filier
Sequence COA Year Index Fund orgn Acct Prog Actv Locn Proj NSF Override NSF Suspense.
10 |19 10001 1046 5690 662004 O
Record 1 of 1
% usD
Extended Amount O [ 550.00]
Discount O [ 0.00]
Additional O [ 0.00]
Tax O [ 4950
FOAPAL Total 599.50
599.50

Commodity Total
Remaining

= | X

noa

Revised April 2025

NOTE: If only one item is ordered on a Requisition but the charge is split
between multiple accounts, enter the first account to be charged and then use
the Arrow Down key to enter the additional account(s).
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Commodity Level (continued)...
Line Iltem 1 -

RELATED ¥ ToOLS

Requisition: R1901111
~ REQUISITION ENTRY: REQUESTOR/DELIVERY

Requisition  R1901711 Comments

In Suspense
Order Date | 09/20/2018 Commodity Total 926.50 Document Text
Transaction Date  09/20/2018 Accounting Total 926.50
Delivery Date  09/20/2018 [] Document Level Accounting
v Vendor ' Balancing/Completion
~ COMMODITY In: .
Item Commodity Description um Tax Group Quantity Unit Price Commodity Text Item Text Add Commodity
1 Catering for Board Meeting EA 900 1.00 550.0000 O O O
2 Pipe and Drape EA 900 1.00 300.0000 O O O
Record 1 of 2
Extended Amount 550.00 Tax 49.50 Distribute
Discont [ 0.00] Commodity Total 599.50
Addtional [ o000]
~ ACCOUNTING Insert (@ Delete  ¥ig Copy |

Sequence COA Year Index Fund orgn Acct Prog Acty Loen Proj NSF Override NSF Suspense

1 19 10001 1046 5690 662004 O

Record 1 of 1

% usD
Extended Amount ] [ 55000
Discount o [ oo
Additional O [ oo
Tax O s
FOAPAL Total 599 .50
Commodity Total 599 50

==
Line Item 2 -

¢ Alt + Page Up and Arrow Down to enter the second item’s commodity information

o Alt + Page Down to enter the second item’s FOAP

X Requisition FPAREQN 9.3.6 (PROI

B rREREVE  JirEATED 3% ToOLS

Requisition: R1901111

~ REQUISITION ENTRY: REQUE STOR/DELIVERY q se Fa C -
Requisiton ~ R7907111 Gomments In Suspense
OrderDate | 09/20/2018 Commodity Total 926.50 Document Text
Transaction Date  09/20/2018 Accounting Total 926.50
Delivery Date | 09/20/2018 ["] Document Level Accounting
Vendor i Balancing/Completion
~ COMMODITY 3 Insert & i Cop
Item Commodity Description um Tax Group ‘Quantity Unit Price Commodity Text Item Text Add Commodity
1 Catering for Board Meeting EA 900 1.00 550.0000 ] O O
2 Pipe and Drape EA 900 1.00 300.0000 O O O
Record 2 of 2
Extended Amount 300.00 Tax 27.00 Distribute
Discount [ 000 Commodty Total 327.00

Additional 0.00

~ ACCOUNTING [inset @@ Delete ¥ Copy Y. F

Sequence COA Year Index Fund orgn Prog Acty Locn Proj NSF Override NSF Suspense
1 [=]s 10001 1046 662004 (] O

Record 1 of 1

% usD
Extended Amount ] [ 30000
Discount 1 [ o)
Additional O [ 0.00]
T O [F—
FOAPAL Total 327.00
Commodity Total 327.00

= =
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Enter Commodity Information

¢ Leave the Commodity code fi

X

Requisition: R1901111

Requisition FPAREQN 9.3.6 (PROD)

~ REQUISITION ENTRY: REQUESTOR/DELIVERY

Requisiton ~ R1901111 Comments

Order Date  09/1 Commodity Total

Transaction Date 09/ Accounting Total

rmrrme Ml Balancing/Gompletion

Delivery Date  09/13/2018

y Vendor
~ COMMODITY

Item Commodity Deseription um
1 Catering for Board Mesting EA
Extended Amount 550.00 Tax
Discount | 0.00| Commaodity Total
Additional [ 0.00] Document Total
[ ]
[ ]

~ COMMODITY h
item Commedity Description um
1 Catering for Board Meeting EA
Extended Amount 550.00 Tax
Discount | 0.00] Commodity Total
Additional | 0.00| Document Total
~ ACCOUNTING
Sequence coA Year Index Fund orgn
1 19 10001 1046

Revised April 2025

eld blank

599.5()°
0.00

Document Level Accounting

Tax Group Quantity Unit Price
900 1.00
49.50
599.50
599.50

Tax Group Quantity Unit Price
900 1.00
49.50
599 .50
599 50
Acct Prog Actv
5690 662004 - |

Enter the item to be ordered in the Description field (maximum of 50 characters)

ADD B RETRIEVE R RELATED ¥ TOOLS
@ inset @ Delete T C ¥, Fitte
[] In Suspense
Document Text
@ inset @ Delete TaC v
Commodity Text Item Text Add Commiodity
550.0000 O O O
Record 1 of 1
[] Distribute

Tab to enter the proper U/M (Unit of Measure), Tax Group, Quantity and Unit Price

Tab until the cursor returns to the Commodity field (the extended price, calculated
sales tax and commodity total will fill automatically)

3 insert @ Delete T Copy | Y,

Commodity Text Item Text Add Commodity

550.0000 O O O
Record 1 of 1

[] pistribute
Insert (@ Delete W Copy = ¥ Filier
Locn Proj NSF Override NSF Suspense

Record 1 of 1
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Enter Item Text

If further description is needed to fully identify the item to be ordered, access the Procurement
Text Entry screen (Item Text) and enter additional text.

¢ From the Related menu, select Item Text

Broo R REREVE Jirena

X Procurement Text Entry FOAPOXT 9.3 6 (PROD)

Code:  R1901111 [ o ]

Item Number: 1

Text Type:  REQ

Change Sequence:
Vendor: 312544554 Pacific Dining - Food Service Management Commodity:  Calering for Board Meeting
Description
| Copy Commodity: [ |
Text

Medify Clause: ™=

Default Increment 10|

Get Started: Fill out the fialds above and press Go

o Alt + Page Down to enter full item description including item or model numbers,
warranty information, etc.

X Procurement Text Entry FOAPOXT 9.3.6 (PROD)

Text Type: REQ Code: R1901111  Change Sequence: ltem Number: 1 Vendor: 812544554 Pacific Dining - Food Service Management  Commadity Description: Catering for Board Meeting

Modify Clause:  Copy Commodity Text: Default Increment: 10
~ PROCUREMENT TEXT ENTRY insert (@ Delete ¥ Copy Y. Filter
Text Clause Number |Print * |Line '
|On September 12, 2018 (% 10
12 Guest vl 20
South of the Board Taco Bar [v] 30
Record 1 of 3

CANCEL | SELECT = SAVE

H
14

e Click the Save icon (or F10)
¢ Click the Exit icon (or CTRL+Q) to close the screen
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Enter Document Text

Use Document Text to enter information pertaining to the entire document (e.g. quotations,
iContracts #, board report references, or internal notes to Purchasing).

¢ From the Related menu, select Document Text
e Alt + Page Down to enter various information related to the order

o |If the text entered should NOT print on the Purchase Order (e.g. internal notes to
Purchasing) UNCHECK the “Print” box for that line

e Click the Save icon (or F10)

¢ Click the Exit icon (or CTRL + Q) to close the screen

X  Procurement Text Entry FOAPOXT 9.3.6 (PROD)

Text Type: REQ Code: R1901111  Change Sequence: Item Number:  Vendor:  Commodity Description:  Modify Clause:  Copy Commodity Text: Default Increment: 10 [ sartover ]
~ PROCUREMENT TEXT ENTRY inset @ Delete Mg Copy V. Filter
Text Clause Number Print * Line

This is a New Vendor L 10
Vendor Name ] 20
Vendor Tax ID (EIN) O 30
Phone Number [ 40
Email Address ] 50

Mailing Address (If different from Form W-9) 60

Reference: iContract 471090 ) 70
Record 7 of 7

M
14

CANCEL | SELECT | SAVE

Revised April 2025 Page 13



Enter Accounting Information
e Alt + Page Down to the Accounting block

e Enter/edit the Fund, Orgn, Acct and Prog codes (ACTV Codes are used by
Facilities and Construction Planning Department)

e Tab until the Extended, Sales Tax and FOAPAL Line Total fields have filled

I ACCOUNTING o & oeie . $
Sequence COA Year Index Fund orgn Acct Prog Actv Locn Proj NSF Override NSF Suspense|
14 19 10001 1046 5690 662004
Record 1 1
% usD
Extended Amount | [ 550.00]
Discount | [ 0.00|
Additional | [ 0.00|
Tax 1 [ 4950|
FOAPAL Total 599.50
Document Total 599.50

Remaining
Commodity Amount

= | =

e Alt + Page Down to the Balancing/Completion block
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Verification of Current W9 Status

e From the Tools menu, select Print Requisition
% @elucian  Requsiion FRAREGN 9.3.24A PROD) L EC - Lo o f'@ L

¢ A new window will open with a copy of the requisition

Requestor's Name: Dianne Femandez Requisition: R2501205
Organization: 1032 - General Senvices Page: 1
Ship To: San Mateo County Community College District Phone: - Ext:
3401 CSM Drive
Building: DIST Room: 2nd Date Required: 06/30/2025
San Mateo CA 94402
| vendor: 844196589 - Redwood Culinary Services Inc (Form 91 date: 01/01/2024) |
Item Commodity Description Qty UM Unit Price Extended Price
1 Promise Scholars Catering 100 EA 1,000.00 = 1,000.00
Discount: 0.00
Tax 0.00
Additional Amount: 0.00
Item Total: 1,000.00
Catering from 09/03/2024
ftem Level Accounting Distributions: Distribution Discount Tax_ Additional Total
SeqFund Orgn Acct Prog Actv % Amount Amount Amount Amount Distribution
1 10001 1032 5690 673002 100.0 1,000.00 0.00 0.00 0.00 1,000.00
Invoice #54848
Total Requisition: 1,000.00

o Make sure that the “Form 91 date” on the Vendor Field shows a current calendar

year date
- If not, please obtain a current calendar year W-9 form from the vendor

and submit to Purchasing

¢ Review all the details and make corrections if needed, save this as a PDF, and
attach it as a cover page with the backup document(s).
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Complete the Requisition
¢ Make note of the Requisition number

e Click on the Complete button

X Requisiion FPAREQN 9.3.6 (PROD) ADD BB RETREVE JuRELATED ¥ TOOLS

Reaquisition: R1901111

~ REQUISITION ENTRY: REQUESTOR/DELIVERY Einsert @@ Delete P Cop
Requisition ~ R1907111 Comments [] In Suspense
Order Date | 09/13/2018 Gommodity Total 599.50 Document Text
Transaction Date | 09/13/2018 Accounting Total 599.50
Delivery Date | 09/13/2018 Document Level Accounting
Vendor i [ i Balancing/Completion
~ BALANGING/COMPLETION Einsert @@ Delete ¥ Cop
Vendor 812544554 Pacific Dining - Food Service Management Currency
Vendor Hold Exchange Rate
COA 1 SM.C.C.CD. Commadity Record 1
Count
Requestor | Analisa Pineda Input Amount 599.50
Organization 1046 District Office Converted Amount
¥ AMOUNTS insert @@ Delete T Copy
Input Commodity Accounting Status
Approved Amount 550.00 550.00 550.00 BALANCED
Discount Amount 0.00 0.00 0.00 BALANCED
Additional Amount 0.00 0.00 0.00 BALANGED
Tax Amount 49.50 49.50 49.50 BALANGED

Complete In Process \

»
14

¥, Fite

. Fiiter

e Submit the backup document in the respective shared folder in the appserv1
Purchasing Folder. If access to the folder is needed, please reach out to
Purchasing.
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FPAREQN—Standing Orders

Standing orders are open purchase orders for the procurement of goods, services or
maintenance-repairs on an as-needed basis during a specified period of time. A standing order

is generally issued for the fiscal year — from July 1st (or date of issuance) through June 30
(Fiscal Year end).

X Requisition FPAREQN 9.3.6 (PROD)

B AaD B REREE JLREATED FfTOOLS

Requisition: R1901111

¥ REQUISITION ENTRY: REQUESTOR/DELIVERY [+] @ Delete Mg C Y. Filter |«
Requisiton  R71901111 Comments [] In Suspense
=
Order Date | 09/20/2018 Commodity Total 5,000.00 [v] Document Text
Transaction Date  09/20/2018 Accounting Total 0.00
Delivery Date  06/30/2019 Document Level Accounting

y Vendor i Ml Balancing/Completion
~ GOMMODITY

insert @ Delete Vi Copy Y. Filte
item Commodity Description um Tax Group Quantity Unit Price Commodity Text Item Text Add Commodity
[STAND - IStanding order for the fiscal y... EA NTX 100 5,000 000 K O O
Record 1 of 1
Extended Amount 5,000.00 Tax 0.00 D Distribute
Discount | 0.00] Commodity Total 5,000.00
Additional [ 0.00] Document Total 5,000.00
~ AGCOUNTING @ insert @ Delete  TmC Y, Filte
Sequence coA Year Index Fund orgn Acct Prog Actv Locn Proj NSF Override NSF Suspense
1
Record 1 of 1
% usb
Extended Amount [l [ |
Discount [l [ |
Additional [l [ |
Tax OJ [ J
FOAPAL Total
Document Total
Remainng

|| N

o Enter the current Fiscal Year end (June 30, xxxx) in the Delivery Date field
o Enter the Commodity Code “STAND” (the Tax Group “NTX” will default)
e Tab to Unit Price and enter the estimated ANNUAL expenditure amount
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Standing Orders—Item Text
e From the Related menu, select Item Text
e Check the Copy Commodity Text box
e Alt + Page Down

b4 Procurement Text Entry FOAPOXT 9.3.6 (PROD)

Text Type: REQ Code:  R1901111 i
Change Sequence: ftem Number: 1 N—”’
Vendor. Commodity:  Standing order for the fiscal year for
Modify Clause: = Copy Commodity:
Text
Default Increment: 10

Get Started: Fill out the fields above and press Go

e Alt + Page Down to draw in the standard clause for Standing Orders
o Edit the clause — Add additional Language regarding the item/service being provided
o Click the Save icon (or F10)

X Procurement Text Entry FOAPOXT 9.3 6 (PROD) & RELATED 1

Text Type: REQ  Code: R1901111  Change Sequence:  Item Number: 1 Vendor:  Commodity Description: Standing order for the fiscal year for  Modify Clause:  Copy Comm (&)  Saved successfully (1 rows saved)

Default Increment: 10

~ PROCUREMENT TEXTENTRY insert [@Delete  Wa Copy Y, Filler
Text Clause Number Prnt = Line
Purchase of Catering Services for Board Meetings | Bl 10
Effective: Date of issuance through June 30, 2019 v| 20

Record 1 of 2

4]
14

CANCEL | SELECT ‘ SAVE

e Click the Exit icon (or CTRL+Q) to close the Iltem Text screen

e Enter the appropriate Accounting Information and Alt + Page Down to Complete
the Standing Order
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FOIDOCH—Document History Form

This form provides the complete history of a particular purchase, from Requisition to Purchase

Order to Invoice to Payment (check).

X  Document History FOIDOCH 9 3 2 (PROD) a0 B rerEve  JLreaep  %f Tools
Document tType: REQ Requisiion  Document Code: R1900103
~ DOCUMENT HISTORY R insert @ Delele ¥mCopy V. Filter
Decument Type Document Number Status Status Description
[Requisition) L Approved
Purchase Order A Approved
Invoice P Paid
&Chieck Disbursement
Record 1 of 4
== =

To view detailed information for any of the documents listed in FOIDOCH, place your cursor

on the document number, go to the Related menu, and select the information for that particular
document type.

For example, if you wish to know when payment was issued to the vendor and view the check

information, select Check Disbursement and click Retrieve.

Revised April 2025 Page 19



FPAREQN—Delete Requisitions

If a Requisition has NOT yet been completed, it can be deleted by accessing it in Requisition

Entry (FPAREQN) and following the steps outlined below.

o Enter the Requisition Number and Alt + Page Down

X Requisition FPAREQN 9 3.6 (PROD)

Requisition: R1901115
~ REQUISITION ENTRY: REQUESTOR/DELIVERY
Requisiton  R1901115
Transaction Date* (097142018 |
Delivery Date* (0613012015 |m )

Requestor/Delivery Information  R-URTS

Comments
Commodity Total 959.50
Accounting Total 959.50

[] Document Level Accounting

~ REQUESTOR/DELIVERY INFORMATION

Requestor* |Analisa Pineda

Organization * | 1046 ... | District Office
COA™ [1 -] smMmccceD

Email

Phone Area Code

Phone Number

Phone Extension

Fax Area Code

Fax Number

Fax Extension

Ship To* [1PUR =)

StreetLine 1  SMCCCD CHAN OFC Purchasing

»
14

Street Line 2
Street Line 3

Contact

3401 CSM Drive

Harrison/Dome laun/Pineda

B o

@ HETRIEVE g% RELATED

Press Delete Record again to Delete this record.

oS

[] Document Text

Attention To* |Sue Harrison

Building
Floor

City

State or Province
Zip or Postal Code

Nation

Area Code
Phone Number

Extension

DIST

2nd

San Mateo
CA

94402

650

5746508

Ty Tsen @ Delete

S RRALE

o From the Requestor/Delivery Section menu select Delete (or press Shift + F6)

e From the Requestor/Delivery Section menu select Delete (or press Ctrl + F3) AGAIN

e The message at the bottom of the screen will confirm that “All Commodity and

Accounting Records will be deleted”

X
Requisition: R1901115

Requisition FPAREQN 9.3 6 (PROD)

~ REQUISITION ENTRY: REQUESTOR/DELIVERY
Requisiton ~ R7901115

Order Date * |[09/14/2018 |
Transaction Date * [09/14/2018 |
Delivery Date * |06/30/2019 B

RequestoriDelivery Information IRV PT

Comments
Commodity Total 959.50
Accounting Total 959.50

[] Document Level Accounting

B s

& RETRIEVE % RELATED

¥ TOUL>

All GCommeodity and Accounting Records will be deleted

[] Document Text

» REQUE STOR/DELIVERY INFORMATION [+] & Delet T C Y. Filte:
Requestor* |Analisa Pineda StreetLine2 3407 CSM Drive
Organization* | 1048 - | District Office Street Line 3
coar (1 [=] smccceo
Email | Contact  Harrison/Domeniei/Haun/Pineda
Attention To* |Sue Harrison
Phone Area Code | | Building ~ DIST
Phone Number | | Floor  2nd
Phone Extension | | City  San Mateo
State or Province | CA
FaxArea Code | | Zip or Postal Code 94402
Fax Number | | Nation
Fax Extension | |
ShipTo* [1PUR = Area Gode 650
Phone Number 6746508
StreetLine1 | SMCCCD CHAN OFC Purchasing Extension
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FOADOCU—Deny a Requisition

If revisions are necessary on a Requisition which has been Completed but NOT yet Approved,
the Document by User (FOADOCU) screen can be used to Deny the Requisition. The denied
Requisition is then “INCOMPLETE” and can be accessed and revised in FPAREQN.

x Document by User FOADOCU 9.3 6 (PROD) ADD [ RETRIEVE  g&RELA ¥ TooLs
Original User ID: [PINEDAA coa: [1 [ e ]
Fiscal Year: (10 ] Documen t Type: |REQ
I Document: [R1901111 I R (e I—
Activity Date From: ,i Activity Date To: | [m

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

e Enter the Document Type (REQ) and Document Number

e Click the drop-down arrow to choose the Status and Alt + Page Down
x Document by User FOADOCU 9 3 6 (PROD) Bao B REREVE  JRRELATED  $¥TOOLS 1
Original User ID: PINEDAA COA: 1 Fiscal Year: 10 Document Type: REQ Document: R1901111 Status: Completed Activity Date From:  Activity Date To: o Document R1901111 has been denied.

~ DOCUMENT BY USER

Status. Document Type Document Code Change Sequence Submission Description Activity Dats

C REQ R1801111 Analisa Pineda 09/20/2018

Document Amount

Record 1 of 1

4l
14
g

e Click on the Deny Document button and save
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FOAAINP—REQ Document Approval

Once a Requisition has been completed, it can be tracked through the approval process by
checking the “Document Approval Form”.

o Enter the Requisition number in the Document field
o Select ‘REQ”in the Type field (if it does not default)
e Alt + Page Down

x Document Approval FOAAINP 9.3 3 (PROD) ADD B RETRIEVE  JLREATED  ¥f TOOLS

Document: R1901111 Type: REQ Change Sequence: Submission: [ sunover ]

~ QUEUE AND LEVEL LIST insert [ Delete ¥y Copy Y, Filter
Queue ID ‘Queue Description Queue Level Approval Level

7146 CHAN OFC CHANCELLOR FUND 1/4 REQ 1

Record 1 of 1
+ Indicates what will be approved
~ APPROVER LIST @insert @ Delste Mg Y, Fille
Queue Level User
A146 1 Kathryn Blackwood
A146 1 Bernata Slater
A146 1 Nettie Wailan Wong
Record 1 of 3
In suspense " Approve
[ Detail " Disapprove |
=g || s

***Do not select Approve/Disapprove!***
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FPIREQN—Requisition Query Form

View a Completed or Approved Requisition by accessing the Requisition Query form
(FPIREQN) and entering the document’s number. Alt + Page Down to navigate through the
Requisition’s Document Information, Requestor/Delivery, Vendor, and Commodity/Accounting
blocks.

o Enter the Requisition Number
e Alt + Page Down to navigate through the Requisition
X  Requisiion Query FPIREQN 9.0 (PROD) B a0 R RERIEVE JLRELATED  %FTOOLS

Get Started. Fill out the fields above and press Go

L]
14
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