
Entering a requisition 
 

From Banner 

Use the command FPAREQN 

 

Type NEXT 

 

 

 

 

 

 



Entering a requisition 
 

Enter a delivery date and appropriate comments e.g., blanket order, fair and reasonable, state contract, 
etc. 

 

 

Click the down arrow to get to the next section 

 

 

 

 



Entering a requisition 
 

Click on the vendor information tab 

 

Click on the ellipses (three dots) next to vendor and select FTMVEND 

 

 

 

 

 

 



Entering a requisition 
 

Enter the vendor number or click on the ellipses to search for a vendor 

 

To search a partial name (unknown vendor) use the % symbol before and after the name, click go 

 

Select the appropriate vendor from the list 



Entering a requisition 
 

 

Once you find the correct vendor number enter the number on the vendor line 

 

Click on the commodity/accounting tab 



Entering a requisition 
 

 

Enter a description in the description field 

 

Tab to enter a unit of measure and select 

Be certain to tab through filling out each required field, then select the down arrow as required to move 
to each new section. 



Entering a requisition 
 

 

Add appropriate sales tax  

 

 

 

 

 

 

 



Entering a requisition 
 

Add quantity and unit price 

 

Select the next sequence to add accounting information – Index/Account 

 

Once Index/Account information has been added tab through each section and the total will appear 
below. 



Entering a requisition 
 

 

Select the Balancing/Completion tab and select complete 

 

Requisition will now move to the approval process. Once the requisition is approved and processed, 
Procurement will send an email with a copy of the purchase order. The department is required to 
forward purchase orders to vendors. 


