RHIT/BANNER 2000

INSTRUCTIONS

HOW TO CREATE A WEB-BASED

PURCHASE ORDER 

To enter a Purchase Order, go to the web address of  https://local.rose-hulman.edu/administration/iait/admincomputing/Banner/default.aspx (Production site effective 04/17/08)

Please bookmark these pages.

1. From this page, select “Banner Web Applications” from the right side menu.     

2. Select “Web Purchasing” at the top of the menu
3. A password is required to access Web PO

4. Select ‘New Purchase Order’ and answer the question about conflict of interest

5. Select ‘enter’

6. You are now at the Order Information section. The Order Date, Transaction Date and Delivery Date automatically default.  You may type over the delivery date if necessary.

7. FOB Text and Terms may be left blank, unless you have vendor required information to enter in those areas. You may also click on either of these options and a drop down menu will appear listing default input options available for these areas.

8. The “Document Note” area is an area that you may leave blank or type in additional information for your use, vendor use, or Administrative Services use.  You may want to enter special information for the vendor, reference a job number or specific Emergency PO information as may be requested by Administrative Services.  This information is in addition to line item text, which will automatically appear with each item ordered.  This document note will print on the purchase order after line item text.

9. When completed, select “NEXT”.
10. You are now in the “Vendor Selection” area.  Type in some fragment of the name of the vendor and hit “ENTER” or click either of the buttons, “All Vendors” or “Quick Pick”.  If no vendor was found, try again with a smaller fragment of the vendor name.  If your vendor was found, pick the desired vendor from the list by clicking on the Vendor ID link.  Please note that more than one entry may be returned is the list for the same vendor.  The address information in the listing should help you decide which entry is correct. Another screen will now appear which will allow you to input the vendor name, address, telephone number and any other necessary information.  This information will be forwarded to Administrative Services so they may enter this vendor information into the Banner system.  Someone from Administrative Services will contact you once the vendor information has been entered in banner.  You may proceed with entering your purchase order information but you will not be able to finalize your order until you are contacted by Administrative Services.

11. If you have ordered from this vendor previously on the web-based form, the vendor name will also appear under your “QUICK PICK” button.  Select that button for a complete list of vendors you have ordered from in the past.  If your “Quick Pick” list is large, enter a fragment of the name in the search text before pressing “Quick Pick” and you will get a much smaller list.

12. You are now at the “Vendor Detail” area.  The vendor you selected on the previous screen should appear. Please review this information to make sure that this is the correct vendor and the correct address.  If this is not the correct vendor, page back and search again.  If this is the correct vendor but something is incorrect with the address, phone, fax or e-mail address, you may type over the information listed and input the correct information.  NOTE:  You cannot change a vendor name!  You must page back from this screen and select a different vendor or select the “Not in The List” option if the name is incorrect.     
13. Select “NEXT”
14. You are now in the “Account Selection” area.  Type in the account code of the first item that you will be ordering or type in the name of the account code.  Click on the “NEXT” button

15. You are now in the “Item Detail” area. You will note that the account code and description of the item automatically default at the top of this page.  

16. Next to the “Item Description”, type in the description of the item that you are ordering. (Only list one item per page)

17. Press the tab key and fill in the quantity area, price per quantity, and unit measure.

18. Tab down to the FOAPAL area.  You will note that the account code, location and amount automatically default.  Type in your fund, organization, program, and activity code; if applicable.  If you have any shipping charges that need to be added to this item, include this amount under “Additional Charges”.  You can split this item between five FOAPAL’s if necessary. If you have multiple FOAPAL’s, you may enter a percentage sign and amount (e.g. %50) that you want assigned to each account and the system will automatically figure the dollar amount for you. Entering a percent sign (%) in an amount field by itself will place any remaining dollar amount into that field.

19. If you have another item to add with the same account number, select the “NEXT ITEM” button and follow the steps as listed under #15 above.  The FOAPAL’s previously used, but not the dollar amounts, will be preserved but can be altered or deleted if necessary

20. If you want to enter an item under a different account code, select the “NEXT ACCOUNT” button.  Follow the steps outlined above in steps 11 through 15. Repeat these steps until you are finished entering all items.

21. When the Purchase Order is complete select the “FINISHED” button.

22. You are now in the “Purchase Order Review” screen.  You will note that your purchase order number is now listed at the top of this page.  

23. From this screen you can review everything that you have entered for this purchase order.  If something is incorrect, you can click on the highlighted print, within each area, and this will take you back to that designated area to make your necessary changes.  If you need to add or delete an item, click on the “SELECT AN ACTION” button at the bottom of the screen, pick your choice and then click on “GO”.  Follow the steps as outlined above for the area you selected.

24. When you are finished with this PO, select the “FINALIZE THIS PO” from the “SELECT AN ACTION” area and then click on “GO”.
25. As part of the completion process, the system will check your order to see if a Sole Source justification statement is necessary to finalize the PO.  If this is the case, the Sole Source entry screen will appear allowing you to input the required information.  If your PO didn’t reach the threshold ($5,000.00 per item), this form will be skipped.  

26. A copy of your Purchase Order and Sole Source Form, if applicable, will now open up in your Adobe Acrobat reader.  You may copy the PO for your records and/or fax to your vendor from this page.  If a Sole Source form was required, please make a copy of the PO and the Sole Source form.  Retain these records in your department.  You cannot make any changes to the PO once the order is finalized.  If you need to make any changes, you will need to process a change order.  Please see the “Change Web Base PO” instructions in this guide.
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