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	Objectives


This meeting is intended to provide training on Purchasing. Participants will learn how to create vendors, process requisitions, assign buyers, process purchase orders, and receive items. Participants will also discuss the validation tables necessary for Purchasing and Accounts Payable to go live and review on line queries. 

	Progress Report

	Accomplishments


Purchasing and Procurement Overview: 

The purchasing process within the Banner Finance System includes several processes that occur simultaneously on a daily basis. The purchasing process can occur in one of two ways. The first is decentralized where the requestor can create the online requisition through Banner, Self Service or E-Procurement. The second is centralized where the requestor send the paper requisition to the purchasing department to create the purchase order online. 

Purchasing and Procurement Forms:

· FTMVTYP (Vendor Type Maintenance Form) – Enables you to add, change, or delete vendor type designations.

· FTMDISC (Discount Code Maintenance Form) – Enables you to add, change, or terminate vendor discount codes.

· FTMUOMS (Unit of Measure Maintenance Form) – Enables you to create and maintain a uniform set of unit of measure codes to facilitate the purchase and receipt of goods.

· FTMFOBS (FOB Code Maintenance Form) – Use the FOB Code Maintenance Form to create, maintain, and query the freight-onboard (FOB) codes you use on procurement forms.

· FTMSHIP (Ship to Address Maintenance Form) – Enables you to establish departmental or central routings for deliveries. This list is user-defined, so you may update and maintain it as desired.
· FTMEQUL – (Equivalency Maintenance Form) - Provides a cross-reference between the requisition unit of measure, the purchase order unit of measure, and the receiving unit of measure. For every code, you may define an equivalent unit of measure and the corresponding number of equivalent units.
· FTMPCLS (Purchase Order Classification Maintenance Form) – Enables you to define criteria for additional classification of a purchase order. This is especially useful when you purchase goods that require special handling or security, such as hazardous substances. If desired, this classification may appear on your printed order.
· FTMCRSN – (Cancellation Reason Code Form) - The Cancellation Reason Code form enables you to maintain a list of codes that indicate why orders for goods were cancelled
· FTMRCMT – (Receiving Method Maintenance Form) - Enables you to create and maintain method-of-receipt codes for goods and services. Use these codes to track how you receive purchased commodities so that you can take appropriate action when you handle a receipt.
· FTMRRSN – (Return Reason Maintenance Form) - Enables you to create and maintain reason codes for returns on received goods. This enables you to manage and record returns of goods and materials to vendors.
· FTMBCLS – (Bid Classification Maintenance Form) - Enables you to define criteria for bid classification codes.
· FTMVPRD – (Vendor Products Maintenance Form) - Enables you to link vendors with commodities to create an electronic catalog. This form also provides you with the agreement numbers for vendor contractual references.
· FTMFTRM – (Freight Terms Code Validation Form) - Enables you to define Freight Terms containing purchase order delivery instructions for use with EDI processing.
· FTMVEND (Vendor Maintenance Form) - Enables you to add, change, or terminate vendor information. Consists of a main window and four additional windows.

· FTMCOMM (Commodity Maintenance Form) - Enables you to create and maintain commodity codes and default account relationships.

· FTMBUYR (Buyer Code Maintenance Form) - Only authorized users may use the Buyer Code Maintenance Form to create and designate buyer definitions and restrictions. You may also view and change existing buyer data on this form. Use this form to link buyers to commodity-organization, combinations for increased, effectiveness of the purchase, management function within the installation. This form also gives you the option to use the Automatic Buyer Assignment feature. To use this feature, check the Automatic Buyer Assignment box on the System Control Maintenance Form (FOASYSC). Be aware of the significance of altering system-wide control features. Specify the buyer code and the buyer name. You may assign a commodity and/or organizational relationship. Select Next Block. Select Assign Commodities from the Navigation frame or select Next Block to access the Automatic Buyer Assignment By Commodity Window. Select Assign Organization from the Navigation frame to access the Automatic Buyer Assignment By Organization Window. When you finish, click or select Save to complete and post this record.

· FPAAGRD (Agreement Processing Form) - Enables you to enter and maintain purchase agreements with vendors for requisitions.

· FOMPROF (User Profile Maintenance Form) 7-5

· FPAREQN (Requisition Form) - Enables you to initiate the procurement process and to define the requestor, vendor, commodity, and accounting information.

· FPIREQN (Requisition Query Form) - Displays purchase requisitions which are completed, approved, closed, cancelled, or in process.

· FPIREQS (Requisition Suspense List Form) - Displays all requisitions that are in suspense at either the header level or the commodity level.

· FPIORQF (Open Requisitions by FOAPAL Form) - Provides an online list of open requisitions by accounting distributions. This includes any combination of fund, organization, account, program, activity, and location (FOAPAL).

· FPARDEL (Requisition Cancellation Form) - Enables you to cancel a requisition document.

· FPIRQST (Requisition Validation Form) - Provides a list of all requisitions.

· FPAABUY (Buyer Assignment List Form) - Used to assign procurement requests to buyers on the basis of internal policies and procedures.

· FPAPOAS (Purchase Order Assignment Form) - Enables you to consolidate and/or assign completed and approved requisitions to a purchase order. The relative accounting percentages are retained.

· FOACLAU (Clause Entry Form) - Enables you to create and maintain clauses for requisitions, purchase orders, and blanket orders.

· FPAPURR (Purchase Order Form) - Enables you to create or modify purchase orders.

· FPIPURR (Purchase Order Query Form) - Displays purchasing requisitions which are completed, approved, closed, cancelled, or in process.

· FOIDOCH (Document History Form) - Displays the processing history of purchasing and payment documents. It identifies and provides the status of all documents in the processing path for the document you select.

· FPIOPOB (Open Purchase Orders by Buyer Form) - Provides an online display of open purchase orders for a specified buyer.

· FPIOPOV (Open Purchase Orders by Vendor Form) - Provides an online display of open purchase orders by vendor.

· FPIOPOF (Open Purchase Order by FOAPAL) - Provides an online display of open purchase orders by any combination of fund, organization, account, program, activity, and location (FOAPAL).

· FPIPOHD (Purchase order Validation Form) - Enables you to view summary information for all purchase orders defined to the system. Use this form to select available, uncommitted purchase orders for further processing using the purchasing features.

· FPIPORS (Purchase Order Suspense List Form) - Displays a list of purchase orders that are in suspense and require additional work to complete and approve.

· FPABLAR (Blanket Order Form) - Enables you to consolidate multiple purchasing documents into a unified or blanket order document.

· FPIBLAR (Blanket Order Activity Form) - Enables you to check the various activities against a blanket order, including purchase orders, change orders, invoices, and credit memos.

· FPAPDEL (Purchase / Blanket Order Cancel Form) - Enables you to cancel a posted purchase order or a completed blanket order.

· FPACHAR (Change Order Form) - Enables you to revise data on an already completed purchase order.

· FPACDEL (Change Order Cancel Form) - Enables you to cancel a change order which you previously completed and posted.

· FPARORD (Rush Order Form) - Enables you to enter basic summary purchase data for a rush order entry.

· FPIRORD (Rush Order Validation Form) - Enables you to display a list of existing purchase orders which have been designated as rush orders.

· FPAEOCD (Encumbrance Open/Close Form) - Enables you to manage encumbrances created by requisitions and purchase orders.
· FPACTBD – (Bid Creation Form) - Enables you to consolidate existing requisitions into a single bid. In addition, this form provides a mechanism for you to track bid requests.
· FPABIDH – (Bid Header Form) - Enables you to establish a bid for items that you request.
· FPARBD – (Prospective Bidders Form) - Enables you to identify bidders who participate in the bid process. When you complete the form, generate the bid documents. You can then send these documents directly to the vendors for price information.
· FPABIDE – (Bid Entry Form) - Enables you to enter vendor pricing data to make bid comparisons. 
· FPABAWD – (Bid Award Form) - Enables you to assign a vendor for each commodity and to assign a purchase order number.
· FPIBIDC – (Bid Comparison Query Form) - Provides an online display of comparative vendor data.
· FTIABID – (Bid Alpha Search Form) - Provides an alphanumeric bid search capability based on a portion of the Bid Description.
· FTIBIDS – (Request For Bid List Validation Form) - Provides a list of all the bids in the purchasing system.
· FPABIDD – (Bid Form Print Report) - Prints either a specific bid or all bids which have been approved but not printed.
· FPARCVD – (Receiving Goods Form) - Enables you to enter or view receipt information from a packing slip or receiving document.
· FPIRCVD – (Receiving Goods Query Form) - Enables you to view committed receiving documents.
· FPARTRN – (Returned Goods Form) - Identifies returned goods and the reason for returning them. Use this form to create a return transaction code number or modify existing return transaction information.
· FPADELV – (Delivery Log Form) - Enables a central receiving department to manage supply deliveries effectively. Use this form to verify the delivery and receipt of goods that have been ordered and received.
· FPRRCDL – (Receiving and Delivery Report) - Used to determine the status of received and delivered commodities versus ordered commodities.
Purchasing and Procurement Training:
The client was shown and each of the validation and maintenance tables for the Purchasing and Accounts Payable modules. Each form was discussed and examples were given as to what the normal use was for along with examples that might assist the client in report writing at a later date. 

Then the process of entering a requisition within the Banner Finance System was demonstrated. Each person was then encouraged to complete several different types of requisitions. These included requisitions with both document and commodity level accounting. 

· Document Level Accounting - enables you to assign account distributions at the document level, rather than to specific commodities. 
· Commodity Level Accounting – enables you to assign accounting distributions at the commodity level, rather than the document level.

Once requisitions all other aspects of requisitions were covered including inquiring, printing and canceling of a requisition were demonstrated. The client then spent time practicing these processes. 

All aspects of creating, inquiring, printing and canceling of a purchase order were demonstrated. The client then spent time practicing these processes. This included the process of turning a requisition into a purchase order by assigning a buyer, assigning a purchase order and then completing the purchase order. Also covered were both standing and blanket purchase orders both with document and commodity level accounting. 

All aspects of receiving, returning, inquiring of product within Banner finance was covered. The client invited staff from the receiving department to participate in this exercise. 

	Progress Report

	Decisions Made and/or Actions Taken


	Action Items and/or Assignments for SunGard Higher Education

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	10/28/200
	Provide sample COA
	Jon Langlois
	
	Open

	10/28/2008
	Provide COA Load sheets
	Jon Langlois
	
	Open

	10/28/2008
	Provide schedule of due dates
	Jon Langlois
	
	Open

	10/28/2008
	Provide sample Foundation COA
	Jon Langlois
	
	Open

	
	
	
	
	

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Action Items and/or Assignments for Biola

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	10/28/2008
	Start development of each of the COA elements
	FHDA
	Open
	

	
	
	
	
	

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan
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