San Francisco Community College District

CITY COLLEGE OF SAN FRANCISCO

BANNER REQUISITION MANUAL

This manual is aimed at end users who are entering online requisitions in Banner. If
you have any questions or concerns please do not hesitate to contact
Purchasing@ccsf.edu.

Additional information and documents can be found on our intranet website:
https://citycollegesf.sharepoint.com/sites/AdministrativeServicesPurchasing

Note: you must be logged into your CCSF employee ID in myRAM in order to access
the intranet.

Revised 8/8/2023
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San Francisco Community College District

Section One

Logging into Banner

Step 1: Start Google Chrome as your web browser.

Google

Chrome

Search for CCSF or navigate to ccsf.edu

= ccsﬂ s &

~— +

Web Store Add shortcut
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San Francisco Community College District

Click on CCSF Home:

CCSF
=4 https:/fwww.cesfedu

CCSF Home | CCSF

City College of San Francisco is an urban community college serving more than 60,000 students
annually at several centers and sites throughout San Francisco. We ...

Results from ccsf.edu Q

This will bring you to CCSF’s Home Page.

COVID-19 Updates Events CANVAS MyCCSF CityOnline Learn English Employee Services  Select Language v m

Centers Academics  Paying For College  Student Services  CampusLife  About  Search Q
Welcome Day Fall 2023

For New and Returning Students

Register for One or Both Events Today!

+
In-Person Welcome Day g Virtual Welcome Day
Wednesday, August 9, 2023 Thursday, August 10, 2023
10:30am - 2:00pm 10:30am - 12:00pm

Register Here Register Here

Click on the MYCCSF Link on the top of the page:

COVID-19 Updates Events CANVAS MyCCSF CityOnline Learn English Employee Services  Select Language v m

Centers Admissions & Registration Academics Paying For College Student Services Campus Life About  Search Q
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San Francisco Community College District

Scroll down the page until you find For Faculty &
Staff. Click on Service and Email:

For Faculty & Staff

Note: You can click on the myCCSF Login Portal (RAM ID) button at top of page to access the RAM 1D
Portal. The Faculty and Staff resources will be moving to a new location on the CCSF Intranet in the near
future.

Assessment, Planning, ©

Manage Your Classes @ Service and Email V] )
and Curriculum

Click on myCCSF Login Portal (RAM ID):

Assessment, Planning,

Manage Your Classes @ Service and Email Q ] ©
and Curriculum
" myCCSF Login Portal (RAM ID) - Canvas, Zoom, myRAM Portal
" Apply for Employee CCSFmail (CCSF Google mail) Account
= Login to CCSFmail (CCSF Google mail)
m Google Account FAQs
" Login to CCSF - Office 365 email
= ITS Help Desk - File a ticket to ask for help with computer problems
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San Francisco Community College District

Please log in:

Username

gkwiecien

B | am Staff/Faculty

Password

MYCCSF LOGIN PORTAL

New to RAM ID? Forgot Password? | Change Password

Click on the Banner 9 logo:

Adobe Sign

campusiogic

CAMPUS LOGIC
[Financial Aid]

278
L |
i

Cdnvds

CANVAS

%%%%as

Degree Works (Ed Plan)

L.

N ™ r s
(. [AER
COLLEBE campuslcgic
o) 75
Drupal” TRAN A | W
ocl PROD- Banner 8 - SCHOLARSHIPUNIVERSE
Drupal - CMS - Prod Handshake (Student Job RAM Partal
upal ro andshake (Student Johs) my AppNav [On-slte Only] [schalarship]
A > -
- .
ey -
80 3?:
el [~ |
Student Health Services Vision Resource Genter - Zoom
My Patient Portal Professional
. AN J
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San Francisco Community College District

Which brings you to this page:

Welcome

‘ @ Search ) Direct Navigation Q

You now have successfully logged into CCSF’s
Banner 9.
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San Francisco Community College District

Section Two

Check Your Budget FGIBAVL

Sufficient funds (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.

Welcome

| 1
® Search () Direct Navigation I |
|| FetBav] ®1l

Budget Availability Status
(FGIBAVL)

Press enter or click on the link below it to select it.

If this screen appears it means you have documents to review and approve

X Approvals Notification FOIAINP 9.0 (PROD) ADD B RETRIEVE guREIATED ¥ TOOLS
~ APPROVALS NOTIFICATION B3 insert [ Delete ¥ Copy | Y. Filter
Number of Documents Document Type Message
98 Requisition Awaiting your review
1 Purchase Order Awaiting your review
6  Encumbrance Awaiting your review

Record 1 of 3

If this box did appear then click the X in the top left of the tool bar to move
forward.

This screen should appear:
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Agcount: | S6E0 |:,. OTHER CONTR SVC
[Keys o>
Contral Fund: Centrol Organization:
Control Account: Control Program:
Panding Documents:

Get Started Fill out the fiesds above and press Go

]
14
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San Francisco Community College District

FGIBAVL: Budget Availability Status Form

Enter the Chart “5”, Fiscal Year, Fund, Organization, Account and Program
codes and Alt + Page Down. The screen will display the account code entered
PLUS all active/existing accounts which follow in the same Fund, Organization and
Program distribution. Example: if you use enter account 4000 you will see all
accounts 4000 and above.

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 Availabiity Status FGIBAVL 8.3.6 (PROD) Bao Rrmes Jrmaen $oos

Account: 5690 OTHER CONTR SV Program: 662004 Chan Meys —>  Contral Fund: 10001 Control Organization: 1046  Cantral Aceount: 5600  Cantral Pragram: 662004

aaaaaaaaaaaaaaaaaaaa
Account Titie Agjusted Budges ¥Thaetwity  Commitments

Check Account Code(s) and Fixed Assets

Before entering a requisition into Banner, make sure you are using the appropriate
account code(s). 4000 accounts are for goods individually priced under $1,000,
5000 accounts are for services, and 6000 accounts are for equipment/facilities
upgrades/repairs.

Goods with an individual unit price of at least $5,000 (Account 641x) 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 a CCSF Asset Inventory
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San Francisco Community College District

Number and entered into the District's Banner fixed asset records.

Please remember software and technology related purchases must be vetted
through ITS for approval. They can be reached via email: helpdesk@ccsf.edu

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

On the first line type: “ASSET TAG#"

On second line type: “LOCATION: CAMPUS, BUILDING AND ROOM #”
Example: LOCATION: Ocean, MUB; RM #201.

(Requisitioner must enter the exact campus, building and room number where the
asset will reside).

*Never Mix Fixed Asset Account Codes with Non-Fixed Asset Codes when
splitting an item's cost between multiple accounts.

Or to begin your requisition click the close icon (X) in the top left of the
tool bar type in FPAREQN then press the enter key.

Welcome

@ Search ) Direct Navigation |
FPAREQN| ®1l

Requisition

(FPAREQN)
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San Francisco Community College District

Section Three

Create a New Requisition FPAREQN

X Regquisition FPAREQN 9.3.6 (PROD)

Requisition: ] -] [ e ]

Get Started: Fill out the fields above and press Go

EDIT Record: 11 KEY_BLOCK DISPLAY_RQST_CODE [1] ellucian

Regquisition FPAREQN 9.3.6 (PROD)

Requisition: |NEXﬂ I] “

Get Started: Fill out the fields above and press Go

Leave BLANK or type “NEXT” in the Requisition box and Alt + Page
Down. By hitting the Copy button you can copy a previously created
requisition.

a | X

EDIT Record: 11 KEY_BLOCK DISPLAY_RQST_CODE [1] ellucian
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Enter Requestor/Delivery Information

x Requisiion FPAREQN 0.3 6 (PROD) A0 BrEmee  JraaEn £ Toos

* REQUISITION ENTRY: REQUESTOR/DELIVERY [+ -l

I

-

e 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/finished.

e Enter the Requestor name, and Organization (if these fields did not fill
automatically)

e Tab to enter Email (processed Purchase Order will be sent to this
address), Phone and Fax (optional)

e 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 (OC-
Ocean, EV-Evans, etc).

Note: If your “ship to” code is not already in the system or if some of the
information is incorrect, contact Purchasing (purchasing@ccsf.edu) to request
the necessary modifications.

e Alt + Page Down
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Enter Vendor Information

¢ If you have the vendor ID number or EIN/SSN, enter it in the Vendor box
and hit tab so the rest of the fields populate. Enter the vendor email that
the Purchase Order should be sent to, and ALT + Page Down.

e If you do not have the vendor ID, hit the ellipsis next to the vendor field
and this will take you to FTIIDEN to look up the vendor. Make sure the
vendor is marked as “YES” and not “TERMINATED” in the vendor
column.

X Requeston FPAREQN 9.3 6 [PROO)

To Enter a NEW Vendor into Banner please email
Purchasing@ccsf.edu.

a N

NOTE: A signed Tax ID form (usually a W9) and vendor information
sheet (both found on the Purchasing intranet site) must be forwarded
to General Services/Purchasing for all NEW VENDORS. There may
additional requirements for the vendor based on the type of work being
kdone. Purchasing will let you know if this is the case. /
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Document or Commodity Level Accounting?

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

Document Level (Only One Account)

X Requistion FRAREQN 9.3 6 (PROD)

Bao Brmee JAraarn Hroos

* REGUISITION ENTRY: REQUES TORDELIVERY ] -

Sequince oA Wear Index Fund Orgn Acet Prog Aty Loca Prad MEF Cverrice NEF Suipente

!

[
e Complete the necessary item information in the Commodity Block and Alt
+ Page Down

e Enter the accounting information and Alt + Page Down

e Complete the Requisition
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Commodity Level (Multiple Accounts Charged)

e Click to UNCHECK the Document Level Accounting box

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

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

X Requisiton FRAREGN 9.3 8 (PROD) a0 Rorereve Sirmamn $Foos
Requisiton: R130T111 [ sanonc |
r Y

* REQUISITION ENTRY: REQUESTOR/DELIVERY [+] -]
e | In Suspense

Commaodity Total 50850 » | Document Text

v

= COMMCDITY -]
Ttem Commoaty Description um Tax Group Quantity Uit Price. Commaodity Text Ibem Text Add Cammedity
Gataring for Board Mestng EA 400 100 5500000 O O O
Record 1 of 1
| Dusty
Commaodity Total
~ ACCOUNTING [
Sequence cok Year Index Fund Srgn Acct Prog Acty Locn Proj MEF Override NgF éusp-m
10 -| 18 10001 1048 5650 662004 O
Record 1 of 1
Extended Amount
Discount
Addinonal
Tax
FOAPAL Total
Commodity Tota
Romaming -

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 ltem 1 —

x Requisdion FPARECN 0.3 6 (PROD)

Requisition: 1901111

* REQUISITION ENTRY: REQUESTOR/DELIVERY

~ COMMODITY
nam Commedity Cescripuon
1 Gatenng for Board Mestng
2 P
ded
D t D
Additienal 0.00
- AGCOUNTING
Sequence COA aar Incex
[ B

WM
EA
EA

10001

nits

fity Tatal

Accounting Tatal

[ comosmiczaneng JEEE

Commedity Tatal

Quantiey

Prog
52004

100
1,00

Unit Price

550.0000

Commasity Text

Loz

B aon

(M)

B remeve Breamn fools

OCLment

Drstnbute

| In Suspensa

=] s ¥ -
Text
4] & i iy Cog
mam Tt Add Commadity
Record 1 of 2

Eimsen B Ocicie "wCopy T
NEF Ovarride

(]

MSF Suspense

Ed

Record 1 of 1

Line Iltem 2 —

[ ]
information

Alt + Page Down to enter the second item’s FOAPAL

Alt + Page Up and Arrow Down to enter the second item’s commodity
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Bao B gee

Requisition: 1801111

Start Qver
= REQUISITION ENTRY: REDUESTORIDELIVERY [+ B L) .
Fleguisition Camments ! In Suspense
Cnder Date Commadity Tots! |+l Document Text
Accounting Tatal 2
Dacument Level Accounting
el e
> COMMODITY 03 ®eC e ¥
tem Commadity Descrigtion um Tax Group Guantity Unit Price Commadity Text e Text Ada Commodity
1 Catering tor Board Meating ER () 1.00 0 [ (]
2 Pipe and Orape EA 800 1.00 300:0000 m| O O
Record 2 of 2
Extended Amoun Tax | Dustribugee
Commaasy Total
Ilm-rl H.l:viglp- iy Cc TET
Yoar incez Fund orgn Frog acty Loen Froj  NsFOvemds NS Suspenss
1]t [=]3s 10001 1048 562004 (m] (m]
| Record 1.of 1
% s
Extonded Amaunt
Discount 0,00
Add 0.00
Tax 27.00
FOAPAL Total

Commodity Total

s |
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Enter Commodity Information

e Enter a Commodity code or hit the three-dots next to the field to search
the commodity database

e The default general items name will populate.

e Tab to enter the proper U/M (Unit of Measure), Tax Group (TAX or NT),
Quantity and individual Unit Price

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

Enter Iltem 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. This is the
information the vendor will use to make sure they send the correct items/services.

e From the Related menu, select Iltem Text

e Alt + Page Down to enter full item description including item or model
numbers, warranty information, etc.
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X Procwement Text Entry FOAPOXT 9.36 (PROD) A0 RBREREVE  OF

Toxt Typs:  HECQ Code:  R1MNT1 [ o ]

Change Ssguence: Item Number:
Vendor: 312544554 Pacific Dining - Food Service Managanen] Commedity:  Calering for Beard Meeting

Description

Modity Clause: s Copy Commadity:

Text

Default increment: 10

Gl Started: Fill out the fislds above and press Go.

4l
I4

Procusrament Texd Entry FOAPOXT 9.3 6 (PROD) Baao @ eomee
Text Type: REC)  Code: R1801111  Change Sequence:  Item Numbar: 1  Vendar: 512544554 Pacific Dining - Food Service Managemen! Coemmadity Description: Catenng for Bosnd Meabng m
Modify Clause: Copy Ci ity Taxt: 10
* PROCUREMENT TEXT ENTRY insert B Dalete W Copy | . Fiver
| Teat Clause Number Print * . Line
On 122018 (%] 10
-‘ o | al 20
ard Taco Bar o 3
Recod 103

L
14

CANCEL | SELECT SAVE

e Hit the down arrow on your keyboard or insert in the top right for
additional line(s).

e Click the Save icon (or F10)

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

Use Document Text to enter a short description of the request and information
pertaining to the entire document - description of item being purchase (e.g. quote
numbers, board approvals). Keep in mind this is what the public/Board reads.

e From the Related menu, select Document Text

e Alt + Page Down to enter various information related to the order.

e Hit the down arrow on your keyboard or insert in the top right for
additional line(s).

e Click the Save icon (or F10).

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

& poaien 2
Vendor.  Commodity Description:  Modity Clause:  Copy Commo dity Text: Default Increment: 10 N
eta Copy | V. Filler

Clawse Nuniber Print * Line

1]
I4

CANCEL | SELECT | SAVE
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Enter Accounting Information

e Alt + Page Down to the Accounting block

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

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

e Alt + Page Down

i
18 10001 1046 600 G62004
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Complete the Requisition

e Make note of the Requisition number

e Click on the Complete button

X Requisiion FRAREQN 836 (PROD) a0 BrEREee  SieRaEDn SEToous
Requisition: R1901111 Start Over
* REQUISITION ENTRY: REQUESTCRIDELIVERY [+] a Tin Coy

Requstion  R1901777

| Dacument Level Accounting

Vandor BalancingiCompleton
= BALANCING/COMPLETION Smen @ u ¥,

Vendor | 812544354

Crganization 1046

* AMOUNTS B nsen @ Ocicte Mg Copy Y. Filer
Input Commiodily Accounting Slatus

Approved Amount

Drscount Amount

Addtional Amount
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Section Four

Deny a Requisition FOADOCU

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 Usar FOADOCU 9.3.6 (PROD)

Get Staried. Fill out the fields above and press Go

1
14

e Enter the Document Type (REQ) and Document Number

e Click the drop-down arrow to choose the Status and Alt + Page Down
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Deny a Requisition (continued)...

x Document by User FOAROCLU 8.3 6 (FROD) Beao Bemee Roearn $Eoos 1

Original User ID: PINEDAA GOA: 1 Fiscal Year: 19 Document Type: RE(]  Document  R1901111  Sws: Completed  Activity Date From:  Activity Date To: @ Document R1801111 has been denied

* DOCUMENT BY USER

Sms Document Type Document Gode Change Sequence Activity Date Decument Amount

G REQ R1801111 Analisa Pineda 09016

bl
14
1

e Click on the Deny Document button and save

e Exit the screen (or CTRL+Q)
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Section Five

Requisition Query Form FPIREQN

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.

e Enter the Requisition Number

e Alt + Page Down to navigate through the Requisition

x Hequsition Cuery FRIREQN 9.0 (FROD)

Gat Started Fill out thi Bields above and press Go

H
4
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Section Six

Document History Form FOIDOCH

This form provides the complete history of a particular purchase, from Requisition
to Purchase Order to Invoice to Payment (check).

X Document History FOIDOCH §.3.2 (PROD) w0 Rremeve  MieeaED fFroois

Document Type: REQ Requsiion  Dacument Code: R1900103 ST
] & oo L] ¥,
Decument Numbser Sawe Siatus Description
R1B00103 A Approved
e Pa
k Dis
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 Query Document [BY TYPE].

For example, if you wish to know when payment was issued to the vendor,
highlight the check number, go to the Related menu, and select Query Document
[BY TYPE]. To view the check information, enter the bank number (usually “$A”)
and Alt + Page Down.
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Section Seven

Delete Requisitions FPAREQN In process

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.

e Enter the Requisition Number and Alt + Page Down

x Fequisilion FRAREQN 9.3 6 (PROD)

Requisition: R1801115

* RECUISITION ENTRY: REQUESTOR/DELIVERY

Trans. 9595
Dy 302018 Dacument Lis rting
o
* REQUESTORD RY INFORMATION |+ -]
gL * [An St &2 3401 CSM Drive

-

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

¢ From the Requestor/Delivery Section menu select Delete (or press Ctrl +
F3) AGAIN
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Delete Requisitions (continued)...

e The message at the bottom of the screen will confirm that “All
Commodity and Accounting Records will be deleted”

x

Requisition: R1801115

Requisition FPARECN 8.3.6 (PROD) =L RETRIEVE JLRELATED 3 TOOLs

* REQUISITION ENTRY. REQUESTOR/DELIVERY

Requaien  R1907115

Requestorelivery information Vendor
= REGQUESTORIDELIVERY INFORMATION

tate of f
Fax Arca Code Zipor Postal Code 84402
Fax Numbes Hation
Fax Extensian
shipTo® [1PUR [w Area Gode G5
hone Rumber
Sweet Line 1 - SMUCGD CHAN OFG Purchasing Exerision
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Section Eight

REQ Document Approval FOAUAPP

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

e Enter the Requisition number in the Document field. Alternatively entering
just your user name will show all the items in your approval queue and
leaving both blank will show you everything in every approval queue.

e Select “REQ” in the Type field (if it does not default)

e Alt + Page Down

e Once the requisition populates you will have 4 buttons when selecting a
requisition:

Approve will pass the requisition into the next queue.
Disapprove will send the requisition back to be in process, so it can be
edited and fixed (usually by the original requestor).
Detail will show you the general details, such as requestor, FOAPAL,
amount, etc.
Queues will show you the approval queues that have not yet been
approved for that requisition. Use the up or down arrow to scroll
through the Queue IDs to determine which Banner Users must
approve the Requisition.

¥ Document Approval FOAAINE 8.3 3 (PROD)

Document: H1901111  Type: HECQ  Change Sequence:  Submission

Queve ID Queve Description
A 146 CHAN OFC CHANCELLOR FUND 1/4 REG

+ Indicatis what will be approved
* APPROVER LIST
Qusue

A48

A146

]
14
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Section Nine

SEARCHING IN BANNER

There are various screens where you can search for information, such as FTIIDEN to
search for vendors or FTMCOMM to search for commodities. There are shortcuts to
the screens denoted by a search box with an ellipsis (three dots) next to the field that
you would normally enter that type of information into. For example, when entering a
requisition in FPAREQN, when entering a vendor there is a search box next to vendor
field.

¥  @ellucian  Requisition FPAREQN 9.3.24 (PROD) app B reTREVE B RELATED ¥ ToOLS
Requisition: NEXT | Start Gver
~REQUISITION ENTRY; REQUESTOR/DELIVERY & 2 "a
Requisition  NEXT Comments In Suspense
Order Date 08 Commaodity Total 0.0a Document Text

Tranzaction Date o8, Accounting Total

Delivery Date 08

Aot nmaton ¢

+" Document Level Accounting

~VENDOR INFORMATION Insert [ Delete FgCopy ¥
vendsr | o) Contact
Vendor Hold Emall
Address Type
Sequence - Phone Area Code
Phane Number
Street Line 1 Phone Extension
Street Line 2
Streed Line 3 Fax Area Code
Fax Mumber

City Fax Extension

State or Provines Discount

FPERECH VENDOR SPRIDEM ID 1] 2000 - 2023 Elucian. All rights reserved ellucian.

Clicking this box will take you to the search screen for that information. In this case a
new box will pop-up asking if you want to navigate to FTIIDEN or FTMVEND, choose
FTIIDEN.

From here you can hit next section or in some screens you may need to choose Filter
on the top right.

When searching for a vendor the Last Name field is where you would enter a company
name.

Note: When entering a search word or term you can use “%” to denote a wildcard
character. For example, if you search for “film%” this will return all vendors whose
name begins with film. If you search for “%film” this will return all vendors whose
name ends with film. And is you search for “%film%"” this will return all vendors that
have film somewhere in their name.
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Section Ten

COMMON BANNER SCREENS

Banner Screen Commands Version 4 June 29 2023

Main Commands for on-line requisitions
FGIBAVL Available budget includes pending transactions

FGIBDSR Shows budget history but not pending transactions

FPAREQN Where you create an on-line req or look one up that you did

FOAUAPP Requisition, budget transfer, documents like invoices approval screen
FOIDOCH View status of requisition and purchase order

FTMVEN D Look up vendor information

FPARDEL |pelete on-line requisition

FPID PDU Look up all purchase orders by vendor

FPIPURR Purchase Order Information

FG lENCD Look at purchase order balance, fund(s) used, open or dlosed, payments made

Purchasing Screens

FPAPURR Creates a purchase order

FPMB UY Assigns buyer number to a requisition
FPAPUAS Rename requisition as a purchase order
FPAPURC Print or email out a purchase order or reprint it
FPAPDEL |peletesa purchase order

FGAENEB Enter an encumbrance like Amazon or Office Depot or Direct Payment

Approval Queue and Banner set-up screens

FOMPROF |set up user with requisition and sometimes budget (both) access by fund & org
FTMA.PPQ Link the user to the approval queue

FQMAQRC Create a new approval queue or modify it if needed
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Section Eleven

PREFERRED VENDORS LIST

Preferred Vendors List **Note: Per AP 8.06 most purchases of goods over
$3,000 require at least 3 informal quotes from different vendors. Some vendors
(denoted by as asterisk*) offer pricing based on competitively bid contracts and do
not require additional quotes.

Audio Visual:

« B&H* california@bhphoto.com,
o Bluum* (formerly Troxell) chris.kolar@bluum.com,

o ODP* (formerly Office Depot)
Note: contact helpdesk@ccsf.edu for quotes/minimum standards.

Business Cards: Internally through the Visual Media Design Department, contact
Colin Hall chall@ccsf.edu. Folger Graphics print@folgergraphics.com.

Computers: Work with IT helpdesk@ccsf.edu for quotes/minimum standards.
Current standards are Dell PCs.

Furniture:

o KI* Patrick.welch@ki.com.

« Steelcase* kschimdt@steelcase.com.

« Note: If furniture is attached to District property, please contact
Facilities for approval/guidance.
Office Chairs: Ergo Comfort West ecwest.frank@gmail.com

Office Supplies: ODP* (formerly Office Depot) and Amazon*

Office Equipment (items individually priced over $1.000):
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« CDWG* gianna.panozzo@cdwg.com,

o Bluum* (formerly Troxell) chris.kolar@bluum.com

Paper:

« ODP* for smaller orders,

o Kelly Spicers* jay.vincent@kellyspicers.com for larger orders (multiple cases
/ pallets)
Printers/toner: copiers and networked printers are serviced (including toner)
through Konica Minolta* ccsfsupport@kmbs.konicaminolta.us. Individual/non-

networked printers need IT approval/support and can be purchased from ODP*
and Amazon*.

Promotional materials:

« Bay Area Graphics info@bayareagraphics.com,

« Bayside Printed Products emilyk@baysidel.com,

o Creative MC team@creativemc.com

Software: requires IT approval, email: helpdesk@ccsf.edu
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