
In the “Go To” box, type the 
Purchase Order Form 
(FPAPURR) and enter.
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Enter “NEXT” in the Purchase order 
box. Click on the next block icon or 
Ctrl + page down will take you to the 
next block.
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Enter “NEXT” in the Purchase order box. Click on the next block icon or Ctrl + page down will take you to the next block.



Change Order and Transaction dates if 
needed. Enter your Delivery date. It is 
recommended you enter a Comment for 
future reference. Next block or tab and it 
will take you to the Buyer Code. 



Click on the search icon for a list of  Buyer Codes



Select the buyer from the provided list and hit OK.
Click on the Requestor/Delivery tab.



Your information should automatically populate. If the COA 
is not populated, use the search icon and select your COA.
You must enter a name in the “Attention to:” box.
Select the Vendor Information tab.



Click on the vendor search icon and the
Option list box will open. Select Entity Name/
ID search (FTIIDEN).



Select the Execute Query icon to bring
up a list of all approved vendors



Scroll or page down and double click on the vendors ID Number. 



The Vendors information automatically populated.  
Take note of your P.O. number for future reference. 
Click on the Commodity/Accounting Tab.



Tab once past Commodity and enter your 
Description (i.e. part number or item name. 
Notice your tax group has already 
populated for you.  Tab once to U/M.



Search and select or enter the U/M. Ensure the Tax Group is
correct and items are taxable (i.e. food, labor would be non-
taxable or EXMT). Hit tab.  Enter Quantity.  Hit Tab. Enter Unit Price. Hit tab. Price w/tax 
(depending on tax group selection) will populate. 



Click in COA and hit tab. The Yr and Orgn code will
populate for you. Click on Fund. Search and select the 
appropriate code. Repeat the same steps for Acct and 
Prog codes if they do not populate for you.



Click in the Extended price field and hit enter..
Banner will calculate tax amounts to equal 
Commodity Total. 
Select the Balancing/Completion tab.



The status field should be balanced.
Click on the Complete Icon. It will take you back
To the beginning of the PO order form.



To query your P.O. Hit F5 and the “Go To” box 
will come up. Enter your query form (FPIPURR) 
and hit enter.



Your PO number will automatically 
come up in the PO box if it was the last 
one you entered. Hit next block. If you 
are querying for a PO, select the 
search icon. 



This is where the comment field comes in real handy. Select 
Next Block to review each page of the completed P.O.
Completed query of PO
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