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Create a Purchase Order Requisition in Self Service Banner 

When to use a Purchase Order (PO):

• A PO serves as a legal binding contract with vendor and formalizes all the

terms and conditions of a transaction; such as requested item(s), delivery

schedule, quantity, and price. The Purchase Requisition Worksheet
below can be used to gather  order information. The fillable form is available
on the S Drive.

 Encumber funds

When to use Direct Pay Check Request (DP) rather than Purchase Order?

 Professional organizations and membership fees

 Emergencies

 Travel:  hotel, conference registration, transportation

 Office periodical subscriptions (not library)

 Licenses and permits

 Vendor will not accept a Purchase Order or purchase requires prepayment

 Before creating an online requisition: 

•Check your budget to ensure there are funds available. FGIBDST

•Review the Purchasing Guidelines for Goods and Services (attached)

•Verify that your Vendor is active in Banner. FTIIDEN

•New Vendors require a W-9 form sent to AP for Vendor setup.

*If budget is not available, the warning below will appear when you submit a requisition:
You may continue but you must prepare a Budget Modification to correct
the issue.



Purchase Requisition Worksheet

Purpose:  This form may be used to gather information prior to creating a purchase requisition in the Banner

system.  This form is optional and provided as a resource only.  It is NOT a Purchase Order and cannot be

provided to a vendor or used in any manner that may be construed to initiate an order or obligate College
funds.

SECTION 1: REQUESTOR INFORMATION

E-mail Phone

Department

Name

Vendor ID

Reset

Requisition Number

Purchase Order Number

Item # Commodity Code Description (product number#, description, mfg) Unit Price Fund Account CodeQty

1

2

3

4

5

6

7

8

Ext. Price

Print

Date Needed By

Page 1 Total

Page 2 Total

Requisition Total

SECTION 2: Order Information 

Vendor Name 
Banner
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Begin the Requisition process by logging into Banner 9 Self Service through 
accessBCC.  Your Username will be the same as your initial Windows login for 
your Bristol PC.  Example:  Sdecoste11

Step#1

Step #2
Enter your Username and 
Windows login password

Step #3
Click here to begin the 
Online Procurement 
(Requisition Process)

https://selfsrv9test.bristolcc.edu/BannerFinanceProcurementSSB
sdecoste11
Oval

sdecoste11
Oval

sdecoste11
Line

sdecoste11
Line

sdecoste11
Line

sdecoste11
Oval
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Requestor Information Page – Enter all required fields with an * 

- Requestor - Defaults to the user ID – specify who is requesting the purchase order

using available fields if you are not the default requester for the account. 

- Transacation Date – defaults to current day. 

- Delivery Date – Use today’s current date. Failure to add the delivery date will result 

in an error. 

- Document Level Accounting – Accounting can be split between multiple 

FOAPALs, but only on a percentage or flat dollar amount basis.  Each commodity 

line cannot be charged to a different FOAPAL. 

- Public Comment – Click on Public Comment to open box. Wording here will print 

on the Purchase Order.  Include MHEC or State contract number, or Bristol Bid Number. 

- Private Comment – Click on Private Comment to open box. This field is used for 

messages to the Bristol Purchasing department. Include here the delivery method 
of Purchase Order to Vendor:  FAX, Email or regular mail.  This information 
will not print on Purchase Order.

- Chart – this defaults to B. 

- Organization – Org can be typed in or found in the drop down list. 

- Ship to Location - choose your ship to location from list. BCC1=Elsbree St.

- Attention to – Clear field and type the name of the individual that the products are 

to be shipped to.

- Click Next to proceed to the next page.  See print screen example. 

Once Logged in you will start at the Purchase Order Requisition Dashboard Page 

Step #1 
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Completed Requestor Information Page 

Instruction Sheet: 

Once you have reviewed your 
information, click on Next. 

**Use the Tab Key to navigate to each block.  Pressing the Enter Key will cause you to leave the page and you will be 
returned to the Dashboard.
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Vendor Information Page 

On the Vendor Information page, select the vendor for the requisition.  By 
default, the Choose a Vendor for Me box is checked.  Uncheck the box to select 
the vendor from the pull down menu. You may also begin typing a vendor name or 
tax ID number using autofill.  

 Vendor – key in existing Vendor name or tax ID#.  Verify the correct
Vendor address if more than one option is available.

 Discount – leave as is.  This field is for Bristol Purchasing Dept. use only.
 Currency – leave as US dollars
 Make note of Requisition number on the right.
 Click on Next.
 Please acquire a W-9 form for new vendors that need to be set up by AP.

Uncheck Box 

Choose Existing 
Vendor or Tax ID 
#. If vendor you 
wish to purchase 
from is not in drop 
down list, please 
stop and obtain a 
W-9 from vendor. 

Do not enter anything here. 
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Edit Requisition – Add Items 

 Type item # and description in Add Item(s) field or use drop down menu. 50
maximum characters are allowed.

 Choose Units of Measure (such as Each or Package) from drop down list
 Enter Quantity (# of units) and Unit Price (cost for one unit)
 Enter Additional Amount for shipping costs etc.

Enter a Public Comment for the item if necessary – ex:  MHEC or State contract 
number for a specific item. This will print on the purchase order below the item. 

Click on Save and repeat steps above for additional products. 

**If you have 4 or more items to enter you may type in See Attached List in the Item 
Code section. Use 1 as the unit of measure and enter the total amount of order for unit 

price.** Attach the quote or shopping cart page from vendor at anytime during the Edit 

Requisition process. See page 10 for Add Attachment Instructions.

Not needed at this time. 

SAVE each commodity you 
add. 

Enter any additional 
amounts such as shipping 
costs.  

Enter any applicable 
discount you are given on 
the product. 
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Edit Requisition – Add Additional Items 

Once you have finished adding items and you have saved a final time, click 
on Add Accounting. 

The page refreshes with the item you 
just added.  A list of items ordered will 
appear in the Commodities list. You 
can click any item in the list to view 
its detail. 
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Attach Requisition Backup (Lists, Quotes, Receipts, Vendor Selection Form) 

 Click on Attachments.
 Click on Attach File.  The file must be in a PDF format.
 Browse to find documents to attach from hard drive such as quotes

and contracts.
 Document Type:  Click on drop down and select type. Click on Upload.
 View document by clicking on the name of file.

Click on the arrow to the 
left of Attachments to 
return to your 
requisition to make 
any needed changes.

Example of Adding an Attachment 

Click on the document name of the 
pdf file that you downloaded to open 
and view it.
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Edit Requisition - Add Accounting 

- Chart defaults to B.  Index is not needed at this time. 
- Enter or choose the Fund, Organization, Account, Program and 

Activity from the drop down list. 
- Location and Project do not need to be completed. 
- Distribution Amount will be the total amount of items purchased and 

Distribution Percent will be 100%. (If split funding is needed for 
payment, see next page before you save.) 

- Save  
- View the document as a PDF (optional) 

Program Codes: 
10 Instruction 
20 Research 
30 Public Service 
40 Academic Support 
50 Student Service 
60 Institutional Support 
80 Operation & Maintenance of Plant 

At anytime, you can save your 
purchase requisition as a draft 
and return to it at a later time. 
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Split Accounting 

Split accounting occurs when a requisition requires payment from the budget of more 
than one Fund or ORG.  Usually when you split costs between budgets, an exact 
amount will be charged to each budget. In the example below, the funding is split 
between T17 006 E01 and P1050 009 E01STR. If you enter an amount less than the total 
in the Distribution Amount, the screen will prompt you to Split the Accounting. Click 
on Split Accounting.  A new page will open to add the other funds/account information. 
Save 

If you enter an amount less than the total in the 
Distribution box, the screen will prompt you to 
Split the Accounting.  You can also enter a 
percentage and the split amounts will be 
calculated for you. 

If you need to change the funding 
split, double click on the funding 
line and you will be brought back to 
the Distribution screen above to 
make changes. 

Click on the green percentage box to 
view the funding lines. 

Additional funding is needed to 
reach 100%. 
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Purchase Requisition with Split Funding – Viewed as PDF 

 Close tab when you have finished viewing the PDF.
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Edit Requisition – Submit 

Once the Requisition is Saved, the following screen will appear. 

- Review all Commodities/Items 
- Review Funding 
- If you need to make a change use the Back button 
- Before you submit the requisition, you can add attachments if needed.  See 

next page for instructions. 
- If you do not have an attachment,  you can now Submit Requisition for 

Approval 

Click on this box to open up the 
funding and make changes. 

Review your list 
of Commodities 

Click to add 
Attachments 

Click on funding line 
to make changes. 

Clicking on Back will 
return you to the Vendor 
page. 

If budget is not available for the accounting you chose, the warning below will be given when you  click on SUBMIT.
Prepare a Budget Moditification to correct the issue.



Purchase Requisitions – Status Page 

Status Description

Draft Requisition previously saved as a draft and 

awaiting final submission. You can edit and submit. 

Pending Requisition is pending approval in one of the 

Banner Finance approval queues. 

Disapproved Requisition submitted but disapproved by a Banner 

Finance approver. The approver can provide 

Disapproval Text explaining why the requisition was 

disapproved. You can edit disapproved requisitions and 

resubmit them. 

Completed • Completed = Requisition approved and posted.

• Converted to PO = Requisition items converted to PO

• Assigned to Buyer = Requisition given a buyer code

15
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Purchase Requisitions – Status Page Continued 

This number indicates the 
number of Completed 
Requisitions 

There are 9 Completed 
Requisitions.  Click on view 
more to see the additional 7 
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Purchase Requisitions – Status Page Continued 

Click on the icon next to Pending to scroll through the of the Approval Queue 
sequence. Click on the icon next to the Converted to PO to view the Purchase 
Order Number assigned. 

Displays the next Approver and the back up Approver

Click here to view the Purchase Order 
number that was assigned to the 
approved Requisition. 
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Purchase Requisitions – Copy a Requisition 

From the Status page you have the ability to Copy a Requisition.  Click on 
the Converted to PO icon for the requisition you want to copy.  The View 
Requisition screen will now appear.  Click on Copy Requisition. 
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Purchase Requisitions – Copy a Requisition Continued 

Click on Yes to copy to create a copy of the existing requisition.  
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Purchase Requisitions – Copy a Requisition Continued 

The requestor, vendor, commodity, and accounting information are carried 
forward to the new document.  Navigate through the new requisition making 
necessary changes such as date and delivery date.  Once all changes are 
completed, click on Next. 
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Purchase Requisitions – Copy a Requisition Continued 

Once you click on Next, a message will appear that your Requisition has 
been copied successfully and a new Requisition number will be created. 
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Recall a Requisition 

You can recall requisitions that are in Pending status.  On the Purchase 
Requisition dashboard page, open the pending requisition that you want to 
recall. Click on Recall My Requisition.  On the recall prompt, choose the 
appropriate option (yes or no).  This will put the requisition back on your 
dashboard as a draft.  Once your document is back as a draft, you are then 
able to edit or delete as needed. 
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Submit the Requisition 

Once you have finished creating the requisition and click submit, the requisition is 
forwarded through the electronic approval queue process.  The final approval of the 
requisition is completed by the Purchasing department where it is reviewed for accuracy 
and then turned into a Purchase Order (PO).  Once a Purchase Order# has been 
assigned, the order will be placed with the vendor. 



Increase/Decrease an Existing Purchase Order Encumbrance 

 (Below is an example for W B Mason) 

A department may request an increase or decrease to an existing approved 

purchase order using the same procedures to create a new requisition. Fill in all 

required information on the Requestor Information page. The Public Comment 

section would include the following example for an increase to a W B Mason 

purchase order: 

Please increase previous Purchase Order#TS000321 for online ordering by $250.00

Continue to the Vendor Information page and complete all required fields.  The 

Item Code should read Increase/Decrease Purchase Order#_________.  The

item Unit of Measure will be ENC (encumbrance) and the Quantity will be

1. The Unit Price will be the amount of your increase or decrease.

Add Accounting to include the same information as your original Purchase 
Order.  A new requisition number will be generated.  Please make note of the

number.  Save your information and view the new requisition as a pdf before you 

Submit it.  Below is a sample of a requisition created to increase an existing 

Purchase Order with W B Mason:

ENC
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An email should be sent to Purchasing at BusinessServices@bristolcc.edu

to cancel a purchase order.  Include in the body of the email:

1. Contact information/requestor
2. Purchase Order #
3. Vendor Name

25

mailto:lhamel@bristolcc.edu
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Log Out When Finished 

When you have completed and submitted all of your requisitions, you may 
log out.  Click on the picture of the user and click on sign out. 





Updated 3/15/19 

Business Services 
774.357.2216 

fax 508.730.3279 

BusinessServices@bristolcc.edu 

Explanation 

Vendor Selection Form 

This form documents the purchase of goods and/or services costing $10,000 to $24,999. Submit this 

form, along with (3) written quotes, with the Purchase Order to Business Services, unless the items are 

procured from the MHEC or State contract or meet the requirements of a sole source vendor. 

Competitive Quote Information 

Vendor Name Quote # Comments 

Purchasing laws permit the selection of a vendor based on "best value" to the college. Lowest price is 

not always the most important determining factor. If the vendor you selected did not offer the lowest 

price, please explain why you believe the vendor to be the best value (attach an additional page), if 

necessary. 

Reason for Selection (add explanation below) 

☐ Supplier provided the best overall offer  ☐ Emergency/Urgency 

☐ Compatibility with existing equipment  ☐ College sponsored consortia 

☐ Contract with vendor for goods or services ☐ Other (explain below) 

☐ Supplier is sole manufacturer/provider (attach documentation)

☐ Supplier is sole acceptable manufacturer/provider (attach documentation) 

 

Certification 

I certify that the information on this form is accurate and that the best interests of the college have been 

served by selecting this vendor. 

Signature: ________________________________ 

Name:      ________________________________ 

Title:         ________________________________    Date: _______________ 

         Approved By: __________________________________________       Date: _______________ 

 Director of Purchasing and Business Services 
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