LHJ; TEXAS TECH UNIVERSITY TechBuy -

HEALTH SCIENCES CENTER.

Finance Systems Management Entering FOAP Information

One of the most important aspects of the requisition process is adding the account
codes. You can add accounting information to the header or to individual line items.
Accounting entered at the header level will apply to all items in the order. Entering
accounting information by line item allows you to code each item individually. You can
have both header level and line item accounting on one document. If both exist on the
document, the line item accounting will override the header accounting information.

Line and Header FOAP Summary AT 4
Account - Activity -
Chart Fund Fund - Banner Organization  Account Banner Program Activity Banner
H 181183-H 181183 201181-H no value no value 60-H no value no value
Texas Tech Univ Purchasing Purchasing Purchasing Lbk © Required nstitutional

ealth Sciences Support

Header Level Account Codes (Profile Values)

The TechBuy User Profile document walks through the steps to add FOP information
into your profile. This document walks through selecting the FOAP elements from the
values previously added to your profile.

There are three ways to add accounting codes at the header level: 1) Select Required:
Account in the blue message boxes found to the right; 2) select Required field in the
Line and Header FOAP Summary section; or 3) select Edit # in the top right of the Line
and Header FOAP Summary section.

Line and Header FOAP Summary Select Ed |t q .. v L

0 Correct these issues. v
Activity - ;gg;r;g;ahle to proceed until

Program Activity Banner

Chart Fund Fund - Banner Organization ~ Account Banner

H 181183-H 181183 201181-H no value no value H .
s A AT Select Required:

Required: Account

Total (1.00 USD) v

Account

Subtotal 1.00

If you marked specific FOAP values as defaults in your profile, they should
automatically populate. If you do not have a default value or need to change the current
value, click Search.
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TechBuy - Entering FOAP Information

Funding Information
Fund - Banner

Profile Values
181183-H - Purchasing

Organization Values

Chart Search Organization Account Account - Banner Progra

» earch L4 h » "'I C\‘ 60+
© Required © Require d © Required
Click Search
»

The new value will now populate in the field. Follow the same process to change any
additional FOP elements necessary to create a valid budgeted FOP.

Note: The FOP elements must be a valid budgeted combination or the order will fail.
The TechBuy User Profile document recommends not adding a default account code in
your profile. The account code is determined by the item(s) purchased.

Click the Magnifying Glass link under the Account field.

Edit Line And Header FOAP Summary x

Funding Information

Chart

H »

Fund - Banner

Organization

earct o
© Required

Account

Account - Banner

Progra

60-+

O Required 1

Click Magnifying
Glass

Save Changes Close

The Custom Field Search window will open. If you know the appropriate account
number, type the account code in the Value field and select Filter.

Note: It is important to search for the value instead of typing it into the Account field
directly. Typing it into the Account field directly can result in order failures.

If you do not know the account number, you can search utilizing the Description search
field.
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TechBuy -

Entering FOAP Information

Custom Field Search ®

alue

Enter Account Code |

Value @

110205-H

110206-H

110207-H

130617-H

130618-H

130619-H

160000-H

160001-H

Description Filter

Select Filter

1-20 of 461 Results

Clear All Filters

20 Per Page =

Description =

ST Inv MMF Texas CLASS +
ST Inv MMF NT Pool +
ST Inv MMF JPMorgan US Govt / MJGXX +
Travel Emerg CBA Receivable +
PCard Receivable +
PCard Exception Receivable +
Short Term Student Loans Rec DB +
Short Term Student Loans Rec App +

Cancel

A list of all values meeting your
appropriate value.

search criteria will populate. Click + to the right of the

Custom Field Search ®

alue

1-6 of 6 Results

consumable Filter

Clear All Filters

20 Per Page ~

value @ Description =«
730000-H SM Consumables =+
Click + |
730001-H SM Consumables-Dental Sup =+
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TechBuy - Entering FOAP Information

The value will now populate in the Account field. Select Save Changes.

Edit Line And Header FOAP Summary x

Funding Information

Chart Fund Fund - Banner Organization Account Account - Banner Progra

H " 181183-H L3 181183 o 201181-H L 730000-H Q 730000 o 60-+

Select »
Save Changes [l -

Header Level Account Codes (All Values)

This section will walk through adding accounting information to a cart if you have not
entered the accounting information in your profile.

Note: We recommend reviewing the TechBuy User Profile document and adding the
accounting information to your profile for more efficient processing.

To add an account code at the header level: 1) Select Required: Account in the
message boxes found on the right of the navigation icons; 2) select Required field in
the Line and Header FOAP Summary section; or 3) select Edit # in the top right of the
Line and Header FOAP Summary section.

Draft

. . - Correct these issues. v
Line and Header FOAP Summary Select Ed |t q '" v o You are unah\; to proceed until

addressed

Activity -
Chart Fund Fund - Banner Organization Account Banner Program Activity Banner Required: Fund

Required: Organization
H no value no value no value ne v .
Texas Tech Univ @ Required Oreured  Ore OIS (2181 1 Requ”'ed: Account
{ealth Sciences
) Total (1.00 USD) >

The Funding Information window will open. You must select a Chart Code from the list
of values before you can enter any additional values.

Note: It is important to search for values instead of typing into the field directly. Typing a
value into the field directly can result in order failures.

Click the blue arrow to the right of the Chart field.
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TechBuy - Entering FOAP Information

Edit Line And Header FOAP Summary

Funding Information

Chart Fund

- D o;;IQJi‘r.a: .
= Click

Blue Arrow

Fund - Banner

Organization Account Account - Banner

E “

© Required © Required

Save Changes Close

A drop-down box will list the four available Chart codes. Select the appropriate code

from the list.

Edit Line And Header FOAP Summary

Funding Information

Chart Fund - Banner

Organization Account Account - Banner

Profile Values

H - Texas Tech Univ Health Sciences Ctr
Organization Values

E - TTUHSC at El Paso

H - Texas Tech Univ Health Sciences Ctr

S - Texas Tech University System

T - Texas Tech University

Select
Appropriate Chart

Save Changes Close

Select the blue arrow to the right of the Fund field and click Search.

Edit Line And Header FOAP Summary

Funding Information

Chart Fund Fund - Banner

H »

© Required

N

Click

Blue Arrow

Organization Account Account - Banner

‘ a

O Required O Required

Save Changes Close

The Custom Field Search window will open. Enter your Fund into the Value search

criteria field and select Filter.
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TechBuy - Entering FOAP Information

Note: Authority must be granted from the Fund Manager before you can purchase
against a fund.

Custom Field Search x
181183 Description Filter
\ i Clear All Filters
SR Select Filter
< > Page 1 of 168 1-20 of 3358 Results 20 Per Page =~
Value @ Description &
107000-H SHP Admin Lbk +
101001-H GT SHP Graduate Tuition +
1071002-H BSHM +
101003-H MSHA +
107004-H HML Department Admin +
101007-H Anesthesiology +
107008-H Property Management +
Cancel

The Fund code should populate beneath the search window. Click + next to the
description.

Custom Field Search x

hg1183 Description Filter

Clear All Filters

o I
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TechBuy - Entering FOAP Information

The Fund code is now listed on the Funding Information window. Follow the same steps
to add your Organization and your Program code.

Note: The FOP elements must be a valid budgeted combination or the order will fail.

|

Edit Line And Header FOAP Summary

Funding Information

Fund Fund - Banner Organization Account Account - Banner Program

181183-H o 181183 L3 201181-H o

Q ‘ 60-H "3

Save Changes Close

The account code assigned should be determined by the item(s) purchased. Click the
Magnifying Glass to the right of the Account field.

|

Edit Line And Header FOAP Summary

Funding Information

Chart Fund Fund - Banner Organization Account Account - Banner Progra

H » 181183-H » 181183 » 201181-H Ld 60-
© Required field |

Click :

Magnifying Glass

‘e Changes Close

The Custom Field Search window will open. If you know the appropriate account
number, enter the account code in the Value field and select Filter.

Note: It is important to search for the value instead of typing it into the field directly.
Typing it into the field directly can result in order failures.

If you do not know the account number, you can search utilizing the Description search
field.
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TechBuy - Entering FOAP Information

Custom Field Search

Value consumabld Filter

T Clear All Filters

Enter Description
< > Page 1 of 24 1- 20T ReSy 20 Per Page -

Value @ Description

A list of all values meeting your search criteria will populate. Click + to the right of the
appropriate value.

Custom Field Search x

Malue consumable Filter
Clear All Filters
1-6 of 6 Results 20 Per Page ~
Value @ Description =
730000-H SM Consumables +
Click + Emmed
730001-H SM Consumables-Dental Supplies +

The value will now populate in the Account field. If your FOAP information is populated
correctly, select Save Changes.

Edit Line And Header FOAP Summary x

Funding Information

Chart Fund Fund - Banner Organization Account Account - Banner Progra

H » 181183-H L4 181183 » 201181-H L4 730000-H Q 730000 ” 60-+

Select .

Save Changes
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TechBuy - Entering FOAP Information

The header level FOAP account code is now populated in the requisition form and the
errors are removed.

Draft
Line and Header FOAP Summary P

Total (1.00 USD)

Account - Activity -
Chart Fund Fund - Banner Organization  Account Banner Program Activity Banner
-~ FOAP Account Code
H 181183-H 181183 201181-H value
T . Purch: P ) Pur

730000-H 730000 60-H no value
glbk  SM M Consumable

now in requisition

Line Item Account Codes

When you purchase items that need to charge different FOPs or items that should have
different Account codes, you will need to apply line-item accounting. Line item
accounting also allows you to add multiple FOPs per item (split accounting).

To apply line item account codes, select Edit # from the upper right-hand corner of the
Line and Header FOAP Summary section.

General # «-  Shipping # e« Billing oy —
Total (1.00 USD)
Line and Header FOAP Summary Select Ed |t # --- v What's next for my order? v
p— N Next Step  Banner FOAPAL Approval
Chart Fund Fund - Banner  Organization Account Banner Program Activity Eanne:: Approvers  Haynes, John
h 181183-H 181183 201181-H 7.3.0000“ 7?0000 60-H no value no value plberen shaur
.\‘ -‘-I Ij I“.\ F ng 2urchas rchasing k £ Cons: 5 SM ) ol \J .IL al Workflow E]
M Show skipped steps
The Line and Header FOAP Summary screen will open. Any header level FOAP
elements will display above the Supplier/Line Item Details section.
Each item listed in the cart will display Funding Information (same as header). If you
need to assign a different FOAP to a specific line item, select the Actions *** menu to
view tasks for the selected line item.
Draft
1 ltem ) Total (1.00 USD) >
Select Actions
Navajo Office Products LLC - 1 Iltem - 1.00 USD What's next for my order? v
Men U MNext Step  Banner FOAPAL Approval
 suppLIERDETALS MM EHO $ MEED Po Purchase Order 1:1200 S Tay v Lamee Joim
Contract H-TXMAS-11- PO Number To Be Assigned e . Olbrnis-‘ F‘S-mw n

71050-7

Workflow =
Item Catalog No. Unit Price Quantity Ext. Price -
M Show skipped steps
1 Chair for purchasing office test 1.00 Qty: 1 1/EA 1.00 -~ O
° Draft
A ITEMDETAILS (] s .
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TechBuy - Entering FOAP Information

Select Funding Information from the drop-down menu.

TERATEIEL, AT search(alv0) a  ouo w @D 48
Requisition ¥ : 141245971 ® & O
Summary PO Previe Comment Attachment Jistor
T s et e ¢ samas b1 s s+ s ¢ a2 2 st e - -
Override
1 Item Ship To >
Delivery Options
Navajo Office Products LLC - 1 Item - 1.00 USD v
Bill To
aroval
 suppLEROETAILS MR $ MMER ro Purchase Order 1:1200 S Taylo Credit Card Info
Contract HTMASTI. PO Number Select Funding
210507 ) Funding Information
Information
-
item Catalog No Remove =
Requires Sourcing
Chair for purchasing office test 1.00 Qty: 1 1/EA 1.00 1 ‘ 9
A ITEMDETAILS |
Contract Commedity Code Internal Note Add to Favorites
H-TXMAS-11-71050-7 no value ne value Move to Another Cart >
1 he ceurring Paviment Internal Attachments .
Part Number Recurring Paymen Add Add to Draft Cart or Pending PR/PO >
test x
External Not Add to PO Revision val
Specifications/Long Text Advanced Pay no Vm,;?
Chair for purchasing office %

The current header information should populate for each value. To change the current
value, click the blue arrow and then select the appropriate value.

Verify all elements of the FOP create a valid budgeted FOP, and make any necessary
changes by following the same process.

Note: The FOP elements must be a valid budgeted combination or the order will fail.
The account code should be driven by the item(s) purchased so you may find it
necessary to change the account code by item.

Click the Magnifying Glass to the right of the Account field.

Override Line 1: Banner Funding Information x

Chart Fund Fund - Banner Organization Account Account - Banner Progra

H » 181183-H » 181183 » 201181-H L3 730000-H E 730000 o 60-+
Click Magnifying

Glass g

The Custom Field Search window will open. If you know the appropriate account
number, type the account code in the Value field and select Filter.
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TechBuy - Entering FOAP Information

Note: It is important to search for the value instead of typing it into the field directly.
Typing it into the field directly can result in order failures.

If you do not know the account number, you can search utilizing the Description search
field.

Custom Field Search ®

Filter

Value consumabl

1 Clear All Filters

Enter Description
< > Page 1 of 24 S — 20 Per Page ~

Value @ Description &

110205-H ST Inv MMF Texas CLASS +

A list of all values meeting your search criteria will populate. Click + to the right of the
appropriate value.

Custom Field Search
Value consumable Filter
Clear All Filters
1-6 of 6 Results 20 Per Page ~

Value @ Description =

730000-H SM Consumables +
730001-H SM Consumables-Dental Supplies L
730002-H SM Consumables-Medical Suppli —) ==
730003-H SM Consumables-Optical Supplies L
730005-H SM Consumables-X-Ray Supplies =F
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TechBuy - Entering FOAP Information

The value will now populate in the Account field. If your FOAP information is populated

correctly, select Save.

Override Line 1: Banner Funding Information %

Chart Fund

H L 181183-H

Fund - Banner

Organization

201181-H

Account

» 730000-H

Account - Banner

Q 730000 »

Select Save e - I

Progra

60-+

The new accounting information will be copied to the line item.

The item will provide the message: “Funding Information - values have been overridden
for this line.” You may add the same account information to other line items by selecting
copy line 1 funding information to other lines. This will bring up the Funding

Information window.

H 181183-H

201181-H

60-H no value

Item Catalog No. Unit Price Quantity Ext. Price
Draft
1 Chair for purchasing office test 1.00 Quy: 1 1/EA 1.00 - O
Total (3.00 USD) -
A ITEMDETAILS ] e Subtotal 3.00
Contract Commodity Code nternal Note
H-TXMAS-11-71050-7 no value no value 3.00
o L I nternal Attachments
Part Number Recurring Payment Add Submit Req
test x
_ Assign Cart
) External Note
Specifications/Long Text Advanced Pay o valle
Chair for purchasing office
Attachments for supplier What's next for my order? v
Add Next Step  Banner FOAPAL Approval
N Approvers _Havpes. John
A FUNDING INFORMATION Values have been overridden for this line & .+ @
Account - Activity - Fu n d I n g
Chart Fund Fund - Banner Organization Account Banner Program Activity Banner Workflow | n fo r m ati 0 n
181183 733400-H 733400 no value »

Click the box next to the line you want to change and select Copy.

Copy To Other Lines: Funding Information

Navajo Office Products LLC

Click Box

O
Ext Prcx

Item Catalog No. Unit Price Quantity
> table 12345 2.00 1EA 2.00 O
Select Copy — i -
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