Creating a Requisition

1. From the Welcome screen, type FPAREQN in the search bar and select Requisition

FRAREQN

Requisition

2. On the following screen click Go

% @elocian  Requsibon FRAREQN 939 (PROD_12¢)

Requition: [

Get Started: Complete tha helds above and chek Go. To search by name, peess TAE from an 1D fisld. emter your search enteria. and then press ENTER

3. Onthis screen, required fields have an *asterisk. Requestor information, organization, COA and ship to will populate. You
will need to complete the Delivery Date and Attention To:

Delivery Date: Date you need the items by
Attention to: Who the order is for

X  @ellucian  Requisition FPAREQN 9.3.9 (PROD_12c) B ADD

[ ]

Requisition: NEXT
T REQUISITION ENTRY: REQUE STOR/DELIVERY

Requisition ~ NEXT

Comments [P — D In Suspense
Order Date * = | Commodity Total 0.00 [] Document Text
Transaction Date* |12/13/2018 El Accounting Total 0.00
)

Delivery Date * I

Requestor/Delivery Information Vendor i C

Document Level Accounting

~ REQUESTOR/DELIVERY INFORMATION

Requestor* [Laura Convento | Street Line 2

Organization * |300 -. | Finance and Administration Street Line 3
COA* [S -..| Solano Community College

Email [laura convento@solano.edu

Contact

Attention To ’l

Phone Area Code  [707 | Building  Bidg 1900

Ehone Number  |8647000
4432 |

Floor
Phone Extension

City  Fairfield

State or Province  CA
Fax Area Code

Zip or Postal Code 94534
Fax Number

Nation
Fax Extension

Ship To* |1900 =|| Area Code 707

Phone Number 8647000

StreetLine 1 4000 Suisun V

Extension 4434

EDIT Record: 1/1 FPBREQHFPBREQH_REQH_DATE [1] 2000 - 2018 Ellugian. All rig

The Ship To: defaults to our Warehouse in Building 1900.
Once completed, click the down arrow in the lower left corner to continue.



4. Onthe next screen, enter the Vendor Number in the Vendor field. If you don't know your vendor number, you can
look up the code by clicking the ellipses icon [...] to the right of the Vendor field box.

X  @ellucian  Requisition FFAREQN 9.3.9 (PROD 12c)

Requisition: NEXT

ﬂ ¥ REQUISITION ENTRY: REQUESTOR/DELIVERY
Requisition  NEXT Comments
HH
ann Order Date | 12/13/2018 Commuodity Total
Transaction Date | 12/13/2018 Accounting Total
Q Delivery Date  12/21/2015 Document Lev

’_5 Requestor/Delivery Information Vendor Information Commodity'/Accounting Balancing/Completion
-

T VENDOR INFORMATION

Vender || |

“endor Hold

Address Type |
& —

Somianra

To find your vendor, select Entity Name/ID Search

Option List »

Entity NameflD Search (ETIIDEN)

Vendor Maintenance (FTMVEND)

—

Tax Group  [CUSE

Under "DETAILS" Section, Type Vendor in "Last Name" with a % before and in between and after all words (case sensitive)

x @ ellucian Entity Name/ID Search FTIDEN 9.3.6 (PROD_12c)

T ENTITY NAME/ID SEARCH

+| Vendors Proposal Personnel
Terminated Vendars Financial Managers
Grant Personnel Terminated Financial Managers

T DETAILS

Basic Filter  Advanced Filter

D @ Last Name @  First Name @ Middle Name e I

|| | || ||

[[v] Last Name First Name Middle Mame Entity Indicator Change Indicator Ven

@ Case Insensitive Query O Case Sensitive Query

For example %Amazon% or %Eagle%Eye%, then click F8 to search or "Go".



Note: For looking up consultants, use "Last Name" and "First Name" boxes. You may use the % signs in your search.

+ Vendors Proposal Persennel

Terminated Vendors Financial Managers

Grant Personnel Terminated Financial Managers

x @ ellucian Entity Name/ID Search FTIDEN 9.3.6 (PROD_12c)

¥ ENTITY NAME/D SEARCH

¥ DETAILS
Basic Filter  Advanced Fiter
ID @ LastName (-] First Name @ Middle Name @ Entity Indicator
|| [FeAmazon% ] || | |1
D Last Name First Name Middle Name Entity Indicator Change Indicator Vendor Financial Manager
~ N 2 PN

5. After you run your search, highlight the vendor you need. Double click to select or click the Select button in the lower
right corner of the screen.

The Vend

X @ ellucian

h FTHDEN 93 6 (PROD_17c)

Grant Personnsl

T DETARS

Active filters:  Last Name: %Amuon™ &  Clear Al

L Last Name Twrst Name Middie Name Lrtity indicater Change Indicater Vendor I wanciat Manages Agency
10136542 Amazon com Corporation Yes L] No

or Number and vendor information will populate in your requisition.

Requisition FPAREQN 9.3.9 (PROD_12c)

o S *a . Filler
-
(Grant Peracanel Proposst Personnel Hame Type
Ho Ho LEGL
Record 10f1

Requisition: NEXT

¥ REQUISITION ENTRY: Rl
Requisition
Order Date
Transaction Date

Delivery Date

Requestor/Delivery Information Vendor Information C

~ VENDOR INFORMATION

“endor

Address Type

Sequence

Street Line 1
Street Line 2

Street Line 3

City
State or Province
Zip or Postal Code

Nation

EQUESTOR/DELIVERY

NEXT Comments

12/13/2018 Commeodity Total 0.00
12/13/2018 Accounting Total 0.00
12/21/2018

Document Level Accounting

(101365423] .| [Amazon.com ]

Contact

Vendor Hold

T
—

Email

Phone Area Code
Phone Number

PO Box 81226 Phaone Extension

Fax Area Code

Fax Number

Seattle Fax Extension
Wa Discount
896108-1300 Tax Group
Currency

] In Suspen
] Document

703

8806100

[cusE -] california Use Tax Group
[ _ |

Record: 11

FFEREQH.VENDOR_SFRIDEN_NAME [1]

Once completed, click the down arrow in the lower left corner to continue to Commodity Section.



6. Inthe Commodity/Accounting Section. (At this time, please write down your Requisition Number at the top left)
a. Enter the description of the goods you are purchasing in the Description field.

i If there is a part number, include it with your description

Enter the unit of measure in the U/M field. (ex. EA, CSE, SVC, BOX)

Enter the Tax Group. CUSE = California Use Tax is the Default (For No Tax = type in NTX)

Enter the quantity in the Quantity field.

Enter the price in the Unit Price field.

b.
c.
d.
e.

X @ ellucian Requisition FPAREQN 9.3.9 {(PROD_12c)

Requisition: RO017011

T REQUISITION ENTRY: REQUESTOR/DELIVERY

Requisiion ~ ROO17OTY Comments
Order Date | 127132018 Commeodity Total 0.00
Transaction Date | 1271372018 Accounting Total 0.00
Delivery Date  1227/2018 Document Level Accounting

|* commopiTy

Item | Commodity Description M Tax Group GQuantity
[z} CUSE
Extended Amount Tax
Discount | | Commadity Total
Additional | | Document Total

Unit Pr

If your description does not fit in the description field, you can enter additional information in the Iltem Text. From the
Related tab in the upper right corner of the screen, select Item Text.

S RELATED [E - BICeE]

Q. Search

Review Commaod iT}‘ Information
[FOICOMM]

I Item Text [FOAPOXT] I

Document Text [FOAPOXT]

Commodity Text [FOATEXT]

From the item text screen, click "Go" in the upper right corner.

5 (PROD_12¢)

D aliucian newrn y Ar
7 : e — (
Crange Sequence: o Number:

Description

woaity Csuser [ Copy Commoaity:
ot

Oetautt ncrement. |

Gat Startua. Comphts the fikts abovie and chek Go. To search by name, press TAB from an 1D Seld, etor yout sedech criluria, and thn press ENTER




Text is limited to a total of 60 Characters (Characters and spaces combined). If you have additional text, click insert or
press the down arrow on your keyboard. To save your text, click Save in the bottom right corner of the screen.

@ elucian  Procuremant Text Entry FOAPOXT 936 (FROD_12e)

Text Type: RECI Code: RODT7011  Change Sequesca:  Mem Mumber: 1 Vendor 101365423 Amasoncom  Commodity DEscripion: Morge Warks Acoustic Partition  Modify Clause:  Copy Comenoaity Text: Default Inzramant: 10 [ Start Cver |
T PROCUREMENT TEXT LNTHY Elimsen Boesie Mooy | Torme

| Text Clawse Humber Print * Line

ALY

Record 3011 |

CANCEL | SOLECT

Procurement Text Entry FOAPOXT 53,6 (PROD._ 1)

Toxt Typa: HEQ] Code: HOJT701  Change Sequence: ftem Number 1  Vendor: 101355473 Amazon con ks Acouste Parbion  Modify Clause:  Copy Commodity Txt: Detaultincroment: 1) (@ Saved successtully (3 rows saved)
= PROCUSEMENT TEXT ENTRY it @ Celeis Yoy Y. Fille
Clarse Number Funt Line
v 10
- 0
0

Record 3ol 3

7. Tab until you get back to the Description Field. To add additional items, click insert or press the down arrow on your
keyboard.

X @eliucian  Requisition FPAREQN 9.3.9 (PROD_12c)

Requisition: RO017011

|™ REQUISITION ENTRY: REQUESTOR/DELIVERY
|

Requisiton ~RCOO17071 Comments
Order Date | 12/13/2018 Commodity Total 165.00
Transaction Date | 12/13/2018 Accounting Total 0.00
Delivery Date | 12/21/2018 Document Level Accounting
Requestor/Defivery on  Vendor information [ ] SelencingiCompietion

|™ commoDiTy

| Item Commaodity . Description . um . Tax Group . Quantity . Unit ]
1 Merge Works Acoustic Partition EA CUSE 1.00
Extended Amount 165.00 Tax
Discount | 0.00| Commodity Total 165.00
Additional | 0.00| Document Total 165.00

8. Select the down button in the lower left corner to enter your accounting information. The required accounting fields
are
a. Fund
b. Orgn— Organization
c. Acct—-Account
d. Program



Requisition: RO017745
|™ REQUISITION ENTRY: REQUESTOR/DELIVERY

Requisiion ~ ROD17743

Order Dae 07725,

Transaction Date

Delvery Dae

Vendor
|- commonry

ttem Commodity
1

Extended Amount 165.00

=
=

Discount

Addtional

=
=3

™ ACCOUNTING

Sequence

Extended Amount
Discount
Additional

Tax

FOAPAL Total
Dacument Total
Remaining

Commodity Amount

Record: 11

Comments
Commodity Total

Accounting Total

P

Description

Merge Works Acoustic Partition

Tax
Commodity Total

Docament Total

Index

100

FPRREQA FPRREQA_COAS_CODE [1]

16500

0.00|

178,62

178.62

[ Documant Leve Accouring

Tax Group Quantity
CUSE 1
13.62
178.62
178.82

Orgn
3050

Prog

4500 672000

0.00]

1352

17662

Totals Must Match!

.

178.82

000

Hit the save button, then hit the down arrow in the lower left corner to proceed to the next screen.

Please note: Commodity Section Document Total and Accounting Section Document total must match.

9. On the last screen, you have two options — you can Complete the requisition or select In Process, if you are not ready to

submit for approval.

X  @ellucian  Reguisition FPAREQN 9.3.9 (PROD_12c)

R AoD

Requisition: RO017011

~ REQUISITION ENTRY: REQUESTOR/DELIVERY

Requisition ~ RO017011 Comments [] In Suspense
Order Date ~ 12/13/2018 Commodity Total 78.82 D Document Text
Transaction Date ~ 12/13/2018 Accounting Total 78.82
Delivery Date  12/21/2018 Document Level Accounting
- e
™ BALANCING/COMPLETION
Vendor 101365423 Amazon.com Currency
‘Vendor Hold Exchange Rate
coa S Solano Communit Commodity Record
Count
Requestar Input Amount 76.82
Organization ation Converted Amount
™ AMOUNTS
Input Commaodity Accounting
Approved Amount 165.00 165.00 165.00
Discount Amount 0.00 0.00 0.00
Additional Amount 0.00 0.00 0.00
Tax Amount 13.82 1382 1382

Make sure "Status" boxes

all say, "BALANCED".

If you select Complete, the Requisition will be routed to your approver.

If you select In Process, you will go back to the start of the Requisition Screen (FPAREQN).

B REREVE JLRELATED 4§ TOOLS
Start Over
] S Delete "W Copy | V. Fittes
1] B Delet= "W Copy | Y. Fite
insert @ Delste  "mCopy | . Filter
Status.
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