Entering a requisition

From Banner

Use the command FPAREQN

Welcome

[ @® search | O Direct Navigation

requisition|

®TJ‘

Requisition Cancel

(FPARDEL)

Requisition

(FPAREQN)

Requisition Form Print

(FPARQST)

Requisition Commodity Summary
(FPICOMS)

Type NEXT

X  @ellucian  Requisition FPAREQN 9.323 (PROD)

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.




Entering a requisition

Enter a delivery date and appropriate comments e.g., blanket order, fair and reasonable, state contract,

etc.

X  @ellucian  Reqy n FPAREQN 9.3.23 (PROD) ADD B RETREVE JSLRELATED 3§ ToOL:
Requisition: NEXT
- insert @ Delete " Copy | Y. Filer
Requision  NEXT Commenty| |[Fair and Reasonable [] n Suspense
Order Date * (07/06/2022 (=] Commodity Tota 000 [] Document Text
Transaction Dalg- (006022 |m) Accounting Total 0.00
Delivery Date 'nme/zozz (=] Document Level Accounting
e o Ie Wl Vendor Information _ Commoxity/Accounting _ Balancing/Completion
Insert Y. Fitter

™ REQUESTOR/DELIVERY INFORMATION

Requestor* [Jefirey Molloy
Organization* (42601 | .| Procurement Services

coA® The Citadel

Street Line 2

Strest Line 3

Email

[

Contact

Attention To*

3Lee Avenue

Rm 244

N: Procurement Services

ProneareaCode [ Bullding Bond Fal
proneNumber [ | Floor | 2nd Floor
PhoneExtension [ | ity Charlesion
State or Province | SC
FaxAeaCode [ | Zip or Postal Code 20400
Faxhumoer [ | Nation USA
FaxExenson [ |
stipTo* [CT083 | Area Code [543
Phone Number | 9536561
Street Line 1 | The Citadel Procurement Services Extension
=:
Click the down arrow to get to the next section
X @ellucian  Requisition FPAREQN 9.3.23 (PROI DD B REREVE S RELATED g TOOL
Requisition: NEXT
M LIVERY Einsert @ Delete "WCopy T Fier
Requstion | NEXT Comments [ n usponse
Order Date * [07/062022 | m@) Gommodity Total 000 [] Document Text
Transaction Date* [07/0612022 | M) Accounting Total 000
Detvery Date (7062022 W) Document Level Accounting
RequestoriDelivery Inform: i
™ REQUESTOR/DELIVERY INFORMATION . Fiter
Requestor” [Jefiey Mooy | StreetLine2 |3 Lee Avenue
SheetLined |Rm 244

Organization* (42501 |...] Procurement Services

coa* The Citadel

Email [

Contact

Phone Area Code
Phone Number
Phone Extension
Fax Area Code
Fax Number
ShipTo* [CIT063__|...]

Fax Extension

StreetLine 1 | The Citadel Frocurement Services

ATTN: Procurement Services

Attention To* [ATTN: Py it S

Building
Floor

city

State or Province
Zip or Postal Code

Nation

Area Code
Phone Number

Extension

Bond Hall

2nd Fioor

Charieston

9536861

SavE



Entering a requisition

Click on the vendor information tab

X  @ellucian  Requisition FPAREQN 9.3.23 (PROI ADD [ RETRIEVE JLRELATED 3§ ToOL
Requisition: R2300125 start Over
- Inser . Fiter
Requisition ~R2300125 Comments  Fair and Reasonable [] In Suspense
Order Date | 070672022 Commodity Total 000 (] Document Text
Transaction Date | 07/06/2022 Accouniing Total 0.00
Delivery Date  07006/2022 ocument Level Accounting
RequestoriDelivery Information [ i Tl ) CommoditylAccounting  BalancingGompletion
insert @ Delete T Copy T Fiier

™ VENDOR INFORMATION

vendor [

Sequence

Street Line 1

Sireet Line 2

Vendor Hold

Adgoress e [ =)
T

Contact

Email

Phone Area Code
Phone Number

Phone Extension

[

Strest Line 3 Fax Area Code
Faxx Number
city Fax Extension
State or Province Discount
Zip or Postal Code Tax Group Sales Tax
Nation Currency

= <

Click on the ellipses (three dots) next to vendor and select FTMVEND

X  @ellu

Requisition: R2300125

n  Requisiion FPAREQN 9.323 (PROD)

ADD R RETRIEVE

TooLs|

Requisition
Order Date

Transaction Date

Delivery Date

RequestorDeivery Information

~ VENDOR INFORMATION

R2300125
070672022
070672022
070672022

Comments
Commodity Total

Accounting Total

Fair and Reasonable
0.0,
000

Document Level Accounting

[] in Suspense

["] Document Text

Vendor Information

Commodity/Accounting

Balancing/Completion

vencer. [

%)

Address Type

Sequence

Street Line 1
Street Line 2

Street Line 3

City
State or Province
Zip or Postal Code

Nation

Vendor Hold

Contact

Email

Phone Area Code.

Vendor Maintenance (FTMVEND)

Currency

=

Sales Tax

4]
Al




Entering a requisition

Enter the vendor number or click on the ellipses to search for a vendor

X  @ellucian  Vendor Maintenance FTMVEND 9.3.22 (PROD)

D @ REREVE & RELUED  #§T0OLS|

—

Get Started: Complete the fields above and click Go. To search by name, prass TAB from an ID field, enter your search criteria, and then press ENTER.

To search a partial name (unknown vendor) use the % symbol before and after the name, click go

@ ellucian  Eniity Name/ID Search FTIIDEN 9.3.6 (PROD)

ADD R RETRIEVE

'~ ENTITY NAME/D SEARCH insert @ Delete " Gopy | Y. Filter
| Vendors Proposal Personnel Agencies
Terminated Vendors Financial Managers Al
Grant Personnel Terminated Financial Managers
- DETALS © Setings | E3insert G Delete " Copy | . Fiter
n © [ LastName © | FirstName ©  Middie Name © | Entity Indicator °
] \ [%Mariots | T T I [~] | [Add Another Field ... v
[} Last Name First Name. Vendor Financial Manager Agency Grant Personnel Proposal Personne! 1 Name Type
of 1 10 v PerPage Record 1 of 1

(@ Case Insensiive Query (O Case Sensitive Query

Select the appropriate vendor from the list

CANGEL | SELECT



Entering a requisition

X @elu Entity Name/ID Search FTIDEN 9.3.6 (PR o0 R RETREVE 2 001
 ENTITY NAMEND SEARCH a Copy | ¥. Fier
 Vendors Proposal Personnel /Agencies
Terminated Vendors Financial Managers. a
Grant Personnel Terminated Financial Managers
- AL @ Setings | Einsert @ Deete Ta Copy | Y. Filer
Fiter Agsin
0 Last Name First Name Widdle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant personnel Proposal Personnel Name Type
[MBEIEEE | Courtyard by Mariott Wimington Corporation Name. Yes No No No No
of 1 10 v | PerPage Record 1 of 1

@ Case Insensitve Query () Case Sensive Query

\ [ onca | ez
Once you find the correct vendor number enter the number on the vendor line

X @ellu

Requisition FPAREQN 9.3.23 (PROD) ADD R REREVE S RELATED i TOOL:

Requisition: R2300125

~ REQUISITION ENTRY: REQUESTOR/IDELIVERY insert @ Delete " Gopy | Y. Fiter
Requisition ~ R2300125 Comments  Fair and Reasonable [] In Suspense
Order Date | 07/06/2022 Commoity Total 000 [] Document Text
Transaction Date | 07/06/2022 Accounting Total 000

Delivery Date | 07/06/2022

Document Level Accounting
Vendor Information

'~ VENDOR INFORMATION E3insert @ Delete "W Copy Y. Fiier
— =

vw.,, [ ] contact

enas
ratess e [ =)
seqerce [ =) Phone Avea ot

Phone Number

Street Line 1 Phone Extension
StreetLine 2
StreetLine 3 Fax Area Code.
Fax Number
city Fax Extension
State or Province Discount
Zip or Postal Code. Tax Group
Nation Currency
= =

Click on the commodity/accounting tab



Entering a requisition

X  @ellucian  Requisition FPAREQN 9.3.23 (PROD) ADD [ RETRIEVE  SLRELATED  $%T0O0LS

Requisition: R2300125

~ REQUISITION ENTRY: REQUESTORIDELIVERY insert @ Delele " Gopy | Y. Fiter
Requisition ~ R2300125 Comments  Fair and Reasonable [] In Suspense
Order Date | 07/06/2022 Commodty Total 000 [] Document Text
Transaction Date  07/06/2022 Accounting Total 000
Delvery Date | 07/06/2022 Document Level Accounting
\ 5
™ commoDITY & Setiings Insert @ Delete  YaCopy = Y. Filer
ttem Description (um | Tox Group Quanity Uit Price Commodity Text ttom Text Add Commodity
[-] st ] [u] m]
of 1 e Record 1 of 1
Extended Amount Tax [] Distribute
Diecount [ ] Commodty Total
Aggwonal [ ] Document Total
™ ACCOUNTING © Setfings Insert @ Delete  "a Copy | Y. Fiter
Seauence [coa vear ndiex Fund orgn Acct Prog Actv Loen Proj NSF Override NSF Suspense
c
of 1 v Record 1 of 1
% usD
Extended Amount m} —
Oecoun 0 —
Adoiona 0 —
. 0 —
FOAPAL Total

Document Total

Remaining
Commodity Amount
= =

Enter a description in the description field

X @cll Requisition FPAREQN 9.323 (PROD) ADD @ RETREVE SR RELATED 3§ TO(
Requisition: R2300125
™ REQUISITION ENTRY: REQUESTORIDELIVERY. insert @ Delete  "m Copy | Y. Fiter
Requisition  R2300125 Comments | Fair and Reasonable [ n Suspense
Order Date | 07/06/2022 Commodity Total 000 [] Document Text
Transaction Date | 07/06/2022 Accounting Total 000
Delivery Date | 07/06/2022 Document Level Accounting
\ =y
™ CoMMODITY & Seftings Insert @ Delete "W Copy = Y. Filer
tem 4 | Description ™ lum Tox Group Quantity Unitprice Commodity Text ttem Text ‘Add Commoriity
| [Hoel [--] st (m] (m] O
of 1 Record 1 of 1
Extended Amount Tax [] Distribute

oscont [ ) Commodity Total
Aggtional [ ] Document Total

™ ACCOUNTING & Settings insert @ Delete " Copy | Y. Fitter
e [con = = i orsn = og v = o TNsFovernde TSt suspense
c
of 1 v Record 1 of 1

%
Extended Amount 0
Dscount 0 —

Additional O

Tax =]
FOAPAL Total
Document Total
Remaining
Gommodity Amount

Tab to enter a unit of measure and select

Be certain to tab through filling out each required field, then select the down arrow as required to move
to each new section.



Entering a requisition

X @ell

(PROD)

Requisition: R2300125.

oo
Start Over

2 ReLATED

DD R RETRIEVE

I~ REauson ExR: REaUESToRGENERY

Elinseri GlDekte "mCopy | Y. Fille)

Requisition  R2300125
Order Date  07/06/2027
Transaction Date  07/06/2022
Delivery Date | 07/06/2022

Comments
Commodiy Total

Accounting Total

Fair and Reasonable

0.00
0.00

Document Level Accounting

[ In Suspense
[ Document Text

~ commoDITY 0 Setings | Elinsert @ Delele "mCopy | Y. rite
= oy Oesrton Unit of Measure List (FIVUOMS) TCommodiy Tt o ot na Commonty
I Hotel I I -
ot 0w, PecPage e Record 101 1
BRI Code |um Deseription e oate Term Date Last Actviy Dat [] osstibute
Additional : CTN ! Carton 710/0”(998 I ! DS/ZZ/ZDD?
on Cylinder 0810312011 080312011 - -
A3 E: 7 ' E: = Settings | B Inser elete . Fitte:
AccounnuG DLY Daily Rate 0572112009 0512112009 Pl o e 0 G s
" . + . . 2 -
e Toeer Tioes T o e T e = I s verse Thec supiese
. + - . 2 T
‘ ‘ DR Drum 05/22/2009 05/22/2009 ‘ D
1)t EA Each 10/01/1988 052212009 Bocowgn
% FT Foot 10001/1988 0512212009
Extended Amount 0 cAL Gallon 10/01/1988 0512212009
Discommr D ?RM Gram 10/01/1988 DS/ZZ/ZDD? A
Additional O < @iz M| Per Page Record 15 of 52
Tax [T
2
Document Total
Remaining
Commodity Amount
==
x Requisition FPAREQN 9.3.23 (PROI ADD [ RETREVE SARELATED 3§ TOOL:
Requisition: R2300125
'~ REQUISITION ENTRY: REQUESTORIDELIVERY insert(EDelete " Copy | ¥. Filer
Requisition  R2300125 Comments | Falr and Reasonable [] in Suspense
Order Date | 07/06/2022 Commodity Total 000 [] Document Text
Transaction Date | 07/06/2022 Accounting Total 000
Delivery Date | 07/06/2022 Document Level Accounting
~ commoory ©setings | Einset Boekte acopy | T e
= Tconmodty Tomeetton o TresGrows Tawniy untpice T o Tert e commecty
Hotel EA [sT [ O : (m]
of 1 0v Record 1 of 1
Extended Amount Tax [] oistribute
Discont [Fr— conmaty To
T Document ot
'~ ACCOUNTING % Settings | G insert @ Delete " Copy | Y. Fiter
== Toon = = o] oran = &= = = P T overtee Tusr swpnae
C
of 1 v Record 1 of 1
% usb
E— O —
st 0 [r—
O [—
FOAPAL Total
Document Total
Commodity Amount
=[=]



Entering a requisition

Add quantity and unit price

X  @ellucian  Requisition FPAREGN 9.3.23 (PROD) ADD [ RETREVE JLRELATED  $$700LS
Reauisition: R2300125
™ REQUISITION ENTRY: REQUESTORIDELIVERY insert @ Delete "m Copy | V. Fitler
Requisiton ~ R2300125 Comments  Fair and Reasonable [] In Suspense
Order Date 0710672022 Commodity Total 709.00 [] Document Text
Transaction Date  07/06/2022 Accounting Total 000
Delivery Date | 07/06/2022 Document Level Accounting
\ =
~ commoniTy © Scttings | @B insert @ Delete T Copy | . Filer
ttem | Commodity | Description [um | Tax Group [ uantty Unit Price | Commoiy Text ttem Text Add Commority
1 Hotel EA ST 100 100.0000 o
of 1 v Per Page ) Record 1 of 1

Extended Amount 100.00 Tax 9.00 [] Distribute
P — Commy o 10000
Adtional Document Toa 0560

~ ACCOUNTING & Settings | B insert &9 Delele " Copy | . Fier
Sequence |coa | vear index Fund oran Acct Prog Actv Loen Prol | NSF Override | NS Suspense
c m] =]
of 1 ~  Per Page Record 1 of 1
% usp
Extended Amount m} ™
ocoun &) —
T 0 —
FOAPAL Total

Document Total
Remaining
Commodity Amount

109.00

A0 B REREVE

Requisition: R2300125

~ REQUISITION ENTRY: REQUESTOR/DELIVERY insert B Delete " Copy | . Fiter
Requisition 2300123 Comments  Fair and Reasonable [] In Suspense
Order Date | 07/06/2022 Commodity Total 109,00 [] Document Text
Transaction Date | 07/06/2022 Accounting Total 000
Delivery Date  07/06/2022 Document Level Accounting
\ ————
~ commoniry @ Settings | Binsert @ Delete T Copy | Y. Filer
ttem | Commority | Description [um Tx Group Quantity UnitPrice ‘Commodity Text ttem Text Add Commodity
1 Hotel EA st 100 100.0000 O O O
of 1 0v | PerPage Record 1 of 1
Extended Amount 100.00 Tax 9.00 [] oistrioute

Discount Commodity Tota 10900
Adationl Secument ot 0900

~ ACCOUNTING' % settngs | @3 insert @ Delete " Gopy | T filer
co \coa Year Index Fund on Acct Prog Acty Loen Proj | NSF Override NS Suspense
d m] =]
of 1 0v | PerPage Record 1 of 1
% usD
Extended Amount [} | |
o 5 [—
gl 0 —
o —
FOAPAL Total
Document Total 0,00
Remainin
Commodity Amnu: e
—~
= &)

Once Index/Account information has been added tab through each section and the total will appear
below.



Entering a requisi

X  @ellui Regy n FPAREQN 9.3.23 (PROD) oD B RETRIEVE L RELATED  #i§ TOOL
Requisition: R2300125
- Qe © 3. Fiter
Requisiton  R2300125 Comments | Fair and Reasor [] n Suspense
Order Date | 07/06/2022 Commodity Total 10900, [] Document Text
Transaction Date | 07/06/2022 Accounting Total 00
Delivery Date  07/06/2022 Document Level Accounting
e —
~ commoniTy @ Setings | B insen @ Delete Y. Fiter
ttem Commority Description um Tax Group Quantity Unit Price Commodity Text ttem Text Add Commodity
1 Hotel EA ST 100 100.0000 m |} |}
Record 1 of 1
Extended Amount 10000 Tax 900 [] Distrioute
piscount [ 000) Commodity Total 109.00
Addtional [ 000) Document Total 109.00
- \< 2 Settings insert @ Delete TaCopy Y. Fiter
Sequence Year Index Fund orgn Acct Acty Locn Proj NSF Override NSF Suspense
c 2 116450 110000 712450 60 (m]
Record 1 of 1
%
Extended Amount O
Discount O
Addiional 0
Tax O
FOAPAL Total
Document Total
Remaining
Commodity Amount
=]
Select the Balancing/Completion tab and select complete
X  @ellucian  Requisition FPAREQN 9323 (PROD) DD R REREVE & RELAED %700
Requisition: R2300125
~ insert @ Delele ¥ Filer
Requision  #2300125 Comments  Fair and Reasonable [ in Suspense
Order Date  07/06/2022 ‘Commodity Total 109.00 D Document Text
Transaction Date | 07/06/2022 Accounting Total 109.00,
Delvery Date | 07/06/2022 Document Level Accounting
e ————
~ BALANCINGICOMPLETION Insert @ Deele Y. Fer
Vendor 10617836 | | Courtyard by Mariott Wimington Currency
Vendor Hold Exchange Rate
COA C The Citadel Commodity Record 1
Count
Requestor  Jeffrey olloy Input Amount 10900
Organization | 42507 Procurement Services Converted Amount
~ AMOUNTS insert @ Delete " Copy | V. Filer
Input Commodity Accounting Status
Approved Amount 10000, 10000 10000 BALANCED
Discount Amaunt 000 000 000
Additional Amount 000, 000 000 CED
Amount 9.00 9.00 9.00 BALANCED
Complete || In Process

~—_~

SAVE

Requisition will now move to the approval process. Once the requisition is approved and processed,
Procurement will send an email with a copy of the purchase order. The department is required to
forward purchase orders to vendors.



