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BANNER 9 - CREATE A REQUISITION

1)  From the Welcome screen, type FPAREQN in the search bar.

[ Banner - Northwestern Sate Un X [ Application Navigator

C ) @ hips//appnaviestnsulady
Bills NsU Shopping [} CP-Tel Email

RS

fpare

Requisition
(FPAREQN)
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@Bg Keyboard shortcut

2)  On the following screen, type the word NEXT in the Requisition field and click Go.

[ Application Navigator x +

C (Y & nhttps//appnavtestnsula.edu/appli

Get STarted COMPIEIe e Nel0s above and ChCk GO, 10 Scarch by name, press TAB from an ID fleld, enter your search criteria, and then press ENTER
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3)  Tab through and complete the following fields: Delivery Date, Comments (NSU PO Type), Organization,
Ship To, & Attention To. Click the down arrow in the lower left corner [Alt+PgDown] to move to the Vendor

Information Tab.

NOTE: Ifadditional information is needed for extra support -use the Related tab in the upper right corner
of the screen, select DOCUMENT TEXT.

- o x
[® Application Navigator X+
C Y @ https//appnavtest.nsula.edu/applicationNavigator TEST/seamless r @ i
1 Apps Bills NsU Shopping [1 CP-Tel Email [§] NETGEAR M LA Legislative Auditc 5 NSU-PROD W ULS @ Google Play Chandler @ Voter Portal
X  @ellcian  Requisition FPAREQN 9.3.9 (TEST1126) P A0 B RETRIEVE  JLRELATED 3% TOOLS
Requisition: R0019292 (statover
~ REQUISITION ENTRY: REQUESTOR/DELIVERY Binsen @peiete Ta
Order Date 1 Commodity Total 000 [ Document Text
Transaction Date 1 15 Accounting Total 0.00
Delivery Date  12/19/2018 [] Document Level Accounting
RequestorDelivery Information c Balancing/Completi
7 REQUESTOR/DELIVERY INFORMATION Binset @ Delete TaCopy T File

StreetLine2 | 998 South Jefferson

Requestor * | OITTETIRFIT
A1 [ Business Affairs

|ngamzahun 3 |

coA* [N | Northwestem State University of LA

StreetLine 3

Emai [sarpyc@neula.edu Contact | Ceniral Receiving
Attention To* [ Christi Sarpy |
Phone Area Code (318 | Building  Plant Services
Phone Number (3574496 | Floor

Phone Extension

City  Natchitoches
State or Province | LA

Fox Avea Gote |

Zip or Postal Code | 71497

Fax Number United States

| Nation

Fax Extension |
AreaCote 316

Phone Number 3579152

Street Line 1

Northwest

1 FPBREQH FPBREQH_NAME [1]

Extension

©2000- 2013 Ellucian. Allrights resenved.
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4)  On the Vendor Information tab, enter your vendor code in the Vendor field. If you don’t know your vendor
code, you can look up the code by clicking the ellipses icon to the right of the Vendor field box. To find your

vendor, select EntityName

- o x
[ Application Navigator x [
C an T e * @
App: Bills NS Shopping [} CP-Tel Email [§] NETGE A NSU-PROD B ULS @ Google Play Chandler @) Voter Portal
X  @ellucian  Requisition FPAREQN 9.3.9 (TEST1126) Baoo @remee  Eee
Requisition: R0019292 satover |
L Bl - RequisTION ENTRY: REQUESTORIDELIVERY Dinsett Dooee Y. Fits
Requisition Comments MW [] In suspense
=22 Order Date | { Commodity Totel 0.00 [ Document Text
Transaction Date 1 Accounting Total
Q Delivery Date  12/19/20: [] Document Level Accounting
. Requestor/Delivery Information Commodity/Accounting  Balancing/Completion
ol ~ VENDOR INFORMATION iosert @ el =
il B | ] Contact |
? Vendor Hold Email |
a Address Type | Option List x
Sequence | E |
Entity Name/ID Search (FTIIDEN)
Street Line 1
Sireet Line 2 Vendor Maintenance (FTMVEND)
@ Street Line 3
City A
State or Province Discount [
Zip or Postal Code Tax Group.
Nation Currency |
= | ¥ SAVE
s gmay, 92000 -2018 Etucian, AR igts resanec ellucian
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a)  Type in any portion of the vendor name with a percent sign to populate all the applicable vendors to
choose from and Enter or click Go.

- o x
[® Application Navigator x  +
c 0N a nsula.edu/applicationNavigator_TEST/seamless @
Bills NsU Shopping [ CP-TelEmail [¥] NETGEAR Router Wi M LA Legislative Audi D nNsu-PROD e ULS @ Google Play Chandler @ Voter Portal
X  @ellucian  Entity NamefID Search FTIDEN 9.3.6 (TEST1126) R0 B REREVE SREAED ¢ Toous [
™ ENTITY NAMENID SEARCH 0 inse fac ¥, Fitte
 Vendors Proposal Personnel Agencies
Terminated Vendors Finencial Managers Al
Grant Perzonnel Terminated Financial Managers
~ DETAILS 3 Inse Tac Y. Filter
BasicFilter  Advanced Fiter o
i) ©  LastName ©  FirstName © | Middle Name © | Entity Indicator )
[ | [On% ] [ | [ | [ -] Add Another Field ... ¥
ciearat | Go |
D Last Name First Name Middie Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Propasal Persannel Name Type.

(® Case Insensitive Query () Case Sensitive Query

= | &£ CANCEL | SELECT
EDm Record: 1/1 5_OPT_§ SELEGT_{ 82000 - 2018 Ellucian. Al rights reserved. ellucian.

b)  On the next screen, hover over and highlight the vendor you need. Double click to select or click the
Select button in the lower right corner of the screen.

- o X
[ Application Navigator X+
c 0 a nsula.edu/applicationNavigator_TEST/seamless * @
Bills NSU Shopping [ CP-TelEmail [¥] NETGEAR Router Wi M LA Legislative Audi S nsu-PROD R ULS @ Google Play Chandler @ Voter Portal
X  @ellucian  Entity NamefID Search FTIDEN 9.3.6 (TEST1126) B ADD [ REREVE S RELTED  $§T00LS
'~ ENTITY NAMEND SEARCH 3 nse Tac Y. Filter
v Vendors Propasal Personnel Agencies
Terminated Vendors Financial Managers Al
Grant Personnel Terminated Financial Managers

~ DETALLS 3 inse Y. Filter
Active filters:  Last Name: On% @@ Clear All MO
D Last Name FirstName Middle Name. Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type
200043949 | ONeal Caillin E Person Yes No No No No

10592483 ONeill Margaret A Person D Yes No No No No SID
200078751 | ONeil Margaret A Person Name Yes No No No No

pooo7710: On Time Supplies Corporation Yes No No No No

200189308 | On Track by 5 Alliance Corporation Yes No No No No

200052375 | Onagy Zaida M Person Name Yes No No No No

203069952 | Onagy Zaida M Person [} Yes No No No No

ZAIDA Onagy Zaida M Person D Yes No No No No

10126227 Oncay Auna Evelyn Person Yes No No No No

200074326 | Oneal Cameran J Person Yes No No No No

CONEAL Oneal Cameran J Person D Yes No No No No

200041885 | Oneal Shaleatha Person Name Yes No No No No

10517537 Onellion Kell Beth Person Yes No No No No

200049493 | Oney Biittany N Person Yes No No No No

ONEYB Oney Brittany N Person [} Yes No No No No

BONEY001 | Oney Biittany N Person D Yes No No No No

200051404 | Oney Jocelyn Nicole Person Yes No No No No

JONEY39 Oney Jocelyn Nicole Person D Yes No No No No

200052375 | Ongay Zaida M Person Yes No No No No

200122629 | Online Learning Consortium Inc: Corporation Yes No No No No

M < ([Joi2> M | [20 7] PerPage Record 4 of 24
(@® Gase Insensitive Query (O Case Sensitive Query

a | X GANGEL | SELEGT
QUERY Record: 424 'SPRIDEN.SPRIDEN ID [4] 82000 - 2018 Ellucian. Al righis reserved. ellucian.
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5)  Click the down arrow in the lower left corner of the screen [Alt+PgDown] to move to the
Commodity/Accounting tab. Tab through and complete the following fields: Description, Unit of Measure
(U/M), Quantity, & Unit Price.

- o x
[® Application Navigator x  +
C Y @ nhttps//appnavtestnsula.edu/applicationNavigator TEST/seamless w @
Bils [} NSU [] Shopping [} CP-TelEmoil [X] NETGEAR RouterWi (I} LALegisiotive Audite N NSU-PROD N ULS @) GooglePlay [, Chandler (D) Voter Portal

X @ellucian  Requisition FPAREQN 9.3.9 (TEST1126) Bion @BRomeveE  SReEaED  FETOOLS
Requisition: R0019292 ( startover )
¥ REQUISITION ENTRY: REQUESTOR/DELIVERY B inset BDolcte Tac ¥ Filer

Requisition 0019292 Comments MW [] In Suspense
Order Date | 1. 8 Commodiy Totel 000 [] Document Text

Accounting Total

enmrngcompetn

ttem Commodity Descrption um Tox Group Quantity Unit Prce Commority Text ttem Text Add Commotity
[ 1] AvE05705- Binder w Round Rings  EA 6.00 20600 O O O

Record 1 of 1

Transaction Date | -

Delivery Date 1 [] Document Level Accounting

~ commoniTY @unsen @oeicte Tmcopy | Y. Fite

Extended Amount 36 Tax 000 [] Distrioute
Discount [ 0.00] Commodity Total

Additional [ 0.00]
'~ ACCOUNTING Binset Bpeiete Tac

Sequence coa Year Index Fund Orgn Acct Prog Acty Locn Proj NSF Override NSF Suspense

N m}

Record 1of 1

Extended Amount
Discount

Additional

oggd =

Tax
FOAPAL Total
Commodity Total
Remaining
Commadity Amount

SavE

EDIT Record: 1/1 FPRREQD FPRREQD_GOMM_GODE [1] 62000 - 2015 Ellucin. Al ights reserved. ellucian.

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

- o x
[® Application Navigator x  +
C () @ hitps//appnavtestnsula.edu/applicationNavigator TEST/seamless 7w @
3 Apps Bills NsU Shopping [} CP-TelEmail [] NETGEAR Router Wi M LA Legisiative Audit S NsU-PROD W ULS @ Google Play Chandier @ Voter Portal

X @ellucian  Requisition FPAREQN 9.3.9 (TEST1126) B o @ RemEve 3§ TooLs

Q, search

Review Commodity Information
[FOICOMM]

Item Text [FOAPOXT]
Document Text [FOAPOXT]

= equestor/Delivery (nforma Vendar Informatio BRI e 0 Commodity Text [FOATEXT]

©2000 2018 Ellucian. All ights reserved. ellucian.
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7)  From the item text screen, click Go in the upper right corner.

- o x
[@ Application Navigator X+
c 0 & neula.edu/ vigator_TEST/seamless * Q@
i Apps Bills NSU Shopping [ CP-TelEmail [Y] NETGEAR Router W) ) LA Legislative Audi N nsu-PROD W ULS @ Google Play Chandler @) Voter Portal
X  @ellucian B AD [ REREVE SAREAED  $§T00LS
Text Type:  REQ Code: R0019292 ( )
Change Sequence: Item Number:
Vendor: 200077104 On Time Supplies Commodiity:  AVE05705 - Binder w/ Round ¢
Description
Modify Clause: | ) Copy Commodity: [ ]
Text

Default Increment:

10]

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

ceveL0c oTve_cove 1) [ —— cllucian

8)  Type your additional description in the Text field and click Save [F10] in the bottom right corner of the
screen. To go back to the previous screen, click X (FOAPOXT) or [Ctrl+Q]

NOTE: You can add additional lines — hit down arrow key [ ¥]on keyboard.

- o x
[ Application Navigator x  +
C Y @ nhttps//appnavtestnsula.edu/applicationNavigator TEST/seamless x ©
$toapps [] Bils [1 NsU [ Shopping [} CP-elémail [X] NETGEAR RouterW! ) LALegisiaive Auditc N NSU-PROD W ULS (@ GooglePlay [ Chandier @) Voter Portal
X  @ellucian  Procurement Text Eniry FOAPOXT 9.3.6 (TEST#126) Brao Bremee Sreaeo  #goos [
Text Type: REQ  Code: R0019292  Change Sequence:  Hem Number: 1 Vendor: 200077104 On Time Supplies  Commodity Description: AVEOS05 - Binder w/ Round Rings Moty Clause:  Copy Commodiy Text sonowr )
Default Increment: 10
~ PROCUREMENT TEXT ENTRY Binsen @oeicte " copy | V. Fiter
Text Clause Number Print * Line
[ Type your additional item text here... |
Record 1 of 1
= | £ SAVE
£ Record: 171 FOBTEXT.FOBTEXT TEXT [1] ©2000 - 2018 Ellucian. All ighis reserved. ellucian.
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9)  Select the down button in lower left corner to enter your accounting information. Tab through and complete
the Index and Acct field.

[ Application Navigator X+ = B =
C Y @ nhttps//appnavtestnsula.edu/applicationNavigator TEST/seamless r @
gils [} Nsu [ Shopping [} CP-TelEmail [X] NETGEAR RouterW!  fl) LALegisative Auditc N NSU-PROD W ULS (@ GooglePlay [ Chandier () Voter Portal
X  @ellucian  Requisition FPAREQN 9.3.9 (TEST1126) B0 B RemEvE  SREAED  F§TOOLS
Requisition: R0019292 (swover )
™ REQUISITION ENTRY: REQUE STOR/DELIVERY Sinset Dpeicte Tm Y.
Requisition  R0019292 Comments | NW In Suspense
Order Date | 1. 8 Commdity Total 1236 [] Document Text
Transaction Date 1 Accounting Total o0
Delivery Date 1 [] Document Leve! Accounting
Balancing/Compietion
¥ COMMODITY B inset Bpeiete fac
ttem Commodity Description um Tax Group Quantity Uit Price Commodity Text ttem Text ‘Add Commodity
1 AVE05705 - Binder w/ Round Rings  EA 6.00 20600 O O
Record 1 of 1
Extended Amount 1236 Tax 000 [] vistribute
piscont [ 000 Commodiy Total 12.36
Agawonal [ 0.00)
¥ ACCOUNTING Einset @ Delete TmCopy T File
Sequence coa ear Index Fund orgn Acct Prog Acty Locn Proj NSF Override NSF Suspense

[ ) 106020 100001 311111 704010 60 m}

Record 1of 1

Extended Amount

Discount

ogg =

Additional

Tax

FOAPAL Total
Commodity Total
Remaining
Commodity Amount

= = save

EDIT Recond: 111 FPRREQA FPRREQA GOAS GODE [1] 62000 - 2018 Ellusian. Al rights reserved. ellucian.

10) To add additional items, use the up and down button in the lower left corner (=) and complete the
commodity item and accounting information for each item.

11)  Once all commodity items and accounting information has been entered, click the down arrow in the lower
left corner of the screen [Alt+PgDown] to move to the Balancing/Completion tab.

12)  On the next screen, you have two options — you can Complete the requisition or select In Process if you are
not ready to submit for approval.

& Application Navigator X+

C {Y & htips//appnaviestnsula.edu/applicationNavigator_TE

Bl [ NSU Shopping  [3 CP-TelEmail [] NETGEAR ativeAucitc I NSU-PROD W ULS @ GooglePlay [ Chandier D) Voter Portal

X  @ellucian  Requisition FPAREQN 9.3.9 (TEST1126) B A0 B REREVE S RELATED  $TOLS

Requisition: R0019292 ( smtowr )

" REQUISITION ENTRY: REQUESTOR/DELIVERY Binset B Dekete Ta Copy | Y. il
Requision ~ R0019292 Comments W [ ] 1n Suspense

Order Date 1 Commodity Total [] Document Text

Transaction Date 7. Accounting Total

Delivery Date  12/19/2018 [] Document Level Accounting
RequestoriDelivery Information  Vendor Information  Commadity/Aceounting [ o
™ BALANCING/COMPLETION Einset Dpeete T Y.
Vendor Currency

Exchange Rate

CoA N ‘Gommodity Record
Count
Requestor Input Amount 2.36
Qrganization Business Affairs Converted Amount
~ AMOUNTS Binset @oeete fmcopy  V, Fiter
Input Commedity Accounting Status
Approved Amount 12.36 12.36 12.36 £l
Discount Amount 0.00 0.00 0.00
Additional Amount 0.00 000 0.00
Tax Amount 0.00 0.00 0.00
=~ || = SAVE
EDIT Record: 1/1 POSTING_BLOCK MARK_COMPLETE_BTN [1] €200 - 2018 Ellucian. Al rights raserved. ellucian
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