Banner 9 — Create a Requisition

From the Welcome screen, type FPAREQN in the search bar

e @ https://appnav-prod.ecowvm.edu/applicationNavigator/seamless - & G_ Search.., o~ o ‘-_,AT-' e ‘-.';-'

Q" Purchasing | WWMCCD @' Production Instances | Banner @Apphcat\on Navigator x |[F

bl




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

e @ https://appnav-prod.ecwvm.edu/applicationMavigator/seam|
Q" Purchasing | WMCCD Q' Production Instances | Banngs#” (9) Application Navigator
X @ ellucian Requisition FPARE™« 9.3.9 (FROD)

[

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.

2% To0LS

2= RELATED

B RETRIEVE

ADD

Requisition: | NEXT] [ Copy |

0 - 2020 Ellucian, All ights r ) ellucian.

Record: 1/1 KEY_BLOCK.D



Complete the Delivery Date and Ship To fields

e @ https://appnav-prod.ec.wvm.edu/applffationMavigator/seamless - @ ¢ | Search. JoRd {nt ‘-_,ﬁ\_-' :A

Q' Purchasing | WWMCCD Q' Production I
X @ellucian Requisition FF AREQN 9.3.9 (PROD) ADD

ances | Banner @ Application

B RETRIEVE  J% RELATED ¥ TOOLS

Start Over

B8 Insert [ Delete W@ Copy T Filter o

Comments |:| In Suspense

Requisition: NEXT

-

REQUISITION ENTRY: REQUESTOR/DELIVERY

Requisition ~ NEXT

Order Date * I 0/19/207 _ i | Commodity Total 0.00 |:| Document Text
Transaction Date * [10;1 9/20) _ B | Accounting Total 0.00

Delivery Date * | B Document Level Accounting

Vendor Information

Requestor/Delivery Information

insert @ Delete ¥m Copy | T Filter

-

REQUESTOR/DELIVERY INFORMATION

Street Line 2

Requestor * [Gina Venn
Organization * | Purchasin
coA* [0 [-] District Cha

Email [gina_venn@wvm.edu I Contact

Attention To *

Street Line 3

Fhone Area Code Building
Phone Number Floor
Phone Extension City

State or Province

Fax Area Code Zip or Postal Code
Fax Number Nation
Fax Extension
v
Ship To* Area Code

Recow - 111 FPBREQH.FFEREQH_REQH_DATE [1] ©2000 - 2020 Elucian. All rights reserved. ellucian.

Click the Next Section button or Alt+Page Down in the lower left corner.



On the next screen, enter your vendor code in the Vendor field. Vendor code is their GO#

e @ hitps://appnav-prod.ec.wvm.edu/applicationMavigator/seamless - @ | Search. £~
@' Purchasing | WWMCCD Q' Production Instances | Banner (&) Application Navigator x (F
X  @ellucian Requisition FPAREQN 9.3.9 (PRCJ) ADD B RETRIEVE  J% RELATED ¥ TOOLS
Requisition: NEXT W
ﬂ ¥ REQUISITION ENTRY: REQUESTOR/DELIVERY insert @ Delete ¥m Copy | T Filter -
Requisition  NEXT Comments |:| In Suspense
ﬁ Order Date  10/19/2020 Commodity Total 0.00 |:| Document Text
Transaction Date  yo/19/2020 Accounting Total 0.00
Q Delivery Date  10/19/2020, Document Level Accounting
i q IDelivery i Vendor Information Commodity/A ing Balancing/C
& ~ VENDOR INFORMATION Insert @ Delete ¥ Copy T Filier
Vendor || PR Contact | |
@ Email |

Address Type

Sequence - | Fhone Area Code

Phone Number

Cé Street Line 1 Phone Extension
Street Lin

Street e 3 Fax Area Code

= Fax Number

&’ City Fax Extension

Sjfite or Province Discount :':l

Ip or Postal Code Tax Group \ California Sales Tax

Mation Currency \

- ¥ SAVE

10 - 2020 Eflucian. All rights ellucian.

**If you don’r know ou vndor code, you can look up the code by cllcklng the ellipses icon
(...) to the right of the Vendor field box.



To find your vendor, select Entity Name.

e @ hitps://appnav-prod.ecwvm.edu/applicationMavigator/seamless ~ @ ¢ | Search. 0o~
Q" Purchasing | WWMCCD

X @ ellucian

Q" Production Instances | Banner

Requisition FPAREQN 9.3.9 (PROD)

Requisition: NEXT

¥ REQUISITION ENTRY: REQUESTOR/DELIVERY Einzeri @ T Cop) Y. Filter .
Requisition ~ NEXT Comments [ ] In Suspense
Order Date 104192020 Commgdity Total 0.00 D Document Text
Transaction Date 10/19/2020 Accountlg Total 0.00
Delivery Date  10/19/2020 [+] Document Level Accounting
q IDelivery i ‘Commodity/Accounting
~ VENDOR INFORMATION Optin List -+l Be Tin C Y F
Vendor | = | - |
Ventoe o Entity Name/lD Search (ETHDEN) i
Address Type |_
S |— Vendor Maintenance (FTMVEND
i
Strest Line 1 B
Street Line 2
Stireet Line 3 Fax Area Code
Fax Number
City Fax Extension
State or Province Discount |—
Zip or Postal Code Tax Group |[CAD - Califomia Sales Tax
 Nation Currency | B

Record: 111 G3_OPT_BLOCK SELECT A _DESC [1] 2000 - 2020 ENucian. All rights reserved. ellucian.



Find your vendor by Last Name. Type in any portion of the vendor name with a percent sign o
populate all applicable vendors to choose from. This field is case sensitive. Click Go.

e @ https://appnav-prod.ec.wvm.edu/applicationMavigator/seamless -~ @ c | Search. £~
Q Purchasing | WWMCCD Q' Production Instances | Banner @ Application Navigator x ,_

X  @ellucian  Entity Name/ID Search FTIDEN 9.3.6 (PROD)

ADD B RETRIEVE  giRELATED ¥ TOOLS

Y. Fitter

B Delete T Copy

¥ ENTITY NAMEND SEARCH Insert

+ Vendors Proposal Personnel Agencies
Terminated Vendors Financial Managers All
Grant Personnel Terminated Financial Managers
~ DETAILS £ Settings Insert @) Delete T Copy | Y. Filter

Basic Filter  Advanced Filter [x)
1D Last Name (-] t Name @ Middle Name [-]
[ | Fast Response%| | J/ ] [ ]
Entity Indicator )

| | ~]  [Add Another Field ...|v/|

Clear All

1] Last Name First Name Middle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type

Record 1 of 1

@ Case Insensitive Query O Case Sensitive Query

CANCEL

G3_OPT_BLOG C . 10 - 2020 Ellucian. All rights ) ellucian.



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. Always choose the ID with the GO.

e @ https://appnav-prod.ec.wvm.edu/aMwgcationMavigator/seamless -~ @ c | Search. £~
Q' Purchasing | WWMCCD Q' Production Instanc®{Banner  (0) Application Navigator x (LT
X  @ellucian  Entity Name/ID Search FTIl=N 9.3.6 (PROD) ADD B RETRIEVE g5 REIATED ¥ TOOLS
¥ ENTITY NAMEND SEARCH Insert [ Delete T Copy | Y. Filter
@ + Vendors Proposal Personnel Agencies
Terminated Vendors Financial Managers All
@ Grant Personnel Terminated Financial Managers
~ DETAILS £+ Seftings Insert [@ Delete ¥ Copy | V. Filter
Q Active filters:  Last Name: FastResponse% @ Clear All Filter Again | x]
B D gt Name First Name Middle Name Entity Indicator Change Indicator Vendor Financial Manager Agency Grant Personnel Proposal Personnel Name Type
1578468 Fast Eesponse On-Sit... Corporation ID 2 No No No No
ERETELTT | FasyResponse On-Sit... Corporation Yes No No No No

®

Record 2 of 2
@ Case Insensitive Query O Case Sensitive Query

4
14

CANCEL | SELECT

Record: 2/2 SPRIDEN.SPRIDEN_ID [2] E2000 - 2020 Elucian. All rights reserved. ellucian.



Click inside the Vendor box and hit Tab, which will populate your vendor name and address.

*
e @ https://appnav-prod.ec.wvm.edu/applicationMavigator/seamless ~ @ & | Search.. 0~ ]
Q' Purchasing | WWMCCD Q' Production Instances | Banner  (9) Application Navigator x |[f
X @ellucian  Requisition FPAREQN 9.3.9 (PROD) ADD |@ RETRIEVE  Zg RELATED % ToOLS
Requisition: NEXT
Q ¥ REQUISITION ENTRY: REQUESTOR/DELIVERY insert @ Delete ¥m Copy | T Filter
Requisition ~ NEXT Comments |:| In Suspense
ﬁ Order Date 10192020 Commodity Total 0.00 |:| Document Text
Transaction Date  yo/19/2020 Accounting Total 0.00
Q Delivery Date  10/19/2020 Document Level Accounting
W eosiormatver wtoman CommostyAccouing
=N - VENDOR INFORMATION insert [ Delete "m Copy 7 Filier
Vendor | GO1578468 - [Fast Response On-Site Testing Inc Contact || |
@ Vendor Hold Email |
Address T
Sequence Fhone Area Code
Phone Number
Cé StreetLine 1 1840 415t Ave Ste 102 Phone Extension
Street Line 2
Street Line 3 Fax Area Code
0 Fax Number
City  capitola Fax Extension
State or Province CA Discount :I:l
Zip or Postal Code  95010-2527 Tax Group \ California Sales Tax
Nation Currency [—I_\ )
a | x SAVE

FPBREQH.FPEREQH_VENDOI \C 0 - 2020 Ellucian. All ights ] ellucian.

**f you have backup documents that need to be added, you would add them at
this time.



Click the Add button on the top right of the page.

ADD B RETRIEVE g% RELATED ¥ TOOLS

/ - *

- -'t%urces_-'PROD_-'IDocImport-'?DSN:PROD&C\ppName:B-F-DOCS&DOCUMENT%EC-TYPE:REQU -ac | ‘ Search... o~ | {n ‘_f\? ‘:::’ '1:3;'-:"
|° HWI‘IE | WVMCCD « Juct In ]m |@A§l§)ﬁ(ﬁm"ﬂﬂ‘gﬂm l @ ApplicationXtender Web Ac... % ||__b|

L cuenn -
B5 & &

Page Scanner Rotate = Zoom
[ o Jro L ‘o o DOCUMENT ID * R0024755 N
BANNER DOC TYPE REQUISITION
DOCUMENT TYPE * REQUISITION

TRANSACTION DATE * 19-Oct-2020
VENDORID G01578468

VENDOR NAME FAST RESPONSE ON-SITETI

FIRST NAME
PIDM 1150950

ROUTING STATUS

ACTIVITY DATE* Timestamp
VPDI_CODE
DISPOSITION DATE o

DOCUMENT NAME

FOCATE MARC



Select the file you want to upload.

Add New Page ®

[\wy-vdiorofile\Redirect! _ Browse... |

CANCEL UPLOAD

You then should be able to see the page/pages that were uploaded.



Select Save if everything has been uploaded correctly.

— X

\|@ https://bdm-prod.ecwvm.edu/AppXtender/datasources/PROD/IDocimport/?D5SMN=PROD&AppMName=B-F-DOCSADOCUMENT%20TYPE=REQU ~ @ C | ‘ Search...

|q”|.,...;|wmccn

opentext- | ApplicationXtender - PROD
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DOCUMENT ID *
BANNER DOC TYPE
DOCUMENT TYPE *
TRANSACTION DATE *
VENDOR ID
VENDOR NAME
FIRST NAME

PIDM

ROUTING STATUS
ACTIVITY DATE*
VPDI_CODE
DISPOSITION DATE

DOCUMENT NAME

FOCATE MAME

R0024755 ~
REQUISITION

REQUISITION

19-Oct-2020

GO1578468

FAST RESPONSE ON-SITE TI

1150950

Timestamp




You can then click the Next Section or Alt+ Page Down bufton in the lower left corner of the
screen.

e @ hitps://appnav-prod.ec.wvm.edu/applicationMavigator/seamless - @ | Search. £~
Q' Purchasing | WWMCCD

X @ellucian  Requisition FPAREQN 9.3.9 (PROD)

Q' Production Instances | Banner @ Application Navigator

B RETRIEVE L REIATED ¥ TOOLS

Start Over

insert @ Delete Ta Y. Filter

ADD

Requisition: NEXT

¥ REQUISITION ENTRY: REQUESTOR/DELIVERY

Requisition ~ NEXT Comments |:| In Suspense
Order Date  y0/19/2020 Commodity Total 0.00 |:| Document Text
Transaction Date  yo/19/2020 Accounting Total 0.00

10/18/2020

Delivery Date Document Level Accounting

q IDelivery i Vendor Information

¥ VENDOR INFORMATION

insert @ Delete ¥mCopy 7 Filier

Vendor [G0157846¢] -] [Fast RfEponse On-Site Testing Inc Contact || ]

Vendor Hold Email |
Address Type |
Sequence | Phone Area Code

Phone Number

StreetLine 1 1840 415t 4 Phone Extension

Street Line 2
Street Line 3 Fax Area Code
Fax Number
Capitola Fax Extension

State or Provin, CA Discount :I:|
Zip or Postal 95010-2527 Tax Group \ California Sales Tax
Currency \

Record: 1/1 FPEREQH.FPEREQH_VENDO C 10 - 2020 ENucian. All rights ved. ellucian.



**You now should have a Requisition number at the top left of the page. You will need to write
this down.

When working in the Commodity and Accounting fields you want to tab through everything
that you can. This will help with Banner calculating.

Never use the Commodity box.

Tab past the Commodity box to enter in the Description. Enter the description of the goods
you're purchasing in the Description field.

Tab and enter the unit of measure in the U/M field.

Tab and enter in Tax Group, CAD or D00. CAD is automatically populated. All physical items
need to have tax even if the vendor doesn’t collect it.

Tab and enter the quantity in the Quantity field.

Tab and enter the price in the Unit Price field.

Tab all the way through until you end up back at the line item.



Search...

~ac

//appnav-prod.ec.wvm.edu/applicationMavigator/seamless
Q Purchasing | WYMRCD @Application Navigator x

X  @c'lucian

Q' Production Instances | Banner

B RETRIEVE gL RELATED % TOOLS

Start Over

Requisition FPAREQN 9.3.9 (PROD) ADD

Requisition: R0024755

@ ¥ REQUISITION ENTRY: REQUESTOR/DELIVERY Insert @ Delete ¥ Y. Filter
Requisition R0024755 Comments |:| In Suspense
ﬁ Order Date  y0/19/2020 Commodity Total 5.000.00 |:| Document Text
Transaction Date  yo/19/2020 Accounting Total 0.00
Q Delivery Date  10/19/2020 Document Level Accounting
3 q IDelivery Vendor Information Commodity/Acct ing Balancing/Completion

& ¥ COMMODITY £ Settings Insert [ Delete W@ Copy 7. Filter

Iltem Commeodity Description um Tax Group Quantity Unit Price Q@ommeodity Text Item Text Add Commodity
@ 1 4 Open PO for Environment._. EA D00 1.00 5,000.0000 | | |

Record 1 of 1
Extended Amount 3,000.00 Tax 0.00 |:| Distribute
Discount [ D.DD] Commodity Total 5,000.00
e Additional | 0.00] Document Total 5.000.00
¥ ACCOUNTING £ Settings Insert [ Delete T Y. Filter
Sequence COA Year Index Fund Orgn Acct Prog Actv Locn Proj NSF Override NSF S
30 D D
&’ < >
Record 1 of 1
% usp
Extended Amount ] ™
a | X SAVE

ellucian.

Record: 171

FPRREQD.FFRREQD_COMM_

10 - 2020 Elucian. All ights reserved.



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 ltem Text.

e @ https://appnav-prod.ec.wvm.edu/applicationMavigator/seamless -~ o waich 02~
Q' Purchasing | WYMCCD Q' Production Instances | Banner  (9) Application Navigator % T

X  @ellucian  Requisition FPAREQN 9.3.9 (PROD)

Document Text [F OAPOXT]

Requestor/Delivery Information Vendor Information Balancing/Completion

Commodity Text [FOATEXT]

@ I O #H|2

a > SAVE

Record: 111 FPRREQD.FPRREQD COMM_CODE [1] 2000 - 2020 ENucian. All rights reserved. ellucian.




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

e @ hitps://appnav-prod.ec.wvm.edu/applicationMavigator/seamless g Search... £~
Q' Purchasing | WWMCCD Q' Production Instances | Banner  (9) Application Navigator x |[f
X  @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (PROD) ADD 2 OFTRIEVE gg RELATED ¥ TOOLS
TextType: REQ Code:  RO024755 [ e |
@ Change Sequence: Item Number: Pl
Vendor:  G01578468 Fast Response On-Site Testing Inc Commodity:  Open PO for Environmental H
ﬁ Description
Modify Clause: [ | | Copy Commodity: [ |
Q Text
Default Increment: [ 10 ]
B 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.

@

Record: 1/1 KEY_BLOCK KEYBLOK_DTYP_CODE [1] 0 - 2020 Ellucian. All rights ) ellucian.



Type your additional description in the Text field and click Save in the bottom right corner of the
screen.
Once saved you can exit this screen.

e @ hitps://appnav-prod.ec.wvm.edu/applicationMavigator/seamless - @ & | Search.. 2~
Q' Purchasing | WWMCCD Q' Production Instances | Banner  (d) Application Navigator x (LT
X  @ellucian  Procurement Text Entry FOAPOXT 9.3.6 (PROD) ADD

Text Type: REQ Code: R0024755 Change Sequence: [tem Number: 1

Vendor: G01578468 Fast Response On-Site Testing Inc Commodity Description: Open PO for Environmental Health and Safety Modify Clause:  Copy Commodity Text:

B RETRIEVE i RELATED ¥ TOOLS

Default Increment: 10

¥ PROCUREMENT TEXT ENTRY £+ Seftings Insert [@ Delete ¥m Copy ¥, Filter

Cluse Number Print * Line

Text

|Regu\atory Compliance FY 20-21] [«

Record 1 of 1

Record: 171 ©2000 - 2020 Elucian, All rights reserved. t'lucian.

FOBTEXT.FOBTEXT_TEXT [1]



To add additional items, arrow down using your keyboard.
Select the Next Section or Alt+Page Down button in lower left corner to proceed to next step.

e @ https://appnav-prod.ec.wvm.edu/applicationMavigator/seamless -~ @ c | Search.

Q' Purchasing | WWMCCD
X @ ellucian

Q' Production Instances | Banner @ Application Navigator x (LT

Requisition FPAREQN 9.3.9 (PROD) ADD B RETRIEVE gL RELATED ¥ TOOLS

Requisition: R0024755

Start Over

Q ¥ REQUISITION ENTRY: REQUESTOR/DELIVERY insert @ Delete ¥ Copy Y. Filter -
Requisition R0024755 Comments |:| In Suspense
@ Order Date  y0/19/2020 Commodity Total 5.000.00 |:| Document Text
Transaction Date  yo/19/2020 Accounting Total 0.00
O\ Delivery Date 10192020 Document Level Accounting
= - TR Vendor Information Balancing/Completion
& ¥ COMMODITY £ Settings Insert @ Delete ¥ Copy 7 Filier
Item Commodity Description um Tax Group Quantity Unit Price Commodity Text Item Text Add Commodity
©) 1 [Open PO for Environmer| = D00 1.00 5,000.0000 O = O
Record 1 of 1
Extended Amount 3.000.00 Tax 0.00 [] Distribute
Discount [ D.DD] Commodity Total 5,000.00
C_) Additional [ 0.00 ] Document Total 3,000.00
¥ ACCOUNTING £ Settings Insert @ Delete ¥ Copy | Y. Filter
Sequence COA Year Index Fund Orgn Acct Prog Actv Locn Proj NSF Override NSF S
0 D D
&1 < >
Record 1 of 1
% usp

Record: 1/1

FPRREQD.DISFLAY_COMM_DESC [1]

Extend'% nt ] v

10 - 2020 Elucian. All iights reserved.

SAVE

ellucian.




To enter your accounting information in the Accounting fields (Fund, Orgn, Acct, and Prog) hit
the Tab button to enter in the information. Then click on the Next Section or Alt+Page Down
button to proceed to the next screen. If you entered additional item text, you'll notfice the Item
Text box is now checked.

e @ https://appnav-prod.ec.wvm.edu/applicationMavigator/seamless -~ @< | Search.

Q' Purchasing | WWMCCD
X @ ellucian

Q' Production Instances | Banner @ Application Navigator x (LT

Requisition FPAREQN 9.3.9 (PROD) B RETRIEVE  ZLRELATED % TOOLS

Start Over

ADD

Requisition: R0024755

Q ¥ REQUISITION ENTRY: REQUESTOR/DELIVERY insert @ Delete ¥ Copy Y. Filter
Requisition R0024755 Comments |:| In Suspense
@ Order Date 10/19/2020 Commodity Total 5.000.00 |:| Document Text
Transaction Date  yo/19/2020 Accounting Total 0.00
O\ Delivery Date  10/19/2020 Document Level Accounting
: - IDelivery Vendor Information Balancing/Completion

& ¥ COMMODITY £ Settings Insert @ Delete ¥ Copy | Y. Filter

Iltem Commeodity Description um Tax Group Quantity Unit Price Commodity Text Item Text Add Commodity
@ 1 Open PO for Environment._. EA D00 1.00 5,000.0000 | [l |

Record 1 of 1
Extended Amount 3,000.00 Tax 0.00 |:| Distribute
Discount [ D.DD] Commodity Total 5,000.00
[:9 Additional [ 0.00 ] Document Total 3,000.00
~ ACCOUNTING £ Settings Insert [0 Delete ¥ Copy 7. Filter
Sequence COA Year Index Fund Orgn Acct Prog Actv Locn Proj NSF Override NSF S
- D 21 110819 309600 500104 677000 [ O
& < >
Record 1 of 1
% usD
Extended Amount ] =
a | x SAVE

Record: 171

FPRREQA FPRREQA_ACTV_CODE [1]

E2000 - 2020 Elucian. All rights resenved.

ellucian.



On the next screen, if your requisition is complete you can select Complete.
At this point your requisition is forward to the approval process.

e @ hitps://appnav-prod.ec.wvm.edu/applicationMavigator/seamless

Q' Purchasing | WWMCCD
X @ ellucian

Q' Production Instances | Banner @ Application Mavigator

Requisition FPAREQN 9.3 9 (PROD)

~ac

Search...

ADD

B RETRIEVE L REIATED ¥ TOOLS

Requisition: R0024755
* REWUISITION ENTRY: HEQUESTUR/DELIVERY

T BALANCING/COMPLETION

Vendor | G01578468 Fast Response On-Site Testing Inc
@ Vendor Hold
COA D District Chart
Requestor  Ging Venn
C% Organization 309600 Purchasing
¥ AMOUNTS
Input
- Approved Amount 5,000.00
& Discount Amount 0.00
dditional Amount 0.00
Tax Amount 0.00
| Complete | In Process

a X

Record: 1/1

(nt
Requisition R0024755 Comments
ﬁ Order Date  y0/19/2020 Commodity Total 5.000.00
Transaction Date  yo/19/2020 Accounting Total 5.000.00
Q Delivery Date  10/19/2020 Document Level Accounting
- TR Vendor Information ~ Commodity/Accounting
=

Currency
Exchange Rate

Commeodity Record

Count
Input Amount

Converted Amount

Commodity
5,000.00
0.00
0.00
0.00

NI  UTiTe
[] in Suspense
[ ] Document Text

Insert [ Delete

5,000.00
Insert  [@ Delete
Accounting Status
3,000.00 BALANCED
0.00 BALANCED
0.00 BALANCED
0.00 BALANCED

- 2020 Elucian. All ights

Start Over

-m wupy ¥, rmen
~
s Y, Filter
@ Copy Y Filter
v
SAVE

ellucian.

JMPLETE_BTN [1]



