INSTRUCTIONS FOR COMPLETING
A REQUISITION and BUDGET FORM 
Prior to entering any data on the form you should Save it into your own directory:

1. Click on File on the toolbar
2. Click on Save As
3. Save the form in your directory
In addition to going to the forms directory to use a form, you can now use this form in the future.

Once you save the form, follow these instructions to complete the Requisition Form:

	FIELD
	EXPLANATION

	Requisitioned By
	Person requesting order.  This name will appear in the “ship to” line on the purchase order.

	Date
	Date you are completing requisition

	Date Requested
	Date you want the item shipped.  The  system defaults to two weeks from date of entry.  If you want the item sooner or later, change the date.  If two weeks is good, leave this space blank.

	Department
	List the Department you work in. i.e.: Science, Math

	Vendor
	List the name of the company you want to purchase your item from.

	Address
	If this is a new vendor, enter their address.  If this is a vendor you have used before , you can leave this space blank.  The system maintains the address.

	Ship to Contact/Address
	List the school where you want this sent followed by the name of the department. i.e.: NHS/Science.  You do not need to fill out the address of the school.

	Description
	Explanation of the item you are purchasing

	Part No.
	This is the order number

	Unit
	If you want to indicate the way the goods are ordered, by the dozen, case or box. You can leave this blank

	Quantity
	The number you are ordering

	Unit Price
	List the price for one unit

	Tax
	Leave this blank, we do not pay tax

	Freight
	Enter the shipping cost here

	Account Number
	Enter the account that will be charged for the item

	Cost
	The system will calculate the cost

	Notes/Instructions
	You can give the vendor special instructions.  Whatever you put here will appear on the purchase order.

	Budget Request Priority (Use on the 07-08 budget form only)
	Circle to budget priority

	Budget Request Status (Use on the 07-08 budget form only)
	Circle the type of budget request

	Saving Form
	Click on Save As

Give the form a unique name

Click on okay

You can email form to the person responsible for entering the requisition in Budget Sense


Editing the Requisition Form
The Requisition Form has been protected to prevent you from changing the form; however, there may be times when you need to add additional lines.  Follow the steps listed below to edit the form.

	Action
	Instruction

	Unprotect the form
	· Click on Tools on your toolbar

· Click on Unprotect
· Type in the Password: region14
· The forms will now be unprotected and you can make adjustments as needed

	Insert a line
	· Click on the line above where you want to enter a new line

· Click on Insert on your toolbar

· Click on Insert a Row
· Add as many lines as you need

	Copy the Total Formula to the new lines
	· Place your curser on the lower right hand corner of the line above your first new line in the Total Column
· When you see a Black cross, right click on your mouse and drag the curser down through the new rows.

	Protect the form
	· Clock on Tools on your toolbar

· Click on Protect
· Type in the Password: region14, the form will now be protected
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