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Requisition Entry — Online Shopping

Most items from Nasco, Staples, School Specialty, Lakeshore Learning, School Health, WW
Grainger, Really Good Stuff, Follett (library orders only), Amazon and Mackin should be purchased
through “Online Shopping.” (In Munis we referred to this as “PunchOut.”) NEVER combine items
on a requisition — i.e., online shopping items should not be mixed with items entered manually.

1. From your DEPARTMENTAL FUNCTIONS folder open REQUISITION ENTRY:

Main erms/Miscellaneous Jser Define

Main Information

Dept/Loc * 511 BUDGET PLANNING & ACCTNG OFFIC Status 2 Created
2021 Current Next > Needed by
7375 Entered * BT
PO expiration
Staples Receive by
Project accounts applied
Vendor Information Shipping Information
> . 294 D Committed —_—) shipto* 05110D
Name STAPLES CONTRACT & COMMERCIAL BUDGET PLANNING ACCOUNTING
PO mailing 0 545 WEST DAYTON STREET
PO BO 4
DISON
Email
DALLAS ™ 5266-040 ———— P Reference ((Becky Bender |
Delivery method [ Frint [] Fax [ emai E-Procurement
Remit 1 D STAPLES BUSINESS ADVANTAGE

0O vendor/Sourcing Notes ]

Enter the name to reference on vendor's shipping document.

2. To start entering a Req, click the + on the tool bar, which is ADD, then TAB.

Field

Description/Data to enter

Dept/Loc

Will auto-fill based upon your user id

Fiscal Year & Req Number

Will auto-fill

General Description

Enter the Vendor Name

Needed by Enter a date. A date must be entered or your order will not
be processed.
Vendor Type in number or Search.

Nasco = 242
Lakeshore Learning = 1594
School Health = 801

School Specialty = 12811

Staples = 294

WW Grainger = 1178
Really Good Stuff = 3289 Follett = 430

Mackin = 12022 Amazon = 15622

Shipping Information
Important!!!!

This defaults to Pflaum. Leave this as defaulted for Nasco
and School Specialty.
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Change to your “D” location for Staples.

Reference For Staples enter the name of person requesting items on
(Under Shipping Info) this requisition
Deliver To Button For Staples do not enter any information.

For Nasco and School Specialty enter your school’s “D”
location. In the “Reference” field enter the name of the
staff member that is requesting this item.

3. Click Accept in the upper left. The line detail will open.

4. Then select the “Shop Online” button on the top of your screen.

= *4% Line ltems

N e AL © 0 6.

This will take you to a screen where you will need to select which of the online vendors you
wish to use.

Vendor | Alpha Sort

294 STAPLES CONTRACT & C

12811 SCHOOL SPECIALTY-EDU

430 FOLLETTSCHOOLSOLU @ Follett - Library Orders only

242 NASCO EDUCATION LLC
801 SCHOOL HEALTH CORP
1178 W W GRAINGER INC
1594 LAKESHORE LEARNING M
3289 REALLY GOOD STUFF

15622 AMAZONCOM

In our example, you should click on Staples and then click Accept. This will take you back to
the requisition line detail screen. You may see the hourglass or the screen may seem to
hesitate slightly, however, in a short time you will be connected to the vendor’s site as
shown in the next screen.
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1 Staples Products Services - Search Q

f3 Orders View all = Lists @ View all
Find by order number Q Healthy & Safe - Staples Recommends New
15 items
*Work Essentials - Staples Recommends New
N\ 23 items

D Dana’s list

You don't have any 1item

recent orders to display.

Create a new list

Up to 25% off

Save time and money with
| multipacks and high yield.

Paper for all
your projects

Pick the pack size perfect
for your to-do list.

Text watermark

You should shop in the vendor’s website.

You can either enter an Item # or Search the “Shop by Category” lists. You will notice that
some of the Item numbers have changed, so use the Staples item number. Select the item
you want, enter the quantity and click “Add to Cart” then you can either Continue shopping
or go to Checkout.

Once you are done shopping, select “Check Out” on the vendor’s site. This may be in
different areas of your screen depending on which vendor you are using. In the case of
Staples you will be asked to “Review Item Information.”

M Staples Q =) =

Review & Checkout

Order Summary

fterms (1 $179.10

1itemin cart

Delivery

N

Order Summary

§179.10

If everything is OK, scroll down and click “Submit Order.”
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&« CcC O B mmsdvendorstest.munisselfservice.com/PunchOutPOSubmission.ashx

2 Apps MMSD bookmarks @8 WI DPI Online Servi.. &l PrimeroEdge Schoo.. % Munis Support | Tyl.. ) MMSD Financial Pr.. @8 WUFAR % Login - Cloud Admin  [B] |

Your items have been submitted to MIUNIS.

Once in MUNIS, click the "continue” option to populate
your requisition with your items.

Itis OK to close this page.

You will receive a message “Your items have been submitted to MUNIS.”

BE CAREFUL IN THIS SECTION AS YOUR SCREEN AND COMPUTER SETUP MAY BE
DIFFERENT THAN THE SCREEN ABOVE.

Go back to the Line Detail tab in Munis. Select the Continue button as shown below and this
will bring the vendor’s shopping cart into the Munis requisition.

Requisition
Fiscal year| 202 Number 7375 Line
Detail
Quantity * 90.00 Unit price 99000
Commodity D uom* EA
Inventory item C] Freignt
Location Discount percent
Pick ticket
Type
Purchase Credit
Line item total 179.10
Description zer with .
0z. (ML312 Amount justification: Not Needed

Miscellaneous
Manufacturer Bid C]
Manufacturer item no v Dept/Loc 511 BUDGET PLANNING & ACCTNG OFFIC
Vendor 204 Required by 05/01/2021
PO mailing Reguested by
Delivery method Frint Receipt notification to

Fax 7 09 Capital asset N

WO number
val ()
WO task 0
E-Procurement
Notify buyer
Remit 1 C] STAPLES BUSINESS ADVANTAGE
1of1

Note: in the screen above, you have one line that was brought back into your requisition.

5. You now need to add the account number information that the item(s) should be
charged to. Begin by selecting Update on the ribbon for line one. This will open up
available fields on this screen.
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Account pion Amount
10.523.0411.258200.000.0000.000 - Purchasing Internal S

6. Click on the Seq field toward the bottom of the screen. Then click on the first box within
the Account field and enter your account number following the new chart of account
format. Then click on the green check mark to accept this information.

7. Move to the next line (if you have one) of the requisition by clicking using the arrows at
the bottom of your screen.

8. Again click on update to open the fields and click on the Seq field at the bottom of the
screen.

9. Once you are in the Seq field you can then click on the Copy GL Account button. This
will populate the account field with the same information that you keyed in for the first
line on the requisition. Repeat steps 6-8 until account numbers have been added to all
requisition lines. Click Accept after populating the account number in each line.

10. Once you have added an account number to each line, click back.

11. You are now back to the header screen for the requisition. Click on Release on the
ribbon at the top of your screen.

Status 6 Released

12. Status has changed to 6, Released.

Note: you can check the approval status by clicking on Approvers at the bottom of the
screen.

This req is sitting with Mick. If there are more than one approver, you'll see all of them
listed and you’ll get the date/time each person approves.

Steps
Step Status Activated Date Activated T
v 35 In Progress

~ By source business rule- Any Group Current

Mick Howen 03/16/2021 15:20
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