HOW TO SUBMIT A PURCHASE ORDER REQUEST IN SKYWARD FINANCIAL:

1. Loginto Skyward Financial (same website and login as paycheck access) :
https://skyward.iscorp.com/OfallonTWP203ILBusSTS/Session/Signin?area=Home&controller=Home&action=Ind
ex

2. Navigate to the main menu (three horizontal lines) and select “Administrative Access”.
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3. Select “Purchasing”
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4. Select “My Purchase Order”
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5. Select “Add Purchase Order”
,E_n_“ ' MY PURCHASE ORDERS 77

MY PURCHASE ORDERS
carch Purthace Ovde Y, <@ view Senare Detouit "W Fiter Mo History % uick Fite s
kN o 12 o o [} ] o [ o [ o o
Purchase Onder  Purchase Order Attachments Vendor Status. Descrption Amount Bateh Fiscal Vear | Attention Purchasing  Ship Date.
Humber Request Humbrer Group Code

Ne records to display

-


https://skyward.iscorp.com/OfallonTWP203ILBusSTS/Session/Signin?area=Home&controller=Home&action=Index
https://skyward.iscorp.com/OfallonTWP203ILBusSTS/Session/Signin?area=Home&controller=Home&action=Index

6. Select your “Purchasing Group” from the drop down menu. The menu will populate all of the groups for which
you have access. Select the appropriate group for your request.

BssesncdDeni  Blsae Oceance
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“Purchasing Group v
T <@ View: Skywara Default Y Fiter: Skyward Default More v/
Purchasing Purchasing Group Description
“Vendor 042 CTE-BUS PO GROUP \ =
T TS PO GRCT

*Description
CTE-IND TECH PO GROUP

045 CTE-OTHER PO GROUP
“Batch 055 INTERSCHOLASTICS PO GROUP
“Ship To 140 CTEI GRANT PO GROUP
141 PERKINS PO GROUP
Delivery Instruction
420 TEXTSOOK PO GROU?
Attention To
50 ¥ | Total Records
Commodity
Due Date | 10/3/201% Wednesday =
Contract
Ship Date | 10/30/2019 Wednesday [}

7. Select Fiscal Year
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*Fiscal Year | 2020-2021 A

8. Leave the blanket box unchecked unless you intend to use the purchase order as a “not to exceed” purchase
order that will include multiple purchases over time. Leave the shop online box unchecked.

“Purchasing Group | 045 v || CTEOTHER PO GROUP v
“Fiscal Year | 2013-2020 M
Type () Blanket
=l e
*Vendor

“Description

*Batch

*Ship To O'FALLON TOWNSHIP HS DISTRIC' ~ | | 600 S SMILEY STREET O FALLON, IL 62269

9. Select the vendor from the Vendor List. You can either begin typing the vendor’s name or can use the arrow to
utlize the drop down menu. (Note: if the vendor you would like to use is not available for selection, please send
Jon Sparks the vendor name, address, and any other relevant information so she can add the vendor to Skyward.
You will need to cancel your request until Jon has added the vendor.)
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Baten @ oeec 2 AISLE - ASSOC ILSCHOOL LI... 100069 PO B0x 1326 GALESSURG, IL 61402
@ seleer D ALBERS FIRE PROTECTIONE... 100070 PO Box 26 BECKEMEVER, 1L 62219
Ship To
Q@ select ALBERT, MICHAEL 100542 443 FALLING LEAF WAY MASCOUTAH, IL 62258
truction Q seet ALLEGRA PRINT AND IMAGL... 100071 2116 SCHUETZ ROAD ST LOUIS, MO 63146
ionTo Q@ Selet D AMAZON.COM CREDIT 100072 PO B0x 530956 ATLANTA, GA 30353
Q select (3 AMERICAN ART CLAY CO. 100075 6060 GUIGN ROAD INDIANAPOLIS, IN 46254-1222
imodity
Q select (3 AMERICAN ASSOC FOR ADVa. 1200 NEW YORK AVE NW WASHINGTON, DC 20005
veDate P — o
Q seect (3 AMERICAN BURGLARY AND .. 507 RUDDER ROAD FENTON, MO 63026
ontract @ Select (3 AMERICAN FIDELITY (FLEX) 100005 PO Box 25510 ATTN FLEX DEPARTMENT OKLAHOMA CITY, OK 73125
Dote DSt O AMERICAN FILDELITY (INS) 100006 PO Box 25523 ATTN CUSTOMER SERVICE OKLAHOME CITY, OK 73125
ip Date
@ seler (D AMERICAN FUNDS INVESTA... 100007 PO Box 6007 AMERICAN FUNDS SERVICE €O INDIANAPOLIS, IN 46209-...
@ seleer 1D AMERICAN INSTITUTE BI0LO).. 950 HERNDON PARKWAY SUITE 250 HERNDON, VA 20170
-



10. Add a‘wgugkneral description of the purchase request in the description field.

Vendor | AMAZON.COM CREDIT v | PoBox 530058 ATLANTA, GA 30353

“Descriptigfi” | 20 |PADS, 20 |PAD CASES FOR FINANCE ELASSES
4

“Batch
“SipTo  OFALLON TOWNSHI HS DISTRIC | 6005 SWILEY STREET O FALLON, IL 62269

y nstruction ~

Attention To | JULIE L KNUTSON

Commedity v

Due Date | 10/30/2012 Wednesday =

11. Enter the batch. The batch should be the date of your request in the following format: YYYYMMDD

*Batch | 20191030

*ShipTo CF T TORNSHIP HS DISTRIC v | | 600 S SMILEY STREET O FALI

Instruction

12. The shipping address will default to the Smiley campus. Use the arrow and drop down menu if you need to
change delivery to the Milburn campus.

Type o mani

v ot ame Ful g Address
QTN OPALICHTOAMSHPHSCIS.. 650 MILSURY SCHOGL AGAD O FALLON, L £2268
cxrption
@ seeq) OFALLON TOWNSHIP 15 IS 600 § SMILEY STREET O FALLON, 1 62269
Btch
“ShipTa GFALLON TO

13. Optional: Add delivery instructions using the arrow and drop down menu.

14. The “Attention to:” field will automatically fill with the requester’s name.

y Instruction | DELIVER TO SECURITY DESK AT MAIN ENTRAMCE hd
Attention To
Commaodity A% v
Mna Nata | 10209018 Wad nasdan =

15. Leave the commaodity, due date, contract, and ship date fields as is

Due Date | 10/30/2019 Wednesday
Contract

Ship Dat 30/2019 Wednesday

16. Select “Save and Add Detail”

50 8o 530858 ATLANTA, GA 30255




17.

18.

19.

20.

21.

22.

23.

Complete the purchase order detail screen for every separate line item within your request. For purchase order
detail type, select merchandise (this is the default).

Purchase Order Detail Type | M - Merchandise ¥

Leave the catalog item field blank and write the item description in the description field. Leave the commodity
field blank.
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Enter the quantity, unit of measure (optional), and unit cost. The total cost will automatically populate in the
“entry amount” field. Leave the project and grant fields blank.

*Quantity | 20.00000
Unit of Measure | EACH “ | EACH v
*Unit Cost ($) | 500.00000
Entry Amount (3) 10000.00
Project

Grant

Select the appropriate account from the drop down menu. If the account you need is not listed, contact Beth
Shackelford. (You may distribute between multiple accounts if desired.)

@ View POVIEW T Fiter: Sepwa

d Default More

Account Account Description Quick Key Category 1 Category 2 Category 3 Category 4 Funding RS

o~ —
k@ Seet  10ET00410045000000000  SUPPLESGENERALCTEOTHER )

@ SeRcTUETADD 540045 000000000 CAP QUTLAV-EQUIP-CTE.OTHER
¢
£ | Total Recards

v 10000.00 10000

Do not select asset; leave the receivable box checked as is.

If a discount will be applied to the order, enter it as its own line item within your request. Instead of adding a
positive quantity, add a negative quantity (i.e. “-1”) and enter the discount amount in the unit cost field.

If shipping will be applied to the order, enter it as its own line item within your request. Add a quantity of 1 and
“shipping” in the description field.



24. Once all line items are entered, select “Save”. If more line items need to be entered, select “Save & Add
Another” and repeat steps 17-22 until the request is complete.
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25. Note: If the selected account does not have funds available for the purchase, your request will be denied. If this
occurs, please change the unit cost field to $0.00, save, and contact Beth Shackelford to discuss fund availability.

26. After saving the final line item entry, attach supporting documentation as a pdf to each line item as applicable.
a. Click on the paper clip under the attachment heading
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b. Select “Add Attachment”, leaving the attachment type as default.
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c. Click on “Select Files” and choose files to upload. Select “save” if attachments are complete or “Save &
Add Another” for additional attachments.
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d. Once all attachments have been uploaded, close the attachment dialogue box.
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27. On the “My Purchase Orders” screen, click on the triangle next to the curved arrow and select “submit”.
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28. Your request will be sent to the business office for approval. You will receive notification when your request has
been approved.

FOLLOWING PURCHASE ORDER APPROVAL:

1. You will receive a message from Skyward indicating that your request was approved.

2. In Skyward Financial, navigate to Administrative Access, Purchasing, My Purchase Order to view your purchase
orders.

3. To print a purchase order, navigate to Administrative Access, Purchasing, Print OTHS Purchase Order
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4. On the next screen, you will choose which Purchase Orders you would like to print. You can select by PO
number, batch, vendor, post date range, or print status. You may use whatever option you prefer.

PROMPTS

Purchasing Group | Show ! values Q
Purchase Order Number | € 0432000010 Q| @cieer
Batch | show allvalues Q
“status
Vendor | show al values a
Fiscal Vear | Show allvalucs Q
“Post Date Range | 01/01/2020 Wednescay 5 53— [ osr0s2020 Tuescay &=

PrintStatus | Show 3l valuas v

5. After you make your selection, click on “Run Report”
Run Report
Enter Report Details

ED Reset Prompts {j Run Report ® Cance!

Report Name Primary Module Ow
Print OTHS Purchase Order Purchasing sky

PROMPT TEMPLATE

6. Your purchase order(s) will be displayed. From this screen, you can download or print your PO.

&. Download ﬁ Print m Run Report Specific

7. To submit an invoice associated with a PO, please follow the “Skyward Financial Invoice Instructions”. The
invoice should be created after goods are received (creating and submitting the invoice is what authorizes the
business office to pay the bill).



