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Mission: All students will graduate prepared and ready for college or career.
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Requisition Checklist

❑ Federal Fund and Inventory Funds require Sam.gov (Debarment)

One of the following:

❑MISD Contract
❑ Cooperative Contract

https://sam.gov/SAM/
https://www.midlandisd.net/Page/32039
https://www.midlandisd.net/Page/31362


How to Enter a Requisition 
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What is a commodity Code?  
Commodity codes are standard classification codes for
products and services used to detail where money is spent 
within a company.

What is the purpose of a commodity code?  
Using these codes tells Procurement Services what kinds of items are purchased most, so we can build 
better contracts to serve your needs.

How do these codes help us?  
Better contracts mean better pricing from our suppliers, and hopefully, better service. Commodity 
codes let us review rates for each supplier, as well as suppliers offering the same exact product, and 
make contractual changes to give the UW the best possible price. You’ll see more contracts to 
purchase from, a dedicated contract specialist for purchases at the supplier, and the best pricing we 
can obtain.  



Why do we need to worry about commodity codes?  
44.031. Purchasing contracts (a) Except as provided by this subchapter, all school 
district contracts for the purchase of goods and services, except contracts for the 
purchase of produce or vehicle fuel, valued at $50,000 or more in the aggregate for 
each 12-month period shall be made by the method that provides the best value 
for the district.

How do I know we are getting close to the purchasing thresholds for this commodity?  
The information will be located with our finance system(Skyward)  
We can build a qualifier in the system that will alert purchasing and our users.

Why are commodity codes important?  
Commodity codes allow us to look at what is spent in a campus or department 
and compare it with other institutions.
Are you paying the same price as the school district comparable to our size?
Is our neighbor getting better rates?



To Obtain the Commodity Code

1. Go to our Midland ISD website: 
www.midlandisd.net

2. Under the Departments tab

3. Click on Purchasing Services

4. From the drop-down + 
Purchasing Department

5. Click on Forms

6. Click on Texas NIGP 
Commodity Book Index.

Quick Link: https://mycpa.cpa.state.tx.us/commbook/indexSearch

http://www.midlandisd.net
https://mycpa.cpa.state.tx.us/commbook/indexSearch










Requisition Approvals
● Purchasing Department approves requisitions at the end of each day. 

● Submit your requisitions with at least seven (7-14) business days prior 
the desired delivery date.

● Keep in mind there can be delays in the process:
○ Incorrect budget code
○ Requirements not met (i.e., no supporting documents, contract not 

chosen)
○ Not enough information to make payment
○ Approvers may be on vacation, taking a personal or sick day, it can 

be a holiday or bad weather day.



Purchase Order is Created & Provided to Vendor
● When a requisition is approved, a Purchase Order is created. 

● Purchasing department will provide the purchase order number to the 
supplier by email or fax.

● The supplier should send their invoice to 
MISDInvoices@midlandisd.net from the 
delivery date.

● If the purchase order is to be paid by credit 
card, purchase order should be made out to 
Wells Fargo.

mailto:MISDInvoices@midlandisd.net


WAREHOUSE & RECEIVING 

Presented by Calvin
432-240-1982

prowhse@midlandisd.net

mailto:prowhse@midlandisd.net


Receiving

1. Warehouse will receive in Skyward for all PO’s shipped to warehouse.

2. Campuses/departments are responsible for verifying all items received in Skyward once they are 
delivered to you.

3. Warehouse uploads packing slips for all PO’s, if provided by vendor.

4. All items are received in Skyward daily. Please check at the end of each day before calling the 
warehouse to see if we have received your order.

5. Campus/department can check status in Skyward, under PO activity or receiving.

6. For items not received, please contact vendor for status and get tracking 
information so that you will know when the items should be received. 

7. Takes 3-5 business day for items to reach its destination if delivered to the
warehouse.

Mission: All students will graduate prepared and ready for college or career.



Step 1: Access Skyward and Financial 
Management 



Step 2: Search for the PO or 
Click Add  



Step 3: Attach Bill of Lading and Key in 
the number of goods. 



Step 3: Continued



Error in Shipment Form
• If you receive a warehouse order that is incorrect: 

• Fill out the “Error in Shipment” form found on the purchasing/warehouse website. 
• Attach the requisition printed from the warehouse, not a printed screen shot.

• If you receive a PO that is incorrect:
• Fill out “Error in Shipment” form with PO documentation. 

• Please verify all shipments within 3-business days. 
*Especially electronics such as laptops, computers, displays, etc.

• There is a 7-day return window for these items.

• All items shipped to the warehouse address will have to be returned from the 
warehouse address.

• For further assistance, you may email us at prowhse@midlandisd.net

https://www.midlandisd.net/cms/lib/TX01000898/Centricity/Domain/44/Error_In_Shipment.pdf
mailto:prowhse@midlandisd.net


Warehouse Requisitions
1. Submitted through Skyward, click on the Inventory tab, then Requisitions to start 

process.

2. Click Add over on the right side of the screen that will take you to the school/dept. 
location and description, enter information and save.

3. You can search by item code or item description by clicking on the upper right-hand 
corner, select quantities, and save.

4. Next, add requisition accounting information and submit for approval.

5. Please print a physical copy of the warehouse items catalog from MISD website, 
purchasing/warehouse.

6. Orders can be picked up from warehouse, if needed. 
Please call ahead so we have boxes ready.



Warehouse Inventory Items
Office Supplies

Nursing Supplies

Covid - 19 Supplies

Custodial Supplies

https://www.midlandisd.net/cms/lib/TX01000898/Centricity/Domain/44/SchoolWhseListPicsUpdated11-30-17.xlsx
https://www.midlandisd.net/cms/lib/TX01000898/Centricity/Domain/44/NurseWhseListPicsUpdate%208-1-17.xlsx
https://www.midlandisd.net/cms/lib/TX01000898/Centricity/Domain/44/Covid19-Supply%20List.xlsx
https://www.midlandisd.net/cms/lib/TX01000898/Centricity/Domain/44/CustodialWhseListPicsUpdated%2011-30-17.xlsx


Questions?
Contact the Purchasing Department

purchasing@midlandisd.net

mailto:purchasing@midlandisd.net

	Skyward Requisition �Training
2020 - 2021
	Purchasing Team
	Slide Number 3
	Requisition Checklist
	How to Enter a Requisition 
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Requisition Approvals
	Purchase Order is Created & Provided to Vendor
	Slide Number 19
	Receiving
	Step 1: Access Skyward and Financial Management 
	Step 2: Search for the PO or Click Add  
	Step 3: Attach Bill of Lading and Key in �the number of goods. 
	Step 3: Continued
	Error in Shipment Form
	Warehouse Requisitions
	Warehouse Inventory Items
	Slide Number 28



