Skyward
Requisition Training

615 W. Missouri Ave, Midland TX 79701
Office Phone: 432-240-1960

Fax Number: 432-689-5897



Purchasing Team

Albert Valencia
Director of Purchasing
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Midland Independent School District

albert.valencia@midlandisd.net

Daniel Garcia
Purchasing Supervisor
daniel.garcia@midlandisd.net

Rita Rodriguez
Purchasing Buyer
rita.rodriguez@midlandisd.net

Faye Kinchen
Purchasing Tech - Vendors
georgia.kinchen@midlandisd.net

Yvonne Rodriguez
Purchasing Tech - Travel & Credit Cards
yvonne.rodriguez@midlandisd.net

Nereida Rubio
Purchasing Tech - Contracts
nereida.rubio@midlandisd.net

Skylar Mahan
Purchasing Tech - Commodity Codes
skylar.mahan@midlandisd.net
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Mission: All students will graduate prepared and ready for college or career.



Requisition Checklist

‘ge&c" One of the following:

. MISD Contract

(J Cooperative Contract

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

i

Midland Independent School District



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

How to Enter a Requisition

MIDLAND ISD
SKYWARD

1. PURCHASING TAB

' Account
" Management | Yendors

| mena

Q|

ats
.
a8

fed

N |

Midland Independent School District

v Purchasing - PU

Purchase Order Entry - PO
Purchasing Activity - VA
View My Purchase Orders - VO

Setup ' | ~Purchase Order Receiving - PR

Receiving - RC
Reports - RE

~ Purchasing Order Processing - ...

oy

~

+ My Requisition Processing - MR

2. REQUISITIONS

Requisitions - RQ | «¢-

Approve Requisitions - AR
My Requisition Approval History - MR
User Preferences - UP

Email Purchase Orders - EP
eCommerce Ordering - EC

’ PowerTrack - PT

it 2 2

Mission: All students will graduate prepared and ready for college or career.
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MIDL AND ISD Manuela Jimenez Account : Preferences Exit . ?
SKYWARD
Account : Accounts
Home |~ | \anagement | Vendors Payable | Inventory | A
<4 M » Requisitions i §@ . Favorites¥ €| New Window &5 My Print Queue
Views: A1l Groups v| Filters: [ skyward Default guick Filter (3)v| W [ =] (g Print
Requisition A/D | Batch Vnd Add
Number* w | Status Level | Number Description Vendor Name St Amount | Entered By —
There are no records to display; check your filter settings. =
Edit
3. Click on Add. Deleta
Clone
Notes
Attach

Submit

Add Expense |
Reimb Req |

Add from Online |
Catalog |

Print WIP '
Report




Requisition Master Information BN

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Master Information & .
Requisition Setup Information Egg ?J:'t?il \ ‘
Requisition Group: | 727 - Purchasing v] Save and Midland Independent School District
Fiscal Year: 2019 - 2020 July 1, 2019 - June 30, 2020 v/ Mase Add

O Account allocation by total requisition amount (YMA).
Account allocation by each requisition detail line (YDA). | ¢—— 4. Always Choose Detail Line.

(_ This is a Blanket Requisition/Purchase Order.
(] This requisition is used to restock a warehouse.

Requisition Information

* Description: IDESCRIBE WHAT YOU ARE PURCHASING, FOR WHO AND/OR PURPOSE. | = 5.

6. Choose Vendor. >
* Vendor: EMPIRE PAPER COMPANY 2708 E CENTRAL FRWY WICHITA FALLS TX 7630 v|
* Ship TO:[PURCHASING WAREHOUSE MIDLAND ISD 7201 BRIARWOOD AVE MIDLAND TX 79707 v]

Attention: IMANUELA JIMENEZ i

* Due Date: (06/04/2020 || . Thursday
Ship Date: . Thursday

Ship Via: l
Contract: | TB016-0120(E) Custodial Supplies & Equipment 6-30-20 v
Asterisk (*) denotes a required field
8. Save
7. Choose a current contract. i(?;'::?i‘rjgg
If contract is not available, contact Purchasing office. hamior

multiple.)



Requisition Detail Lines/Accounting

™ A

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Detail Lines/Accounting

Requisition Master Information

Batch Number: WEBREQ
Requisition Number: 0000027801
Group: (727) Purchasing
Fiscal Year: 2019 - 2020
Vendor: EMPIRE PAPER COMPANY
2708 E CENTRAL FRWY
WICHITA FALLS TX 76301
Contract: TexBuy#016-020(E)

Accounting: Account allocation by each requisition detail line.
Amount: 0.00
Ship To: MIDLAND ISD PURCHASING WAREHOUSE
Blanket PO: This is not a Blanket PO
Description: DESCRIBE WHAT YOU ARE PURCHASING, FOR WHO AND/OR PURPOSE.

Requisition Detail Lines

Asterisk (*) denotes a required field

* Line Number: e
Line Type: @ Merchandise Back
O Narrative 9. If items will not come in all together, it is best to give a specific
Catalog: J "‘quantity of the products in order to be able to
* Quantity & receive by quantity as they are delivered.
Unit of Measure: | v
* Unit Cost | 35.00000|I <—— 10. Cost of each product.
Total Amount: 35.00
* Descriptionf IF YOU HAVE AN ITEM NUMBER, DESCRIPTION, CODE, ETC FROM THE <4+—11.
VENDOR, PLACE HERE.
11 N T:
Commodity Code: | > https/mycpa.cpa.state.tx.us/commbook/indexSearch
Commodity Code: (cﬂeyjﬂf?ﬂﬁmywﬂﬂ_M)

First 3 numbers will be your commodity code.

-
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School District Purchases

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

Pencils

Copy Paper
TR Textbooks

Computers

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 are commodity codes important? ‘“3 "
)

Commodity codes allow us to look at what is spent in a campus or department \
and compare it with other institutions. Midland Independent School District

Are you paying the same price as the school district comparable to our size?
Is our neighbor getting better rates?

O~Q
ODFO=

How do | 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.

4 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.



To Obtain the Commodity Code E@F

Midland Independent School District

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

PURCHASING SERVICES

= Overview

MISD Employees

= Purchasing Department

Doing Business with MISD
Purchasing

Approved Cooperative Programs
Policies & Procedures

Training & Vendor Customer
Service

Forms
Staff

Skyward

> Current Bids & Active Contracts

+ Warehouse

> Mail and Print Services

> Travel

Approved Vendor List
Under Construction

Vendor Packet Forms
2019-2020 Vendor Packet
wW-9

Purchasing Forms
Independent Cost Estimate Form
3 Quote Form

Fixed Assets
Fixed Asset Deletion Form

Texas NIGP Commodity Book Index

ICommodity Code List



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

c o @ mycpa.cpa.state.tx.us/com
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= Glenn Hegar Midland Independent School District

Texas Comptroller of Public Accounts S bk T e
Home Contact Us

Co m m Od ity Boo k 13. Paste into web browser and hit enter.

06/04/2020 11:10:39 AM  72.48.175.194

State of Texas Commodity Code Search

Enter a word or words with blank spaces to match. Matches will contain all words entered.

Search Keywords

14. Key in item name.

(OR)

Search by class : (3 digits required)

15. Search Search 7> Reset




Enter a word or words with blank spaces to match. Matches will contain all words entered.

Search Keywords ; textbooks ‘
16. Below are the results for my “textbooks™ exampl'e.
(OR)
Search by class : (3 digits required)
Search 2> Reset
17. “715” will be my commodity code. Back To: Numerig Index
Search Resu ts
Class Code | 4 Description
715 - 00 PUBLICATIONS, AUDIOVISUAL MATERIALS, BOOKS, TEXTBOOKS, PREPARED MATERIALS ONLY
715 - 83 Textbooks, Adult Education
715 -84 Textbooks, Special Education
715 -85 v Textbooks, Pre-Kindergarten thru 5th Grade, Including Student and Teacher Editions
715 {86 Textbooks, 6th thru 8th Grade, Including Student and Teacher Editions
715 - 87 Textbooks, 9th thru 12th Grade, Including Student and Teacher Editions
715 - 88 Textbooks, College Level, Including Student and Teacher Editions
715 - 89 Textbooks, Early Childhood
785-70 Instructional Aids: Courses, Lesson Plans, Prepared, Programs, Ancillary Materials, DVDs, etc. (See Class 715 for Textbooks)
18. Return to Skyward.
(*) Automated Information Systems (AIS)

\l“' ’

Midland Independent School District



Requisition Detail Lines/Accounting

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Detail Lines/Accounting

Requisition Master Information

Batch Number: WEBREQ
Requisition Number: 0000027801
Group: (727) Purchasing

Fiscal Year: 2019 - 2020

Vendor: EMPIRE PAPER COMPANY

2708 E CENTRAL FRWY
WICHITA FALLS TX 76301
Contract: TexBuy#016-020(E)

Accounting: Account allocation by each requisition detail line.
Amount: 0.00
Ship To: MIDLAND ISD PURCHASING WAREHOUSE
Blanket PO: This is not a Blanket PO

Description: DESCRIBE WHAT YOU ARE PURCHASING, FOR WHO AND/OR PURPOSE.

Requisition Detail Lines

* Line Number:

Line Type: @ Merchandise
O Narrative

20. Save, =P | Save

Back

Catalog: |

* Quantity:
Unit of Measure: 'I
* Unit Cost: | 35.00000
Total Amount: 35.00

VENDOR, PLACE HERE.

Commodity Code: |715

* Description{IF YOU HAVE AN ITEM NUMBER, DESCRIPTION, CODE, ETC FROM THE

¥ PUBLICATIONS, AUDIOVISUAL MAT

44— 19. Type in “715” in the Commodity field.

Commodity Code: 715

[PUBLICATIONS, AUDIOVISUAL MAT]

\l“' ’
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Available Accounts (Accounts are displayed based on Account Clearance access)

-@_al ) Account Level Description
CASH - LOCAL MAINTENANCE
Fnd a Fc | Obj So | Org Funds Available Selected k/A/ccnunt Number Information
00 1101 00 000 O 0O 000 -
|:| Code Description
A 1102 $-526.29 100 PAYROLL FUND
100 A 00 1103 00 000 O 0O 000 $71,341,746.87 ] ” 00
100 A 00 1111 00 000 O 0O 000 $0.07 L] 01 LOCAL MAINTENANCE CASH
100 A 00 1141 00 000 O 0O 000 $0.00 L] ACCOUNT
100 A 00 1261 00 000 O 00 000 $-39,199,482.81 L] 00 GENERIC SUB-OBJECT
100 A 00 1289 00 000 O 0O 000 $-441,288.04 ] 000 000
100 A 00 1290 00 000 O 00 000 $0.00 L] o NONE
100 A 00 1292 00 000 O 0O 000 $14,096.98 L] 00 00
100 A 00 1293 00 000 O 00 000 $42,670.89 L] P00 GENERAL
100 A 00 1450 00 000 O 0O 000 $7,951.19 ] I
100 A 00 1494 00 000 O 0O 000 $0.00 L]
100 A 00 1499 00 000 O 00 000 $853,968.76 L]
100 L 00 2110 00 000 O 0O 000 $0.00 L] v
< >
¢ 4 P MW 100 records displayed Account Number:[ | S
Quick Key: | |
Total Amount to Distribute: $16.99 100.00%
Total Distributed: $0.00 0.00%
Amount Remaining: $16.99 100.00%
Selected Accounts ~
Account Number Amount Percent Remove

Remove All

Save
Accour
Distnit

Back

-

\J
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o Purchasing Department approves requisitions at the end of each day.

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

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

chosen)

o 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 ‘,@’

\

Midland Independent School District

o« When a requisition is approved, a Purchase Order is created.

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

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

o 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 ‘{5 F

Midland Independent School District

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 5{5"’
Mana gemen i

e

. MIDLAND ISD
SKTWARD

m' Vendors Inventory | 4
Q|
« Purchase Order Receiving - PR
R RC 5 -
Reports - RE € .

“Tventory Requisitions Awaiting My Approval
You do mot have access to approve inventory regquisitions

Reset Dachboards Select Widgets

Dislrict News a8

Ne news to display




Step 2: Search for the PO or
Click Add
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PO Line Items J,

Enter PO Number:

Line Items for PO

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

\J

Midland Independent School District

{{1 Attachments - WRPU\BRIAT - 25237 - 05,18.10,00.05-11.7 - Goagle Chrome - 0 X
i httpsy//skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinmidlandisdty/fattmview00 1M ermide=25237&isPopup=t
Attachments

PO Liné terns [ R

1 =TT P T Purchase Order Attachments

i s or ) St Available Attachments for PO Number 1181900021

i |l T UdH |0 f a __ = IR *

mmmm Pe A& Descripfion tered By Er Enlered FileSze O Add Fie

] i 5887 Wote G St P 1 wdd Link
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Step 3: Continued

{1 Purchase Order Attachments - WF\PUNPRAAT - 25237 - 05.18,10.00.05-11.7 - Google Chrome

& https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinmidlandisdix/fattmview003.w?isPopup=true

Purchase Order Attachments

Add Purchase Order Attachment for PO Number 1181900021

* Type: |
Entered Date: |12/07/2018
Entered Time: |10:08 AM
Entered By: |CALVIN WAYNE DUNSON

]v

IN

* Description:

* Attached File: | choose File | No file chosen

Email to Vendor with Purchase Order

Asterick (*) denotes a required field

\l“- '

Midland Independent School District
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Error in Shipment Form

* |f you receive a warehouse order that is incorrect:
e Fill out the “Error in Shipment” form found on the purchasing/warehouse website.
e Attach the requisition printed from the warehouse, not a printed screen shot.

e |f you receive a PO that is incorrect:
e 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.
e There is a 7-day return window for these items.

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

e 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 et o

1.

N |

Midland Independent School District

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

. 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.

. You can search by item code or item description by clicking on the upper right-hand

corner, select quantities, and save.

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

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

purchasing/warehouse.

. Orders can be picked up from warehouse, if needed.

Please call ahead so we have boxes ready.



Office Supplies

Warehouse Inventory Items

Nursing Supplies

;@
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Midland Independent School District

Covid - 19 Supplies
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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

Question® deas

Questions?

Contact the Purchasing Department
purchasing@midlandisd.net



mailto:purchasing@midlandisd.net
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