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Single Campus

Requisition

INTRODUCTION TO REQUISITION SCREEN

Edit Icon allows you to

change quantities of items

currently in the campus Show Completed
requisition and add or check box allows you to
delete items. Only campus ~ view campus requisitions
requisitions in the status of ~ where the status of the

Grid Header is
clickable and will

sort your R
e submitted are eligible to requisition is Complete.
requisitions. .
be edited.
=" N ampls Requisitions Brisip ' Log Ot
Eearfr By: Al = S0 )

Show Completed:

Hequisition Mame Late Lreated Status Letails Edit Receive Heport
SUP ZOLIT 12 - 001 11/05/2009 In Transit 5 & i
EUP 13 LIT - 001 110542009 In Transit - -

SUP 001107200 1072642009 Submitted

SUP Z1 mMIx -00 B/30,2009 In Pragrecs i N

SUR L8 CHOIR - 00 9/40/2009 In Transit '

Red Requisition Name indicates a
campus requisition with at least one

item in the status of back order.
Receive allows the campus to

indicate shipment was received from
warehouse.



Single Campus
Requisition

INTRODUCTION TO DETAILS SCREEN

Campus Requisition

Status indicates the
overall status of your
requisition

&4 Campus Raguition ey D Log out
Mlarma: =L GERMAN 1 Total & of Books GOrdsrsad: 2
Shatus: Mew Total Walee of Requisitan: $10E.00
Created by: Debbia Digler Date Submitbed bo Destnet; 09/ 20,/2003
MNotES: ___ Mo Hotes entered for this reguiziion ---

Status N SLC

Drdered Received
Pending OO3I0372547 Haolt German 1, Komm = 2

Notes a place to make
Title Status indicates notes for your campus or

the actual status of each the Textbook Staff
ifem in your requisition



Single Campus
Reqguisition

ITEM STATUS AND REQUISITION STATUS

B Campus Requisition Status: overall status

Submitted- campus created requisition and submitted to Textbook
Department
In Progress- being reviewed

In Transit- at least one item has been shipped

Complete- all items have been ordered, approved and/or denied,

ticketed, shipped and received
¥ Requisition Details

MName: Textbook Qrder for 2021-2022

QU Requisition: Textbook Order for 2021-2022

Socal Studies grade 4 Student editicn
Social Studies GradeS
_Spanish-Social Studies Student Grade 4

M Arriba la Lectura Student MyBook V1 G1
HMH Armba I_a_ Lectura Student MyBoo 1GE2

_HMH Amba la Lectura Student MyBook V2 G2

@® Title Status: status of each item
Pending- waiting for approval % :

Denied- no copies will be approved or shipped

 Approved- quantity listed for item has been approved

Ticketed- a ticket has been created for warehouse personnel to pull and
ship the approved quantity of the respective item(s)



Single Campus
Reqguisition

HOW TO CREATE A NEW REQUISITION

1. Click on {:b Inventory

2. Click on Campus Requisitions

3. Click on "": Add

4. Enter a name for the requisition in the
Requisition Name field

8. Click on ﬁ’ Validate Requistion Name

6. Search for desired ISBN or SLC. Click on
the title and the row will highlight

7. Enter quantity into Copies to Order field

8. Click on () Add
9. Repeat steps 6-8 to add more material

10. Click -] Save to return to Campus
Requisitions page or Click ™  Submit to

place order



