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USING EMPLOYEE ACCESS TO CREATE REQUISITIONS 
 

1. Log into Employee Access. 
2. Click on the Financial Management. 
3. Click the Purchasing button; then click Requisitions button.  (See picture) 

 
 
 
 

4. Click on either Add or Add from Online Catalog on the right hand side of your screen.  There are separate 
instructions for entering School Specialty orders or any online catalog company orders.  These are found at the end 
of this document. 
 
5. Fill in a brief description of your order, i.e., Teaching Supplies + your name.  Including your name makes it 
readily identifiable for your secretary and principal. (See picture below) 
 
6. Click on the Vendor button and choose your Vendor.  (If your vendor is not on the list, please see 
additional information below to request that a vendor be added.) 
 
7. Enter Ship Date.  Click the Save and Add Detail button. 
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1. Begin with the first line and enter the item numbers/quantities of the items you wish to order.  Click Save 
 

 
 

9. Continue to add items to your requisition.  Each item ordered requires a separate line on the requisition. Hit 
save.  
10. When you have completed entering the items you wish to order, click on the Add Requisition Accounts 
(right side of screen) 
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11. Find the account number you need (if you have several account numbers, see direction #11 below).  You 
will probably need to use the MIDDLE TWO ARROW KEYS at the bottom (see picture below) to scroll through 
the accounts.  There is a description of the account number in the upper right hand corner of the screen to make it 
easier for you to identify the correct number.  Check the box and click Save Account Distribution.  If you get an 
over budget warning, just click on “OK” as the new year budget information has not been loaded. 
 

 
 

12. If you need to split your order between two different account numbers, check the boxes for both 
numbers.  The box below will expand to show each account number.  You can choose to enter a dollar amount or a 
percentage.  Then click Save Account Distribution. 
 
13. Saving takes you back to the previous screen.  Click Submit for Approval.  It will go to the office for 
approval.  You will receive an e-mail notification when the requisition has been approved. 
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TO CREATE A SCHOOL SPECIALTY or Online Catalog orders 
 
1.  Log into Employee Access. 
 
2. Click the Purchasing button; then click Requisitions button below. 
 
3. Click Add from Online Catalog (on right side of screen). 
 
4. Click the catalog of the companies available for online purchasing. 
 

 
 
5. Fill in a description of your order (e.g., Teaching Supplies XX-XX year) and ship to address using the pull 
down. 
 
6. Make sure the Fiscal Year is for the correct year, i.e. 2016-17.  (See picture.) 
 
7. Enter Ship Date (See picture).  Click Save. 
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8 The School Specialty or company website order form will load.  You may get a Security Warning, if so,     
just say “NO” and it will let you continue.  Begin entering the item numbers/quantities of the items you 
wish to order.  You can browse for products or enter the product number if known.  You can change or 
delete items after they have been added into your cart.   

 
 

9. When you are finished (even if you want to add items later), go to your shopping cart and review your 
order, if correct then click checkout.   

 

10. You will then be directed back to Skyward Employee Access.   
 

11. You may click “Save and Finish Later” if you aren’t ready to submit your order or if you need to add/delete 
items.  Clicking “Edit” will take you back to the appropriate ordering website catalog, where you can 
add/delete items.   Go back to step #9 after all your items are in.  You may continue adding items until you 
submit your order for approval.   

 

Add description here! 
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12. Click on Add Requisition Accounts (right side of screen).  Then this screen pops up. 
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13. Find the account number that you need (if you have 2 account numbers, see direction #6).  You will probably 
need to use the MIDDLE TWO ARROW KEYS at the bottom (see picture below) to scroll through the 
accounts.  Check the box and click Save Account Distrib. 

 

14. If you need to split your order between two different account numbers, check the boxes for both numbers.  The 
box below will expand to show each account number.  You can choose to enter a dollar amount or a 
percentage.  Then click Save Account Distribution. 
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15. Saving takes you back to the previous screen.  Click Submit for Approval.    You will be notified when the 
requisition has been approved. 
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16.    Do not fax or call in your School Specialty or online catalog company orders.  These orders are submitted 
electronically directly to the vendor. 
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