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Adding a Requisition
Click Financial Management, Purchasing, Requisitions.

Who, What, When, Why?
Requisitions are requests for purchases that can go through an approval process
before achually being ordered or purchased.
This process can help distribute the entry task to a larger group of people.

IUsers that enter requisitions
will be responsible for entering that information correctly and timely.
When Requisitions are fully approved,
they become Batch Status Purchase Crrders. p,

Windows 7 | Internet Explorer 7

SIF Skyward® is a registered trademark of Skyward, Inc.
S All other brands and product names are copyrights, trademarks,
- Bl or registered trademarks of their respective owners.
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W Favorites v L_jNotes ‘Preferences ECreate Hew Window ICustomer Access  @Help -

=My Print Queue

Skyward School District User Name: Maria Zuchowskiscr  Examples

Tuesday, December 20th, 2011

A Home Page | Purchasing | Requisitions (175)

No records avaiable

4

All 01 23 456 7{89ABCDEEGHTII]IKLMNOPRPQORSIUYWIXYZ

0 records displayed

Click Add
to add a new reguisition.

Requisition
Nurmnber:

Options

Report
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Requisition Master Information | Reguisition Detail Lines/ Accounting [ Select the Requisition Group "|
Requisition Master Information kland the Fiscal Year to use for this requisition. |
— Requisition Setup Information 1/
Requisition Group: 200 - MIDDLE SCHOOL -
Fiscal Year: 2011 - 2012 July 1, 2011 - June 30, 2012 -

@ Account allocation by total requisition amount (YMA).
() Account allocation by each requisition detail line (YDA).

Select the Account allocation for this requisition.

s Account allocation by total requisition amount (YMA)
« Account allocation by each reguisition detail line (YDA)

[] This requisition is used to restock a warehouse.
™,

select the option accordingly.

— If this requisition is being used to restock a warehouse, J

=

1

ﬁﬂtcn AUMDEr: [ £U

* Description:

* Vendor:| |.
* Ship To:| |,

Attention: [Mara Zuchowskiscr

* Due Date: Ell’uesdav

Ship Date: @Ifuesdav
shpver[ ]
Project/Grant:|  |»

Contract:

Asterisk (*) denotes a required field

#,100%

-
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—
@ Requisition Master Information - WR\PLNREVRQ) - 10740 - 04.11.10.00.11 -
_ eeee——

Requisition Master Information | Requisition Detail Lines/Accounting

do

Requisition Master Information

— Requisition Setup Information
Requisition Group: 200 - MIDDLE SCHOOL

2011 - 2012 July 1, 2011 - June 30,

Fiscal Year:

@ Account allocation by total requisition amount (YMA).

3. Click Save and Add Detail
to add one line of merchandise.

2012

Click Save and Mass Add Detail

) Account allocation by each requisition detail ine (YDA). fo easily add multiple lines of merchandise.
[C] This requisition is used tﬂ[ 1. Enter the Batch Number .
and the Description. i
— Requisition Information &I/
* Batch Number:
* Description: |Notebooks
Mlmja web services ltdscr |v
= Ship To: [wo11eyser Brian & 14 Scramble avenue PO BOX 1256 Scramble WV v
Attention: |Maria Zuchowskiscr 2. Begin typing the Wendor Name and select from the list
* Due Date: [12/20/2011 |FE~| Tuesday . that will autom;ntmallv display in the drop-down.,
_ Cr, click the Vendor link to select from the Wendor Master.
Ship Date: ﬂvll'uesday
Ship Via: Select the Ship To address for this order
Project/Grant:| |+ as well a5 2 Due Date and a Ship Date.
Contract: , . . .
Note: Fields flagged with an asterisk are required.
Asterisk (%) denotes a required field The rest of the fields are optional and can be used as neaded.
#100% -
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Requisition Detail Lines/Accounting - WR\PLV\RE\RQ - 10740 - 04.11.10.00.11 - Windows Internet Explorer

equisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/ Accounting

[~ Requisition Master Information
Batch Mumber: 20

Requisition Number: 0000000883 Accounting: Account allocation by total requisition amount.
Group: (200) MIDDLE SCHOOL Armount: 0.00
Fiscal Year: 2011 - 2012 Ship To: Brian A Nolleyscr

Vendor: _Kda web services Itdscr

Description: Notebooks

2. Click Save.
— Requisition Detail Lines
* Line Number: 100
Line Type: @ Merchandise . -
S s 1. Select whether the detail line iterm type is
- Merchandise or Narrative,
Cataloa: v
* Quantity: o If Merchandise is chosen then select the following details:

Unit of Measure:

» Catalog - Use the link or the drop-down
* Unit Cost: 0.00000

* Quantity
Total Amount: 0.00 = Unit of Measure - Use the link or type in the field
* Description + Unit Cost

* Description

If Narrative is chosen,

sterisk (*) denoles a required field | select the Narrative and Description details.

o
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Requisition Detail Li - WR\PUNRENRQ - 10740 - 04.11.10.00.11 - Windows Internet Explorer

equisition Master Information | Requisition Detail Lines/Accounting

Requisition Detail Lines/ Accounting

[~ Requisition Master Information
Batch Mumber: 20

Requisition Number: 0000000883 Accounting: Account allocation by total requisition amount. Edit Master
Group: (200) MIDDLE SCHOOL Amount: 9.74 Notes
Fiscal Year: 2011 - 2012 Ship To: Brian A Nolleyscr . Attachments I
CE e esmaliie s - Save and Finish Later may be used F
Sepinlideiiie to pause the entry process,

— Requisition Detail Line Items

Requisition Detail Line Ttems S
'

Line « |Catalog Code Description Quantity | U of B Unit Cost Total Cost | Code
100 Spiral Bound Motebook 1 3.99000 -
110 Loose Leaf Notebook and filler... 1 5.75000 5.75

" When all of the line items have been added,- b
click Add Requisition Accounts
to select the accounts.

4

2 records displayed Line:
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\Q Account Distribution - WRPLARE\RQ - 10740 - 04.11.10.00.11 - Windows Internet Explorer

 Home Page | Requisitions | Requisition Master Information | Requisition Detail Lines/Accounting | Account Distribution ¥ 4 (3663)

P

-~

3. Click Save Account Distributiol

Save
Account
Distrib

E SCTCTOs e LT OO T O

200 MIDDLE SCHOOL

1120 MIDDLE SCHOOL
1270 SUB
000000 NON-CATEGORICAL

m

Selected Accounts

ount Number

Total Amount to Distribute: $9.74 100.00%
Total Distributed: $9.74 100.00%
Amount Remaining: $0.00  0.00%

2. Information from the account selected
in the top part of the screen and the distribution will populate
into the bottom window.

The Amount or Percent for each selected account

Remove and Remowve All can de-select accounts.

1

— Available Accounts

10 E 100 2140 2130 00 000000 80,00 D

10 E 100 2140 2140 00 000000 $2,398.00

10 E 100 2140 2180 00 /_nnnnnn &N nn L |—_|

10 E 10 2140 zza0 o] 1. Select the appropriate accounts

o E 10 290 1000 00l to expense the order to. ?
10 E 100 2560 1100 00 000000 S0,00 D

10 E 200 1110 1000 0O 000000 £0.00 D

10 E 200 1120 1000 OO0 000000 £127,010,00 D

0 E 200 1120 1200 00 000000 $0.00 B

1a E 200 1120 1270 00 000000 £19,102.00

10 E 200 1120 2110 00 OQOQO0O0 S0.00 D

] I 3
M % ¥ ¥ 100 records displayed

can be modified.

Remove

Remove All

m

10E000 1110 1000 00 000000 9.74 100.00
10E000 1110 2110 00 000000 0.00 0.00
10E000 1110 2230 00 000000 0.00 0.00
10E100 1110 1000 00 000000 0.00 0.00
10E100 2140 2140 00 Q00000 0.00 0.00

#,100%

-
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e e G R R R R R e e — |

equisition Master Information | Requisition Detail Lines/Accounting

[
kequisition Detail Lines/ Accounting | We value your feedback |

[~ Requisition Master Information
Batch Mumber: 20

Submit For

Requisition Number: 0000000883 Accounting: Account allocation by total requisition amount. Edit Master
Group: (200) MIDDLE SCHOOL Amount: 9.74 Notes

Fiscal Year: 2011 - 2012 Ship To: Brian A Nolleyscr Attachments
Vendor: _Kda web services ltdscr -

Description: Notebooks When the entry is complete,
click Submit for Approval.

I Requisition Accounts If the enfry is not complete,

S — click Save and Finish Later
N Ry — which will create a WIP status requisition
10E000 1110 1000 00 000000 $9.74 that can be edited and submitted at a later date.

10E000 1110 2110 00 000000 £0.00

10E000 1110 2230 00 000000 £0.00 This concludes the tutorial.
10E100 1110 1000 00 000000 £0.00 R

10E100 2140 2140 00 000000 £0.00 0.00%

10E200 1120 1270 00 000000 £0.00 0.00%

4

6 records displayed
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