Cloning a Requisition Monday, January 23, 2012
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Cloning a Requisition

Click Financial Management, Purchasing, Requisitions.

Who, What, When, Why?
Cloning of Requisitions allows the creation of a new requisition
without having to re-enter all of the information from the original.

The user would simply edit the requisition,
make changes where necessary, then submit for approval.

School Management System

Windows 7 / Internet Explorer 7

22|

P Skyward® is a registered trademark of Skyward, Inc.
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Click Clone. EXEN

Add from

i Home Page | Purchasing | Requisitions (644) ck
r

0000001101 | WIP 13 Flowers for flower boxes outside District | A. t. tradersscr PA 64.90 |Brahamscr, Ophelia M~ »
Office

Online Catalog
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|= Requisition Master Informa ' R 'fpﬂl-'rztmnll’-:,'.'r'.mr
Requisition Master Information | Requisition Detail Lines/ Accounting -

Requisition Master Information
— Requisition Setup Information |
Requisition Group: 790 - Skyward PO Group -
Make any necessary changes to the new Requisition's Master Information,
then click Save.

Fiscal Year: 2011 - 2012 July 1, 2011 -

(@ Account allocation by total requisition amount (YMA).
Account alocation by each requisition detail ine ('YDA).

This requisition is used to restock a warehouse.

— Requisition Information

* Batch Mumber: 19

* Description: |Flowers for flower boxes outside District Office

ZVendor: 5. ¢. traderascr 45 Scramble avenue PO BOX 249 SOMEWHERE PR &
Z Ship To: [sgYWRRD SCHOOL DISTRICT v
Mhooz: INVOICE TO: School District |v

Attention: |Dphe|ia Brahamscr
* Due Date: ﬁl Friday
Ship Date: @l Friday
shoves[ |
Project/Grant:| |

Contract: v

woul  F

UsD 2: |

Asterisk (*) denotes a required field
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’g Requisition Detail Lines/Accounting —WF\PU_\R—E\RQ - 10740 - 04.11.06.00.08 - Win
————

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

Batch Number: 30
Requisition Number: 0000001109 Accounting: Account allocation by total requisition amount. Edit Master
Group: (790) Skyward PO Group Amount: 64.90 MNotes
Fiscal Year: 2011 - 2012 Ship To: SKYWARD SCHOOL DISTRICT Attachments
Vendor: _A. t. tradersscr
45 Scramble avenue PO BOX 249 Description: Flowers for flower boxes outside District Office
SOMEWHERE PA 55555
Invoice To: (Default) 8500 Brooktree
Road, Suite 200 Wexford, PA 15090
— Requisition Detail Line Ttems
Requisition Detail Line Items B =
: | Edit |
Line « |Catalog Code Description Quantity | U of M Unit Cost Total Cost | Code
100 Hanging Basket 1|Each 39.95000 39.95 2
110 Large Flower Container 1|Each 24,95000 24,95

To add more line items, click Add.

View
To modify an existing line item, Requisition
highlight the iterm and click Edit. Accounts

Delete will remove the highlighted line item.

Add multiple line items at once by clicking Mass Add Detail.

Click Add Requisition Accounts.
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2 records displayed Line:
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& Home Page | Requisitions | Requisition Detail Lines/ Accounting | Account Distribution ¥ ) (4975)
— Available Accounts = = Save
Account Number Information Account
Available Accounts . T \ - .
: 3. The Account Description will display here. Code  Description Distrib
Fnd« T Func Obj Fis o OQlu | ~ 10 General Fund =
10 E 1100 100 3%1 30 004 . J . .
1100Regular | 4. Click Save Account
10 E 1100 100 870 30 800 000 000 000 $0.00 = 190 Professio Distribution
10 E 1100 120 000 00 200 000 000 000 §2,770.82 = 00 District-wiae !
10 E 1100 120 000 10 200 000 QOO 00O $2.25 | 200 Elementary School Buildings
10 E 1100 120 000 11 200 QOO0 OO0 1 I t th it " 000 Not Classified By Subject Matt
10 E 110 10 000 12 200 000 oo oo oo e appropriate actount. 000 _District Wide
S 000 District Wide
10 E 1100 120 000 13 200 000 000 000 50,00
10 E 1100 120 000 14 200 OO0 Q00 OO0 £0.00
10 E 1100 120 000 15 200 OO0 000 000 50,00
10 E 1100 120 000 16 200 OO0 000 000 £0.00
10 E 1100 120 000 18 200 000 000 OO0 50,00
10 E 1100 120 000 30 800 000 000 000 £0.00 %
4 1 }
M ¢ » ¥ 100 records displayed Account Number:
Quick Key:
Total Amount to Distrbute: $64.90 100.00% ]
Total Distributed: $64.90 100.00% | 2. Information regarding the selected account |
Amount Remzining: $0.00 0.00% ) and the distribution
Selected Accounts — will populate into the bottom window.,
ount Number i
10 E 1100 120 000 00 200 000 000 000
Remove All
4 2
100% -
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@ Requisition Detail Lines/Accounting - WRPLNRE\RQ - 10740 - 04.11.06.00.08 - Windows Internet Bphrﬂ_@@
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting

— Requisition Master Information
Batch Number: 30

Requisition Number: 0000001109 Accounting: Account allocation by total requisition amount. Edit Master
Group: (790) Skyward PO Group Amount: 64.90

Fiscal Year: 2011 - 2012
Vendor: _A. t. tradersscr

b

Motes
Attachments”

If the enfry is complete,

Ship To: SKYWARD SCHOOL DISTRICT

45 Scramble avenue PO BOX 249 Description: Flowers for flower box click Submit for Approual.
SOMEWHERE PA 55555
Invoice To: (Default) 8500 Brooktrea )
1, Suite 200 Wexford, PA 15090 If the enfry is mot complete,

click Save and Finish Later.

— Requisition Accounts

Requisition Accounting B IE]
Account Number &
10 E 1100 120 000 00 200 000 000 000

Update
Account
Distrib

Account Amount Account Percent
264,90 100.00%

View

4

1 records displayed
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Wravortes v [INotes WhpPreferences  «8lCreate New Window lcustomer Access @Help r ue
— We value your feedback
Skyward School District User Name: Ophelia Brahamscr  Examples 5 11

# Home Page | Purchasing | Requisitions (797)

Description Vendor Name 5 Amaount | Entered By
0000001101 | WIP Flowers for flower boxes outside District | A. t. tradersscr .90 | Brahamscr, Ophelia M
Office
7901200001 | WFH 30 Flowers for flower boxes outside District | A, t. tradersser PA 64,90 | Brahamscr, Ophelia N

Office

N :
| The cloned requisition now displays
in the Requisition browse.

This concludes the tutorial.
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M 4 % ¥ 2 records displayed Requisition Number:
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