To start the requisition process, please find Purchasing on your menu toolbar.

Purchase Order Entry - PO
Purchasing Activity - VA
View My Purchase Orders - VO
Accounting - PO Batch-to-Open - AB
Accounting - PO Open-to-History - AQ
Update Histary - Purchasing - UH
User Preferences - UP

Reports - RP

Receiving - RC Email Purchase Orders - EP
Reports - RE {71 || eCommerce Ordering - EC

cF cF cF £F £F F £F P

Requisitions - RQ M) Pl You will need to select Requisitions - RQ

Approve Requisitions - AR

My Requisition Approval History - MR
User Preferences - UP




Assign Special
Group




ADDING A REQUISITION FROM SCRATCH

-
‘ Requisition Master Information - WRPUN\MR\RE\RQ - 10740 - 05.18.10.00.10-11.7 - Mozilla Firefox

=@ = [
‘ @ & https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/foregmast001.w?isPopup=true
Requisition Master Information

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

Requisition Setup Information

Requisition Group: 001 - GP Fine Arts Rcademy
Fiscal Year:

18 - 2019 September 1, 2018 - Ruguat 31, 2019
Account allocation by total requisition amount (YMA).
Account allocation by each requisition detail line (YDA).
This is a Blanket Requisition/Purchase Order.

This reguisition is used to restock a warehouse.

Requisition Info

* Description: 7n7hua| Materials

:[FOILETT SCHOOL SOLUTIONS, ING. 1340 RIDGEVIEW DRIVE MCHENRY IL 60050-7048 [gf |
o:|(;niun PRAIRIE FINE ARTS RCRDEMY\ /[:
n: |§H‘I’ERRY ELLIS |
a: 02},{13[201;@ [z wednesday |

2] wednesday |

102 GOFHER BLVD. GRAND FRAIRIE TX 75050

/ =] |

lass/uﬂm! Inatructicnal Materiawi.quip. Ete-Exp. 3172022
Asterigk (*) denotes a required field

\?\ \\




‘ Requisition Detail Lines/Accounting - WRPU\MRA\REVRQ - 10740 - 05.18.10.00.10-11.7 - Mozilla Firefox L == £

‘G}.ﬂ https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/foreqdetl001.w e ﬁ‘ =

Requisition Detail Lines/Accounting wm O o @
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting

Requisition Master Information
Batch Number: WEBREQ

Requisition Number: 0000198302 Accounting: Account allocation by total requisition amount.
Group: (001) GP Fine Arts Academy Amount: 0.00
Fiscal Year: 2018 - 2019 Ship To: GRAND PRAIRIE FINE ARTS ACADEMY
Vendor: FOLLETT SCHOOL SOLUTIONS, INC. Blanket PO: This is not a Blanket PO
1340 RIDGEVIEW DRIVE Description: test
MCHENRY IL 60050-7048

Contract: 17-08 RFP

Requisition Detail Lines

* Line Number:
Line Type: ©)/Merchandise




‘ Requisition Detail Lines/Accounting - WR\PU\MR\RE\RQ) - 10740 - 05.18.10.00.10-11.7 - Mozilla Firefox (= E D

‘G}'ﬂ https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/foreqdetl001.w e @ ﬁ‘ =

Requisition Detail Lines/Accounting @O S (2

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

opr c Submit For
Requisition Master Information ! "

Batch Number: WEBREQ Save and J
Requisition Nurmber: 0000198302 Accounting: Account allocation by total requisition t. | EdiMaster | ErECEE
————— Back
Group: (001) GP Fine Arts Academy Amount: 0.00 Notes. ;J
Fiscal Year: 2018 - 2019 Ship To: GRAND PRAIRIE FINE ARTS ACADEMY Attachments
Vendor: FOLLETT SCHOOL SOLUTIONS, INC. Blanket PO: This is not a Blanket PO
1340 RIDGEVIEW DRIVE Description: test
MCHENRY IL 60050-7048

Contract: 17-08 RFP

Requisition Detail Line Ttems
Views: General v Fiters: *Skyward Default Y (i &

¥ 1 records displayed




‘ Requisition Detail Lines/Accounting - WRPU\MR\REVRQ) - 10740 - 05.18.10.00.10-11.7 - Moxzilla Firefox

‘ G & https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/foreqdetl002.w

MCHENRY 1L 60U5U-/048
l Contract: 17-08 RFP

Requisition Detail Lines
* Line Number:
Line Type: @ Merchandise
© Narrative
Catalog: [12345
* Quantity: | i; 1|
Unit of Measure: |EACH

* Unit Cost:

Total Amount:
* Description|ABC Book|

Requisition Detail Lines

* Line Number: | 120

Line Type: @ Merghar{dise

© Narrativi

Catalog: 34567 >/

* Quantity: | 2|
Unit of Measure: [EACH [~]

* Unit Cost: | 14.00000|

Total Amount: | 28.00
* Description|123 Book




‘- Requisition Detail Lines/Accounting - WRPUAMR\RE\RQ) - 10740 - 05.18.10.00.10-11.7 - Mozilla Firefox [ =B PS J

‘G}'ﬂ https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/foreqdetl001.w - @ ﬁ‘ =

Requisition Detail Lines/Accounting @O S (2

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

opr c Submit For
Requisition Master Information ! "

Batch Mumber: WEBREQ [ Save and J
Requisition Nurrber: 0000198302 Accounting: Account allocation by total requisition t. | EdiMaster | ErECEE
_— Back
Group: (001) GP Fine Arts Academy Amount: 40.00 Notes. ;J
Fiscal Year: 2018 - 2019 Ship To: GRAND PRAIRIE FINE ARTS ACADEMY Aftachments
Vendor: FOLLETT SCHOOL SOLUTIONS, TNC. Blanket PO: This is not a Blanket PO
1340 RIDGEVIEW DRIVE Description: test
MCHENRY IL 60050-7048

Contract: 17-08 RFP

Requisition Detail Line Items

Views: General « Filters: *Skyward Default - hid @ & Add
| | | Comm Edit
Ling 4 | Catalog Code Description Quantity | U of M Unit Cost Total Cost| Code Djs] ——
100 **Reference Vendor Quote #1234 ] 0.00000 0.00 < ;J
Dated 2/13/19%* Mass Add

ABC Book 12.00000

200 ~ 3 records displayed Line:




-
@ Account Distribution - 05.181000.10-117 - Mozilla Firefox - — (=]=] = ]
| [OF https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/facctmdist001.w v @ ﬁ|
Account Distribution @a s (2
l Available Accounts (Accounts are displayed based on Account Clearance access) < A%':ﬁm
Account Level Description Distrib
| Back
Fnd 4 |T |Fc |Obj |59 |0rg |F |Pi |an | FundsAvailablel Selededl Account Number Information
100 E 11 6397 00 001 O 11 001 $945.00 ™ Descrintion
199 E 11 6397 00 001 0 24 001 $5,000.00 E 199 GENERAL FUND
199 E 399 001 0 E 11 INSTRUCTION
199 E 11 6399 00 001 O 24 001 $6,950.00 6339 GENERAL SUPPLIES
199 E 11 6399 00 001 0O 25 976 $0.00 001 GP FINE ARTS ACADEMY
199 E 11 6399 01 001 0O 11 001 / $3,912.18 o =
199 E 11 6399 11 001 0 11 001/ $115.11 11 BASIC EDUCATION
199 E 11 6399 14 001 0 11 001/ $0.00 01 GPFAA BUDGET OWNER
199 E 11 6399 16 001 0O 11 002]/ $500.00
199 E 11 6399 18 001 0O 11 09’1 £500.00 2018-2019 ilable Funds By
195 E 11 6399 19 001 0 11 00l £500.00 Individual Account
199 E 11 6399 20 001 0 11 joo1 £3,862.23
199 E 11 6399 21 001 O 11/001 $227.10
199 E 11 6399 23 001 O 1]/ 0oL $500.00 ol
< L 3
I 4 » W 100 records displayed Account Number:
Quick Key:
Total Amount to Distribute: $40.00 100.00%
Total Distributed: $40.00100.00%
Amount Remaining: $0. 0.00%
Selected Accounts / -
Account Number / Amount Percent
199E 116399000010 11001 / 40.00 100.00
4 L3




‘ Requisition Detail Lines/Accounting - WRPUNMR\RE\RQ - 10740 - 05.18.10.00.10-11.7 - Moxzilla Firefox L =B PS ,|

@ a https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/foreqacct002.w

- @ ﬁ‘ =
Requisition Detail Lines/Accounting [ R~ k=
Submit For

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

Requisition Master Information
Batch Mumber: WEBREQ

Requisition Mumber: 0000198302 Accounting: Account allocation by total requisition amount. Edit Master
Group: (001) GP Fine Arts Academy Amount: 40.00
Fiscal Year: 2018 - 2019 Ship To: GRAND PRAIRIE FINE ARTS ACADEMY lI
Vendor: FOLLETT SCHOOL SOLUTIONS, INC. Blanket PO: This is not a Blanket PO
1340 RIDGEVIEW DRIVE Description: test
MCHENRY IL 60050-7048

Contract: 17-08 RFP

Requisition Accounts

Requisition A ting

Account Number & Account Amount Account Percent | Over Bud,

199 E11 1011001




= T —
z' Attachments - WRPLAMB\REVAT - 10734 - 05.18.10.00.10-11.7 - Mozilla Firefox

= @ & |

‘ OF https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/fattmview001.w?MenulDOverride= 107 34&isPopup=true - ﬁ‘ =

Attachments

Requisition Attachments

|A|r.iil:|le.l\ttad1lmtsfur Req Number 0000198302

B &

[fype «

|I:| o

Entered By

There are no records to display; check your fiter settings.

1l
7~ N\
Entered Date | Entered Time | File Size:

-

0 records displayed

1 —




- - e K
@ Requisition Attachments - WRPU\MR\REVAT - 10734 - 05.18.10.00.10-11.7 - Moszilla Firefox =B %
|| . . . . . N . —_
‘ @ B https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/fattmview003.w?isPopup=true - @ W | =
. Requisition Attachments @O S (2
Add Requisition Attachment for Req Number 0000198302 Csaee D

‘_TEE|Quote J’ |P0
Entered Date:
Entered Time:
Entered By: |SHERRY DENISE ELLIS

* Description: [12345 Dated 2/13/19

* Attached File: @ Upload a New File © Scarl in a New File
<ot sz oo

[¥] Ernail to dor with Pyrchase Order
4

Asterisk (*) denotes a/required fiel




, Attachments - WRPUNMR\REVAT - 10734 - 05.18.10.00.10-11.7 - Mazilla Firefox (=@ % |
‘ OF https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/fattmview001.w?MenulDOverride= 107 34&isPopup=true - ﬁ ‘ =
Attachments
Requisition Attachments
| Available Attachments for Req Number 0000198302 B

Entered Date
EMISE ELLIS 19

1 —
1 records displayed




‘ Requisition Detail Lines/Accounting - WRPLNMR\RE\RQ - 10740 - 05.18.10.00.10-11.7 - Mozilla Firefox

‘ G & https://skywardbiz.gpisd.org/scripts/wsisa.dll/WService=wsFin/foreqacct002.w

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

Requisition Master Information
Batch Mumber: WEBREQ

Requisition Number: 0000198302 Accounting: Account allocation by total requisition t Edit
Group: (001) GP Fine Arts Academy Amount: 40.00
Fiscal Year: 2018 - 2019 Ship To: GRAND PRAIRIE FINE ARTS ACADEMY
Vendor: FOLLETT SCHOOL SOLUTIONS, INC. Blanket PO: This is not a Blanket PO
1340 RIDGEVIEW DRIVE Description: test
MCHENRY IL 60050-7048

Contract: 17-08 RFP

Requisition Accounts

Account Number & Account Amount Account Percent | Over Bud




