
 

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

You will need to select Requisitions - RQ 



  

 

  

The above menu will be displayed on the right hand side of your screen. 

 

From here, you will need to select either “Add”, “Add from Online Catalog” or “Clone from Purchase 
Order”.  

 By selecting “Add”, you will be starting a new requisition from scratch. 

  By selecting “Add from Online Catalog”, you will be starting a requisition with one of our on-line vendors 
(i.e. Office Depot, Staples, Nasco, Lakeshore Learning, CDW-G, Amazon, Really Good Stuff, Frey Scientific 

and School Specialty.) 

By selecting “Clone from Purchase Order”, you will be starting a requisition based on a previous purchase 
order. 



ADDING A REQUISITION FROM SCRATCH 

 
  

From this screen, you will 1st select your proper requisition group – you will have either your campus, activity fund, 
or DP group.  Please refer to the Purchasing Procedures manual for definitions of each. 

2nd – you will need to select whether this is a blanket type requisition or a line item requisition. 

3rd – you will need to type your justification in the description box – please keep this brief and to the point. 

4th – you may either select your vendor by clicking on the hyperlink to search or just type your vendor in the field 

5th – your attention line should ALWAYS list your name (you can list the end user’s name as well in this field). 

6th – you will need to select a contract that best represents the items/services you are purchasing. 

7th – after all the above have been added, please select the “Save and Add Detail” button. 



 
 

 

 

 

 

 

  

After you click the “Save and Add Detail” button, you will see the above screen. 

1st – Do not change the line number – this is the line you will need to use for your required vendor quote.  You will 
need to change the line type to “Narrative”. 

2nd – You will need to type your Quote # and Date of Quote in the Description field. 

PLEASE NOTE:  If you have a quote that references only a date please enter the date. 

3rd – You will need to click on the “Save” button to proceed to the next line. 



 
 

 

 

 

  

 

After clicking on the “Save” button, you will see the above screen. 

1st – You will need to click on either the “Add” button (for only 1 line item) or the “Mass Add Detail” 
button (for multiple line items). 



 
  

After clicking on the “Mass Add Detail” button, you will see the above screen. 

1st – You will need to list the vendors part number in the “Catalog” field (If there is no part number 
listed on your quote, please leave this blank). 

2nd – You will need to enter the item quantity in the “Quantity” field. 

3rd – You will need to enter a unit of measure in the “Unit of Measure” field. 

4th – You will need to enter the unit cost in the “Unit Cost” field. 

5th – You will need to enter the item description in the “Description” field. 

6th – You will keep adding your items in the next available “Requisition Detail Lines” field. 

7th – After all your lines have been added, please click on the “Save” button. 



 
  

After clicking on the “Save” button, you will see the above screen. 

1st – You will need to click on the “Add Requisition Accounts” button. 



 
 

  
After clicking on the “Add Requisition Accounts” button, you will see the above screen. 

1st – You will need to type your account code within the “Account Number” field. 

2nd – After you see the account appear on the screen (under available accounts), you will need to 
make sure there is a check that appears on the box under “Selected”.  (The account number will 

automatically appear under the “Selected Accounts” field.) 

3rd – You will need to click on either the “Save Account Distrib” button or you can add more account 
codes (following the same steps above). 



  

After clicking on the “Back” button, you will see the above screen. 

1st – You will need to click on the “Attachments” button. 



 
  

After clicking on the “Attachments” button, you will see the above screen. 

1st – You will need to click on the “Add File” button. 



 
  

After clicking on the “Add File” button, you will see the above screen. 

1st – From the “Type” field drop down menu, please select Quote. 

2nd – Please type the vendor quote # and date in the “Description” box. 

3rd – The “Upload a New File” button needs to be selected next to the “Attached File” statement. 

4th – Click on the “Browse” button and find your quote (either on your desktop, in an e-mail, etc.) 
and then double-click on the document to attach it. 

5th – Please put a check mark in the box next to “Email to Vendor with Purchase Order”.  This will 
ensure the vendor receives the quote along with the purchase order. 

PLEASE NOTE:  THE VENDOR WILL RECEIVE A COPY OF THE PURCHASE ORDER AND QUOTE ONLY IF 
THEY HAVE AGREED TO RECEIVE PURCHASE ORDERS BY E-MAIL.  IF THE VENDOR HAS NOT AGREED 

TO THIS, YOU WILL BE REQUIRED TO SEND ALL DOCUMENTS TO THE VENDOR YOURSELF. 

6th – Click on the “Save” Button. 

 



 
  

After clicking the “Save” button, you will see the above screen. 

1st – You will need to either click on the “Add File” button to continue to add other documents to the 
requisition or you will click on the “Back” button. 



 

After clicking on the “Back” button, you will see the above screen. 

1st – You will need to click on either the “Submit For Approval” button (to complete the requisition 
and send it through the various approval processes) or the “Save and Finish Later” button (to save 

your work for you to submit at a later time) 

THIS COMPLETES THE STEPS TO ADD A NEW REQUISITION INTO SKYWARD. 


