INFINITE VISIONS: TRAINING INFORMATION FOR ORIGINATORS

https://ivisions.tylertech.com/proviso209ess/

Please see screen and action(s) below...

Proviso Township

High School District 209

NIHIL NIS! OPTIMUM, Nothing but the Best

Welcome to the Proviso Township High Schools Employee Self Service Web Portal!

Here you have the ability to view and manage many elements of employee information, including your employee profile, pay stubs, tax withholding information
(W-4), and more. Information is available 24/7 via this secure iVisions Portal

Logging in for the first time? Click here for instructions.
Announcements

Work Schedule & Calendar 2019-2020 - Tuesday, May 28, 2019
Click to view the work schedule days and calendar for the 2018-2020 school year.

read more ...
Payroll Schedule 2019-2020 - Tuesday, May 28, 2019
Click to view the new payroll schedule for the upcoming school year.

Proviso Township
High School District 209

NIHIL NISI OPTIMUM, Nothing but the Best

Welcome to iVisions. here are some announcements:

Login to iVisions

morourke
User Name

Password

Click My Workflow
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*:", iVisions'Web Portal
-i. . Cnling ‘Workflaw
USER INFORMATION CONNECTION GROUP
470436p.morcurke 209F roviso FY192 .
Fiscal Year 2020
209Proviso FY1920
Copyright & 2002 2015 Tyler Technakogies, Inc Varsion 00148520007

Click Login

_ . - N

Click to go back, hold to see history
File  Actions  Help

- @ General Ledger

'w Purchasing & Payables

*:",, iVisions"We
@ Online Work

Click Purchasing & Payables then Purchasing then Control Panel
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"™ Control Panel

File  Adions Help

e — =

| Aoy
L e — P . e
Vendor . View Al .
) Smsu a8 Calumn 1 Show sczount Detel
2l =l

INo records to display.

Click Vendor and choose...

(if new vendor contact Purchasing Specialist and have the vendor complete the New Vendor form found
on the district website under Staff>Proviso Frequently Used Forms & Documents)

T onc
R — prme

‘Vendor

) showsaid Column [ Heme Sue=t

941 Genesee Drive napenvilie, IL 60563
P.0. BOX 7269 SAN FRANCISCO, CA 84120
ol IRVINE, CA 82612
A, CA 95052-8145

ULAR DESIGNS LLC e MILWAUKEE, W) 53202

25303 NETWORK PLACE
1201 S MEVERS ROAT

698 WALNUT STREET, UNIT B
678 W WINTHROP AVE

A-1 ROOFING COMPANY
AMESSE SUPPLY CORPORATION
Ak RENTAL CENTER

ELK GROVE. IL 600007

CHICAGO, IL 60612
MELROSE PARK. IL 60160

Then click on + to add

w Account Detail

= Add Requisition

8 x
=

- —
|| [Feuistion Informatian [order Information [FO information —

Req. Numbar oxe 2| | ordervia 90 Numeer

P —

ShipTo D 25 = Dote Required |3 E] Revision

DAC ot PuchasOvar | |Res. Aee

Requester Raference Cosed Dare

Buyer Auward Number B s

o @ P ber  Descriptio P P o ig
E

[Ne records 1o display.

Mode Add
Ready

Choose account in drop down
Quantity

Description

Unit Price

YV VYV

> Then click on to save the line (symbol located at far right on line)

pg. 3
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**Next, to upload support documentation (invoice, quote, email):

(& @ eiw.tylerhost.net/ProvisoTownshipEIW/

|Add Requisition eiw.tylerhost.net says

Adding a document will save the requisition. Continue?

Split Fund
Ca
Copy Line
Order Inf i
Recalculate Tax & Freight
g ate |3/17/2020 Order Via Fax ‘ PO Number

Distribute Tax & Freight :- Project Undesignated PO Date )
209 - Date Required | 4/1/2020 Revision
AS— | Order Type ‘Purchase Order ‘ Req. App.
alidate Requisition L
Check Budget
Award Number ‘ n Status

Apply Discount

Import from Excel

Vendor Web Site —

Insert Warehouse ltems

Single Line Entry

Manage Documents

A‘ssigm account to selected lines 1.000000 | EA test 10.0000

Click on Action and choose Manage Documents from the drop-down

- Manage Requisition Documents

Req. Number: 47317 PO Number: 0
T3 + B %

Send . -
Date Doc Type Document File Name File Type

= ¥ I r=¥ T T
‘ -

No recards tg

Conference Registration
Form

Email Request
Invoice
Mileage Record
Quotes

Receipts

Renewal Form

Choose Doc Type from drop down

** Scanned documents should be e-filed on your computer for ease of retrieval and upload.
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Then, click on paperclip icon — located far right (see above)

™ Mianage Racuisition Documents

Help

| Req. Number: 4731 PO Number: 0

L d I' L C_|
F Get Attachment

Date Doc Type I e File Type
W v — e — N S—
 —

No records to display.

Next, click on Select (this allows you to search for your scanned document in your e-files)
click open and then Upload.

3 Manage Requisition Documents

‘ Req. Number: 4731 PO Number: 0

Send - q
Doc Type Document File Name File Type

=Y T ™ =~ ¥ Y T

N rernrde tr dienlaw

Then “X” to close
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Requisition Information Order Information PO Information
Reg. Number 4731 Date [3/17/2020 Order Via ‘Fax - PO Number 0
Vendor \A—w AIR COMPRESSOR CORP . Project \ Undesignated ﬂ PO Date &
Ship To ‘Prow’so Township HS District 209 I Date Required U] Revision 0

DAC Of Finance Order Type ‘Pur(hase Order ‘ Req. App.  No

Requester  |M OROURKE - W Revd Reference Closed Date

Buyer Award Number ‘ . Status Open
Q De
10.5.2311.410.0000.001.0002.0000 1.000000| EA test 10.0000 $10.00 $0.00 $0.00
»
1.000000 $10.00 $0.00 $0.00
Hold Account ¥ Submit for Approval Sales Tax Percent 0.0000%

Mode: Edit (1 of 1)

Finally, check the boxes Submit for Approval and then SAVE.

This action will move the requisition to the next approver per the assigned DAC. You can view your
requisition(s) by going to your Control Panel and clicking Apply.
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