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INFINITE VISIONS: TRAINING INFORMATION FOR ORIGINATORS 

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

 

Please see screen and action(s) below… 

 

 

 

 

 

 

Click My Workflow 

 

https://ivisions.tylertech.com/proviso209ess/
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INFINITE VISIONS: TRAINING INFORMATION FOR ORIGINATORS 

 

 

Click Login 

 

 

 

 

Click Purchasing & Payables then Purchasing then Control Panel 
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INFINITE VISIONS: TRAINING INFORMATION FOR ORIGINATORS 

 

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) 

 

Then click on + to add 

 

➢ Choose account in drop down 

➢ Quantity 

➢ Description 

➢ Unit Price 

➢ Then click on  to save the line (symbol located at far right on line) 
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INFINITE VISIONS: TRAINING INFORMATION FOR ORIGINATORS 

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

 

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

 

 

 

 

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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INFINITE VISIONS: TRAINING INFORMATION FOR ORIGINATORS 

 

 

Then, click on paperclip icon – located far right (see above) 

 

 

 

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

 click open and then Upload. 

 

 

 

Then “X” to close 
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INFINITE VISIONS: TRAINING INFORMATION FOR ORIGINATORS 

 

 

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. 

 

 

 


