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Requisition Request




STEP 1- Complete and Submit a Request for a Requisition/PO

DF Sphere -

Employee Logon

SELMA ... —
TN Password : * Cancel
CITY SCHOOLS
One Vision. One Voice. Don't have a Account? Register Here
One Selma.

Forget password? Enter your logon above, then click
Send Password




Accessing the Request For Requisition/PO
A& SELMA

|CITY SCHOOLS

One Vision. One Voice.
One Selma.

Absence Field Trip

. 1] Fill out the form, click Submit when you are done. .~ 1] Fill out the form, click Submit when you are done.

Travel Reimbursement Form Requisition

aQQ il
%_ Fill out the form, click Submit when you are done. —"dJ Fill out the form, click Submit when you are done.

Requisition For Professional Leave
Fill out the form, click Submit when you are done.




How to complete the Request for a Requisition/P0

A& SELMA
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Purchase Funding Sourc

1.

Name, E-mail, and Date will automatically
populate
Select School/Department
Select Fund Type
a. If you are unsure of the Fund Type,
please contact Federal Programs.
Indicate if this request will either be Route
to District Office for payment AND/OR
Technology Purchase
Input Vendor Information and Ship To
information
a. Vendor must have a W-9 on file with
the Finance Department
Input Requisition Date and Shipping
Option




How to complete the Request for a Requisition/PO

Purchase Funding Saurce

oose File | No file chosan
==

7.

10.

Input Purchase Funding Source
a. Example- Title I, Title II, etc.
i. This must be completed to
process the request.
Complete the below section-

a. The information inputted on this
section must match your quote that
you will be attached.

Attach all of the required documents-

a. ACIP Alignment Expenditure Form

b. Quote
c. Contract (if applicable) y 2 gg&h&é
SUBMIT ., . One Vision. One Voice.

One Selma.


https://resources.finalsite.net/images/v1758573096/selmacityschoolsorg/ktggndhnx44sqzreqbao/SelmaCitySchools2025-2026ACIPAlignmentExpenditureFillableForm.pdf

Quotes and Contracts
Quotes

Quotes should be the exact amount that is being requested in the Request for a
Requisition/PO.

Do not submit a quote that is expired or will expire soon.

Contracts

Contracts should have a start and end date.

o Ex. SCS Educational Professional Development Dates: October 3, 2024-March 3, 2025
Contracts, MOUSs, Statement of Work, etc. should only be signed by the Superintendent.
No services should be conducted without a signed contract/agreement from the
Superintendent.

ALL Contracts must be board approved.
o Please send contracts for board approval to Ms. Bradley.
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Approval Process of the Request for a Requisition/P0 4% SELMA

One Vision. One Voice.
One Selma.

Submitter (Type in) * Date of Submittal:
Bookkeeper Date of Approval:
Principal/Supervisor Date of Approval:
Central Office Bookkeeper Date of Approval:
Federal Programs Assistant |l Date of Approval:
SPED Assistant Date of Approval:
Director Date of Approval:
IT Director Date of Approval:
Accounts Payable Date of Approval:
Superintendent Date of Approval:

CSFO Date of Approval:



Office Use Only for the Request for a Requisition/PO

Office Use Only
PO Date: 7/20/2024 : PO number assigned:

Vendor #

GL #
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STEP 2- Purchase Order

e Once the Requisition is approved through the
DFES approval process, a Purchase Order (PO)
will be provided by SCS Federal Programs.

e DFS will then send the submitter the approved
Requisition with the PO Number.

e Schools/Departments cannot make orders
during the requisition process. &- SELMA

CITY SCHOOLS

One Vision. One Voice.
One Selma.




STEP 3- Order From Vendor

e Once the school/department is provided with a PO,
the school/department is responsible for submitting
the order with the vendor.

e Please make sure to place the order with the vendor
before the expiration date.

e Orders should not be placed if the quote is expired.
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STEP 4- Submit Required Documents To Federal Programs

e Once the order/service has been completed, please sign the invoice and PO
indicating that the order/service has been received. Please return to Mrs.
Sanders in SCS Federal Programs.

e If an invoice comes in over the approved amount, federal funds will not be
able to pay for the remainder balance.

o Lkx. Invoice Amount $625 Remainder Balance From
Approved PO Amount $515 Approved PO of $110

A& SELMA
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STEP 5- Submit Required Documents To Federal Programs
Continuation

e Invoices can be under the approved PO amount.
o Example-

Approved PO Amount $515 | Invoice Amount $425 $90 Under The Approved
PO of $515

e The school/department will need to provide a write-up and

indicate on the invoice why there is a difference.
o Example- Amazon was out of stock of folders and pens. This is why there is

a $90 decrease.
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A Requisition Request can take up to 2
weeks for approval. Please input the request
in a timely manner.
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Request For Professional Leave




DF SPHERE- PROFESSIONAL LEAVE

*Submit each
request 30
working days
before the
requested leave

date(s).

DF Sphere -

Home

Submitted Forms My Approved Forms ~ Workflow Inbox

RETHINK REIGNITE RECESIGN
TRANSFORM

@ LA

— Absence

~{
1| Fill out the form, click Submit when you are done.

Travel Reimbursement Form

@ Fill out the form, click Submit when you are done.

Requisition For Professional Leave

S{~) Fill out the form, click Submit when you are done.

%

SELMA
) CITY SCHOOLS

One Vision. One Voice.
One Selma.

Search Form UserAccount  Logout

Field Trip
Fill out the form, click Submit when you are done.

Requisition
Fill out the form, click Submit when you are done.



A SEL
DF SPHERE- REQUISITION FOR PROFESSIONAL % Caomeeee

* Requisition for Professional Leave must be
approved before a Request For A Requisition or a
Reimbursement can be approved.

* Requestor must input all categories. If the category
is not applicable to the requestor’s request, please
mmput “N/A”.

* The “Required Brief Narrative” must be completed.

* Requestor must upload the following documents:

* Google Maps Directions from address listed on file for payroll.
Do not input your school/department address if you are not
leaving from the school.

= Professional Development Agenda

MA

ne Selma.

Selma City School District

SELMA
CITVSCHOOLS
TRANSFORM

Request for Professional Leave




DF SPHERE-REQUEST FOR PURCHASE ORDER (PROFESSIONAL LEAVE)

*Requisition for Professional Leave must
be approved before a Requisition
Request can be approved.

*Requestor must input all categories.

*Requestor must upload the following
documents:

* ACIP Expenditure Form
* Approved Professional Leave Form
®Quote (ex. Registration Fee, Hotel,

etc.) A& SELMA

CITY SCHOOLS

One Vision. One Voice.
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Purchase Funding Source



https://resources.finalsite.net/images/v1758573096/selmacityschoolsorg/ktggndhnx44sqzreqbao/SelmaCitySchools2025-2026ACIPAlignmentExpenditureFillableForm.pdf

DF SPHERE- TRAVEL REIMBURSEMENT FORM

* The Requestor must submit the Travel
Reimbursement Form within 30 days after
returning from professional development.

* Requestor must input all categories.

* Requestor must upload the following
documents:

* Approved Professional Leave Form

* Professional Development Evaluation
Form

* Google Maps Directions from address
listed on file for payroll. Do not input
your school/department address if you
are not leaving from the school.

* Receipts (ex. Hotel, Parking, etc.)

¥

Name *
Email *
Address *

Purpose of Tnp: *

Source of Funds *

Date

SELMA

CITY SCHOOLS

RETHINK REIGNITE REDESIGN
r TRANSFORM

Locasion {full addr. needed)

Selma City School District

Travel Expense Claim Form

Today's Date [9/23/2024

School/Dept * ~

Reimbursement Amounts
Totsl  Miesge Breakfast Lunch megpaﬁgnlg:lhm

Calculate|

TOTAL EXPENSE

»



https://www.selmacityschools.org/fs/resource-manager/view/d94aa6b0-d4c0-412a-8066-b58e0e642505

