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“cd Adding a new record

By using the “add” in the ribbon it will automatically populate the Dep/Loc
entering the requisition as well as the current Fiscal year. Both fields can be

changed if needed.

The requisition number will automatically populate. Write it down for your
records or if you need to recall it later.



General Commodity

Add the 3-digit category commodity code based on the category of the product or
services you are ordering. It will self-populate but we want you to use your own
description. Do NOT use the generic description based on the commodity code.
Use all caps.

Main Information

Dept/Loc * 737 737 PURCHASING DEPARTMENT
Fiscal year * 2021 ® Current Next

Requisition number * 2120282

General commodity 660 .- | OFFICE SUPPLIES
General description O PPLIES]

0O General Notes

General Note

@Eeneral Motes
Add the General Notes:

. . Import
Import your contact information E

Requisition Notes

File Edit Tools Help

€ v @ Q E & @& B & B G

Back Accept Cancel Search Output Print Display PDF Save Excel Word
Type Number | Dated By User Description
Standard 13942 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13943 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13944 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13945 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Standard 13946 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13947 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
MNormal 13948 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13949 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
MNormal 13950 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13951 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13952 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13953 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13954 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Standard 13955 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13956 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13957 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Standard 13958 09/15/2008 tmartella FOR QUESTIONS REGARDING THIS PURCHASE
Normal 13959 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Standard 13960 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13961 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Standard 13962 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13963 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13964 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Normal 13965 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Standard 13966 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE
Standard 13967 09/15/2008 tmartella FOR INFORMATION REGARDING THIS PURCHASE

Click on update to add legal procurement method (MOC) (Bid or RFP number, Cooperative name
contract number and quote number. You can add any other instructions in this note at this time.



Select Print On PO

*% General Notes

<« v Q@ P 7]
Back Accept Cancel Print On PO Import
Mote
Requisition 2017 17259969
Date/Time 2017-07-13 11:59 Print on PO.
Created By tmartella

-E::'_'. General Notes

= v Q@ P
Back Accept Cancel Print On PO
MNote
Requisition 2017 1729969
Date/Time 2017-07-13 12:20 #| Print on PO.
Created By tmartella

FOR INFORMATION REGARDING THIS PURCHASE
ORDER CONTACT TERRY MARTELLA - 972-600-
5440, TMARTELLAIRVINGISD.NET
LEWISVILLE EPCNT CS5P 2348-14

Accept



&=

Back

When General Notes have been added the folder will be highlighted in yellow.

[EGeneral Motes

Status on a created requisition will be 2 Created.

“Entered” date will automatically populate as well as the entered “by” field.
Receive by is determined by the type of requisition. It is very important to
understand the difference between a Quantity receipt versus an Amount.

When to use Quantity:

Multiple lines
When to use Amount:

An estimated amount to be spent (Sam’s, Walmart, Hobby Lobby, Kroger,
etc.) A Blanket purchase order

Status 2 Created

Needed by 2]

Entered * 07/13/2017 2] By | tmartella
PO expiration 2]

Receive by * Quantity Amount

*f. Requisition Entry - Munis [IRVING ISD]
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MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc ™ 737 - 737 PURCHASING DEPARTMENT Status 2 Created

Fiscal year * 2017 ® Current () Next Needed by i

Requisition number * 1723969 Entered * 07/13/2017 B By | tmartella
General commodity =

General description WAREHOUSE STOCK Receive by ® Quantity Amount

EGeneral Notes

Vsndc’lrfuk

Shipping Information

Vendor aN=3 =| Committed Ship to * 737
Name ISD PURCHASING OFFICE
PO mailing Q- 2621 W AIRPORT FREEWAY
IRVING > 75062
Email
Reference
Delivery method Print Fax E-Mail E-Procurement
Remit S
S Vendor/Sourcing Notes [ZVendor Quotes (0)

Add vendor Information, if you know the vendor number you can enter it. If you do not select the

ellipsis ...

Vendor



Type vendor name

€ v @

Back Accept Cance

Vendor Alpha | WESTERN
Vendor Name

v
Accept

Anything with that name will appear

File Edit Tools Help

€ v @ Q & @@ DB = &

Back Accept  Cancel Search utput nt  Display  PDF Save Excel
Vendor | Alpha Sort Vendor Name Address 1 Address 2 City
607280 BEST WESTERN SATHOST LLC 12323 1H-45 NORTH WILLIS
700891 BEST WESTERN INN ROSSCO HOLDINGS INC 901 UNIVERSITY DRIVE E COLLEGE STATION
702396 BEST WESTERN INN & S GOLDEN ROYAL INC 321 CONSTITUTION COPPERAS COVE
610996 BEST WESTERN INN-ABI J&R HOSPITALITY GROUP INC 3501-20 WEST ABILENE
602167 BEST WESTERN OLD MAT BEST WESTERN OLD MAIN LODGE 1-35 AT 4TH STREET WACO
712876 BEST WESTERN REGENCY 1-30 HOSPITALITY 707 N ACCESS RD LONGVIEW
716873 GREAT SOUTHWESTERN GUY BROWN FIRE 8 SAFETY INC 310 W COMMERCE ST DALLAS
403913 NORTHWESTERN MUT LF NORTHWESTERN MUT LF INS 720 E WISCONSIN AVE MILWAUKEE
601653 SOUTHWESTERN SOUTHWESTERN 5191 NOTORP BLVD MASON
713509 SOUTHWESTERN ASSEMBL ~ SOUTHWESTERN ASSEMBLIES OF GOD UNIV 1200 SYCAMORE WAXAHACHIE
605678 SOUTHWESTERN OKLAHOM  SOUTHWESTERN OKLAHOMA ST UNIV ATTN T MISAK/CAREER SERVICES 100 CAMPUS DRIVE WEATHERFORD
612830 SUPREME WESTERN PROD SUPREME WESTERN PRODUCTS INC 106 NW 17TH BOX 531441 GRAND PRAIRIE
604488 WESTERN HILLS BOOSTE WESTERN HILLS BOOSTER CLUB 3600 BOSTON AVE FORT WORTH
618709 WESTERN PAPER COMPAN WESTERN PAPER COMPANY INC 3709 E RANDOL MILL RD #300 ARLINGTON
677750 WESTERN PSYCHOLOGICA MANSON WESTERN CORPORATION 12031 WILSHIRE BLVD LOS ANGELES
601878 WESTERN TENNIS CONTR DICK THEIMER PO BOX 831891 RICHARDSON
709379 WESTERN-BRW PAPER CO WESTERN-BRW PAPER CO INC 3709 E RANDOL MILL RD #300 ARLINGTON

Double click the correct vendor and the vendor number will import

v

Accept

or Enter

If you do not see the correct address, check the remit addresses to match your
quote. It is listed under the vendor number/name where it says PO Mailing:

Add the remit number there and again at the bottom of the field under the PRINT
box. The address will then print on the PO.
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MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc * 7327 X 737 PURCHASING DEPARTMENT Status 2] Created
Fiscal year * 2017 * Current O Next Needed by
isition number * 1729969 Entered * 07/13/2017 [::] By | tmartella
| commodity PO expiration =:]
eneral deseription WAREHOUSE STOCK Receive by ® Quantity ) Amount
(B General Notes
Vendor Information Shipping Information
Vendor - =| Committed Ship ta * 73
Name 1ISD PURCHASING OFFICE
PO mailing 0 . 2621 W AIRPORT FREEWAY
IRVING @ 75062
Email
Reference
Delivery method Print Fax E-Mail E-Procurement
Remit =3
@ Vendor/Sourcing Notes B Vendor Quotes (0)
Line Items
<
Total amount
Workflow
My Approvals Approve Reject Forward Hold Approvers
< < 0oro s | » | Entergeneral comments.

Shipping Information:

Select the correct location code, in reference area include your last name and

who the order is for.

Shipping Information

Shipto ® 738
IS0 WAREHOUSE
3620 VALLEY VIEW LAME

[RNVIMG TX
Email

75062

Reference | MARTELLA/RODRIGUEZ




TERMS/MISCELLANEOUS

Determine correct type of purchase:

ok Requisition Entry - Munis [IRVING ISD]

& v (]

Back Accept  Cancel

MAIN  TERMS/MISCELLANEOUS

Terms Miscellaneous

Discount % Allocation &=

Freight % 000 & Buyer tmartella - [E] TERRY MARTELLA
Review -

Freight meth/terms P Type N - NORMAL -

Bill to 73540 .| POBOX 152637 Purchase order

Bill to email Notify originater when converted to PO/Contract.

Special handling N - NONE - Notify originator of overages.

Contract Work Order

Number P - Number . B

Description Description
Task [

Determine correct TYPE of purchase.
Type | N - NORMAL -]
Purchase order E - BLAMKET

ted to PO/Contract.
D - DEFT/EMERGEMCY

E - EXPORTED
N - NORMAL

R - RFP-BID



LINE ITEM

€ Q

Back Search

Item

Item
Contract
Commodity
Warehouse
Type

Additional Info

Vendor
PO mailing
Delivery method

Remit
Vendor item number
1099 code

Pricing

Quantity *
Unit price

Gross

Add

Fill in detail:

O
O

03 vendor/Sourcing Notes

Quantity

X

Delete

+ 5
Browse Add Update
Pick ticket Purchase
=| Print
=| Fax
= E-Mail
=| E-Procurement

UOM *

o]

e o0 s
Copy Mass Shop Online
Allocate

Description *

5-Digit Commodity Code
Detailed description of product/service (do not use commodity code

description)
Unit Price

Enter Account Code

Discount
Freight
Credit
TOTAL

Type: Pick ticket (warehouse order)
= Purchase (default setting)

Manufacturer
Manufacturer item nu
Bid

Department *
Requested by
Required by

Capital asset
Work order number
Work order task

Amount ji



€ Q + B X e o0 s

Back Search Browse Add Update Delete Copy Mass Shop Online
Allocate

Item

Item Description * [m= ]
Contract

Commodity

Warehouse

Type Pick ticket Purchase

Additional Info

Manufacturer

Vendor Manufacturer item nu
PO mailing Bid
Delivery method =| Print Department *
=| Fax Requested by
=| E-Mail Required by
=| E-Procurement
Remit ]
03 vendor/Sourcing Motes Capital asset
Vendor item number Work order number
Work order task
1099 code ».
Pricing
Quantity * Discount % Amount ji
Unit price UOM * Freight
Gross Credit
TOTAL
If you wish to add an additional line use the #%
Back
Status 4 Allocated

PO will be allocated — Status 4 e —
TCM

Attach backup in TCM (quote, correspondence, etc.) see ribbon — Paper clip

] {@

Attach
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Document Mappings

Attached Documents

Attachment Type

Document Type

Read Only

Requisition Attachment

Associated Documents

Requisition Attachment

Document Title TCM Document Type

Contract Attachment Contract Attachment
Contract/Agreement Contract/Agreement
PO Attachment PO Attachment

Risk Management

PO-Risk Management

EView Documents TCM Version:2017.2.3.1

% E\View Documents

Tyler Content Manager

Read Only

Yes

¥| Show Counts

x

Count Required
Count
0
0
0
0

A e @

Documents

Filter Documents

Date Keyl Key2 DocType

Related Documents v oA

Filter Related Documents

Date Keyl Key2 DocType

-




Blank Completed
Requisi... Audit " -

Description Requisi... Audit '
| M Description

: [Bid v
Public
| V] Public

|Yes v|

Requisition Number

[1729969

Requisition Number

[1729969

Fiscal Year Fiscal Year
[2017 [2017

Date Ordered Date Ordered
0771312017 [07/1312017

Date Required

Grant/Project Number

FiscalYearREQ

Motes MNotes
~ A
v v
Department Department
737 [137
Contract Contract

Vendor Number

[709379

Vendor Name

|WESTERN—BRW PAPER CO INC

Method of Compliance

Date Required

Grant/Project Number

FiscalYearREQ

Vendor Number

[709373

Vendor Name

|WESTERN—B RW PAPER CO INC

Method of Compliance

[LEWISVILLE EPCNT
| ) Bid \
Bid |CsP2348-14
| Proposal Don’t forget
P 1
| roposa | , to add the
Board Meetin
9 Method of
Board Meeting Compliance
| . here too
Resolution

r
Q Documents

E 7 fh B = =

New  Save Delete  Import Scan Email

Tyler Content Manage

Attachment
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Description

Audit

quisition Number

[1729969 i
Fiscal Year

[2017 ]
Date Ordered

[077132017 |
Date Required

Grant/Project Number

FiscalVearREQ

Notes.

[Fricing valid chrough July 51,
2017

Department

[ ]
Contract

Vendor Number

[708379 ]
Vendor Name

[WESTERN-BRW PAPER CO INC

Method of Compliance

[LEwisviLLE EPCNT I
Bid

[csP234B-14 |

Proposal




Return to main Page

(do not use Back Arrow, it will take you out of req entry)
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MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc ™ 737 7 PURCHASING DEPARTMENT Status 6| Released
Fiscal year * 2017 ® current O Next Needed by

Requisition number * 1720969 Entered * 07/13/2017 B By [tmartela
General commodity PO expiration a

General description WAREHOUSE STOCK Receive by ® Quantity O Amount

BGeneral Notes

Vendor Information Shipping Information
Vendor 709379 W | B Committed Ship to * 738
Name 'WESTERN-BRW PAPER CO INC 1ISD WAREHOUSE
PO mailing 0], 3620 VALLEY VIEW LANE
3709 E RANDOL MILL RD #300
IRVING ™ | (75082
Email
ARLNGTON ™ 76011 Reference MARTELLA/RODRIGUEZ
Delivery method 7l Print Fax E-Mail E-Procurement
Remit 0 . =
@endor/Sourcing Notes Bendor Quates (0]
Line ltems
Line | Commodity Inv item Invitemloc  |Invtrantype | Description Vendor Qy Unit Price
1 30147000 CEN P PAPER BOND 8 1/2 X 11 DOMTAR/GP 92 BRIGHT (709379) WESTERN-BRW PAPER CO INC 840.00 24.50000
<
Total amount| 2058000
Workflow
My Approvals Approve Reject Forward Hold Approvers

Asterisk indicates that additional notes exist for the line item,

« ¢ 1oft > »

Check workflow for Approvers at the bottom of the page.



Check workflow for Approvers

Workflow
My Approvals Approve Reject Forward Hold
« < 1of1 N N Asterisk indicates that additional notes exist for the line item.

'-E:E!. Work Flow Status

€ Q

Back Search

Originator

Mame Comment

TERRY MARTELLA Edit

Approvers’ comments

MName Date

Time Action Comment
Steps
Step Status Date Time
¥ 30 In Progress
¥ By source business rule - Any a] Group Current
FAIRY ALLEN 07/13/2017 14:47
TINA FEW 07/13/2017 14:47
¥ 45 Mot started

¥ Any approver from this group c:
TERRY MARTELLA
¥ 75 MNot started
¥ Any approver from this group c:
TERRY MARTELLA



