REQUISITIONS — ONLINE PURCHASING

Start Requisition:
*Record requisition number
General Description (ALL CAPS)
General Note
Commodity Code

Requisition Entry [IRVING ISD]

€« v @

Back Accept  Cancel

MAIN  TERMS/MISCELLANEQUS

Main Information

Dept/Loc * 737 737 PURCHASING DEPARTMENT Status 2 Created

Fiscal year * 2018 Current @ Next Needed by ]

Requisition number * 1801553 Entered * 08/17/2017 | By | jerogers
General commodity PO expiration ]

General description OFFICE SUPPLIES Receive by ® Quantity Amount

& General Notes

Vendor Information Shipping Information

Vendor | | B = Committed Ship to * 737

Name IISD PURCHASING OFFICE

PO mailing 0 e 2621 W AIRPORT FREEWAY

IRVING X 75062

Email
Reference

Delivery method Print Fax E-Mail E-Procurement

Remit =

& Vendor/Sourcing Notes & Vendor Quotes (0)
Line Items
Import personal note and add MOC ]

-
.
... ..

"% General Notes

€« + %) X P @

Back Add Update Delete PrintOn PO Import
Note
Requisition 2018 1801553
Date/Time 2017-08-17 09:01 « Print on PO.

Created By tmartella

FOR INFORMATION REGARDING THIS PURCHASE
ORDER CONTACT JENNIFER ROGERS 972-600-
5440 - JEROGERS@IRVINGISD.NET

MOC TCPN R141703

Check Print on PO



Vendor Number

Name and address will automatically populate

Shipping information will automatically populate to the location of the code of the person entering the requisition.

If you are shipping to a different location, change to the correct location.

MAIN  TERMS/MISCELLANEQUS

Main Information

Dept/Loc * 737 737 PURCHASING DEPARTMENT Status 2 Created
Fiscal year * 2018 Current ® Next Needed by ]
Requisition number * 1801553 Entered * 08/17/2017 M By | jerogers
General commodity PO expiration Jus]
General description OFFICE SUPPLIES Receive by ® Quantity Amount
[ General Notes
Vendor Informa Shipping Information
Vendor 608616 .. | = Committed Ship to * 737
Name QFFICE DEPOT BSD ISD PURCHASING OFFICE
PO mailing 0 . 2621 W AIRPORT FREEWAY
PO BOX 660113
ACCT #15772412 IRVING X 75062
Email JEROGERS@IRVINGISD.NET
DALLAS X 75266-0113 Reference JROGERS/JPILGRIM
Delivery method « Print Fax E-Mail #| E-Procurement
Remit o)== =
@ Vendor/Sourcing Notes @ Vendor Quotes (0)

Enter your email for confirmation of shipment (Office Depot)

Tab through the Terms/Miscellaneous screen

Choose shop online from the ribbon on top

€ Qa [ + B X e 0 s

Back Search Browse Add Update Delete Copy Mass Shop Online
Allocate

OR

Choose Line Items, then Shop online

= 0
€ Q + B X c & @& DB = M B %@ s =
Back Search Browse Add Update Delete Output Print Display PDF Save Email Schedule Attach Switch Form Line Items Ry



When you select online shopping, it will populate the vendors that are currently setup for online shopping.
Office Depot
Staples Advantage
Dream Ranch (Toner supplies)
School Specialty
Amazon.com (with prior approval from your buyer)
Lakeshore Learning

This sample was completed to Office Depot, once you select the vendor it will populate the vendor’s webpage with our
contract pricing.
Choose the online vendor

Double click or click Accept CHECK

EE. Punchout Vendors

€ v @ QaQa p @& |

Back Accept Cancel Search QOutput Print Dis

Vendor |Alpha Sort

604589 LAKESHORE LEARNING M
663900 SCHOOL SPECIALTY INC
608616 OFFICE DEPOT BSD

Select required products:
Add to cart

*For Office Depot, it works best if you have a list of item numbers to list in the quick order list. If you take too long, it will
time you out and you will need to start over.

When item list is complete, view “My Cart”

Taking Care of Back to School. Everything you need to get ready for class.

Account 15772412 Hi,

off - Order By ltem | My Lists
DE Plocg[ Search by Keyword or ltem# Q} My Al%unt- O?ers- Quickc:z'der- |

Office Supplies Paper Ink & Toner Breakroom Cleaning Technology & Services Furniture School Supplies Print & Copy MY O
Message News updates
Last update by: N/A-Initialized P U

You currently have no messages.
'@

Recently Vie

Recent Orders Shopping Lists

Order Number ol View all Quick Orde



Choose “Check out” or “Place Order”

Cart To List ﬁ Checkout

When your order has been placed you will receive a message similar to message below:

Your items have been submitted to MUNIS.

Once in MUNIS, click the "continue" option to populate
your requisition with your items.

It is OK to close this page.

You are now being directed back to MUNIS.

Select CONTINUE

5 Q ®@ o0

Back Search Browse Continue Cancel
l\_,'ﬁ_,'!lIiIIIl\_,"q.,iIL;'I-' [y
Inventory Item R -
Location
e Pick ticket
Purchase

Description *

@ Add'l Desc/Notes

Miscellaneous

Manufacturer

Manufacturer item no.

Vendor
PO mailing
Delivery Method =| Print



Your cart will be imported into the requisition by each line item as shown below.

You may now add account code line by line or if the same account code will be used for each line you can mass allocate,
every line in the requisition will be populated with the same account code.

Select MASS ALLOCATE

\@

€ Q E + B+ X < s
Back Search Browse Add Update Delete Copy Mass Shop Online
Allocate
\_,UIIIIIIULHL_}' BN =
Inventory Item =
Location
Type Pick ticket
Purchase
Description * ITEM: Kleenex(R) 2-Ply Facial Tissue, Boutique ~
(TM) Box, 95 Tissues Per Box, Pack Of 6 Boxes v

Supplier Part No: 618405
& Add'l Desc/Notes

Miscellaneous

Manufacturer

v/

Enter the code line, click Accept

"ss Mass Allocate

€ v @ Q [ CJ

Back Accept Cancel Search Clear
Contents
\locations
Seq T Account Description Percent
01 FExpense * | 199-41-6399-01-737-000-2-37- **| GENERAL SUPPLIES
VERY IMPORTANT!! Click PROCESS

‘-E:E!. Mass Allocate

€ a F o

Back Search Update Process
Allocations
Seq T Account

01 Expense 199-41-6399-01-737-C



Back
Each line will be allocated with the account code.

&«

Back
Brings you to the Main Screen

Now you can RELEASE

The status will now read “RELEASED”

i Requisition Entry [IRVING ISD]

b2
= Q + B X e & @& 0O g 2 B s o 0 A Q
Back Search Browse Add Update Delete Qutput Print Display PDF Save Email Schedule Attach Switch Form Line Items Release  Activate Mas:
Alloca
MAIN  TERMS/MISCELLANEOUS
Main Information
Dept/Loc * 737 737 PURCHASING DEPARTMENT Status 6 Released ¢
Fiscal year * 2018 Current ® Next Needed by L]
Requisition number * 1801553 Entered * 08/17/2017 M By jeroger
General commodity PO expiration ]
General description OFFICE SUPPLIES Receive by ®* Quantity Amount
[ General Notes
Approval Process
Located at the very bottom of the Main Screen
lorkflow
Approve Reject Forward Hold Approvers

My Approvals

Click on Approvers

It will show you the steps it takes to get to purchasing for converting.

Steps
Step Status Date Time
¥ 30 In Progress
¥ By source business rule - Any a| Group Current
FAIRY ALLEN 08/17/2017 09:55
08/17/2017 09:55

TINA FEW
> 75 Not started



Click on EXPAND ALL to see more.

Step Status Date
¥ 30 In Progress
¥ By source business rule - Ahy a Group Current
FAIRY ALLEN 08/17/2017
TINA FEW 08/17/2017
v 75 Not started

Y Any approver from this grpup c:
TERRY MARTELLA

.

@ Generate Chart [+ Expand All —| Collapse All Expand In Progress

lime

09:55
09:55

The Approval field is available on every requisition regardless of if it is ONLINE or not. You can track your approvers and

know that purchasing is the last stop before it is converted into a PO.

If your Purchase Order does not print after showing completed by the approvers or on the MAIN screen under status.

Please notify purchasing.

NOTE* Do not add 5-digit commodity code to lines.
Do not add lines manually to eProcurement requisitions.



