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The following must be completed:

• Line 1

• Box 3a

• Box 5

• Box 6

• Part I

• Part II

Line 2 is completed if business name is 

different than Line 1.

If vendor is a corporation or LLC based 

in Texas, verify account status at Texas 

Comptroller website. Save 

documentation.



Request to Add New Vendor packet 
Next-Look for vendor in Skyward

Does the information match what you received from the Add a Vendor packet? If not, you need to update 

the applicable fields. We need a new W9 if the current one is over three years old. 



Procurement & Auxiliary Services

Janie Ornelas - Director of Procurement and 
Auxiliary Services

Time to add a new CONTRACTOR vendor request!

On hamburger menu choose Vendor, then under “Features” choose Vendor Request.

Click Add Vendor Request near top right of the screen.

The VENDOR REQUEST DETAILS comes up.

Use ALL CAPS for vendor entry.

No apostrophes.

Select the correct radio button for the Name Format.
If a person and a business is listed on W9 with a Social, list vendor as a business. Ex. Misty Hollingsworth dba BeesRUs.

For Person-enter Last Name, First Name and Middle Name (if supplied)

For Business-enter Business Name and Federal EIN (if supplied)

Next



Procurement Roles 

❖ Guadalupe (Janie)Ornelas - 40074
➢ Construction,Aramark & Technology and Athletics   

❖ Nicole Ayer - 40075
➢ Furniture , Asset management, Elementary, Nurse & 

Health and Police
❖ Francis Jimenez - 40089
➢ Administration, Health, EDP and Support Service

❖ Misty Hollingsworth - 40072
➢ Secondary, Fine Arts and Transportation

Under DEMOGRAPHIC INFORMATION:

Start entering Address. 

• This field enables you to search for existing values in the system. If you locate the address, choose Select. 

• If your address is not in the system, select Add Address at the top of the box.

• Complete all required fields.

• Save

Enter Phone Number.

Enter Email Address.

Enter SSN, if applicable.

Under VENDOR INFORMATION:

Use Vendor Category dropdown to choose correct description.

Use Form 1099 Type Default dropdown to select NEC NonEmployee Compensation.

Complete W9 Received Date field.

Complete SAM.gov Date Verified, if applicable.

Use Federal Tax Classification dropdown to select what was marked in Box 3a of W9.

Save



Commodity Code List

A new Commodity Code list has been created.  Please 
see the link below to access the new list. 

Commodity Code Link

How to add a vendor

Optional fields you may need:

Override Name for A/P Check is used if the check should be addressed to someone other than the vendor.   

For example, if the check should be made out to the owner instead of the vendor name. 

Override Name Format for 1099 is used when the vendor wants to list two names on their 1099 form. For

example, the vendor may want to have their business’s name and their legal name on their tax 

form. Use dropdown to choose the correct option.

Form1099 Name Override is used when the 1099 form should be the business owner rather than the 

vendor name. 

Attach all applicable supporting documents:

• SAM.gov

• Comptroller

• Request to Add New Vendor form

• CIQ

• W9 

Choose Save & Submit when completed.



Cooperative  Bids

PFISD utilizes several District Approved Cooperative 
(co-ops) bid contracts. Please see the attached link. 

Approved Cooperatives

• Buyboard- Please send any PO’s using a 

Buyboard contract to

info@buyboard.com

PARENT vendor request

The best supporting document is the student’s Skyward information. Attach to vendor request.  

Necessary information is:

Parent name

Address

Phone Number

Email Address

Student Name

Student Number

Student Campus

On VENDOR REQUEST DETAILS page: 

• Choose Person radio button. 

• Enter Parent Last Name, First Name and Middle Name (if supplied).

Next

Under DEMOGRAPHIC INFORMATION: 

Enter Parent Address, Phone Number and Email Address.

Under VENDOR INFORMATION: 

• Use Vendor Category dropdown to select OneTime.

• Use Form 1099 Type Default dropdown to select NEC NonEmployee Compensation.

• In Purchasing Contact field, enter Student name, campus, and number.

Save

Attach documentation.

Save & Submit



Purchase Order Requisitions

Common PO Denial Reason
1. The quote amount and purchase order amounts do not match
2. Any changes occur (e.g. Commodity Code, change in verbage, no contract selected) bounce request 

back to original approver
3. Request for services that have already been rendered. This should come in as an Invoice Request not 

a PO Request
4. PO Type Standard vs Blanket ( All MasterCard Requisitions must be done as a Blanket PO request )

Blanket vs Standard PO Requisitions:
Standard PO Requisitions are to be used for ordering up to 20 items 
Professional Development Registrations
Memberships 
Blanket PO Requisitions are to be used when your quote/cart contains 20 or more items
Blankets must be used when entering Credit Card requisitions. 

Enterprise Rentals
Due to Enterprise’s limited character space we need to enter the first 3 digits (org) and the last 

3 digits of the PO number 

PETTY CASH vendor request

On VENDOR REQUEST DETAILS page: 

Choose Business radio button. 

Enter “PETTY CASH –” Employee’s name. For example: PETTY CASH – MISTY HOLLINGSWORTH 

Next

Under VENDOR INFORMATION: 

• Use Form 1099 Type Default dropdown to select NEC NonEmployee Compensation.

• In Purchasing Contact field, enter campus and department. For example, PHS-FINE ARTS

Attach any supporting documentation.

Save & Submit



Purchase Orders for Everything
We are pushing to have a Purchase Order in place for 
every purchase possible

Why?

• Ensures funds are available
• Allows approvals before a purchase is made or funds are 

committed
• Allows purchasing to do due diligence on vendors and track 

spend by commodity
• Allows finance to verify accurate account code

Provides the ability to look back at prior expenses to see what 
Blanket POs can be entered.

Scenario 1





Purchasing Helpful Links

Please use this link to find the following forms: https://www.pfisd.net/about-
us/departments/procurement-and-auxiliary-services/information-for-employees

● Approved Vendor list
● Amazon Information
● Frequently Asked Questions
● HEB Curbside Instructions
● Open PO Report Instructions
● PO Flow Chart
● Purchasing Manual
● Adding a Vendor-need to update



Purchasing Helpful Links

Please use this link to find the following forms: https://www.pfisd.net/about-
us/departments/procurement-and-auxiliary-services/information-for-employees

● Approved Vendor list
● Amazon Information
● Frequently Asked Questions
● HEB Curbside Instructions
● Open PO Report Instructions
● PO Flow Chart
● Purchasing Manual
● Adding a Vendor-need to update



Scenario 3



Scenario 4 (no audio)



Hive Got to Go!



Please make sure to complete 

the conference feedback 

survey.

Thank you for attending!


