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Effective immediately, the process for placing Admiral Express orders has changed.  

 Admiral Express Accounts 
o Each school and department will have only one (1) account for all orders, e.g. Boevers 

Elementary will have one account, Athletics will have one account, etc., regardless of 
the number of open blanket purchase orders.  
 

o Your Admiral Express account will have your school’s or department’s four-digit MUNIS 
department code referenced on it.  
 

o Unless you hear otherwise from Stacy Haynes in Purchasing, your existing user ID and 
password will remain the same. 

 Blanket Purchase Orders 
o Schools and departments may have multiple blanket POs to Admiral, but only one 

blanket PO may be used per order. You cannot use more than one PO per order.    

 Referencing Your Blanket PO on the Order 
o To place an order, login to your account, select the items you desire to purchase, and 

enter the corresponding blanket purchase order in the Long PO field.  

 

 

 

 
 

 New Coding Requirements 
o On the “Comments:” line for each item, you will need to enter the correct 

corresponding OCAS code (function, object and/or program code(s) ), if the items or use 
of the items will differ from the OCAS code on the blanket.   
 

o If you are using the items for gifted or special education, you will need to add the 
corresponding program code. For example, if you are purchasing dry-erase markers for 

Enter PO Number 
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use in a special education classroom, you will need to use the object and programs code 
0619.239 (Special Ed.). 

o If purchasing an item for non-classroom use, but not for the office of the principal, e.g. 
nurse, counselor, media, etc., you will also need to indicate the corresponding function 
code for that position.  For example, if you are purchasing dry-erase markers for the 
media specialist, you need to indicate the following: 52220.0619 (office supplies for the 
media specialist/media center). 

OCAS Codes for the 
item (function, 

object, program) if 
different from PO 

Need more OCAS help? Refer to attached handout. 

 Admiral Order Workflow 
o The purchasing department will no longer “review and approve” Admiral Express orders. 

Once you place an order, it will go directly to Admiral Express for processing. 

 Order Deadline 
o You must have your orders submitted to Admiral by 4:30 p.m. for next day delivery. 

 Tracking your Orders and Blanket PO Balance 
o You will be responsible for tracking your blanket PO balances and insuring that you do 

not exceed your blanket PO.  The Admiral Express website will not track your PO 
balances.  Use MUNIS! Look up your PO balances and keep a spreadsheet log of your 
orders. 

 What Not to Buy on Your Blanket PO 
o Office and classroom supply blankets must not be used to purchase the following: 

furniture (including chairs); durable equipment over $100; food. 

 Questions 
o Admiral Account – Stacy Haynes, Purchasing, 918-357-6167 
o Accounts Payable – Debbie Driggars, Accounts Payable, 918-357-6075



Fun Express is the Corporate Accounts Subsidiary of 
Oriental Trading® Company 

Enjoy Corporate Pricing with Oriental Trading® through Fun Express.  
Your benefits include: 

20% OFF 
Oriental Trading®  
catalog prices 

+ FREE  
SHIPPING  

on orders $125+ 

Think you know us? Look again! 
Did you know we offers all of the below? 

Art & Craft Supplies 
Crafts, including DIY Projects 
Camp Supplies 
Educational Resources 
Active/Dramatic Play Items 

Toys and Novelties  
Seasonal Products  
Themed Products  
Event & Party Supplies  
Games, Candy and More! 

Place orders online, by phone, fax or email to receive discount. 
NEW website  to  shop  

discounted prices Website: 
FunExpress.com/corporate 
Email: 
Orders@FunExpress.com 

Phone:  
800-228-2003 
Fax:  
800-228-1002 

To create your  
account call or  

qo online at: 

Jeannie Carlsen 
Business Development Representative 
Direct: 877-619-8497 
JCarlsen@FunExpress.com 

Fun Express LLC  
Subsidiary of Oriental Trading Company  
4206 S. 108th Street, Omaha NE, 68137  
©2021 Fun Express, All Rights Reserved 

CALIFORNIA CONSUMERS NOTICE OF COLLECTION AND OPT OUT RIGHT. California consumers, please visit funexpress.com/CAPRIVACY for information about the  
categories of and purposes for which we collect and use personal information, the right to opt out of the sale of personal information and our privacy policy.  

TERMS AND CONDITIONS. Please see funexpress.com/terms-and-conditions for terms and conditions governing all orders and customer interactions. 

http://FunExpress.com/corporate
mailto:Orders@FunExpress.com
mailto:JCarlsen@FunExpress.com
http://funexpress.com/CAPRIVACY
http://funexpress.com/terms-and-conditions


0 
 

 

  

9/21/2020 Union Finance 
E-Procurement Manual & Instructions 

By Julie Harkrider & David Young 
ACCOUNTS PAYABLE & PURCHASING 



1 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

E-Procurement 

What is e-Procurement?  E-Procurement is short for “electronic procurement.”  It allows for the 
electronic transfer of procurement data between the District and the supplier.  MUNIS has the capability 
to “punch-out” data from a supplier’s website catalog and bring that data into the MUNIS requisition.  
When using e-Procurement, the description, quantities, and price within the supplier’s catalog are 
electronically transferred into the MUNIS requisition, thus saving you time, while increasing the accuracy 
of the transaction with the supplier, i.e. the exact item numbers, descriptions and price are all pulled in 
from the supplier’s catalog.   

Once the requisition is converted into a purchase order, the purchase order is electronically sent, 
via the Internet, to the supplier.  In short, Union‘s MUNIS application “talks” directly to the supplier’s 
application.  You don’t have to email, fax or phone in your orders to the supplier – it’s all done 
electronically.  Unfortunately, not every supplier will have the capability of using e-Procurement.  The 
District’s Purchasing and Accounting Departments will continue to add major suppliers to the system, as 
supplier set-up data becomes available and is successfully tested. 

Now that you have a better understanding of e-Procurement, let’s start the requisitioning process.   

PAGE # Description 

2 Starting the Requisition 

3 Selecting your Vendor 

4 Completing the Requisition 

5 PO Printing 

6 NOTES 

7 CDW-G instructions 

11 School Specialty instructions 

15 School Specialty Cart Creation by Teachers 

18 School Specialty Cart Retrieval by Munis Users 
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Starting the Requisition: 

An e-Procurement requisition starts just like a normal requisition.  From the Tyler Menu = 

Munis-Financials-Purchasing-Purchase Order Processing-Requisition Entry 

(1) Enter Header information in Requisition Entry.  “Receive by” shall always be Quantity.  
When an E-Procurement (E-Pro) vendor is desired, always use PO Mailing address ‘0’ 
and the Delivery method will be E-Procurement: 

●

 

   

 

 

 

 

 

If you do not want to use e-procurement for an e-pro vendor, MUNIS will not allow you 
to uncheck the E-Procurement box and check a different box.  You must select a different 
PO mailing address (one of the Remit addresses) as a designated Purchase Order 
address for the vendor.  Once the vendor delivery method has been selected, if you need 
to change it, you will have to update the PO mailing with a different address.  CAUTION:  
If you change the PO mailing on the front screen and you already have line items 
entered, you must change the PO mailing on each line item as well. 
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(2) After entering all the necessary Header data, go to the Line Items screen.  In the ribbon, 
you will now see an option to ‘Shop Online’. Select ‘Shop Online’ to see a list of E-Pro 
vendors: 

 

 

 

 

 

 

 

 

(3) Select vendor from list.  This will launch the vendor’s website.  

NOTE:  If you select a vendor in error, just close out of the vendor’s website.  You will be 
returned to your requisition in MUNIS, click on CANCEL in the ribbon, then you can 
select ‘Shop Online’ again to return to the vendor listing. 

Refer to the following pages for specific steps to order via E-procurement from 
these vendors: 

• CDW-G:  page 7 
• School Specialty:  page 11 

(4) Continue to the next page once you have completed the ‘Shop Online’ steps for the specific 
vendor. 
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Completing the Requisition: 

(1)  Click ‘Continue’ to populate all items from shopping cart: 

 

 

    

  

 

 

(2)  In this example, two items were in the vendor shopping cart at checkout.  After clicking 
‘Continue’, Munis now has all line items populated from the shopping cart from the vendor’s 
website: 

Line 1 of 2:  Line 2 of 2: 

DO NOT UPDATE ANY LINE-ITEM DATA ELEMENTS.  Changing any quantities, pricing, 
and/or descriptions will cause the PO submission to the vendor to fail.  Each line item now must 
be updated only with the appropriate OCAS code.   Follow normal Requisition protocol.  You may 
add any necessary additional information only to the General Notes on the Header screen.   
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(3) If you click ‘Return’ without adding the GL account (OCAS code), the requisition will 
show it is in a ‘Created’ status, not an ‘Allocated’ status: 

You must go back to each line and add the appropriate GL account.  Once fully allocated, release 
to workflow as usual.  If all line items use the same OCAS, you may use the “Mass Allocate” 
option in either the Line Items ribbon or the Header ribbon.  Enter the OCAS one time, select 
“Process” and “Return.”  All line items are now assigned the same OCAS account.  After Mass 
Allocating, you may update an individual line item’s OCAS if an Object Code or a Function Code 
needs to be changed. 

For example, if most of the items in your order are basic classroom supplies, but you also have a 
ream of paper in the order, you may “Mass Allocate” one OCAS code using object code 0619.  
Then update the one line item for the paper and change the object code on that line to 0611. 

(4) When the PO is printed, it will be sent electronically to the vendor.  The school district 
copy will be available in TCM on the PO record in Munis. 
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NOTES:   

District protocol has been to type all data into Munis using only upper case letters.  You 
will notice that E-Procurement uses both upper and lower case lettering.  This will not 
cause problems processing the requisition/purchase order. 

There is no need to scan quote attachments to e-procurement requisitions for orders under 
$10,000. For orders over $5,000, please type the Contract # - from your quote - in 
General Notes on the REQ. 
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CDW-G 
 

 

 

 

 

 

 

 

IMPORTANT 

Please enter the CDW-G OMNIA contract number – R160201 – in the General Notes of your 
REQ and make sure it is checked to Print on PO. 

Ways to shop: 

• Search the District-approved catalog items, or 
• Enter a previously obtained quote in the ‘Find my Quote’ field. 

To shop for items, use the Search bar, or select the desired category at the top of the page.   
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Example 1: Search for “BATTERY BACK UP”: 

    

 

 

 

 

 

 

For desired items, click ‘Add To Cart’. 

Example 2: Search “SHREDDER LUBRICANT”: 
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Once all desired items have been added to cart, click ‘Checkout’: 

From SHOPPING CART: 

 

 

 

 

 

 

 

 

Follow the instructions on the next screen: 
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The following message will appear after clicking ‘Transfer Shopping Cart’.  Click    . 

Click ‘Yes’ to return to Munis. 

(Return to page 4 of this document to continue Munis instructions.) 
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School Specialty 
IMPORTANT 

Please enter the School Specialty OMNIA contract number – R190503 – in the General Notes 
of your REQ and make sure it is checked to Print on PO. 

 

 

 

Ways to shop: 

• Search the District-approved catalog items, or 
• Search for a previously created Cart by accessing the drop-down menu from ‘My Account’ 

in the upper right corner: 

(Specific instructions on creating a cart and then retrieving the cart start on page 15.) 
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NOTE ON FREIGHT/SHIPPING CHARGES WITH SCHOOL SPECIALTY: 

THERE IS A $50 MINIMUM ORDER FOR E-PROCUREMENT ORDERS WITH SCHOOL 
SPECIALTY. 

Small orders less than $50 or bulky items that require freight charges cannot be ordered through 
e-procurement, and must be entered manually using a different PO delivery method. 

 

 

Once all desired items have been added to cart, click ‘Proceed to Checkout’: 
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Verify your items and make sure no Shipping charges have been applied, then select ‘Submit’: 

 

 

Click on ‘Transfer’: 
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The following message will appear after clicking ‘Transfer’.  Click    .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click ‘Yes’ to return to Munis. 

(Return to page 4 of this document to continue Munis instructions.) 
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Cart Retrieval: This process allows teachers to create shopping carts that can be retrieved, 
reviewed, and approved by the administrator in Munis! The process is simple, secure, and no 
orders can be processed without review and approval. 
Instructions for teachers to create carts are below. 

Teacher Cart Creation 

A video of the process to navigate the School Specialty shopping website is linked here: 
https://www.youtube.com/watch?v=Kl505A0G8Ds 

You may find it helpful to view this video before logging in for the first time. 

To create your shopping cart: 

• Go to: https://store.schoolspecialty.com 
• In the upper right, click Welcome, Login 
• Enter your User Name and Password, click Login.  (Each site – not individual – should have a unique User Name 

and Password.)  

Choose one of 5 easy ways to shop: 

1. Search by Key words under the Search window 
2. Shop our Products by category 
3. Order by Item Number 
4. Search Digital Catalogs 
5. Previously created Shopping Lists which can be found under the My Account menu 

https://www.youtube.com/watch?v=Kl505A0G8Ds
https://store.schoolspecialty.com/
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From the Shopping Cart screen (below) under (1) Shipping Information, enter your name by clicking Review Attention 
To, then enter your (2) Request Ship Date using the calendar icon.  (Leave the PO Number blank.)  

(3) Save your cart if you are not finished (you will be able to complete at a later time).   

 

 

 
 

 

 

If complete, click the Print icon (see next screen shot) to save a PDF copy of your cart and email it to your site 
secretary/financial clerk so they know there is a cart for approval and they will have the cart number. 

Then click (4) Proceed to Checkout, to be taken to the Review page. 

(1) 

(2) 

(3) 

(4) 
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From the Review page, click Submit. Your cart will now be available to your Munis User to pull in to a 
requisition. 

You may now log out of the website.   

NOTE:  IF YOU DO NOT CLICK ‘PROCEED TO CHECKOUT’ AND ‘SUBMIT’, YOUR CART WILL NOT 
BE AVAILABLE FOR YOUR SECRETARY TO ACCESS FROM MUNIS.
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Cart Retrieval in Munis 

(For site secretaries and financial staff responsible for entering requisitions in Munis) 

From your Munis requisition line item, click ‘Shop Online’ to launch to the School Specialty landing page, 
and click Retrieve Carts: 

 

 

 

 

  

Locate and click the desired Cart Number. You can use Advanced Search to search by cart number. 
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Click Retrieve to bring the order directly into the Munis requisition. (If necessary, choose Modify This Cart to make changes first.  Then, 
Proceed to Checkout and Submit to bring the order into Munis.) 

 

 
 

 

 
 
 
 

 

 

 

NOTE:  ONLY ONE CART MAY BE RETRIEVED PER REQUISITION. 

Click Transfer to import your order into Munis: 

 

(Return to page 4 to continue Munis instructions.) 



Amazon Business User 
Instructions  
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1. Sign In: You will receive an email to create your Amazon Business account.  Use your 
work email credentials to sign in to your Amazon Business account.  

2. Create a Shopping List: Name your Shopping List using the format ‘Site Name – Date’ 
(e.g., Ochoa – 2/25/25). 

3. Add Products: Add the desired products to your Shopping List.   

4. Review Shopping List: Any quantity adjustments can be made by clicking the Edit 
Comment, Quantity & Priority button and changing the Needs field.   

5. Share Shopping List: Share your Shopping List with the Amazon Approvers group for 
approval. You must click Send emails to all recipients for Purchasing to be notified. 

6. Approval Notification: The Purchasing Department will email you to either approve the 
Shopping List or recommend alternative products. 

7. Move Approved Items: Add approved Shopping List items to your Shopping Cart.  
Download PDF of your shopping cart contents (see Required REQ Attachment under 
Additional Information).  This file will be attached to your REQ. 

M
U

N
IS

 8. Start a REQ: In MUNIS, start a REQ for Amazon Business (Vendor #18222) and set 
delivery address as your site.  Enter delivery recipient in the reference field.  Attach PDF 
file showing Shopping Cart contents. 

9. Shop Online:  Within the REQ, select ‘Shop Online’ button which is located on the line-
item screen.  Amazon Business will open automatically in your web browser. 

Am
az

on
  

10.  Checkout: Click on Shopping Cart (top right corner) and verify that the approved 
products are in your cart. Click ‘Proceed to Checkout’. 

11. Shipping Address: Confirm the shipping address. If the Union Warehouse is listed as 
the delivery site, note that Amazon will deliver to the address listed on the REQ. 

12. Submit Order for Approval: Click ‘Submit Order for Approval’ which will return you to 
MUNIS. 

M
U

N
IS

 

13. Update REQ: When you return to MUNIS, you will need to select the ‘Continue’ button 
on the ribbon and your items will autofill in the REQ.  Click ‘Update,’ enter the 
appropriate OCAS coding, and verify that the general description is appropriate. 

14. Release REQ: Release the REQ into the MUNIS workflow for approvals. 

15. Purchase Order: Once the REQ is fully approved and the purchase order is printed, 
Amazon will send you an email confirming the order has been placed.   



 Additional Information 
 

Required REQ Attachment 

The following attachment is required to be included with each requisition.  

1. Shopping Cart Contents PDF which can be downloaded from your Amazon 
Shopping Cart (see screenshot below.)   

 

 

 

 

 

 

Order Requirements 

• There is a $25 minimum purchase threshold.  Please reach out to the Purchasing 
Department if you have a special or emergency purchase which is under the 
minimum purchase threshold. 

• We recommend placing weekly instead of daily orders to reduce the number of 
purchases and packages. 

• Amazon pricing is locked for only fourteen days.  The price lock starts once the 
order is sent back to MUNIS for approval. 

• Amazon has the following shopping cart maximums: 
o Up to 50 different items 
o Up to 999 units of a single item 

• Lightning Deals cannot be purchased due to the time-sensitivity of the deal. 
• Quantity updates may change your estimated delivery date. 



 Additional Information 
 

Returns & Replacements 

• Returns must be initiated by the purchaser.  Start the return process by selecting 
“Return or Replace Items” under the “Your Orders” page on Amazon.com 

 

 

 

• Select the option to return via United Parcel Service (UPS) and print the return label.  
If a free return option is not available, contact the Purchasing Department for 
assistance. 

• Repackage items in original box and attach return label.   
• On your site’s regular warehouse delivery date, request that warehouse staff take 

your Amazon return.  The warehouse staff will coordinate with UPS for pickup.    

Purchasing Department Contact Information: union.purchasing@unionps.org 

Accounting Department Contact Information: accts.payable@unionps.org 

mailto:union.purchasing@unionps.org
mailto:accts.payable@unionps.org
http://Amazon.com
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RECEIVING IN MUNIS PO RECEIVING 

1. Documents needed 
a. Copy of the purchase order (PO) 
b. Shipping manifest, Bill of Lading, packing list/slip, delivery receipt/documentation (with date 

stamp or date received) 
 

2. MUNIS Access 
a. https://munis.unionps.org:55000/default.aspx 

 
3. Process 

a. If the items on the PO were received at the Union Distribution Center/Warehouse, you will 
not need to receive the items in MUNIS PO Receiving, but you can see if the items have been 
received.   
 

b. If the PO has line items, i.e. 1, 2, 3, 4, etc., PO receiving must be used.  See Table 1. below for 
examples of when to use PO receiving.  

 
Table 1.   

Description Receive Comments/Examples 
Yes No 

Blanket PO purchases ✓ 
Tangible materials – line itemed on PO ✓ Supplies, equipment, furniture 
Dues & Fees ✓ Institutional dues 
Freight line on PO ✓ 
Independent contractor services ✓ If 1-time payment 
Media books/textbooks/classroom sets ✓ If not line itemed (> 10 items)1 
Refunds  ✓ 
Reimbursements ✓ 
Rentals ✓ 
Services & Professional Development ✓ 
Software & subscriptions ✓ 
Travel/Hotel ✓ Yes, if not a blanket 
Tuition & registrations ✓ After registration is complete 
Warehouse shipments ✓ If line itemed on PO2 

  
 
 
  
 

 
  
  
  
  
  
 
 

 
1 Textbook and book orders with less than ten (10) line items must be itemized on the 
REQ/PO.  Receiving will be required, i.e. if line 1 has a quantity of 300, receiving will be 
required.  
2 Line item orders shipped to the Distribution Center will be received by the Distribution 
Center employees. Distribution Center employees will not receive orders shipped directly to 
other sites.  
 

c. If the PO is a blanket, you will not receive in Munis at this time.  Instructions for PO Receiving 
by Amount will be rolled out at a later date.   
 

https://munis.unionps.org:55000/default.aspx
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d. Open, inspect, count, compare and reconcile the items on delivery documentation/packing 
slips and lists against the items on the PO.  Note any overages, shortages or discrepancies on 
both documents.  
 

e. Upon completion of the inspection, counts, and reconciling of the documents, leave the 
documents unstapled but batched together (scanning to follow). 

 
4. PO Inquiry for Receiving 

a. To see if a PO has any Receiving records established, use the Purchase Order Inquiry 
process.  

b. Open MUNIS, click on Tyler Menu 

c. Find Purchase Order Inquiry and Reports 

d. Select Purchase Order Inquiry 

 

 

 

 
 

 

 

 
 

                             
 

 

e. Select Search in the Ribbon and enter the PO number.  

f. Once the information is available in the Purchase Order Inquiry screen, you can quickly 
determine if there is receiving activity by the looking at Receiving 
icon.    If the icon has a yellow folder, it is active.   

g. Click on the Receiving icon.  You should now see the line items received.  You will be able to 
see the line item, description from the PO, the date received, who received it, the quantity 
ordered and quantity received.  (See example below) 

5. How to Receive  

a. Open MUNIS and click on Tyler Menu  

b. For Purchase Order Receiving, Select Financials > Purchase Order Processing > Purchase 
Order Receiving  
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c. In the Ribbon at the top of Purchase Order Receiving, click Add.  
 

1) Enter the PO number you want to receive and the line number from PO.   If you are 
receiving line item 1, enter line 1.  

2) Using the receiving documents, enter the actual quantity received. The quantity 
received cannot be greater than the PO line quantity. Do not change the dollar 
amount.  

 
3) Enter the actual date the items were received (packing slip receipt date), not the date 

this record is entered.   

4) Enter the packing slip/receiving document number and any comments, e.g. damages, 
overages, etc.  If FedEx or UPS, enter the tracking number.  

5) DO NOT check the “Fully Invoiced” and “Close PO” boxes. 

DO NOT CHECK THESE BOXES 
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6) If all information is correct and accurate, click Accept in the Ribbon.  (If 
you made an error, you may click Cancel before Accept and re-enter the 
information.) 

7) You may now proceed to enter the next line item.  Repeat the process. 
If you have a freight line, you will need to receive the freight line.   

8) Once all line items have been received in full, select the freight line number and 
receive it as well.   

d. Use of Quick Receipt 
1) There is an option to use Quick Receipt; however, when receiving all items (Select All) 

in Quick Receipt, the system does not allow users to enter a receipt date.  The system 
receives on the date the transaction is entered; therefore, Quick Receipt is not 
recommended and must not be used for receiving all items.  The date the goods or 
services were received must be date entered in MUNIS, not the date the transaction is 
entered.  

e. Attach the receiving documentation 

1) When you have completed the process for all items. Search on the PO in PO 
Receiving.  Locate line item 1.   

2) Click on the Attach icon in the Ribbon. 

3) Click on View Documents  

4) Click on the + sign in the Ribbon  

5) If scanning, load the document in the scanner. Click on the 
symbol.  

Scan/Upload 

6)  If uploading the document from your computer, click on the import icon. 

7) After the document has been scanned or uploaded from a file, give the document a 
title. 

8) Click on the file save file symbol.    
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f. Completing the process 

The receiving process is now complete.  Please batch the originals together and send them 
to Accounts Payable.  Since you have scanned the documents into MUNIS TCM, you do not 
need to keep a copy of the documents at your site. Unless you just want to keep a paper file, 
you can access those records through MUNIS TCM.   

g. Checking the PO 

If you want the check the receiving record on the PO record, while in the receiving record, 
click on the Purchase Order Inquiry box.  Once in the PO receiving record, refer to Section 3 
of this training guide for more information.  

 

 

 

 

 

 

 

6. Freight  
a. Line-item freight must be received in MUNIS.  
b. If the Distribution Center receives the items, Accounts Payable will receive freight on the PO.  
c. If the items are delivered to the school site, the site will be responsible for receiving freight 

in purchase order receiving. 

7. Receiving Substituted Items 
a. If an item has been discontinued and vendor ships an acceptable substitute, you must get 

the Accounting to update the purchase order before you can receive the items.   The 
purchase order must be updated before any receiving transactions can be added.   

8. Receiving Adjustments in MUNIS 

a. Union Distribution Center – If a receiving error is discovered after the items have been 
delivered to the school/department site, e.g. Distribution Center miscounted, the following 
process should be followed. 

1) If the shipment is long, but within the quantity permitted on the PO, e.g., you ordered 
10, the Distribution Center received 8 in MUNIS, but you received 10, compare the 
receiving documentation to the MUNIS receiving record.  If the receiving documentation 
matches the actual quantity received at the site, the site secretary or financial clerk 
should receive the balance of those items in MUNIS Purchase Order Receiving.  If the 
receiving documentation does not match the actual quantity received at the site, email 
the Distribution Center receiving office about the discrepancy.   There may be additional 
documentation that can clarify the error.  Work with the Distribution Center receiving 
office to reconcile the issue.  It is the school/department’s responsibility to ensure any 
actual overages are added to the receiving record.   
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2) If the shipment received at the school site is short, meaning the Distribution Center 
received more in MUNIS than what the site received, contact the Distribution Center 
Receiving Office.  The receiving office will have to research the “shortage” and make an 
adjustment to the MUNIS receiving record.  Shortage corrections need to be made by 
the Distribution Center.  

9. Returns 

a. If the school site/department returns an item, the secretary or financial clerk at the 
school site is responsible for entering a return in MUNIS Purchase Order Receiving.  
Returns should be entered using the same method as receiving.  

b. The return must be entered as a new record in Purchase Order Receiving.   

c. Once in Purchasing Order Receiving (See Section 4. Above), click Add, and 
enter the PO number in the PO number field. 

 

d. 
 

Enter the applicable PO line # for the returned item and hit the Tab key 

 

 

 

 

 

 

 

 

 

 

 

 

  

e. Click on the Returned tab.   

f. Enter the quantity returned. 

g. Enter Comments (Required): Reason for return; actual date returned; shipper, e.g. 
FedEx, UPS, USPS, picked up by supplier.   

h. Enter the RMA, if you received one from the supplier.  

i. Click Accept.   

j. This return transaction will now show up as a transaction on the Receiving record in 
MUNIS.   

k. The Distribution Center will not be entering returns on behalf of the school/site in 
MUNIS.   
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CONTACTS FOR RECEIVING ISSUES 

Purchasing & Distribution Center 

Kurt Frentzel, Director 
918-357-6177 
frentzel.kurt@unionps.org 

Stacy Haynes, Buyer 
918-357-6167 
Haynes.stacy@unionps.org 

Accounts Payable 

Rose Peace, Reconciliation Specialist 
Peace.rose@unionps.org 
918-357-6249 

Melanie Coday, Accounting Mgr. 
coday.melanie@unionps.org 
918-357-6075

mailto:frentzel.kurt@unionps.org
mailto:Haynes.stacy@unionps.org
mailto:Peace.rose@unionps.org
mailto:coday.melanie@unionps.org


 

 

Furniture Purchasing and Standardization Policy Summary 

Union Public Schools has established standardized office and classroom furniture to ensure 
consistency, compatibility, cost savings, and efficient management of district facilities. In 
accordance with Board Policy 3010, standardized furniture purchases are subject to review and 
approval by the Purchasing Department. Board Policy 3010   

All employees must contact Purchasing before requesting furniture quotes, creating vendor 
shopping carts, or initiating any furniture purchase. This requirement applies to purchases from 
all suppliers, including online vendors such as Amazon, Staples, Office Depot, Wayfair, and similar 
retailers. 

The policy applies to all office and classroom furniture, including but not limited to: 

• Office chairs and task chairs 

• Soft seating 

• Bookcases and shelving 

• Filing cabinets 

• Teacher desks and student desks 

• Conference tables 

• Classroom tables 

• Collaboration tables 

• Other office or classroom furnishings 

Purchasing will verify that requested items meet district furniture standards and will identify 
approved vendors, contracts, or cooperative purchasing agreements. Requests for non-standard 
furniture must receive Purchasing approval before quotes are obtained or purchase requests are 
created. 

Failure to coordinate with Purchasing before obtaining quotes or creating carts may result in delays, 
cancellation of purchase requests, denial of reimbursement, or rejection of non-standard furniture 
requests. 

Please Contact Purchasing first for any furniture need. Early coordination ensures compliance with 
district standards, provides access to approved pricing, and helps avoid unnecessary procurement 
delays. Stacy Haynes, 918-357-6167 or haynes.stacy@unionps.org 

 

https://www.unionps.org/about/board-of-education/boardpages/business/3010-purchasing-and-procurement
mailto:haynes.stacy@unionps.org


Purchasing Policies & Guidelines 

• Any single purchase over $10,000 must include one additional 
comparison quote if it is not purchased utilizing a state contract 

o If a contract is used it must be noted in the Vendor Sourcing 
Notes 

• Any single purchase over $100,000 must be managed by the purchasing 
department 

o Attach Summary or Tabulation and winning bid to REQ (keep all 
bids for auditing purposes) 

o Remember to request F.O.B. Destination Union Public Schools 

• Any purchase of office/classroom furniture or technology must be made 
through Purchasing. We are happy to assist with any quote



MUNIS Tips 

• Part numbers are first entry in all Line Items 

• Remember to include all quote numbers in Vendor/Sourcing Notes 
and attach quote to REQ 

• Ship to must match on quote and REQ. Typically the warehouse: 

5526 S. 129th E. Ave., Tulsa 74134 

• Ship To must match on Main Tab and each Line Item page (if you 
change one you must change all) 

• If you are purchasing software or subscriptions Ship To should be 
“Does Not Apply” 

• If you are purchasing goods/supplies you must include Standard Note 
1614, Freight Terms 

• If a vendor will be on your premises you will need to include Standard 
Note 1613, Insurance Requirement 

• If your REQ is a blanket select “Amount” not Quantity and include the 
corresponding Standard Note
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