Tutorial

Skyward — Online Requisition
(eCommerce vendors / online catalog)

How to create a Purchase Order (PO) — electronically submitted as on Online Requisition for a purchase using
online catalog / eCommerce vendors.
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Go to the Purchasing tab

Under My Requisition Processing, hit “Requisitions”

f.-)?r‘( (e LYY N RAELAN I P 1 B W LR WP
XYWARD

v Account Wendors IETS(EE
hanagement :

Q|

v Purchasing ¥ Requisition Processing

Purchasing Activity ' Requisitions

Yiew My Purchase Orders 'l My Requisitions
My Requisition Approval History
Approve Requisitions

P F £F £F



At the next screen hit “Add from Online Catalog”
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Click on the Online Catalog you would like to purchase from
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Click on the image of the site whose online catalog you want to order from.
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Choose the Requisition Group you are purchasing for by hitting the down arrow

Requisition Master Information - WF\PU\MR\REYR0Q - 10740 - 05.14.06.00.04 - Mozilla Firefox =10]:
B https: f{skyward.iscorp.comfscriptsfwsisa. il Service=wsfinlodivifforeqmaston
I’Qquisition Master Information @ 1 o
tequisition Master Information | Requisition Detail Lines/Accounting
equisition Master Information /

S a Save and
Requisition Setup Information P e
Requisition Group:l 103 - KINDERGARTEN j Back
Fiscal Year:l 2014 - 2015 July 1, 2014 - June 30, 2015 j Current. Fiscal year not available for this group.

& pccount alocation by total requisition amount (Ma),
 secount allocation by each requisition detail line (YDA,

Requisition Information

* Batch Murnber: 23

* Diescription:

Wendor: oFFICE DEPOT
* Ship To: |Lop] PRIMARY SCHOOL 103 PLEASANT STREET LODI WI 53555

Attention: [ E Z ROCK

* Due Date: [07/23/2014 || 73] Wednesday
Ship Date: [07/43/2014 | .|Wednesday

shpvia[ | ]

**Ecommerce Wendor**

Contract: |

4sterisk (%) denaotes a required field

Enter a Description of what you will be purchasing

Click on Save and Add Detail



The online catalog will automatically open. Search and find what you would like to purchase. Add to your cart. (Please
note that discounts are applied at the end of the purchasing process.)
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Description Price/unit aty. Available B/O @  Total Pwailable $22.22
Office Depot® Brand YWood Pencils, #2 Medium Soft $1.65 | 1 Update 1 a $1.65 Backorder: $0.00
Lead, Pack Of 72 Thox
ttem # 733501 Entered tem # 733601 Save for Leter Cubtotal §23.22
+ BESTVALUE Remave ltem

Estimate Shipping & Taxes

Fitam(s) $22.22
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ftem # 986350 Ertered ftem # 986350 Sawe for Later
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When finished, click on Check Out



Click on Add Requisition Accounts

) Requisition Detail Lines/Accounting - 05.14.06.00.04 - Mozilla Firefox - IEI |£

& hteps:ffskyward iscorp.com/scripts fwsisa, dilfiwS ervice=wisfinlodivif foreqdetinn 1,

Requisition Master Information | Requisition Detail Linesf Accounting
Requisition Detail Lines/ Accounting

Requisition Master Information E;bm'rt Far |
\ prrowval 1
Batch Murnber: 23 | Save and
Requisition Mumber; 0000021462 Accounting: Account allocation bytotal requisition amount. | Edlit Master | Einish Later
Group: {103) KINDERGARTEN Arnount: 22.22 L Maotes ) | Back |
Fiscal Year: 2014 - 2015 Ship To: LODI PRIMARY SCHOOL | attachmerts |

wendor: OFFICE DEPOT, INC.
515 KEHOE BLYD Description: math poster, alphabet letters, pencils,
CARDL STREAM IL 60188
*++* This is an Ecommerce Requisition ***

Requisition Detail Line Ttems

[T I Generalj Filters: I *Skyrard Defaultj

Ym@l Add |

) L . ] Cami | Exiit |
Line & Catalog Code Drescription Guantity Ut M Unit Cost Total Cost f— —_—
= - = A
110 98a350 Elrners(R) all-Purpose Glue Sticks, 0,21 1 PK 5,12000 6,18 Ecommerce
Oz, Pack Of 12 | Marrative
120 933014 Scholastic Personal Poster Set, 100th 1 E& 14,39000 14.39
Day, 17 % 22, Pack Of 30 Ao
Eequisition
\ Accourts 1

=l



Choose the Account by clicking in the box

Account Distribution @S [?
Available Accounts {Accounts are displayed based on Account (learance access) A%:;Em
= Account Level Description Distriby
i e
Back
Fnd a [T |Loc |Ohj i Funds Available | Selected
Account Number Information
E Code Description
10 E 100 551 110900 000 $0.00 [l ™ SENERAL FUND
10 E 100 942 110900 000 $500.00 r o0 PRIMART SCHOOL
10 E 100 9432 110900 000 $0.00 I i1 SEMERAL SUPPL}Eé
110900 KINDERGAR'Iyﬁ
Z014-2015 Avaiable Funds By
| |
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Quick Key: | |
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Verify all information is correct and click on Submit for Approval
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** Online catalog / eCommerce orders are automatically ordered when the PO is issued. No further steps are required

from you to make the purchase.



