
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. 

 

Log into Skward 

Go to the Financial Management system  

 

 

  



 

 

 

Go to the Purchasing tab  

Under My Requisition Processing, hit “Requisitions” 

 

 

 

 

 
 

  



 

 

 

 

At the next screen hit “Add from Online Catalog” 

 

 

 

 
 

  



 

 

Click on the Online Catalog you would like to purchase from 

 

 

  



 

 

Choose the Requisition Group you are purchasing for by hitting the down arrow 

 

 

 

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.) 

 

 

 

 

 

When finished, click on Check Out 



 

 

Click on Add Requisition Accounts 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Choose the Account by clicking in the box 

 

 

 

Click on Save Account Distrib 

  



 

 

Verify all information is correct and click on Submit for Approval 

 

 

 

 

** Online catalog / eCommerce orders are automatically ordered when the PO is issued. No further steps are required 

from you to make the purchase. 

 

 

 

 

 

 

 


