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Chapter 1. Requisitions

This chapter describes how to create requisitions using the Requisitions Main Screen from the
SKYWARD web client. Access to create requisitions is limited to the Bookkeeper or other designated
staff.

What is Requisition Entry?

Requisition Entry allows users to enter requests for items that they would like to have purchased.
These requests follow an approval chain, eventually turning fully approved requisitions into Purchase
Orders.

What should | know before entering a Requisition?

*Purchasing Cards should be used when the total purchase is below $3,499 and the item being
purchased is not on the prohibited list for Purchasing Card Purchases. You can obtain approval to
purchase via a Purchasing Card for orders totaling over $3,499 by: sending an email request to the
Director of Purchasing and indicating if Federal Funds will be used. If Federal Funds are used, then:
obtain three written quotes, or, if applicable, obtain a Sole Source Letter, or use a bid/cooperative.
Also tagged capital items can be purchased using a Purchasing Card if approved via email request to
the Director of Purchasing.

*All purchases over $50,000 must be approved by the School Board. For all requisitions requiring Board
approval, allow up to ten weeks for the requisitions to be processed.

*Three written quotes must be obtained for all purchases over $7,500.

*For all requisitions using Federal Funds totaling $3,500 and above: three written quotes, use of a
bid/cooperative or, if applicable, a Sole Source Letter is required.

*When requisitioning Professional Services, a Professional Services Agreement must be completed,
and attached to the requisition, as a Word document. Use this link for “Steps for Processing a
Professional Services Agreement (PSA)”: http://ecsd-
fl.schoolloop.com/file/1400654021508/1400654019591/903170382170695214.pdf

Overview

The high-level processes required to create a requisition are outlined below.

Step 1: Navigate to the Requisitions Main Screen
Step 2: Add a New Requisition

Step 3: Enter Master Requisition Information
Step 4: Enter Requisition Information

Step 5: Add Requisition Detail Lines

Step 6: Add an Attachment

Step 7: Add Requisition Accounts Distribution
Step 8: Add an Attachment

Step 9: Submit for Approval
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Chapter 2. Logging into Skyward

The Skyward Web application is accessible via the Escambia County Schools Home Page by clicking on

“Staff”, scrolling down and clicking on “Skyward” or via a desktop icon. Double-click the

icon to launch the Skyward Web application.
The URL is

https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiafl/seplog01.w

The following login screen will appear. Enter your Skyward Login ID and Password.

The Skyward Login ID is the same as your Novell
User ID.

v First Initial and Last Name e.g. AKlinginsmith

The Skyward Password is the same as your Novell
Network Password.

If you require assistance logging in, contact the IT
Help Desk, (850) 462-9493.

SKYWARD

ESCAMBIA COUNTY, FL
Production Database

Login 1D: ||
Password:

Sign In

Forgot your Login/Password?

05.12.06.00.05-10.2

The Main Screen will open, displaying modules that you have access to.
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Chapter 3. Enter a Requisition

The following is the Desktop view of the web version of Skyward. To navigate to the Financial
Management or Human Resources Module, select the appropriate system in the “Jump to Other
Systems” panel or click the [Home] button and select the appropriate system.

Step 1: Navigate to the Financial Management System

Requisitions are entered under the Financial Management Module. Verify that you are in the
Financial Management Module. Your screen may differ from the example below.

From the Main Screen

3.1.1 | Click oNJump 1O OTHER SYsTEMS: Financial Management or

3.1.2 | click the M' Button and select Financial Management from the selection of systems

o ™y
(& Web Financial Management - WF - 10636 - 05.12,06.00,11-10.2 - Windows Internet Explorer =g
| m https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/sfmhom01.w a |

— ESC as_-\IBI % CO‘LN T-Y SCHOOL DISTRICT Training User Account Preferences Exit ?
/ ALY y. .
SKYWARD
Subsystem
Account . Accounts +—
m | m anagement Vendors = Purchasing Payable Q Access
< H P E aacial Managemenl E ﬂ T:f Favorites » ﬂj New Window lﬁl My Print Queue
My Favorites My Print Gueue Jump To Other Systems
Finanlci.all Management Job Status B Financial Management
Requisitions D | wo items avaitable. L Human Resources
Recent Programs
CLICK the [Home] or [Jump to Other
Systems] button to toggle between Financial Requisitions
Management & Human Resources. WF\PUIMRI\RE\RQ

If you have created a Favorites
Link the Requisitions screen f@ Financial Management Home

can be accesed via the My — i wE
Favorites menu District News

Ne news to display.
If you have visited the Requisitions
page before a link will be stored in
the Recent Programs menu
Edit Favorites
@ 2012 Skyward, Inc. All rights reserved. TRAINING Database

H100% v
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Step 2: Navigate to Requisitions Main Screen

Requisitions are entered under the Financial Management Module. Verify that you are in the
Financial Management Module.

From the Financial Management System Main Screen

3.2.1 | select "™ from the Financial Main Menu,

3.2.2 | select My REQUISITION PROCESSING: Requisitions

P .
(& Web Financial Management - WF - 10636 - 04.12.02.00.16 - Windows Internet Explorer [E=gE

| i (f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrnfl/sfrnhom01.w

/,_,—-— = Escambia Countv. FL 7 H7 Account Preferences Exit
Py g 7 2
SKYWARD
Account . Accounts  Accounts  Fixed paa  Custom  Federal/State
Mv Management pGlLLl Purchasing able  Receivable Assets [Eegion At Reports Reporting
4 Q " Financial Management Setup’ _ .
Click Purchasing to access
I ~ Purchasing Setup ~ My Requisition Processing the Purchasing Sub-Menu then
View Purchasing Activity L) Requisitions L Click REQUI_SIt_IC_)nS to access
) o i the Requisition Screen
View My Purchase Orders L) My Requisition Approval History L
Email Purchase Orders Ln
eCommerce Ordering L)
PowerTrack L)
User Preferences L)
Purchase Order Receiving L)
Reports 0

The Requisitions Main screen opens
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Step 3: Add a New Requisition

From the Requisitions Main Screen:

3.3.1 | Click the! #% | button.

s ™
(& Requisitions - WAPU\MR\RE\RQ - 10740 - 05,12.06.00.11-10.2 - Windows Internet Explorer = | E ]
‘m https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqmain001 w ﬂ‘

/(‘./"_ = ESCAMBIA COUNTY SCHOOL DISTRICT Training User  Account | Preferences Exit ?
SKYWARD
A t = Accounts
Home Man;‘;’eﬂent Vendors Pat;‘oal-ll:)le Q
<4l Requisitions 7 €— | Cicktne"Star*icon B @ 17 Favoritesv ] New Window £ My Print Queue
— to add this screen to = -
P Filtes
[T your list of Favorites = dg
There are no records to display; chedk your filter settings. o o |
Click the "Add"
button to add a
new Requisition
L] 13
20 El 0 records displayed Requisition Number:D Aflc
H100% v

The Requisition Master Information screen opens.
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Step 4: Enter Requisition Master Information

The Requisition Master Information Screen is used to enter the Purchase Order header information.

3.4.1 Enter Requisition Master Information

slff https://skyward-escprod.iscorp.com/scripts/wsisa.dll/WService= wsfinescambiatrnfl foregmastd01.wlisPopup=true

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

Requisition Master Information

Ao A Save and
Requisition Setup Information Add Detail
Requisition Group: (105 - JIM ALLEN ELEM-TITLE 1 W Save and
Fiscal Year: | 2017 - 2018 July 1, 2017 - June 30, 2018 S Mass Add

Detail

® Account allocation by total requisition amount (YMA).
Back

(O Account allocation by each requisition detail line V
[ This is a Blanket Requisition/Purchase Order.
[ This requisition is used to restock a warehouse. Never click on the box: “This requisition is used to restock a warehouse.”

RIS 0 b (g 3 o PRESS THE CAPITAL LOCK KEY SO ALL WORDS ON THE PO WILL BE IN UPPER CASE LETTERS.

= Batch Number: |SM |

* Description: |ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION DOES NOT PRINT ON THE PURCHASE ORDER. IT IS
ONLY VISIBLE IN SKYWARD.

* Vendor: ADAPTIVE CURRICULUM 1475 N SCOTTSDALE RD STE 120 SCOTTSDALE Rlw
* Ship To: |JIM ALLEN ELEM 5SCHOCL 1051 HWY 95A NCRTH CANTCONMENT FL 32533 -

Attention: [CINDY DAVISON |
* Due Date: D Thursday
Ship Date: El Thursday
shpvia: [ ]

Contract: |

Asterisk (*) denotes a required field

REQUISITION SETUP INFORMATION

Requisition | The drop down list contains a list of all Cost Centers* that you have rights to create requisitions
Group for.

*All Cost Centers have at least one group for GENERAL funds. If you are a Title | school, then
you will have separate group labeled Tl to be used if any item on the requisition is purchased
using partial or total Title | funding. If you choose the wrong group, this can’t be changed as
you proceed. Do not use the Title | group if you are not using any Title | funds. Instead use the
general funds group.

Fiscal Year Defaults to the current Fiscal Year
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Account Click in the circle if only one budget account will be used to pay for all the line items on this
allocation Purchase Order. If you choose the wrong account allocation, this can’t be changed as you
by total proceed. You will add the budget account after all requisition lines have been entered.
requisition
amount
(YMA)
Account Click in the circle if more than one budget account will be used to pay for the items on this
allocation Purchase Order. Each line will require the accounting to be added for each item purchased. If
by each you choose the wrong account allocation, this can’t be changed as you proceed.
requisition
detail line
(YDA)
Blanket If this is a blanket PO, click the box above. This is required for a purchase that will have
Requisition | multiple invoices such as a Landrum temp, textbook orders, or elevator inspections. If this is a
/ Purchase | blanket PO and you forget to click on the box, this can’t be changed as you proceed.
Order . . .
DO NOT USE when you are ordering goods or for services that have a defined quote
and will be paid on one invoice.
Restock the | Never click on this button. This is for use of the Central Warehouse staff only.
Warehouse
REQUISITION INFORMATION
Capital Press the capital lock key so all words printed on the Purchase Order will all be upper case
Lock letters.
Batch The purpose of entering a code in the Batch Number field is to assign requisitions to the proper
Number Purchasing Agent. Failure to enter a batch code could result in a delay in processing your
requisition.
Click on the link for the updated list of “Batch Codes”. If you do not select a batch code, the
system will default to the day of the month.
http://ecsd-
fl.schoolloop.com/file/1400654021508/1486198533892/6727935800366710369.pdf
Description | Generic description describing the contents of the requisition.
Note: This Description displays on the screen only. It does not print on the PO.
Vendor Enter a vendor.

1. Begin typing the name of the vendor and the system will display refined matches as
you type or
2. Click the *Vendor hyperlink to open a new window “Vendors Selection”
a. Enter the name of the vendor
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b. Click the Select button to select vendor and return to the Requisition Master

Screen or
c. Click the Back button to return to Requisition Master Screen without making a
selection.

(& Vendors Selection - WRPU\MR\REVRQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer = | B )
\,ﬁ htps://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/fcommnamel0l 2Programld=fcommnamel0L w&hICodeTyp ﬂ\
Vendors Selection - a1

Vendors B @, [ Fiter
Options
Name a. Address city State | Zip 5 Select
1 A NEW VENDOR TO ADD [ I N N O - (oo
1 ACHIEVE SUCCESS 100 NE 95 STREET MIAMI SHORES  FL 33138A B y
1A+ TUTOR U 3900 EDGEWATER DRIVE ORLANDO FL 32804 B p
# 1 IN LEARNING 10600 SEPULVEDA BLVD STE 10; MISSION HILLS €A 91345 B
100 SCHOLARS PO BOX 163005 AUSTIN ™ 78716 B
3M COMPANY INCORPORATED PO BOX 33682 SAINT PAUL MN  55133-368% B
3PM CONSULTING GROUP LLC 1407 E CONSERVANCY DRIVE  TALLAHASSEE FL 32312 B
A&J MUG SHOP INC 24 N PALAFOX STREET PENSACOLA FL 32501 B |z
AATOP SHOP INC 4034 N DAVIS HIGHWAY PENSACOLA FL 32503 B
ADDPLUS 488 GLACIER WAY S MONMOUTH OR 97361 B
AE NEW JR INCORPORATED 2424 EXECUTIVE PLAZA PENSACOLA FL 32504 B
AK SUTER ELEM 501 PICKENS AVENUE PENSACOLA FL 32503 B
AK SUTER ELEMENTARY 501 PICKENS AVENUE PENSACOLA FL 32503 B
AM SQUIBE CO INC PUB PO BOX 428 MCKEESPORT PA 15134A B
A PERFECT MIX LLC PO BOX 91 CANTONMENT ~ FL 32533 B
A QUANTUM LEAP EDUCATIONAL SVCS 3938 SUNBEAM ROAD STE1 ~ JACKSONVILLE  FL 32257 B
A ROUTER WORKS LLC 3712 W NAVY BLVD PENSACOLA FL 32507 B
A STEDDING STANE TN EYCEN EMCE 277 NEETCE DI A7A NR €TE 700 TAII AMAGEEE 5} 222 " S
4 T ] r
20 [=] 44 4 b W 20 records displayed Name: Smc\
Enter the Name of the Vendor. Click the [Select] button to
select the vendor and return to the Requisition Master screen or
Click the [Back] button to return without making any changes.

v If the vendor does not exist
O Select the vendor “! ANEW VENDOR TO ADD”
0 Addanew Note “NEW NOTE” — See Chapter 8

Ship To Click the drop down to select a location to ship to if you have access to more than one location.
Otherwise, it will be set to default to your Cost Center location.

Attention Defaults to the name of the person entering the requisition. This can be changed to reflect a
location in a school or the name of the requester.

Due Date Change to the date the item is needed by, allowing a minimum of three weeks. The system
defaults to today’s date.

Ship Date Change to a future date of at least one week. The system defaults to today’s date.

Ship Via N/A

Contract N/A

v IF YOU ARE ENTERING A BLANKET REQUISITION, STOP!
PROCEED TO CHAPTER 4 BLANKET PURCHASE ORDERS ON PAGE 20.
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Step 5: Add Requisition Detail Lines

The Requisition Detail Lines/Accounting screen is used to enter specific line item quantities and costs
to the requisition.

Once all information is entered in the Requisition Master:

Save and

3.5.1 Click the "> to add line items. Groups of five lines at a time will be added to the requisition.
o=/c Save and

Mass Add

If more than five lines are needed, click the! °='" |to add five more lines.

Ana

¢fi htips://skyward-escprod.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrnfl/foreqdeti 002w

Requisition Detail Lines/Accounting

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

Requisition Master Information
Batch Number: SM

Requisition Number: 0000508831 Accounting: Account allocation by each requisition detail line.
. (105) JIM ALLEN ELEM- .
Group: TITLE 1 Amount: 0.00
Fiscal Year: 2017 - 2018 Ship To: JIM ALLEN ELEM SCHOOL

Wendor: ADAPTIVE CURRICULUM Blanket PO: This is not a Blanket PO

1475 N SCOTTSDALE RD Description: ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION DOES NOT
STE 120 PRINT ON THE PURCHASE ORDER. IT IS ONLY VISIBLE IN SKYWARD.

SCOTTSDALE AZ 85257-
3504

Requisition Detail Lines Save

* Line Number: Resel o
Line Type: @ Merchandise
O Narrative
Catalog:
* Quantity:

Unit of Measure: EA -

* Unit Cost: | 100.00000/
Total Amount: 1000.00
* Description

SPECIFIC. DESCRIBE GRADE LEVEL, VENDOR CATALOG NUMEiERS, A
COLOR, SIZE , ETC. SO WHEN THE VENDOR RECEIVES THE PO, THERE
ORK

Commodity Code: -

Account Distribution by Detail Line Accounting Amount
Account: | 1110E5100 0220 0031 01160 00000 00000 - GENERAL FUNDYBASIC (K-12)/S0CIAL SECURITY) ¥ s - 1000.00 More
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Requisition Detail Lines
* Line Number: Reset
Line Type: O Merchandise
® Narrative
Narrative: h
Quantity:

Unit of Measure: [ |
Unit Cost:
Total Amount: 0.00
Description

Commodity Code:

Account Distribution by Detail Line Accounting Amount
Account: MR 0.00/ [ More

Requisition Detail Lines

* Line Number: Reset
Line Type: O Merchandise
(®) Narrative
Narrative: |'SM b
Quantity:

Unit of Measure: [ |

Unit Cost:
Total Amount: 0.00

Description p) | cHANGES TO THIS PURCHASE ORDER MUST BE APPROVED BY A
STACEY MARSHALL. PLEASE CONTACT MS. MARSHALL FOR ANY
QUESTIONS REGARDING THIS PURCHASE ORDER AT 850-460-6208 ¥

Commodity Code:

Account Distribution by Detail Line Accounting Amount
Account: | § =] 0.00][ More

3.5.2 | Enter the following information on Requisition Detail Lines section

REQUISITION DETAIL LINES ENTRY

FIELD ‘ FIELD DESCRIPTION

Line Number Default begins with 100.

Line Type Choose either:

Merchandise — An item that you are ordering.
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Narrative:

1. Atext line that will print on the Purchase Order. Most commonly used
to provide quote or delivery information, or

2. Ablank line to divide the items ordered from a line containing
information, or

3. To populate a line with the Purchasing Agent’s contact information.

Catalog N\A

Quantity Total number ordered

Unit of Measure Can be entered or selected from a lookup table; HRS, BOX, LBS, etc.
Unit Cost Cost per unit of measure

Total Amount Amount calculated by the system based on Quantity x Unit Cost
Description 1. Line Item Description inclusive of vendor item number and short

description, or

2. Leave blank if this is a blank line dividing the items ordered and
information for the vendor, or

3. This will populate with the Purchasing Agent’s contact information when
you select the batch code from the drop down menu on the “Narrative”.

3.5.3 | Click the ' == button after entering all the lines.

The information is added to the Requisition Detail Lines/Accounting screen as depicted below. Once
you have added all the merchandise lines, enter a blank narrative line (to separate the merchandise
lines from the narrative lines). Next enter a narrative line to add the Purchasing Agent’s contact
information. Do this by entering the batch code in the narrative box and click on the highlighted batch
code. This will populate the description box with the Purchasing Agent’s contact information and will
print on the Purchase Order.

Click the !  Add
button to add more
line items 1 at a time

Click the !  Edi
button to edit the
selected line item
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Delete

Click the

Requisition Detail Lines/Accounting

Requisition Master Information | Requisition Detail Lines/Accounting

button to delete the
selected line item

Mass Add
Detail

Click the
button to add more
lines in groups of 5 at
a time

Save and

C||Ck the Finigh Later
button to save your
work to be
completed at a later
time

Requisition Detail Lines{ Accounting

Requisition Master Information %“E;g;?'
Batch Number: SM SiEla
Requisition Number: 0000508833 Accounting: Account allocation by each requisition detail line. Edit Master Einish Later
. (100) HELLEN CARO ELEM- .
Group: GENERAL Amount: 1,100.00 Hotes
Fiscal Year: 2017 - 2018 Shin)ico R ENCARDIETEEE T ARY Attachments
Vendor: ADAPTIVE CURRICULUM Blanket PO: This is not a Blanket PO
1475 N SCOTTSDALE RD Description: ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION DOES NOT
STE 120 PRINT ON THE PURCHASE ORDER. IT IS ONLY VISIBLE IN SKYWARD.
SCOTTSDALE AZ 85257-
3504
Requisition Detail Line Items
Views: |General ¥ | Filters: | #*Skyward Default ¥ hid m &) & Add
Comm % Edit
Line & | Catalog Code Description Quanfity Uofl Unit Cost Total Cost Code Disc =
» 100 ENTER A DESCRIPTION OF THE 10 100.00000 1,000.00
PRODUCT BEING PURCHASED. BE M%‘isl r‘-ldd
etail

SPECIFIC. DESCRIBE GRADE LEVEL,
VENDOR CATALOG NUMBERS, COLOR,
SIZE, ETC. SO WHEN THE VENDOR
RECEIVES THE PO, THERE IS NO
GUESSWORK

ENTER 4 DESCRIPTION OF THE
PRODUCT BEING PURCHASED. BE
SPECIFIC. DESCRIBE GRADE LEVEL,
VENDOR CATALOG NUMBERS, COLOR,
SIZE, ETC. SO WHEN THE VENDOR
RECEIVES THE PO, THERE IS NO
GUESSWORK

ALL CHANGES TO THIS PURCHASE
ORDER MUST BE APPROVED BY STACEY
MARSHALL. PLEASE CONTACT MS.
MARSHALL FOR ANY QUESTIONS
REGARDING THIS PURCHASE ORDER
AT 850-469-6208 (PHONE);
SMARSHALL2@ESCAMBIA K12 FL.US
(EMAIL).

» 130 SM

ki) BN Ay

1EA 100.00000
0 0.00000
0 0.00000

100.00 ]

0.00
0.00

Licadl !

Step 6: Add an Attachment

Add attachments. Examples of attachments: quotes, vendor line-of-sight forms, Professional
3.6.1 | Services Agreements. Go to Chapter 7, page 35, for instructions on how to attach a file

document to you

r requisition.

Step 7: Add an Note

Add a note. Notes are intended for information that you want to share with the Purchasing
3.7.1 | Agents. Note information does not appear on the P.O. Examples of Notes: new vendor
contact information. Go to Chapter 7, Step 2 on page 39.

Revision 3.0 January 24, 2018

15 | Purchasing/ Entering Requisition




Step 8: Add Account Distribution (if a YDA requisition)

The Account Distribution: Available Accounts section displays all accounts that you have access to.
Select the appropriate account to allocate funds on each requisition line.

v More than one account can be selected if this is a “YDA” requisition.

The Account Number Information Section displays accounting information about the selected account.
The account can be distributed by amount across all selected accounts.

v The percentage must equal 100, or the total amount allocated across the selected accounts
must equal the requisition amount.

ACCOUNT DISTRIBUTION

Add
Requisition

3.8.1 | Click the | “=t | hutton to add account details to the requisition if this requisition is a YMA.
Do not select more than one budget account for a “YMA” requisition.

The Account Distribution screen opens as depicted below
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r- = =
& Account Distribution - WRPUNMR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer g il —
- A e o
|5’ﬁ https: rard.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl facctmdist001. wlisPopup=true

Account Distribution

Available Accounts

Account Level Description

Acco

Number:

Available Accounts for Clearance Group 0031-JIM ALLEN ELEMENTARY AG & Lgk Save
Fnda |T |Func | Obj Fac Proj Subpr | Prog Funds Available | Selected AE?;;?#E[
1110 E 5200 U510 U031 UI0SU OUUOU  UOUOU $200.00 T . Account Number Information
1110 E 5500 0121 0031 75420 20120 00000 $0.00 ] Code | Descripfion Baek
1110 E 5500 0121 0031 75420 20130 00000 $10,244.00 1110 GENERAL FUND
1110 E 5500 0129 0031 67720 00000 00000 $0.00 5500 PRE-K
1110 E 5500 0151 0031 75420 20120 00000 $0.00 [ | (0131  AIDES-REG PAY
E |;| 0031 J1M ALLEN ELEMENTARY
11 E 5500 0210 0031 75420 20120 00000 $0.00 I  [rsa20  BOLUNTARY PRE-K EDUCATION
1110 E 5500 0210 0031 75420 20130 00000 s7asgyf /O 20130 Py 2013
11200 E 5500 0220 0031 67720 00000 00000 o0/ O 00000  Default
1120 E 5500 0220 0031 75420 20120 00000 soby/ O
1110 E 5500 0220 0031 75420 20130 00000 31,066.40 ] 20 £220 A valablelbund =1y
1110 \ E 5500 0231 0031 75420 20120 00000 Jifoo o] Ll L
1120 | E 5500 0231 0031 75420 20130 00000 39gfr0.00 =] il

Description of the
highlighted account

j L 1]
e \

Select the check box
to use the account

I Enter the Account Number

Amount
* 1110E5500 *21 0031 75420 20130 00000 12522.50 50.00 8| Bemove
* ’7
1110E5500 0*\51 0031 73420 20130 00000 6261.23 50.00 Remove All
Click the FUND hyper link to \ Selected accounts and
display account balances the distribution of budget i
1 3
H100% -
g - — — I — A
( @ Account [nfermation - WRPUAMR\REVRQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer L =B $1
\,’ﬁ https:///skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqacctl01.w?isPopup=true ﬁ\
Account Information L Enl k]
Account Information Back
Account £ 1110E8100 0510 0031 02000 00000 00000
1110 GENERAL FUND -
Available Funds 2100 MAINTENANCE OF PLANT [
Current Fiscal Year 7,922.84 0510 SUPPLIES |5
. . . . 2012-2013 0031 JIM ALLEN ELEMENTARY L
TO view Account Balance |nf0rmat|0n C||ck Next Fiscal Year 0.00 02000  BLDGS & GROUNDS MAINTENAN
’ 2013-2014 00000 Default %
the FUND hyperlink for any account or Click Account Lvel Descrpion:
H H 2012-2013 2013-2014
account in the Select Accounts section. Bresk Down of Avaabe Funds o v
Original Budget 8,000.00 0.00
+ Budget Carry Forward 9.37 0.00
H Back + Budget Transf 0.00 0.00
Click the = button to return to the + Badge Revisons
= Revised Budget 8,009.37 0.00
Account Distribution screen. e e sy K oa]
- Open Purchase Orders 9.37 0.00
= Unencumbered Balance 7,922.84 0.00
- Batch Activity 0.00 0.00
= Available Funds 7,922.84 0.00
#100% -
! )
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Save
Account
Distrity

3.8.2 | Click the

button to save the account distribution and return to the Requisition Detail
Lines/Accounting screen shown below.

Before clicking submit, proof read
the requisition for errors.

Save and

Click the Ersntater hutton to save
the requisition w/out Submitting.

Update
Account
Distrily

Click the button to return
to the Account Distribution screen
to modify the distribution of funds

View
Reqguisition

Click the 'P='tn= hytton to toggle
to the Requisition Detail Line Iltems
section to modify/view the line
items entered on the requisition.
Check for misspellings. If you need
to edit, click the back button and
then click on the edit button. Any
changes in total amount of the
requisition will require you to
modify the Account Distribution.

| Proof requisition for misspellings and mistakes. |

Requisition Detail Lines/Accounting [ A
Master Information |

ion Detail Lines/Accounting

Requisition Detail Lines/Accounting

Requisition Master Information

Batch Number: SM
Requisition Number: 0000508833
orr-. (100) HELLEN CARO ELEM-
CrOUR: GENERAL
Fiscal Year: 2017 - 2018
Vendor: ADAPTIVE CURRICULUM

Accounting: Account allocation by each requisition detail line.
Amount: 1,100.00

Ship To: HELLEN CARO ELEMENTARY
Blanket PO: This is not a Blanket PO

1475 NSCOTTSDALERD  Description: ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION DOES NOT
STE 120 PRINT ON THE PURCHASE ORDER. IT IS ONLY VISIBLE IN SKYWARD.
SCOTTSDALE AZ 85257-

3504

Requisition Detail Line Ttems
T M@

Qrig

Views: | General ¥ | Filters: | *Skyward Default ¥

Line a | Calalog Code Descripiion Guanly| | Unit Cost Total Gast | 52™™
iM

%
Code Disc Unit €

3 ) III

ENTER A DESCRIPTION OF THE 10
PRODUCT BEING PURCHASED. BE
SPECIFIC. DESCRIBE GRADE LEVEL,
VENDOR CATALOG NUMBERS, COLOR,
SIZE, ETC. SO WHEN THE VENDOR.
RECEIVES THE PO, THERE IS NO
GUESSWORK

ENTER A DESCRIPTION OF THE 1EA 100.00000 100.00 0
PRODUCT BEING PURCHASED, BE

SPECIFIC. DESCRIBE GRADE LEVEL,

VENDOR CATALOG NUMBERS, COLOR,

SIZE, ETC. SO WHEN THE VENDOR

RECEIVES THE PO, THERE 1S NO

GUESSWORK

[V 0 0.00000 0.00

b 130/SM ALL CHANGES TO THIS PURCHASE 0 0.00000 0.00
ORDER MUST BE APPROVED BY STACEY

MARSHALL. PLEASE CONTACT MS.

MARSHALL FOR ANY QUESTIONS

REGARDING THIS PURCHASE ORDER

AT B50-460-6208 (PHONE);

SMARSHALL2@ESCAMBIAKIZ.FLUS

(EMAL).

P00

Submit For

3.8.3 CIICk the Approval

button to submit the requisition for approval

You will be returned to the Requisitions Main screen which now shows the requisition with a status of
“REQ”- Requisition. You will can view the status of “REQ” when you change the view from “All WIP

Requisitions” to “My Requisitions”.

Save and

v If you decide to click the | En=ht=t=r] button you will be returned to the Requisitions Main screen

and the requisition would have a status of WIP — Work in Progress.

v If you make changes or add attachments after submitting the requisition for approval, the

status of the requisition then becomes a WIP and must be resubmitted for approval.

v See the full list of status codes explained later in this section.
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H Account
UL |v| Management
<4 M - Requisitions 7

Views: | My Reguisitions

Requisition
Number

000052730( |REQ
000023499610

b

A/D | Batch
Level | Number

| o[im  |REALLY AWESOME BOOKS FOLLETT SCHOOL SOLUTIONS 1 DAVISON, CINDY )

Custom
Reports

Accounts

Payable | Inventory |

Q
E @

g Favorites™ ‘T_| MNew Window I_IMf Print Queue

b T <o)

Amount | Entered By

v | Filters: | *Skyward Default ¥ Erint

Add
Descripfion Vendor Name u’nd -

Miew

Edit

0 AK DELL LATITUDE 14 5000 SERIES DELL COMPUTER. CORP 669.56  DAVISON, CINDY ]
(210-ABCM) QUOTE: 689433362 Delete
SHIP ATTN: CINDY DAVISON, T
PURCHASING DEPT =
MNotes
. . Attach
Click on the triangle to expand all o
information boxes for the requisition.
Clone from
Purchase Order
Print WIP
Report

You role is now complete until the requisition is approved and becomes a Purchase Order.

The following is a list

of the various Requisition Approval Codes

Code Values for approval status: \

wWIp Work in progress-Requisition has not been submitted for approval
WFM Waiting for my approval
WFL Waiting for approval at a level below mine
REQ Requisition, Waiting for approval at a level above mine
APP Requisition has been approved
DEN Requisition has been denied
Important: If you make changes (edit) after you have submitted the requisition for approval, the

requisition status will reset to WIP and you must resubmit the requisition. Failure to resubmit your

requisition will result in the requisition staying in a WIP status and not allow approval by a higher level.
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Chapter 4. Blanket Purchase Orders

A Blanket Purchase Order in Skyward allows you to enter a dollar amount that when sent to the
vendor, will act as a credit that future purchases are charged against.

Use a Blanket PO if an on-going or “as needed” service will be invoiced at varying amounts over a
period of time.

v DO NOT USE when you are ordering merchandise. Or for services that have a defined quote

and will be paid on one invoice.

Step 1: The procedure for entering a Blanket PO in Skyward follows (continued from

Page 11)

4.1.1 | Add Requisition Master Information

Requisition Master Information - I

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

Requisition Setup Information f£ %:?ad“
Requisition Group: | 569 - PURCHASING/BUSINESS-GEMERAL v Save and
Fiscal Year: | 2017 - 2018 July 1, 2017 - June 3@, 2013 v M%S:I:fd

* pccount allocation by total requisition amount (YMA). RE=e

Account allocation by each requisition detail line (YDA).

#I This is a Blanket Requisition/Purchase Order.

This requisition is used to restock a warghouse.

Never click on the box: “This is used to restock a warehouse.”

Requisition Information

* Batch Number: [ks | PRESS THE CAPITAL LOCK KEY SO ALL WORDS ON THE PO WILL BE IN UPPER CASE LETTERS.
= Description: |TEMPORARY EMPLOYEE IN SUPPORT OF THE DISTRICT'S PURCHASING DEPARTMENT. EMPLOYEE IDENTIFIED AS NAME OF

WORKED OR. PAID. COQRDINATE DELIVERY OF SERVICE/PAYMENT OF INVOICES WITH KRISTIN SMITH AT 830 469-6203.

* Vendor: [LANDRUM STAFFING SERVICES, INC £723 PLANTATICN RORD PENSACOLA FL 32504 |+
* Ship To: v
Attention: | ]

* Due Date: [01/31/2018 | Wednesday
Ship Date: [01/31/2018 | Wednesday
shpvias [ |

Conftract: v

Asterisk (*) denotes a required field

REQUISITION SETUP INFORMATION

FIELD DESCRIPTION

Requisition Group The drop down list contains a list of all Cost Centers* that you have rights to create
*requisitions for.
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*All Cost Centers have at least one group labeled GENERAL. If you are a Title |
school then you will have a separate group labeled Tl to be used if any item on the
requisition is purchased using Title | funds.

Fiscal Year

Defaults to the current Fiscal Year

Account allocation by
total requisition amount
(YMA)

Indicates that only one account will be used to pay for all items on this Purchase
Order.

Account allocation by
each requisition detail
line (YDA)

Indicates that more than one accounting will be used to pay for the items on this
Purchase Order. Each line will require the accounting to be added for each item
purchased.

This is a Blanket
Requisition/Purchase
Order

Select this option to create a Blanket Purchase Order.

v If this box is selected and the Purchasing Agent determines that the
requisition submitted does not meet the criteria for a Blanket PO as
defined above, it will be denied and will need to be reentered correctly.

This Requisition is Used
to Restock A Warehouse

THIS BUTTON IS NOT TO BE SELECTED. If selected, it will cause problems
with the requisition that will usually end with it being denied and having to
be reentered.

REQUISITION INFORMATION

FIELD FIELD DESCRIPTION

Batch Number

The purpose of entering a code in the Batch Number field is for assigning
requisitions to the proper Purchasing Agent*. Click on the link for the updated list of
“Batch Codes”. If you do not select a batch code, the system will default to the day
of the month.

http://ecsd-
fl.schoolloop.com/file/1400654021508/1486198533892/6727935800366710369.pdf

Description Generic description describing the contents of the requisition
Note: This Description displays on the screen only. It does not print on the PO.
Vendor Enter a vendor.

1. Begin typing the name of the vendor and the system will display refined
matches as you type or

2. Click the *Vendor hyperlink to open a new window “Vendors Selection”

a. Enter the name of the vendor

b. Click the Select button to select vendor and return to the
Requisition Master Screen or

c. Click the Back button to return to Requisition Master Screen without

making a selection.
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http://ecsd-fl.schoolloop.com/file/1400654021508/1486198533892/6727935800366710369.pdf
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LY

[ @ Vendors Selection - WRPU\MRIRE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer =|E g‘
\m https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/fcommnamed01 -Programld=fcommname001 w&hICodeTyp ﬂ\
Vendors Selection [ Rl 2]
Vendors | t;ﬁﬂ
Options
Name Address city State |z N Select
[taNewvenooRTORD | | | s |G
I ACHIEVE SUCCESS 100 NE 95 STREET MIAMI SHORES FL 33138A B
1A+ TUTOR U 3900 EDGEWATER DRIVE ORLANDO FL 32804 B “
# 1IN LEARNING 10600 SEPULVEDA BLVD STE 107 MISSION HILLS CA 91345 B
100 SCHOLARS PO BOX 163003 AUSTIN TX 78716 B
3M COMPANY INCORPORATED PO BOX 33682 SAINT PAUL MN 55133-368z B
3PM CONSULTING GROUP LLC 1407 E CONSERVANCY DRIVE TALLAHASSEE FL 32312 B
A & ] MUG SHOP INC 24 N PALAFOX STREET PENSACOLA FL 32501 B =
A ATOP SHOP INC 4034 N DAVIS HIGHWAY PENSACOLA FL 32503 B
ADDPLUS 488 GLACIER WAY S MONMOUTH OR 97361 B
A E NEW JR INCORPORATED 2424 EXECUTIVE PLAZA PENSACOLA FL 32504 B
A K SUTER ELEM 501 PICKENS AVENUE PENSACOLA FL 32503 B
A K SUTER ELEMENTARY 3501 PICKENS AVENUE PENSACOLA FL 32503 B
A M SQUIBB CO INC PUB PO BOX 428 MCKEESPORT PA 15134A B
A PERFECT MIX LLC PO BOX 91 CANTONMENT FL 32533 B d
A QUANTUM LEAP EDUCATIONAL SVCS 3938 SUNBEAM ROAD STE 1 JACKSONVILLE FL 32257 B
A ROUTER WORKS LLC 3712 W NAVY BLVD PENSACOLA FL 32507 B
- TT[BDIMRCI’!\ME e N T =] | 23m B
20 [v] 44 4 b P 20 records displayed Name: S‘EC\
Enter the Name of the Vendor. Click the [Select] button to
select the vendor and return to the Requisition Master screen or
Click the [Back] button to return without making any changes.

L J

If the vendor does not exist
O Select the vendor “! A NEW VENDOR TO ADD”
0 Addanew Note “NEW NOTE” — See Chapter 8

Ship To

Click the drop down to select a location to ship to if you have access to more than

one location. Otherwise, it will be set to default to your Cost Center location.
Attention Defaults to name of the person entering the requisition.
Due Date Defaults to today’s date, change to the date the item is needed by, allowing a

minimum of three weeks.

Ship Date

Defaults to today’s date, change to a future date.

Ship Via

N/A

Contract

N/A
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Step 2: Add Requisition Detail Lines

The Requisition Detail Lines/Accounting screen is used to enter specific line item quantities and cost to
the requisition. When a blanket PO is selected, Skyward will place a “1” as quantity. The quantity can
not be changed.

Once all pertinent information is entered:

Save and

4.2.1 | Click the s to add line items in groups of five at a time to the requisition.

Requisition Detail Lines/Accounting - I
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
Requisition Master Information |
Batch Number: KS
Requisition Mumber: 0000508834 Accounting: Account allocation by total requisition amount.
. (569) PURCHASING / BUSINESS- .
Group: GENERAL Amount: 0.00
Fiscal Year: 2017 - 2018 Ship To: PURCHASING DEPT
Vendor: LANDRUM STAFFING SERVICES, INC  Blanket PO: This is a Blanket PO
Description: TEMPORARY EMPLOYEE IN SUPPORT OF THE DISTRICT'S
6723 PLANTATION ROAD PURCHASING DEPARTMENT. EMPLOYEE IDENTIFIED AS NAME OF
INDIVIDUAL. EMPLOYEE TO RECEIVE $15.00/HR LANDRUM
ADMINISTRATIVE FEE IS $5.00/HR. NO OVERTIME IS TO BE
PENSACOLA FL 32504 WORKED OR PAID. COORDINATE DELIVERY OF SERVICE/PAYMENT
OF INVOICES WITH KRISTIN SMITH AT 850 469-6203.
Requisition Detail Lines Save
* Line Number: —
Line Type: @ Merchandise
Narrative
Quantity: 1
* Amount: 100.00
Total Amount: 100.00

* Description

$5.00/HR. NO OVERTIME IS TO BE WORKED OR PAID. COORDIATE

DELIVERY OF SERVICE/PAYMENT OF INVOICES WITH KRISTIN SMITH 7
AT 840 469-6203. P

Requisition Detail Lines
* Line Number: -

Line Type: @ Merchandise
Narrative

Quantity: 1

* Amount: 15.00

Total Amount: 15.00
* Description|ACA, FEE $.15/HR
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Requisition Detail Lines

* Line Number: Resst

Line Type: ) Merchandise

* Narrative

Narrative: v

Quantity: |1

Amount: |0.00
Total Amount: 0.00

Description

Requisition Detail Lines

* Line Number: Reset

Line Type: ) Merchandise
® Narrative
Marrative: |KS hd
Quantity: [1

Amount: |0.00
Total Amount: 0.00

Description
ALL CHANGES TO THIS PURCHASE ORDER MUST BE APPROVED BY -
KRISTIM SMITH. PLEASE CONTACT MRS. SMITH FOR ANY QUESTIONS

RS ARRTEL. TLTE BLIRSUACE ARRCN AT G50 ASA E707 A0

4.2.2 | Enter the following information on Requisition Detail Lines section

REQUISITION DETAIL LINES ENTRY

FIELD ‘ FIELD DESCRIPTION

Line Number Defaults to 100.

Line Type Choose either:
Merchandise — An item that you are ordering.
Narrative:

1. Atextline that will print on the Purchase Order. Most commonly used
to provide quote or delivery information, or

2. Ablank line to divide the items ordered from a line containing
information for the vendor, or

3. To populate a line with the Purchasing Agent’s contact information.

Quantity Defaults to 1 for Blanket Purchase Orders
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Amount

Enter the total dollar amount of the Purchase Order.

Total Amount

Defaults to the value entered in the Amount field

Description

Line Item Description

Save

4.2.3 | Click the

button to add the line item

The information is added to the Requisition Detail Lines/Accounting screen as depicted below.

Before clicking
submit, proof read
the requisition for
errors.

Requisition Detail Lines/Accounting

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

Requisition Master Information
Batch Number: KS

Click the !  Edit

button to edit the
selected line item

Reqguisition Number: 0000508834
Group: &‘EE)R'KRC"ASING" BUSINESS Amount: 120.00
Fiscal Year: 2017 - 2018 Ship To: PURCHASING DEPT

Vendor: LANDRUM STAFFING SERVICES, INC Blanket PO: This is a Blanket PO

Description: TEMPORARY EMPLOYEE IN SUPPORT OF THE DISTRICT'S
PURCHASING DEPARTMENT. EMPLOYEE IDENTIFIED AS NAME OF
INDIVIDUAL. EMPLOYEE TO RECEIVE $15.00/HR LANDRUM
ADMINISTRATIVE FEE IS $5.00/ HR. NO OVERTIME IS TO BE
WORKED OR PAID. COORDINATE DELIVERY OF SERVICE/PAYMENT

Accounting: Account allocation by total requisition amount.

6723 PLANTATION ROAD

PENSACOLA FL 32504

Delete

Click the
button to delete the
selected line item

OF INVOICES WITH KRISTIN SMITH AT 850 469-6203.

Requisition Detail Line Items

View
Requisition
Accounts

Views: | General ¥ | Filters: *Skyward Default ¥ T @_] lE:o&
— . S . . S Comm %
Line & | Catalog Code Description Quanfity Amount otal Amount Code Disc

100 TEMPORARY EMPLOYEE IN SUPPORT 1
OF THE DISTRICT'S PURCHASING

100.00 100.00

Mass Add
Detail

Click the
button to add more
lines in groups of 5 at
atime

DEPARTMENT. EMPLOYEE IDENTIFIED
AS NAME OF INDIVIDUAL. EMPLOYEE
TO RECEIVE $15.00/HR LANDRUM
ADMINISTRATIVE FEE IS $5.00/HR. NO
OVERTIME IS TO BE WORKED OR PAID.
COORDINATE DELIVERY OF
SERVICE/PAYMENT OF INVOICES WITH
KRISTIN SMITH AT 850 468-6203.

110 ACA FEE $.15/HR

T

130 KS

20.00 20.00 0

1
o ool ool | |
ALL CHANGES TO THIS PURCHASE 0 0.00 0.00

ORDER MUST BE APPROVED BY

Save and

Click the ' Emsh Later
button to save your
work to be
completed at a later
time

KRISTIN SMITH. PLEASE CONTACT
MRS. SMITH FOR ANY QUESTIONS
REGARDING THIS PURCHASE ORDER
AT B50-469-6203 OR

KSMITH7 @ESCAMBIA.K12 FL.US
(EMAIL).

58 ¥ | 4 records displayed Line: |
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Step 3: Add an Attachment

Add attachments. Examples of attachments: quotes, vendor line-of-sight forms, Professional
4.3.1 | Services Agreements. Go to Chapter 7, page 35 for instructions on how to attach a file
document to your requisition.

Step 4: Add an Note

Add a note. Notes are intended for information that you want to share with the Purchasing
4.4.1 | Agents. Note information does not appear on the P.O. Examples of Notes: new vendor
contact information

Step 5: Add Account Distribution

Once all line items are entered, accounting information can be entered.

Add
Requisition

4.5.1 | Click the === " button to add account details to the requisition.

The Account Distribution screen opens as depicted below.

The Account Distribution: Available Accounts section displays all accounts that you have access to.
Select the appropriate account to allocate funds.

v More than one account can be selected.

The Account Number Information Section displays accounting information about the selected account.
The account can be distributed by amount across all selected accounts.

v The percentage must equal 100, or the total amount allocated across the selected accounts
must equal the requisition amount.

ACCOUNT DISTRIBUTION
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r- = =
& Account Distribution - WRPUNMR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer g il —
- A e o
|5’ﬁ https: rard.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl facctmdist001. wlisPopup=true

Account Distribution

Available Accounts

Acco

Number:

Account Level Description

Available Accounts for Clearance Group 0031-JIM ALLEN ELEMENTARY AG & Lgk Save
Fnda |T |Func | Obj Fac Proj Subpr | Prog Funds Available | Selected AE?;;?#E[
1110 E 5200 U510 U031 UI0SU OUUOU  UOUOU $200.00 T . Account Number Information
1110 E 5500 0121 0031 75420 20120 00000 $0.00 ] Code | Descripfion Baek
1110 E 5500 0121 0031 75420 20130 00000 $10,244.00 1110 GENERAL FUND
1110 E 5500 0129 0031 67720 00000 00000 $0.00 5500 PRE-K
1110 E 5500 0151 0031 75420 20120 00000 $0.00 [ | (0131  AIDES-REG PAY
E |;| 0031 J1M ALLEN ELEMENTARY
11 E 5500 0210 0031 75420 20120 00000 $0.00 I  [rsa20  BOLUNTARY PRE-K EDUCATION
1110 E 5500 0210 0031 75420 20130 00000 s7asgyf /O 20130 Py 2013
11200 E 5500 0220 0031 67720 00000 00000 o0/ O 00000  Default
1120 E 5500 0220 0031 75420 20120 00000 soby/ O
1110 E 5500 0220 0031 75420 20130 00000 31,066.40 ] 20 £220 A valablelbund =1y
1110 \ E 5500 0231 0031 75420 20120 00000 Jifoo o] Ll L
1120 | E 5500 0231 0031 75420 20130 00000 39gfr0.00 =] il

Description of the
highlighted account

j L 1]
e \

Select the check box
to use the account

I Enter the Account Number

Amount Percent
* 1110E5500 0‘21 0031 73420 20130 00000 12522.50 100.00 i Remove
* ,7
1110E5500 0*\51 0031 73420 20130 00000 6261.23 50.00 Remove All
Click the FUND hyper link to \ Selected accounts and
display account balances the distribution of budget i
1 3
H100% -
g - — — I — A
( @ Account [nfermation - WRPUAMR\REVRQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer L =B $1
\,’ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqacctl0l.wlisPopup=true ﬁ\
Account Information L Enl k]
Account Information Back
Account £ 1110E8100 0510 0031 02000 00000 00000
1110 GENERAL FUND -
Available Funds 2100 MAINTENANCE OF PLANT [
Current Fiscal Year 7,922.84 0510 SUPPLIES |5
. . . . 2012-2013 0031 JIM ALLEN ELEMENTARY L
TO view Account Balance |nf0rmat|0n C||ck Next Fiscal Year 0.00 02000  BLDGS & GROUNDS MAINTENAN
’ 2013-2014 00000 Default %
the FUND hyperlink for any account or Click Account Lvel Descrpion:
H H 2012-2013 2013-2014
account in the Select Accounts section. Bresk Down of Avaabe Funds o v
Original Budget 8,000.00 0.00
+ Budget Carry Forward 9.37 0.00
H Back + Budget Transf 0.00 0.00
Click the = button to return to the + Badge Revisons
= Revised Budget 8,009.37 0.00
Account Distribution screen. e e sy K oa]
- Open Purchase Orders 9.37 0.00
= Unencumbered Balance 7,922.84 0.00
- Batch Activity 0.00 0.00
= Available Funds 7,922.84 0.00
#100% -
! )
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[

Save

Account

4.5.2 | Click the " "™ | button to save the account distribution and return to the Requisition Detail

Lines/Accounting screen shown below.

Submit For

Click the | #epevl ' button to Submit
the Requisition for Approval

Save and

Click the [EnEhLater| hytton to save
the requisition w/out Submitting.

Update
Account

Click the 2=t | button to return
to the Account Distribution screen
to modify the distribution of funds

=
Requisition
Click the DetallLnes button to toggle
to the Requisition Detail Line Items
section to modify/view the line
items entered on the requisition.
Check for misspellings. If you need
to edit, click the back button and
then click on the edit button. Any
changes in total amount of the
requisition will require you to
modify the Account Distribution.

& Reuinition Detad Lines/ficzounting - WRPUMIIREAG - 10740 - 06,12 06.00.11-10.7 - Windenw: Internet Explorer =

eanp.ceem . " " a

Detall Li i Rl
s

o 0000007403

- (104) JIM ALLEN ELEM-
" GEMERAL
w3012 - 2013

srtng: Aocoant allocation by total requisition amount.
12,522.50

TIM ALLEN FLEM SCHOOL
endaor: ADAPTIVE CURRICULLM This i not 2 Blanket PO
1475 W SCOTTSDAME RD T ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION D{IES NOT
STF 120 PRINT ON THE PURCHASE ORDER. TT IS ONLY VISTRLE TN SKVYWARD.
SCOTTSDALE AT 5257~
3504

Submit For

4.5.3 | Click the “eevl | bytton to submit the requisition for approval

You will be returned to the Requisitions Main screen which now shows the requisition with a status of
“REQ” - Requisition. You will can view the status of “REQ” when you change the view from “All WIP

Requisitions” to “My Requisitions”.

Save and

v If you decide to click the |En=hLat=r] hytton you will be returned to the Requisitions Main screen

and the requisition would have a status of WIP — Work in Progress.

v If you make changes or add attachments after submitting the requisition for approval, the

status of the requisition then becomes a WIP and must be resubmitted for approval.

v See the full list of status codes explained later in this section.
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Account . Accounts Custom
Home |v| Management | Vendors Payable | Inventory | REpOES |O.
Requisitions <7 Favorites™ ] Mew Window #=a My Print Queue
q W W I
Views: | My Regquisitions v | Filters: | *Skyward Default ¥ T i = & Print
ﬁiﬁ:‘gﬂ:'oj Status L:JEI ﬁﬂtri'ger Description Vendor Name "fnd Amount | Entered By 4dd
View
P 0000527300/REQ |  0[IM  |REALLY AWESOME BOOKS FOLLETT SCHOOL SOLUTIONS 1 DAVISON, CINDY =
PoU0Z34996 DEN 0 AK DELL LATITUDE 14 5000 SERIES DELL COMPUTER. CORP 669.26 DAVISON, CINDY Edit
(210-ABCM) QUOTE:669433362 Delete
SHIP ATTN: CINDY DAVISON, T
PURCHASING DEPT =
MNotes
Aftach
Clone from
Purchase Order
Print WIP
Report
Your role is now complete until the requisition is approved and becomes a Purchase Order.

The following is a list of the various Requisition Approval Codes

Code Values for approval status:

WIP Work in progress, has not been approved

WFM Waiting for my approval

WFL Waiting for approval at a level below mine

REQ Requisition, Waiting for approval at a level above mine
APP Requisition has been approved

DEN Requisition has been denied

Important: If you make changes (edit) after you have submitted the requisition for approval, the
requisition status will reset to WIP and you must resubmit the requisition. Failure to resubmit your
requisition will result in the requisition staying in a WIP status and not allow approval by a higher level.
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Chapter 5. Approving a Requisition

The approval process in Skyward is multifaceted. Individual User Preferences can be set to notify
approvers via email when requisitions are waiting for their approval. Also the alerts icon on the
Skyward Main Screen indicates that there are requisitions awaiting your approval. The Requisitions
Main Screen displays the current status of any requisition that you are a part of the approval workflow.

Step 1: Alerts Icon

If there are Requisitions awaiting your approval then the Alerts icon will be visible on the Home
Page.

From the Main Screen

5.1.1 | click the * icon from the Skyward Home Page.

[ @ ‘Web Financial Management - WF - 10636 - 05.12.06.00.11-10.2 - Windows Internet Explorer @Eﬂ‘
‘{ﬁ hitps://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrm2fl/sfmhom0Lw ﬁ\
5 ESCAMBIA COUNTY SCHOOL DISTRICT LS Ao AR ARk
SKYWARD
f'ﬂ. Mansgoment | Purchasing FEONS | AR A
« @ Financial Management v 2 @ L7 Favorites= ] New Window £51 My Print Queue
7w L4
ISR [ purchasing | | YRS | | Aeease
The Alerts icon indicates that there are
iting your app
© 2012 Skyward, Inc. All rights reserved. TRAINING Database
#100% -
The Items Awaiting My Attention/Approval screen opens
Items Awaiting My Attention /Approval
(@ - WF - 10636 - 05.12.06.00.11-10.2 - Windows Internet Explorer (1) [l |
. P . {ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/hwrkrge ﬂ|
Click the Requisitions line |
. . @ OS2
to open the “Requisitions 28 -
. Items Waiting For My Approval /Attention Back
Main” Screen.
ltem a #WFM
. Note the status [ReQuistions > ||g
5.1.2 “WFM” and the count
R # of Requisitions 2
of requisitions « awating approval 5
awaiting approval 1 records displayed
Click the REQUISITIONS
hyperlink to open the Approve
Requisitions screen
H100% ~
i A
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The Approve Requisitions screen opens

Step 2: Approve/Deny Requisitions

Approve Requisitions
(& Approve Requisitions - WF\PU\MRVAR - 20487 - 05.12.06.00.11-10.2 - Windows Internet Explorer =)
|m https://skyward.iscorp.com/scripts/wsisa.dIl/WService=wsfinescambiatm2fl/forapbrws00Lw ﬂl
Account Accounts  Fixed i
Home |~/ Management Payable = Assets Q
<[~ Approve Requisitions v & @ 1yravoritesy T New Window 551 My Print Queue | [
# of Regs Appr: 1] Total Amt Appr: $0.00 Click to submit the checked items Submit
Approvals
# of Reqgs Den: 0 Total Amt Den: $0.00 & Denials
Views: Gensral [=] Fiters: [ *Skyward Defaulz[+] View
Requisition Appr& |App | Baich Vm1 % Project/Gral
Mooy | approve | Deny |APPCS AP | FEER  Descripion Vendor Name Amount | Entered By T Sl
> muwﬂ°3360mCE DEPOT P S oo o ool
P 0000002403 WFM  MVN ENTER A DESCRIPTION OF THE ADAPTIVE CURRICULUM AZ 12,522.50 USER, TRAINING 0.00
REQUISITION. THIS INFORMATION | "m":;’: |
DOES NOT PRINT ON THE —
PURCHASE ORDER. IT IS ONLY | Deny |
VISIBLE TN SKYWARD. - wiNotes
Click the appropriate )
checkbox to Approve, Deny, Select if you want to
Approve & Reroute add Notes with your
O] il »
20 [=] 2 records displayed Requisition Number: D
Requisition 0000002336
1110E6300 0131 0031 07160
00000 00000
Individual Account
Current
Used
Avail
#100% v
5.2.1 | Click the the Approve or Deny checkbox or Reroute.
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5.2.2 | Click the Appr & Reroute (& Select who to Reroute To - WR\PUVMRVAR - 29487 - 05.12.06.00.11-10.2 - Windows Intern... [E=gEEE
CheCkbOX. |gﬂ https://skyward.iscorp.com/scripts/wsisa.dIl/WService=wsfinescambiatrn2fl/foreqapprl07 wiPONumber=01 ﬁ|
Select who to Reroute To [ Rl K
The Select Who to Reroute R
Select who to Reroute this Requisition To Save
To screen opens. Requisition Number: 0000002408 Back
* Reroute To: [BROWN TROY hd
Select the user to reroute Approval Notes: [ENTER A APPROVAL NOTE
the requistion to. The person NOT REQUIRED)
routed to is inserted in the
approval process.
or
Asterisk (*) denotes a required field
#100% -
5.2.3 Click the f;?ﬁ;?:: button to @ Add Approval Note - WR\PUA\MRIAR - 20487 - 05.12.06.00.11-10.2 - Windows Internet AEE=)
approve the ReqUISItlon and |5ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/ WService=wsfinescambiatrn2fl/foreqapprl07.w?PONumbe ﬂ|
add an approval note Add Approval Note LRS- JK;
Add an Approval Note to this Requisition
The Add Approval Note Requisition Number: 0000002336 Spelling
Approval Notes: [ENTER THE APPROVAL NOTH Save
screen opens =
or
#100% ~
5.2.4 | (lick the A button to (@ Add Denial Note - WFPUAMR\AR - 29487 - 05.12.06.00.11-10.2 - Windows Internet Ex... (= (=), s |
deny the ReqUISItlon and |5,‘/f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/foreqappr007.wiPONumbe ﬂ|
add a denial note Add Denial Note L REL- Ik
. Add a Denial Note to this Requisition Check
The Add Denial Note screen Requisition Number: 0000002336 i
opens Denial Notes: [ENTER THE DENIAL NOTE| Save
Back
H100% ~
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5.2.5 | Once Selections are made Submit Approvals and Denials

| As”bmnl 2 approved requisitions
. L S 0 denied requisition
click the button to
process the seIections Approved Amount: $13,722 .30

Denied Amount.  S0.00
‘Would you like to submit these requisitions?
Click the Yes button to

submit the requisitions to Yes No
the next approver.
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Chapter 6. Delete a Requisition

A requisition can be deleted by the requestor at any time prior to the requisition receiving final
approval to become a Purchase Order. At that time, only Purchasing can delete the requisition
because upon final approval the requisition is assigned a Purchase Order Number.

Step 1: Delete a Requisition

6.1.1 | Navigate to the Main Requisitions screen.

Select the requisition you want to delete. Click the

i confirm the deletion.

Delete

to remove the requisition and

r M
@ Requisitions - WR\PLWMR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer L | 5 g
M’i https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqmain001.w ﬂ\
/.l’_ 2 ESCAMBIA COUNTY SCHOOL DISTRICT Training User  Account | Preferences | Exit ?
SKYWARD
Home M:l\'l?gu:nq::nt Vendors BETE EENT] '?,?;:‘;:E Q
< Requisitions iy B @8 i Favoritesw §] New Window 5o My Print Queue
Requisitions @ @
Options
Rﬂ”&f:";: ‘;":‘ ;“:ays ﬁfr:‘:er Description Viendor Name \;"d Amount| En Print
» 0000002403 WFH ENTER A DESCRIPTION OF THE ADAPTIVE CURRICULUM 12,522.50 | Udes Add
REQUISITION. THIS INFORMATION
DOES NOT PRINT ON THE ey
PURCHASE ORDER. IT IS ONLY =
VISIBLE IN SKYWARD. =
( Delete
Clone
“Notes
Confirm Delete Aftach
Are you sure you wish to delete this record (0000002403
MVN)2
Yes | [ No |
a4 ] »
20 [=] 4 4 » W 1records displayed R Number:
100% -
i Yes i i
6.1.3 | Click the Yes button to confirm deletion.
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Chapter 7. Attachments

An attachment can be quotes, a Professional Services Agreement, or other pertinent information used
to aid the Purchasing Agent in processing the requisition. Any user with appropriate access to create or
approve a requisition can add an attachment to a requisition at any time during the approval process.
Attachments, once added, are visible to all users and approvers of the requisition. The attachment is
also a part of the permanent record and is also available for viewing once the requisition becomes a

Purchase Order.

u If you have already submitted the requisition for approval, you can add an attachment without
clicking the “EDIT” button. If you click the “EDIT” button, the requisition will return to “WIP” and

must be resubmitted for approval.

Step 1: Click Attach button.

7.1.1 | Click the

p—

® ESCAMBIA COUNTY SCHOOL DISTRICT

ath | button.

F4 ™
& Requisitions - WAPU\MR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer [E=EER
|{|7f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/foreqrmain001.w ﬂ|

Training User Account Preferences Exit ?

Requisitions

SKYWARD
Account . Accounts
Home Management Vendors Payable Q
<l Requisitions

Requisition | App

Todays |Batch

E ﬂ {.I’ Favorites» {r_—l New Window 'ﬁ My Print Queue

i Filter
12

Vendor Name Amount | Entered By PErint

Description

Humber Sis & |Sis

- ﬁlﬂ

MNumber

12,522.50 | USER, TRAINING |

ENTER A DESCRIPTION OF THE
REQUISITION. THIS INFORMATION

ADAPTIVE CURRICULUM

DOES NOT PRINT ON THE
PURCHASE ORDER. IT IS ONLY
VISIBLE IN SKYWARD.

Click the Attach button to add a new /

Attachment or to view existing Attachment

<

1 r

20

[=] 44 4 » Wi 1 records displayed

Requisition Number: D

Add
View
Edit
Delete
Clone
Motes

Attach

#100% ~

The Requisition Attachments screen opens.
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r ™
@ Requisition Attachments - WRPU\MR\REVAT - 10734 - 05.1206.00.11-10.2 - Windows Inter... =] =), [
|5{/f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/fattmview001.wiMenulD Overrid ﬂ|

Requisition Attachments
Available Attachments for Req Number 2403 & @
Type & Description Entered By ( Add File |
There are no records to display; check your filter settings. it e
Back

4 3
0 records displayed

H100%

N "

Step 2: Add a New Attachment

The Add Requisition Attachments Screen is used to add a new Attachment or view existing
Attachments

7.2.1 | Clickthe ' 2%fe | putton. The Add Requistions Attachment screen opens

Add Requisitions Attachment
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' ™
@ Requisitions Attachments - WR\PU\MR\REVAT - 10734 - 05.12.06.00.11-10.2 - Windows Internet Explorer = 1 [
|5’|;"’1‘- https://skyward.iscorp.com/scripts/wsisa.dIl/W5ervice=wsfinescambiatrn2fl/fattmview003.wiisPopup=true ﬂ|

Requisitions Attachments [ i A
Add Requisitions Attachment for Req Number 2403 Eheck
Spelling
Type:
1vpe: Attachments * PO e
Entered Date: |08/14/2012 Back
Entered Time: | 3:08 PM
Entered By: TRAINING USER
* Description: |[ENTER A BRIEF DESCRIPTION OF THE ATTACHMENT
* Attached File: C:\Users\jnash\Desktop\ESCAMBIA County School District\ TRAINING\CHECK RI [ R
Asterisk () denotes a required field
#100%
A A

REQUISITION SETUP INFORMATION

FIELD FIELD DESCRIPTION

*Type The drop down list contains a list of all valid Attachment Types.
Valid Attachment Types are

e AGREEMENTS

e ATTACHMENTS

e INVOICES

e QUOTES

e SERVICE AGREEMENT

Entered Date Defaults to the current Date. Cannot be changed
Entered Time Defaults to the current Time. Cannot be changed
Enter By Defaults to the user logged in. Cannot be changed
*Description Enter a description of the attachment

7.2.2 Click the |52 | pbutton

You will be returned to the Requisitions Main Screen where the | =t | hytton will now contain **
indicating the presence of an Attachment for the Requisition.
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Chapter 8. Attach a Note to a Requisition

Any user with appropriate access to create or approve a requisition can add a note to a requisition at
any time during the approval process. Notes, once added, are visible to all users and approvers of the
requisition. The Note is also a part of the permanent record and is also available for viewing once the
requisition becomes a Purchase Order.

Step 1: Attach a Note

From the Requisitions Main Screen:

8.1.1 | Click the [t putton.

I ™
(& Requisitions - WRPLAMR\RE\RQ) - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer (=] 5[]
|5’lr/f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/foreqmain001 E|

— ESCAMBIA COUNTY SCHOOL DISTRICT Training User  Account | Preferences | Exit 7
SKYWARD
Account p Accounts
Home Management Vendors Payable Q
<4l - Requisitions 7 B @ 17 ravoitesw ] New Window 5o My Print Queue
Requisitions ey
Options
RB‘L&:?&:} glpspA ‘;?:ays ﬁ:ﬁ:er Description Vendor Name \;’tnd Amount | Entered By Print
» 0000002403 ENTER A DESCRIPTION OF THE ADAPTIVE CURRICULUM AZ 12,522.50 | USER. TRAINING [ Add
REQUISITION. THIS INFORMATION —
DOES NOT PRINT ON THE s
PURCHASE ORDER. IT IS ONLY Ei
VISIBLE IN SKYWARD. -_—

Delete
Clone

[ Mates

/ e
Click the Notes button to add a

new note or to view existing note.

| m 3

20 E| M4 4 b W 1 records displayed Requisition Number:D

#100% ~

The Notes screen opens.

Step 2: Add a New Note

The Notes Screen is used to add a new Note or view existing Notes.
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r ™y
(& Notes - WRPL\MR\REVNG - 9271 - 05.12.06.00.11-10.2 - Windows Internet Explorer =] B

|5’,ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqnotel0l.w?MenulDOverride=9271 &isPopup=true ﬂ|
Notes @2
Requisition Notes
Views: [ES22%8 = | Filters: [ *Skyward Default|v] Y[ = & [ aw
Enter Date + Enter Time | Category Mote Entered By P Back

There are na records fo display; check your filter seftings.

20 [=] 0 records displayed

#100% -

8.1.2 Click the! 2% putton

8.1.3 | Add\Edit Note Informaton

f ™
& Notes - WAPU\MR\RE\NG - 9271 - 05,12.06.00.11-10.2 - Windows Intemet Explorer (=] [
| {,ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/foreqnote001.w a |

Notes @S2
Add/Edit Note for Requisition# 0000002403 ‘
* Mote Category: | PURCHASING NOTES hd
5
Entered Date: |08/13/2012 = =
Back
Entered Time: | 1:20 PM 2
Entered By: USER, TRAINING
* Note: ENTER THE NOTE HERE|
[©] protected (Read only to all users except the user that entered it.)
Asterisk (*) denotes a required field
#100% -
i iy

REQUISITION SETUP INFORMATION

FIELD DESCRIPTION

*Note Category The drop down list contains a list of all valid Note Categories.

Valid Note Categories are

e CPO REQUISITION NUMBER
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e NEW VENDOR
e NO VENDOR FOUND - PROVIDE INFORMATION BELOW

e NOTES
e PURCHASING NOTES
e RECEIVING
e REQ
e SEE ATTACHED
Entered Date Defaults to the current Date. Cannot be changed
Entered Time Defaults to the current Time. Cannot be changed
Enter By Defaults to the user logged in. Cannot be changed
*Note Enter the Note
Protected Select the protect option to prevent anyone from modifying the Note

once it is saved.

8.1.4 Click the |__%av | putton

You will be returned to the Requisitions Main Screen where the ' == putton will now contain **
indicating the presence of a Note for the Requisition.
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