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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?

*Procurement Cards should be used when the total purchase is below $3,499.00 and the item being
purchased is not on the prohibited list for Procurement Card Purchases. You can obtain approval
to purchase via a Procurement Card for orders totaling over $3,499.00 by: sending an email request
to the Procurement email at procurement@ecsdfl.us 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 Procurement
Card if approved via email request to the Director of Procurement.

*All purchases over $50,000 must be approved by the School Board. For all requisitions requiring Board
approval, allow up to ten (10) weeks for the requisitions to be processed.

*Three written quotes must be obtained for all purchases over $10,000.00

*For all requisitions using Federal Funds totaling $10,000.00 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)”: https://www.escambiaschools.org/Page/1073.

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
“Skyward” or via a desktop icon. Double-click the icon to launch the security page, then
the Skyward Web application.

The URL is https://www.escambiaschools.org/Page/1

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.

. First Initial and Last Name e.g. JSmith SKYWARD
ESCAMBIA COUNTY, FL

The Skyward Password is the same as your Novell Production Database

Network Password.

Login 1D: ||
If you require assistance logging in, contact the IT
Help Desk, (850) 429-2900.

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

. ™
& Web Financial Management - WF - 10636 - 05.12.06.00.11-10.2 - Windows Internet Explorer [E=EE™
| S/I,/T https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/sfmhom01.w a |

— A J oG Training User  Account Preferences Exit ?
7 ESCAMBIA COUNTY SCHOOL DISTRICT
SKYWARD
Subsystem
Account . Accounts +—
m | man agement Vendors Purchasing Payable Q Access
4 H ’ E aacial Management E B 17 Favoritesw ] New Window lE‘My Print Queue
My Favorites My Print Queue Jump To Other Systems
Financial Management Job Status B Financial Management
Requisitions | | wo items available. L Human Resources
Recent Programs
CLICK the [Home] or [Jump to Other
Systems] button to toggle between Financial Requisitions
Management & Human Resources. WF\PUMR\RE\RQ

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

can be accesedvia the My WF
Favorites menu

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% ~
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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

3.21 | select “"™™ from the Financial Main Menu,

3.2.2 | select My REQUISITION PROCESSING: Requisitions

4 Q # Financial Management Setup )
Click Purchasing to access
+ My Requisition Processing the Purchasing Sub-Menu then

Requisitions 1 Click Requisitions to access
q o : F{E the Requisition Screen
My Requisition Approval History L

§

I ~ Purchasing

View Purchasing Activity
View My Purchase Orders
Email Purchase Orders
eCommerce Ordering
PowerTrack

User Preferences
Purchase Order Receiving

e? oF F F oF ¥ P oF

Reports

- ~
(& Web Financial Management - WE - 10636 - 04.12.02.00.16 - Windows Internet Explorer =S
|s|/f https://skyward.iscorp.com/scripts/wsisa.d|l/WService=wsfinescambiatrnfl/sfmhom01.w ﬂ|

/_,,/" — Escambia CO‘L‘II].T}"_. FL W7 7 Account | Preferences | Exit ?
SKYWARD

Account n Accounts = Accounts Fixed BAA Custom | Federal/State
mv Management Maleg Purchasing able  Receivable Assets Eesicoes Reports Reporting

us

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

From the Requisitions Main Screen:

3.3.1 | Clickthe! #4 | button.

I ™
(& Requisitions - WF\PU\MR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer [ [ 5 ]
‘5{/\‘- https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatr2fl/foreqgmain001.w E|

/./“* = ESCAMBIA COUNTY SCHOOL DISTRICT Training User Account Preferences Exit ?
SKYWARD
Account 5 Accounts
Home Management Vendors Payable Q
<4 H Requisitions i ‘_‘____—- Click the "Star” icon B @ 17 Favorites» 4] New Window Fot My Print Queue
o — to add this screen to o
Requisitions your list of Favorites = dg
There are no records to display; chedk your filter settings, i =
Click the "Add"
button to add a
new Requisition
b »
20 E| 0 records displayed Requisition Number: D ABC
#100% ~
L5 4

The Requisition Master Information screen opens.

Revision 4.0 February 22, 2024 8 | Purchasing/ Entering Requisition



Step 4: Enter Requisition Master Information

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

34.1 Enter Requisition Master Information

s."f https://skyward-escprod.iscorp.com/scripts/wsisa.dll WService=wsfinescambiatrnfl/foreqmastD01.wlisPopup=true

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

Requisition Master Information

ioaie % Save and
Requisition Setup Information Add Detail
Requisition Group: 105 - JIM ALLEN ELEM-TITLE 1 LV Savensad
Fiscal Year: | 2017 - 2018 July 1, 2017 - June 30, 2018 N Mass Add

= 5 T Detail

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

() Account allocation by each requisition detail line
[ 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.”

HLC et thowr infaimation 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: ADRPTIVE CURRICULUM 1475 N SCOITSDALE RD S5TE 120 SCOTTSDALE Rlw
* Ship To: |JIM ALLEN ELEM SCHOOL 1051 HWY S5A NORTH CANTOMMENT FL 32533 -

Attention: [CINDY DAVISON |
* Due Date: :| Thursday
Ship Date: m:l Thursday
shipVia: [

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

Revision 4.0 February 22, 2024 9 | Purchasing/ Entering Requisition



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 multiple
Requisition | invoices such as a Landrum temp, textbook orders, or elevator inspections. If this is a blanket PO
/ Purchase | 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 Procurement Specialist. 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.
https://www.escambiaschools.org/procurement
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

Revision 4.0 February 22, 2024
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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 - WAPUNMR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer =RRCE X
§7% hitps://skyward.iscorp.com/scripts/wsisa.dllWService=wsfinescambiatrn2fl/fcommnamed01 AProgramld=fcommnameD01 w&hICodeTyp ﬂ|
Vendors Selection [ Kl 1K
vendors B @, [ Fiter
Options
Mame a Address City State | Zip 13 Seloct
1 A NEW VENDOR TO ADD [z
I ACHIEVE SUCCESS 100 NE 95 STREET MIAMI SHORES FL 33138A B A
1A+ TUTOR U 3900 EDGEWATER DRIVE ORLANDO FL 32804 B p
# 1IN LEARNING 10600 SEPULVEDA BLVD STE 107 MISSION HILLS cA 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& ] 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 301 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 |4
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
A T-r:nmmn STANE TN EVAEIIENCE | 297 NEETCE DIAZA DR STE 200 TALI AUASSEE =] 27am n =
< . v
20 [=] M4 4 b W 20 records displayed Name: SAE:\
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”
o 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 IFYOU 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.

Save and
M A

Mass Add . .
If more than five lines are needed, click the | === | to add five more lines.

§¥1 https://skyward-escprod.iscorp.com/scripts/wsisa.dil/WService=wsfinescambiatrnfl foreqdetl 002w

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

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: Fme 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 A7 85257-
3504
Requisition Detail Lines Save
* Line Number = Bk

Line Type: @ Merchandise
() Narrative
Catalog:
* Quantity:

Unit of Measure: EA bt

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

ENTER A DESCRIPTION OF THE PRODUCT BEING PURCHASED. BE |
SPECIFIC. DESCRIBE GRADE LEVEL, VENDOR CATALOG NUMBERS, A
COLOR, SIZE , ETC, SO WHEN THE VENDOR RECEIVES THE PO, THERE
IS MO GUHESSWORK

Commodity Code: | Iid!

Account Distribution by Detail Line Accounting Amount
Account: |1110E5100 0220 0031 01160 00000 00000 - GENERAL FUND/BASIC (K-12)/SOCIAL SECURITY/¥| § . 1000.00] [ More
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Requisition Detail Lines

* Line Number: 120 Reset
Line Type: (O Merchandise
®) Narrative
Narrative: -
Quantity:

Unit of Measure: [ |

Unit Cost:
Total Amount: 0.00
Description

Commodity Code:

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

Requisition Detail Lines

* Line Number: 130 Reset

Line Type: () Merchandise
®) Narrative
Narrative: |SM L¥

Quantity:
Unit of Measure: [ |

Unit Cost:
Total Amount: 0.00

Description sy | cHANGES TO THIS PURCHASE ORDER MUST BE APPROVED BY A
STACEY MARSHALL. PLEASE CONTACT MS. MARSHALL FOR ANY
QUESTIONS REGARDING THIS PURCHASE ORDER AT 850-469-6208

Commodity Code:

Account Distribution by Detail Line Accounting Amount
Account: =] S]] 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. 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, or

3. To populate a line with the Procurement Specialist’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 Procurement Specialist’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 Procurement Specialist’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 Procurement Specialist’s contact information and
will print on the Purchase Order.

Click the | &dd
button to add more
line items 1 at atime

Click the! Edt
button to edit the
selected line item

Revision 4.0 February 22, 2024 14 | Purchasing/ Entering Requisition



Delete

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

Requisition Detail Lines/Accounting

Requisition Master Information | Requisition Detail Lines/Accounting

@ OS5 (2

Requisition Detail Lines/Accounting

Requisition Master Information
Batch Number: SM
Requisition Number: 0000508833

(100) HELLEN CARO ELEM-
Grour: GENERAL

Fiscal Year: 2017 - 2018
Vendor: ADAPTIVE CURRICULUM
1475 N SCOTTSDALE RD
STE120
SCOTTSDALE AZ 85257-
3504

Amount: 1,100.00

Ship To:

Requisition Detail Line Items

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

Line & Catalog Code Description

» 100

ENTER A 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

ENTER A 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

L4

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

) 3l oo ol

Accounting: Account allocation by each requisition detail line.

HELLEN CARO ELEMENTARY

Blanket PO: This is not a Blanket PO
Description: ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION DOES NOT
PRINT ON THE PURCHASE ORDER. IT IS ONLY VISIBLE IN SKYWARD.

Quantity UefM Unit Cost

10(EA 100.00000

1 EA 100.00000

0 0.00000
1] 0.00000

Submit For
Approval

Save and
Edit Master Einish Later
Motes

Aftachments

Y @

Edit
Total Gost| SO e —
Code Disc
Delete
1,000.00
Mass Add
Detail

100.00 0

0.00
0.00

il

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 your requisition.

Step 7: Add an Note

Add a note. Notes are intended for information that you want to share with the Procurement
3.7.1 | Specialists. 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.
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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 | _#=eums | button 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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' - — =5
& Account Distribution - WRPU\MR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer (g i —

yward .iscorp.com//scripts/wsis

|{ﬁ https: a.dll/Wservice=wsfinescambiatrn2fl/facctmdist001.wlisPopup=true

Account Distribution

Available Accounts

@_] @ Account Level Description

Available Accounts for Clearance Group 0021-JIM ALLEN ELEMENTARY AG Save
Fnda |T |Func | Obj Fac Proj Subpr | Prog Funds Available | Selected Aligzi[‘;ct}rl-ilgt
1110 B 5200 USI0 U031 U080 UOUOUD OOUOU F200.00 T . Account Number Information
1110 E 5500 0121 0031 75420 20120 00000 $0.00 =] D | DeScvin Back
1110 E 5500 0121 0031 75420 20130 00000 $10,244.00 1110 GEMERAL FUND
1110 E 5500 0129 0031 67720 00000 00000 $0.00 5500 PRE-K
1110 E 5500 0151 0031 75420 20120 00000 $0.00 ] | 0151  AIDES-REG PAY
£ |E| D031 JIM ALLEM ELEMENTARY
11 E 5500 0210 0031 75420 20120 00000 ~ [rsazn  JOLUNTARY PRE-K EDUCATION
111d  E 5500 0210 0031 75420 20130 00000 20130 Fv 2013
11200 E 5500 0220 0031 67720 00000 00000 00000 Default
1120 E 5500 0220 0031 75420 20120 00000
1120] E 5500 0220 0031 75420 20130 00000 2012-2013 Available Funds By
1110 | E 5500 0231 0031 75420 20120 00000 UL ELe e
1120 | E 5500 0231 0031 75420 20130 00000

Description of the

/i : highlighted account
Quckker ] \
Select the check box I Enter the Account Number
to use the account

Amount
* 1110E5500 0121 0031 75420 20130 00000 12522.50 50.00 “| [ Remove
* Ii
1110E5500 0*\51 0031 75420 20130 00000 6261.25 50.00 Remave Al
Click the FUND hyper link to \ Selected accounts and
display account balances the distribution of budget Il
1 3
#100%
g - - - e 4
) -
@ Account Infermation - WRPUAMR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer =1[c]
\m https://skyward.iscorp.com/scripts/wsica.dil/WService=wsfinescambiatrn2fl/foreqacct0l whisPapup=true ﬁ\
Account Information [ Rl I
Account Information Back
Account # 1110E8100 0510 0031 02000 00000 00000
1110 GENERAL FUND -
Available Funds 8100 MAINTENANCE OF PLANT B
Current Fiscal Vear 7,922.84 9510 SUPELIES |E
1 H H H 2012-2013 0031 JIM ALLEN ELEMENTARY L
To view Account Balance information, Click wonieer oo 0300 51bGs = caomms aprsNN
2013-2014 Q0000 Default e
the FUND hyperlink for any account or Click e D
account in the Select Accounts section. Rt o
Original Budget 8,000.00 0.00
. + Budget Carry Forward 9.37 0.00
Back + Budaet Transfers 0.00 0.00
Click the |_& button to return to the + udse Tranctes T oo
A t D t . b t = Revised Budget 8,009.37 0.00
- Actual Activity 77.16 0.00
ccoun Istrioution screen. = Budget Dollars Not Spent 7,932.21 0.00
- 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
Distrib

Click the
Lines/Accounting screen shown below.

3.8.2

button to save the account distribution and return to the Requisition Detail

Before clicking submit, proof read
the requisition for errors.

Proof requisition for misspellings and mistakes.

Save and Requisition Detail Lines/Accounting [ ]
H i i T e it f 5
CI i Ck th e Finish Later b utto n to save R‘UJID‘I,‘D,H Master ?ﬂf? mation | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
the requItlon W/Out Subm|tt|ng. Requisition Master Information Back
Batch Number: SM
Requisition Number: 0000508833 Accounting: Account allocation by each requisition detail line.
Update Groug; G HELLEN CARO ELEM- oy 1,100.00
Account Fiscal Year: 2017 - 2018 Ship To: HELLEN CARO ELEMENTARY
H Distrib Vendor: ADAPTIVE CURRICULUM  Blanket PO: This is not a Blanket PO
CI I c k t h e b Utto n to ret u rn 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.
to the Account Distribution screen SCOTISDALE A2 85257
to modify the distribution of funds | ... oetst tne ems
Views: | General ¥ | Filters: | *Skyward Default ¥ YW ® @
giew Line & Catalog Code Descripfion Quantity Uil Unit Cost Total Cosf iz;m D\;: U(;II‘LC‘
Requisition » 10 ENTER A DESCRIPTION OF THE 1,000.00

Click the 'P==ttr== hutton 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 b
changes in total amount of the
requisition will require you to
modify the Account Distribution.

130 SM

PRODUCT BEING PURCHASED. BE
SPECIFIC. DESCRIBE GRADE LEVEL,
VENDOR CATALOG NUMBERS, COLOR,
SIZE, ETC. 50 WHEN THE VENDOR
RECEIVES THE PO, THERE IS NO
GUESSWORK

ENTER A DESCRIPTION OF THE
PRODUCT BEING PURCHASED. BE
SPECIFIC. DESCRIBE GRADE LEVEL,
VENDOR CATALOG NUMBERS, COLOR,
SIZE, ETC. 50 WHEN THE VENDOR
RECEIVES THE PO, THERE IS NO
GUESSWORK

1EA 100.00000 100.00

=

0.00000
0.00000

0.00
0.00

s o

ALL CHANGES TO THIS PURCHASE
ORDER MUST BE APPROVED BY STACEY
MARSHALL. PLEASE CONTACT MS.
MARSHALL FOR ANY QUESTIONS
REGARDING THIS PURCHASE ORDER
AT B50-469-6208 (PHONE);
SMARSHALL2 @ESCAMBIAK12. FL.US
(EMAIL).

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 [EmstLat=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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Home |v| M;Z;O:mn\tenl | Vendors m ,*;c:;;t:;g | Inventory | R;;E:_?; |CJ.
] ﬁ - Requisitions ¢ E @8 syFavoritesy ] New Window #5u My Print Queue

Views: ‘.\iy Requisitions v | Filters: | *skyward Default ¥ | Y W = & ; Erint

Requisition
Number v

AD | Batch
Level | Number

Miew
000052730C(REQ | | 0[IM  |REALLY AWESOME BOOKS FOLLETT SCHOOL SOLUTIONS 1 DAVISON, CINDY J[R —
0 AK DELL LATITUDE 14 5000 SERIES | DELL COMPUTER CORP 669.56 DAVISON, CINDY] | E9t
(210-ABCM) QUOTE:689433362
SHIP ATTN: CINDY DAVISON, =
PURCHASING DEPT o tAong

vfntl Add
Descripfion Vendor Name Amount | Entered By s

00002349960

Delete

Click on the triangle to expand all —
information boxes for the requisition.

Clone from
Purchase Order

Brint WP
sHenat

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:

wiIP 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
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 o
of time.

the vendor,

ver a period

. 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

Account allocation by each requisition detzil line (YDA).

| This is a Blanket Requisition/Purchase Order,

Requisition Master Information - I
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Master Information
Requisition Setup Information E;:%:T:“
Requisition Group: | 569 - PURCHASING/BUSIMESS-GENERAL v Save and
Fiscal Year: | 2617 - 2018 July 1, 2017 - June 38, 2018 v M'E?:I:“fd
® Account allocation by total requisition amount (YMA), =T

This requisition is used to restock a warehouse.

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

”

Requisition Information

+ Batch Number: 5 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. COORDINATE DELTVERY OF SERVICE/PAYMENT OF INVOICES WITH KRISTIN SMITH AT 850 463-6203.

* Vendor: [LANDRUM STAFFING SERVICES, INC 6723 PLANTATION ROAD PENSACOLR FL 32504 L
* Ship To: -
Attention: | |

* Due Date: [01/31/2018_||::] Wednesday
Ship Date: [01/31/2018__||72] Wednesday
ShipVia:[ |

Contract:

Asterick (*) denoles a reguired 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.

Revision 4.0 February 22, 2024 20 | Purchasing/ Entering Requisition



*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 Indicates that only one account will be used to pay for all items on this Purchase
total requisition amount | Order.

(YMA)

Account allocation by Indicates that more than one accounting will be used to pay for the items on this
each requisition detail Purchase Order. Each line will require the accounting to be added for each item
line (YDA) purchased.

This is a Blanket Select this option to create a Blanket Purchase Order.

Requisition/Purchase . . - .

Or:er / « If this box is selected and the Procurement Specialist 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 | THIS BUTTON IS NOT TO BE SELECTED. If selected, it will cause problems
to Restock A Warehouse | 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 Procurement Specialist*. 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.

https://www.escambiaschools.org/procurement

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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https://escambiaschools.org/procurement

@ Vendors Selection - WRPU\MR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer =] g
|m hittps://skyward.iscorp.com/scripts/wsisa.dll/WSenvice=wsfinescambiatrn2fl/fcommnamed012vPragramid=fcommnamed01 wé&hiCodeTyp E|
Vendors Selection [ K~k
Vendors & &
Options
Name 4 Address City State | Zip :3 Select
lanewvenooRTopoD || | | & [
1 ACHIEVE SUCCESS 100 NE 95 STREET MIAMI SHORES FL 33138A 3
1A+ TUTOR U 3900 EDGEWATER DRIVE ORLANDO FL 32804 B L
# 1IN LEARNING 10600 SEPULVEDA BLVD STE 10; MISSION HILLS CA 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
A ATOP SHOP INC 4034 N DAVIS HIGHWAY PENSACOLA FL 32503 B
ADDPLUS 488 GLACIER WAY 5 MONMOUTH OR 97361 B
A E NEW IR INCORPORATED 2424 EXECUTIVE PLAZA PENSACOLA FL 32504 B
A K SUTER ELEM 501 PICKENS AVENUE PENSACOLA FL 32503 3
A K SUTER ELEMENTARY 501 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
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
I T ] | 22m -
20 [=] 44 4 b ¥ 20 records displayed Name: SAEC\
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 )

If the vendor does not exist
o Select the vendor “! ANEW VENDOR TO ADD”
o 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 == to add line items in groups of five at a time to the requisition.

Requisition Detail Lines/Accounting [ e A= [

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

Requisition Master Information
Batch Number: KS

Requisition Number: 0000508834 Accounting: Account allocation by total requisition amount.
. (569) PURCHASING /BUSINESS- 3
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: i Back

Line Type: ® Merchandise
Narrative
Quantity: il

* Amount: 100.00
Total Amount: 100.00

* Descripti
ESCrIPHON o5 60/HR. NO OVERTIME IS TO BE WORKED OR PAID. COORDIATE

DELIVERY OF SERVICE/PAYMENT OF INVOICES WITH KRISTIN SMITH

AT 840 469-6203, y

Requisition Detail Lines
* Line Number: —

Line Type: @ Merchandise
! Narrative
Quantity: il

* 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: h
Quantity: 1
Amount: 0.00
Total Amount: 0.00
Description

Requisition Detail Lines

* Line Number: Resst

Line Type: () Merchandise

® Narrative
Narrative: |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

NECARNTAL. TLTC DURCLUIACT ARREN._ AT OCA_ACMA CO07 O “

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 Procurement Specialist’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.

Edit

Click the
button to edit the
selected line item

Delete

Click the
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

Click the | Enish Later

button to save your
work to be
completed at a later
time

Requisition Detail Lines/Accounting [ R ]
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail LinesfAccounting
Requisition Master Information Back
Batch Number: KS
Requisition Number: 0000508834 Accounting: Account allocation by total requisition amount.
Group: [G.iﬁrngI:é:-RCHAS]NG;’BUSINESS- Amount: 120.00
Fiscal Year: 2017 - 2018 Ship To: PURCHASING DEPT
Vendor: LANDRUM STAFFING SERVICES, INC Elanket 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 Line Ttems
Views: | General v | Filters: | *Skyward Default ¥ T [ & dl& Rsé\i‘i‘tian
e _ - - e Comm % Accounts
Line & | Catalog Code Description Cuianfity Amount otal Amount Code T
100 TEMPORARY EMPLOYEE IN SUPPORT 1; 100.00 100.00 0
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 OF INVOICES WITH
KRISTIM SMITH AT 830 469-6203.
110 ACA FEE $.15/HR 1 20.00 20.00 0
wl 0 ol om |
130 Ks ALL CHANGES TO THIS PURCHASE 1] 0.00 0.00
ORDER MUST BE APPROVED BY
KRISTIN SMITH. PLEASE CONTACT
MRS, SMITH FOR ANY QUESTIONS
REGARDING THIS PURCHASE ORDER
AT 850-469-6203 OR
KSMITH7@ESCAMBIA.K12.FL.US
(EMAIL).
3
5@ ¥ | 4 records displayed Line; | L
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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 Procurement
4.4.1 | Specialists. 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.

% 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.

\ 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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' - — =5
& Account Distribution - WRPU\MR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer (g i —

yward .iscorp.com//scripts/wsis

|{ﬁ https: a.dll/Wservice=wsfinescambiatrn2fl/facctmdist001.wlisPopup=true

Account Distribution

Available Accounts

@_] @ Account Level Description

Available Accounts for Clearance Group 0021-JIM ALLEN ELEMENTARY AG Save
Fnda |T |Func | Obj Fac Proj Subpr | Prog Funds Available | Selected Aligzi[‘;ct}rl-ilgt
1110 B 5200 USI0 U031 U080 UOUOUD OOUOU F200.00 T . Account Number Information
1110 E 5500 0121 0031 75420 20120 00000 $0.00 =] D | DeScvin Back
1110 E 5500 0121 0031 75420 20130 00000 $10,244.00 1110 GEMERAL FUND
1110 E 5500 0129 0031 67720 00000 00000 $0.00 5500 PRE-K
1110 E 5500 0151 0031 75420 20120 00000 $0.00 ] | 0151  AIDES-REG PAY
£ |E| D031 JIM ALLEM ELEMENTARY
11 E 5500 0210 0031 75420 20120 00000 ~ [rsazn  JOLUNTARY PRE-K EDUCATION
111d  E 5500 0210 0031 75420 20130 00000 20130 Fv 2013
11200 E 5500 0220 0031 67720 00000 00000 00000 Default
1120 E 5500 0220 0031 75420 20120 00000
1120] E 5500 0220 0031 75420 20130 00000 2012-2013 Available Funds By
1110 | E 5500 0231 0031 75420 20120 00000 UL ELe e
1120 | E 5500 0231 0031 75420 20130 00000

Description of the

/i : highlighted account
Quckker ] \
Select the check box I Enter the Account Number
to use the account

Amount Percent
* 1110E5500 E)i.’Zl 0031 73420 20130 00000 12522.50 100.00 i Remove
* Ii
1110E5500 Oiil 0031 75420 20130 00000 6261.25 50.00 Remave Al
Click the FUND hyper link to \ Selected accounts and
display account balances the distribution of budget Il
1 3
#100%
g - - - e 4
.
@ Account Infermation - WRPUAMR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer L =1[c] é
\m https://skyward.iscorp.com/scripts/wsica.dll/WService=wsfinescambiatrn2fl/foreqacct00l wlisPopup=true ﬁ\
Account Information [ Rl I
Account Information Back
Account # 1110E8100 0510 0031 02000 00000 00000
1110 GENERAL FUND -
Available Funds 8100 MAINTENANCE OF PLANT B
Current Fiscal Vear 7,922.84 9510 SUPELIES |E
. . . . 2012-2013 0031 JIM ALLEN ELEMENTARY L4
To view Account Balance information, Click WeFacaYew o0 63000  SLDGS ¢ GRODNDS MRINTENAN
’ 2013-2014 00000 Default S
the FUND hyperlink for any account or Click Account Level Descrpion:
account in the Select Accounts section. e TR R T
Original Budget 8,000.00 0.00
+ Budget Carry Forward 9.37 0.00
H Back + Budaet Transfers 0.00 0.00
Click the & button to return to the A i B
= Revised Budget 8,009.37 0.00
H H H - Actual Activity 77.16 0.00
Account Distribution screen.
- 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 " P=® ' button to save the account distribution and return to the Requisition Detail

Lines/Accounting screen shown below.

Submit For

Click the | #eeeval I hutton to Submit
the Requisition for Approval

Save and

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

Update
Account

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

WView

Requisition
Click the Deta Lines 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.

) Racpuiition Detai Lirey/Accounting - WRPUAMIIRFRG - 10740 « 05.1206.00.11-10.7 - Windcnet Intrenet Explarer | |

oared it cemm . avice " . - 2

Detall LI

o MVN

o OIO0ONT403 ourkieg: ACEoAnt A0CAEIRN by Rotal requisition amourt,

- (104) TIM ALLEN FLEM-
0 b RAL 13,522.50
13 - 3013 TIM ALLEN FLEM SCHOOL

ndoe: ADARTIVE CURRICULUM This & pot 3 Blanket PO

1475 N SCOTTSDALE RD ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION DOES NOT
STE 130 PRINT ON THE PURCHASE ORDER. TT IS ONLY VISTBLE TN SKVWARD.

SCOTTSDALE AT 85257~
3504

Submit For

4.5.3 | Click the | “*ew | 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 |Enish Later | 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 | v Payable Inventory | Reports |O'

< i - Requisitions ¥y & @ 1y Favoritesy ] New Window ¢=u My Print Queue
Views: | My Reguisitions v | Filters: | *Skyward Default v i M @] & Print
i Ad
ﬁzqnl;lbg:ovn Status i_eN.reDI ﬁﬂtl';ter Description Wendor Name \-"nd Amount | Entered By :Ti:
View
P 0000527300/REQ |  0[IM  |REALLY AWESOME BOOKS FOLLETT SCHOOL SOLUTIONS 1 DAVISON, CINDY |§ —
PrUU.34996 DEN 0 AK DELL LATITUDE 14 5000 SERIES DELL COMPUTER. CORP 669.56 DAVISON, CINDY Edit

(210-ABCM) QUOTE:689433362
SHIP ATTN: CINDY DAVISON, ==
PURCHASING DEPT s

Motes

Delete

Attach

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

Page.

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

From the Main Screen

Account Purchasi Accounts  Fixed Q
¥ Management urchasing Payable = Assets

< @ Financial Management
i/} ‘?:: l /3

AT . Accounts
\Management| | PUrchasing | | Payable | | Fixed Assets|

5.1.1 | clickthe * icon from the Skyward Home Page.
( (2 Web Financial Management - WF - 10636 - 05.12.06.00.11-10.2 - Windows Internet Explorer [E=RE=E =)
‘s’ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/sfmhom0L.w ﬂ|
3 ESCAMBIA COUNTY SCHOOL DISTRICT e e e il
SKYwARD

9 B @ 57 Favorites~ T New Window 551 My Print Queue

/

The Alerts icon indicates that there are

© 2012 Skyward, Inc. All rights reserved. TRAINING Database

iting your app

WFM

#100% ~
The Items Awaiting My Attention/Approval screen opens
Items Awaiting My Attention /Approval
r@ - WF - 10636 - 05.12.06.00.11-10.2 - Windows Internet Explorer [ =HRE ﬂj
ClICk the Re uisitions “ne |g’,ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/hwrkrge ﬂ|
Requisitions
. . @ OS2
to open the “Requisitions - Sk~
Main" Screen Items Waiting For My Approval/Attention & @ Back
) ltem a #WFM
. Note the status [Requisrons |8
5.1.2 “WFM” and the count
L. # of Requisitions v
of reqU|S|t|0nS 7 awating approval =
awaiting approval. 1 records displayed
Click the REQUISITIONS
hyperlink to open the Approve
Requisitions screen
#100% -
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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/weisa.dll/WService=wsfinescambiatrn2fl/forapbrwsd0L w E\
Account Accounts  Fixed i
Honiah = Managament Payable = Assets Q
<~ Approve Requisitions % 9 2 @ 1 ravoritesv T New Window £ My Print Queue | [ 7]
# of Regs Appr: 0 Total Amt Appr: $0.00 Click fo submit the checked items ﬂ Agubmit‘
provals
# of Reas Den: 0 Total Amt Den: $0.00 | & Denials
Views: | Genersl [=] Fiters: | *Skywara Defaulc|¥] View
Requisition Appr & App Baich % | ProjectiGra
Humber « |APPOV8 | D=0V | poroue Number | DESerPtion Vendor Hame Amount | Emered By Disc | Number Select All
P 0000002335 .:II:I-:-WN--I@- * [ unsolost
b 0000002403 ] WFM  MVN ENTER A DESCRIPTION OF THE ADAPTIVE CURRICULUM AZ 12,522.50 USER, TRAINING 0.00
REQUISITION. THIS INFORMATION | “5’5'"0;: |
DOES NOT PRINT ON THE —wiloles
PURCHASE ORDER. IT IS ONLY | Deny |
VISIBLE IN SKYWARD. - wiNotes
Click the appropriate )
checkbox to Approve, Deny. Select if you want to
Approve & Reroute add Notes with your
< i v
20 E 2 records displayed Requisition Number: l:
Requisition 0000002336
1110E6300 0131 0031 07160
00000 00000
Individual Account
rCurrent
Used
Avail (.
#100% ~
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 - WRPUAMRVAR - 20487 - 05.12.06,00.11 102 - Windows Intern... .| (=) [ame ) |

CheCkbOX |5’,ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/foreqapprd07.w?PONumber=0i ﬂ|
Select who to Reroute To U Rl Ik

The Select Who to Reroute B—

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
NOT REQUIRED)|

the requistion to. The person
routed to is inserted in the
approval process.

or

Asterisk (*) denotes a required fisld

H100% -

-

5.2.3 Click the opo button to @ Add Approval Note - WF\PU\MRVAR - 20487 - 05.12.06.00.11-10.2 - Windows Internet ... .=2u] ) o) |
approve the ReqUISItlon and |5’(|‘- https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqappri)07.w?PONumbe ﬂ|
add an approval note Add Approval Note LR~ K
Add an Approval Note to this Requisition Check
The Add Approval Note Requisition Number: 0000002336 Spelling
Approval Notes:[ENTER THE APPROVAL NOTE] Save
sCcreen opens ok
or
#100% ~

5.2.4 Click the = button to ( (& Add Denial Note - WR\PU\MRMAR - 29487 - 05.12.06.00.11-10.2 - Windows Internet Ex... [E=EER=)
deny the Requisition and |5ﬁ https://skyward iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqapprl07.w?P ONumbe ﬂl
add a denial note Add Denial Note LRIk 2k

. Add a Denial Note to this Requisition Check

The Add Denial Note screen Requisition Number: 0000002336 e
opens Denial Notes: [ENTER THE DENIAL NOTH Save
Back

#100% ~
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5.2.5 | Once Selections are made

Submit
Approvals

click the ' _&P=2s | button to
process the selections

Click the e button to
submit the requisitions to
the next approver.

Submit Approvals and Denials

2 approved requisitions

0 denied requisition

Approved Amount: 313,722.80
Denied Amount:  50.00

Would you like to submit these requisitions?
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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 Procurement 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

B confirm the deletion.

Delete

to remove the requisition and

- ™
(& Requisitions - WRPU\MR\RE\RQ - 10740 - 05.12.06.00.11-10.2 - Windaws Internet Explorer [E=E
‘ﬁ/\‘- https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqmain001.w ﬁ‘

2= ESCAMBIA COUNTY SCHOOL DISTRICT Training User  Account | Prefersnces | Exit | | 2
SKYWARD
Home M;?;;;Lm Vendors BT EELG '?,?:;ﬂ:’ Q
4l Requisitions 7 B @8 5 Favoritesw 5] New Window £ My Print Queue
Requisitions @J @
Options
Requisition | A Tod; Batch . Vnd
Mimber | St s st | Nomper | Descrintion Vendor Name: Y Amount | En Print
b 0000002403 ENTER A DESCRIPTION OF THE ADAPTIVE CURRICULUM 12,522.50 | Udges Add
REQUISITION. THIS INFORMATION —
DOES NOT PRINT ON THE 5D
PURCHASE ORDER. T IS ONLY =
VISIBLE IN SKYWARD. —
( Delete |
Clone
*“Notes
Confirm Delete Altach
Are you sure you wish to delete this record (0000002403
MVN)Z
Yes No |
< 1 +
20 M4 4 b W 1 records displayed R Number:
H100% -

6.1.3 | Click the i 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 Procurement Specialist 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.

L 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 [ _4t=2 | putton.

7 EBSCAMBIA COUNTY SCHOOL DISTRICT
SKYWARD

Account = Accounts
Home Management Vendors Payable Q
4l | Requisitions %

Requisitions

Requisition | App Todays |Batch

Mumber | Sts & | Sis Mumber | DEStrption Vendor Name

4 m

20 [=] M4 4 » M 1 records displayed

F ™
2 Requisitions - WRPUNMR\REVRQ) - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer =N iC) g
| g{’; https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqmain001.w a |
Training User  Account Preferences Exit ?

» 0000002403 ENTER A DESCRIPTION OF THE ADAPTIVE CURRICULUM 12,522.50 | USER, TRAINING (& Add
REQUISITION. THIS INFORMATION ———
DOES NOT PRINT ON THE View
PURCHASE ORDER. IT IS ONLY =
VISIBLE TN SKYWARD. FE—
Delete
Click the Attach button to add a new /

Attachment or to view existing Attachment

B ' T:}’Favolitesv {D MNew Window 'ElMy Print Queue

P Filter
1S

\.Sftnd Amount | Entered By Print

Clone
Notes

[ Attach

r

Requisition Number: D

#100% -

L

The Requisition Attachments screen opens.
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' ™
@ Requisition Attachments - WA\PU\MR\REVAT - 10734 - 05.12.06.00.11-10.2 - Windows Inter... [-3:]-=). [
| g/l;f https://skyward.iscorp.com/scripts/wsisa.dIl/W5ervice=wsfinescambiatrn2fl/fattrmview001.w?MenulDOverrid - |

Requisition Attachments
Available Attachments for Req Number 2403 @._] @
Type a Deszcription Entered By ( Add File |
There are no records to display; chedk your filter settings. it EIIEE
Back

4 3
0 records displayed

#100%

L "

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“F= | putton. The Add Requisition Attachment screen opens

Add Requisitions Attachment
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f k!
@ Requisitions Attachments - WRPU\MR\REVAT - 10734 - 05.12,06.00.11-10.2 - Windows Internet Explorer [E=gEE ™
| S’H/f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/fattrview(03.w?isPopup=true ] |

Requisitions Attachments [ Rl
Add Requisitions Attachment for Req Number 2403 Eheck
Spelling
Tvpe:
Attachments ¥ PO Save
Entered Date: |08/14/2012 Back
Entered Time:  3:08 pM
Entered By: TRAINING USER
* Description: [ENTER A BRIEF DESCRIFTION OF THE ATTACHMENT
= attached File: C:\Users\jnash\Desktop\ESCAMBIA County School District\ TRAINING\CHECK RI [ Bifese
Asterisk (*) denotes a required field
#100% -
W

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 | button

You will be returned to the Requisitions Main Screen where the |zt | button 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 " |putton.

g ™
& Requisitions - WRPU\MR\REVRQ - 10740 - 05.12.06.00.11-10.2 - Windows Internet Explorer (= [ B
|m https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrn2fl/foreqgmain00L.w ﬂ|

/‘ ESCAMBIA COUNTY SCHOOL DISTRICT Training User  Account Preferences Exit 7
SKYWARD
Account . Accounts
flome Management o Payable Q
‘ H Requisitions ﬁ’ E d fj’Favolitesv <|:| New Window lﬁ‘ My Print Queue
— e |
Options
Re‘w:ﬁ;‘: gﬁp‘ ;osdays Eitri:er Description Wendor Name ;'Ind Amount | Entered By Print
b 0000002403 ENTER A DESCRIPTION OF THE ADAPTIVE CURRICULUM 12,522.50 | USER, TRAINING & Add
REQUISITION. THIS INFORMATION =
DOES NOT PRINT ON THE Wiew
PURCHASE ORDER. IT IS ONLY Edit
VISIBLE IN SKYWARD. —
Delete
Clone
| Motes

/ .
Click the Notes button to add a

new note or to view existing note.

< m r

20 E| 4 4 » MW 1 records displayed Requisition Numher:l:l

H100% -

" v

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\RE\NO - 9271 - 05.12.06.00.11-10.2 - Windaws Internet Explorer = E) [z

|5’,ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrn2fl/foreqnoted01.wiMenulDOverride=9271 &isPopup=true ﬂ‘
Notes @S 2
Requisition Notes
Views: [EE0228 | Filters: [*Skyward Default [=] Yol 2 & add
Enter Date + Enter Time | Category Mote Entered By P Back

There are no records to display; check your filter settings.

20 E| 0 records displayed

#100%
g A
8.1.2 | Clickthe 2% _ button
8.1.3 | Add\Edit Note Information
- N
& Notes - WRPU\MR\REVNO - 9271 - 05.12.06.00.11-10.2 - Windows Internet Explorer SR E
| {,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
| s |
Entered Date: 08/13/2012 = =
Back
Entered Time: | 1:20 PM 2
Entered By: USER, TRAINING
* Note: ENTER THE NOTE HERE|
[T] protected (Read only to all users except the user that entered it.)
Asterisk (*) denotes a required field
H100% -
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 CPOREQUISITION 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.

8.14 Click the |__2a= | button

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