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Chapter 1. Logging into Skyward

¢ If you do not have a short
cut to the Skyward

application on your desktop https://skyward-
open Internet Explorer (IE) escprod.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiafl/seplog01.w

« Enter the URL and save to
your Favorites

« The Skyward Login ID is the
same as your Novell

Network ID SKYWARD
; i ESCAMBIA COUNTY SCHOOL DISTRICT -
First Initial and Last Name O
e.g. John Doe (Jdoe) Production Database
If you require assistance logging Loan1o: xe |
in please contact the IT Service Password: [asasssases |
Desk, 850-462-9493. Sgn n

Forgot your Login/Password?

05.14.06.00.04

The Main Skyward Screen will open, displaying modules that you have access to.
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Chapter 2. Creating an Warehouse Requisition

Step 1: Navigate to the Financial Management System

From the Main Screen

3.1.1 | Click oNJump TO OTHER SYsTems: Financial Management or

3.1.2

Click the M' Button and select Financial Management from the selection of systems

”/f https://skyward-escprod.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiafl/sfmhom01.w ﬂ

/"__ ESCAMBIA COUNTY SCHOOL DISTRICT - PRODUCTION e e e L
SKYWARD

Account g Accounts
Management Vendors = Purchasing Payable Inventory | Q

Financial Management [ @ 77 ravoitese (] New Window ESiMy Print Queue
g o,

Jump to Other Dashboards Notifications e

Skyward User You do not have any unread notifications.

Employee

Task Manager

Reset Dashboards Select Widgets

Step 2: Navigate to Inventory Main Screen

From the Financial Management System Main Screen

2.1 | select from the Financial Main Menu,

2.2 | select INVENTORY: Requisitions

i B Web Financial Management - WF - 10636 - 05, 14.02.00,13-10.2 - Google Chrome
[ brokercts: 85 /scriptsfwsisa.dll WService =16560web/sfrmhom01 w
//"'_" ESCAMBIA COUNTY SCHOOL DISTRICT - PRODUCTION o e P
SKYWARD
< Ql wee
|. ~ Inventory

Reguisitions

Wiew Requisition Activity

My Requisitions

My Requisition Approval History
Return ltems Received

Reports

lagalalnl:
Mo |EE |

The Inventory screen opens
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Step 3: Add a New Warehouse Request

From the Inventory Requisitions Main Screen:

3.1

Click the! 2% | button to add create an order for the Warehouse.

B Requisitio

05.14.02.0

= = FOMme
[ brokercts: 85/scripts fwsisa.dll /WService = 16560web fwreqmain001 w

—

=

ESCAMBIA COUNTY SCHOOL DISTRICT - PRODUCTION e e s A
T
Home « M:}ZZZTQLN “endors  Purchasing 'T:,C:;aubri? Imventory RSlLeY

<4l Requisitions ¥

@ ﬂ ijavorrtes' q’_‘|New Wincowe lﬁM\f Print Queue
Wiews: | Master Information ¥ | Fiters: | +8kyward Default ¥

W = @,
|
Thare are rio records to diglsy; check vowy fiter settings.
Click the Add button to
enter an order for the
Warehouse
Wiey by
Approved
Inventory
Regs

-

»
Requisition MNumber: C] ABc

20 ¥ | O recards displayed

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

The Inventory Requisition Master Information screen is used to enter the Delivery Instructions
and location for the inventory requisition.

 Requisition - Information - YR - 0s. gle Chrome

[4 brokercts: 85/scripts fwsisa.dll /W Service =16560web/fwreqrmnmO01 w?isPopup =true

Inventory Requisition Master Information MmO o |7

Inventory Requisition Master Information | Inventory Requisition Detail LinesfAccounting

Inventory Requisition Master Information

Inventory Requisition Setup Information

Back
Requisition Group:| 102 - HELLEN CARO ELEM-WHSE — Select the WHSE

Requisition Information

Delivery Instructions: |[ENTER SPECIFIC DELIVERY INSTRUCTIONS HERE TO TRACK INTERMAL DISTRIBUTION OMNCE

Asterisk (%) denotes a required field

| save |

Fiscal Year:| 2014 - 2015 July 1, 2014 - June 30, 2015 v Requisition Group.

DELIWVERED TO YOUR SCHOOL, ALL SUPPLIES WITH BE DELIVERED TO THE FRONT OFFICE, BUNDLED
BY REQUISITION MUMBER

Requestor: SER TRAODD |USER TRAINING E

O — Select your Cost Center
* Building: ooz1 |+ |CARO ELEMENTARY

\ Building Location

M

Select your Cost Center. The drown drop list contains a list of all Cost Centers that you
have rights to create Requisitions for. It is important that you choose the right

4.1 | requisition group.
Provide Delivery Instructions

4.2 | Youcan create individual requisitions for each order at your location or bulk add
everything to one order and distribute locally after delivery. If you create individual
requisitions the Warehouse staff will deliver each requisition as a separate bundle.
Select the building that you would like the items delivered to. All Cost Centers are

4.3 | displayed so take care to choose your location. All supplies will be delivered to the
front desk.

4.4 | Click the | == button

4.5 | The Requisition Detail Line Items Screen opens
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Step 5: Requisition Detail Lines

Warehouse Ordering Procedures

The Detail Lines lists all items in the Materials Warehouse available for purchase.

11625 - 05.14.02

[3 brokercts: 85/scriptsfwsisa.dll wWService =16560web ffwreginitmO 1w
Requisition Detail Line Items WO S
. Save tem
Available ltems Selection
Info
Select Items By Item Code v Display Items from Warehouse: | MATERIALS v Back
Views: | General ¥ | Filters: | *Skyward Default ¥ v W = Lgl
ftem . ttem Unit Of WHSE QTY Unit Gty Gty
Code a e st Class Measure ©n Hand Yalug | Comm BackoOrd =
b 0105002 CAP, HELMUT LIMNER, ELUE, 01 B 0 0.00000 0 o|@ ||~
¥ 0105004 SHUTTLECOCK, BADMINTOMN BI o1 Cak 22 0.95000 a ol
¥ 0105007 BALL, CARRIER, MYLOM NET, 01 EACH 15 212000 0 ]
¥ 0105002 EASKETEALL, MEMS, REGULAT o1 E&CH 108 2.73000 o o|@
b 0105009 BASKETBALL, WOMERNS, INTER 01 EACH 1 277000 0 ]
b 0105010 EASKETEALL, MEMNS, BETTER o1 E&CH 17 <.64000 o o|@
b 0105011 METS, BASKETBALL GOAL MYL 01 PAIR 40 136000 0 ]
b 0105013 BATOMNS TRACK 12" ALLIM. o1 E&CH 17 1.51000 a ol
b 0105014 BAG, BEAN, 6 X 6, CLOTH 01 EACH 161 1.02000 i} o/ |~
[l 3
200 v M4 4 ¢ W 200 records displayed Itern Code: | | ABcC
Selected Items
Cocle ttetn Description Clazs Lot M Orfer Gty Unit Value Extended Caost
0105006 FACKET, BADMINTON |01 ‘EF\CH ‘ |25 I 1.49000| 37.25| k- Remove
Remove Al
4 »

5.1 | Select the item you would like to order from the Warehouse by clicking the select box
or double clicking the row. Select each item then enter the requested quantity. If the
requested quantity exceeds the quantity on hand the row will display a red asterisk next
to it. This does not prevent you from ordering the item. Items can be found by
description or code.

5.2 | Enter the Order Qty in the Selected Items area and repeat until all items have been
selected.

5.3 | Click the Save Item Selection Info Button

5.4 | The Inventory Requisition Detail Line Items Accounting Screen opens
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Step 6: Inventory Requisition Detail Line Items Accounting

Search for the Vendor and highlight the PO that you want to add a receiving record for
[ brokercts: 85/scripts/fwsisa.dll AWService=16560wab/fwreqmnini002 . w
Inventory Requisition Detail Lines/Accounting Moo (2"
Inventory Requisition Master Information | Inventory Requisition Detail Lines, Accounting
Inventory Requisition Detail Lines/ Accounting
Inventory Requisition Master Information 5:;;":;:::
Requisition Number: 0000000004 Eciit hizster Save and ‘
FEinish Later
Group: (102) HELLEN CARO ELEM-WHSE hotes ’ B N
Fiscal Year: 2014 - 2015 Aftachments
Requestor: TRAINING E USER
Euilding: CARD ELEMENTARY
Delivery Instructions:
Inventory Requisition Detail Lines
Wigws: | General ¥ | Fiters: | #Skyward Default ¥ Y [ =9 & Upiate Lins
ftems:
ftem Code a Description Reguested Delivered Backordered Canceled
RACKET, BADMINTON | =] ol o] of
Requisit
L
4 3
|20 ¥ | 1 records displaved Itern Code: || AEC -
Add
6.1 Reaquisition
Click the “=" hytton to add accounting information for the purchase.
6.2 | The Account Distribution screen opens
[Updated: 07/14/2014]
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Step 7: Account Distribution

The Account Distribution screen is used to enter accounting information for the purchase. Only
valid supply (0510) expense accounts that you have access to purchase from are visible here.

[ I Account Distribution

[ brokercts: 35 /scripts fwsisa.dll W Service =16560web facctmdistO01 wrisPopup=true
Account Distribution [ IR I
Available A A are displayed based on Account Clearance access) Af::jm
@ @ Account Level Description Distrib
Back
Fnd a |T |Func | Ohj Fac Proj Subpr | Prog Funcs Avsilshle | Selected
Account Number Information
1110 E 5100 0510 0021 01080 00000 00000 $0.00 3] < | Wil
1110 E 5100 0510 0021 07180 00000 00000 $0,00 [m] Wil CEIEL FUD
1110 E 5100 0510 0021 07280 00000 00000 $0.00 =] s EUDIEE SRS
1110 E 5100 0510 0021 60560 00000 00000 $0.00 U i GIhLES
1110 E 5100 0510 0021 60700 00000 00000 $0.00 =] B CEI e B iy
1110 E 5100 0510 0021 60960 00000 00000 $0.00 =] FiED  CEELLAR G i e ais
1110 E 5100 0510 0021 67720 00000 00000 $0.00 O TR
1110 E 5200 0510 0021 01080 00000 00000 $0.00 =] TR
E 0510 0021 020 00000 00000
1110 E @120 03510 0021 01080 00000 00000 $0.00 [m] 2014-2015 Available Funds By
1110 E 6200 0510 0021 01080 00000 O0O0D $0,00 O Indlividual Accourt
1110 E @300 0510 0021 01080 00000 00000 $0.00 ]
1110 E &400 0510 0021 07180 00000 00000 $0.00 [9]
1110 E 7300 0510 0021 01080 00000 00000 $0.00 [m] d
4 »
23 records displayed Account Number: | | 5
Quckkey:[ ]
Total Amount to Distribute: $37.25 100.00%
Total Distrbuted:  37.25 100.00%
Amount Remaining:  0.00 0.00%
Selected Accounts -
Account Mumber Amount Percent Remove
*1110E6120 0510 0021 01080 00000 00000 | [F7.2s | | oo ]| -
Remave Al
4 »

Select an account that contains sufficient funding to cover the purchase.

7.1 | . YOUAREONLY ALLOWED TO PURCHASE SUPPLIES FROM THE WAREHOUSE

Save
7.2 | select the "Dt button

7.3 | The Requisition Detail Lines\Accounting Screen opens
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Step 8: Requisition Detail Lines\Accounting

[ brokercts: 85/scrintsfwsisa.dll /WService=16560web/fwreqmnbi003.w

Requisition Detail Lines/Accounting
Inverntory Requisition Master Information | Inventory Regquisition Detail Lines, Accounting

Warehouse Ordering Procedures

Requisition Detail Lines/ Accounting

Submit For
Approvel

¥ Requisition Master Inf
Requisition Number: 0000000004

Group: (102) HELLEN CARO ELEM-WHSE
Fiscal vear: 2014 - 2015
Reguestor: TRAINING E USER

Building: GARO ELEMENTARY

Delivery Instructions:

Save and
Einish Later

Back

Requisition Accounts

‘igws: | General ¥ | Filters: | *Skyward Default ¥ |

Amourt

14
|20 ¥ | 1 records displayed

Percertage | Over Budget

Accourt Mumber a
Wigw

2 Updst
TWa & T

Distrib

Reguisition
Detail Lines

Sul
8.1 | Click the | 2= button.

bmit For
You are returned to the Main Requisition Screen.

ESCAMBLA COUNTY SCHOOL DISTRICT

Moot
Al - Regquisitions &

Vet Bartrs Infemsstion T B

= T r e s e

T - PRODUCTION

AL
Moo T
Hora = g | Yenderi | Puchasng Expabla EHAS T

The order is transmitted automatically to the Warehouse with a status of approved.
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