Requisition Instructions

Revised 11 13 15

Start at your Financial Management screen.

Left click “Purchasing”
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Left click “Requisitions’
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Left click “Add”

skyward.effingham.k12.il.us/

Effingham CUSD #40
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Left click and choose your requisition group. Some of you may have only one group from which to
choose.

51+ Requisition

https://skyward.effingham.k12.il.us/scripts/wN

= - Gongle

a.dll/WService=wsFin/foregmast001.w?isPopup=true

Requisition Master Information [ B E o S
Requisition Master Information | Requisition Detail Lines/Accounting
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Requisition Setup Information \ | :f:%g?:l
Requisition Group:| @18 - EARLY LEARNING CENTER v [ Save and |
PRSERPVIENN 10 - EARLY LEARNING CENTER e
917 - SPED —
l = A0 SMUTALIUIT DY TOLaT TEq OIT I MR, 'Saveand'
' Account allocation by each requisition detail line (YDA). Import
| Detail Lines |
T —

Requisition Information

* Batch Number:

* Description:
4
"_Shjn_'[o;|EFFINC—:-1;J{ CUSD 40 WAREHOUSE 1000 W GROVE AVE EFFINGHRM IL §2401 [+|

Attention: [KATHRYN ROEPKE |
* Due Date:[10/06/2014 ||| Monday
Ship Date: [10/06/2014 |- Monday

shipvias[ ]
Project/Grant: [
Contract:| M

Asterisk (*) denotes a required field
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Left click and choose the appropriate fiscal year.

§{+ Requisition Master Information - WRPU\MR\RE\RQ - 10?40—!]5.]5.02.0#.02—Google Chrome . = | &
M https://skyward.eﬁingham.k12.iI.us/sc|'ipts/wsisa.dII/V‘/Service:wsFin/foreqmastOOl.\.ﬂ.r?isPopup:true
Requisition Master Information [ I S
Requisition Master Information | Requisition Detazil Lines/Accounting
Requisition Master Information
Requisition Setup Information / Eﬁ:w:"
Requisition Group:| 801 - BOE / v Save and
. - — Mass Add
Fiscal Year:| 2014 - 2015 July 1, 2014 - June 38)2815 v ect the fiscal year fo use for this requisit Detail
2015 - 2016 July 1, 2015 - June 30, 2016 =
2 = Sl IOy b, ik = s soh atl Import Detail
Lines
Back

Requisition Information

* Batch Number:[26 |

* Description:
4
* Vendor: | v
2 Ship To: [FFFINGHRM CUSD 40 WAREHOUSE v
Attention: | |
* Due Dae:lm‘ Thursd
Ship Date: [03/26/2015 |[%] Thursd
shipvia[ ]
Projec Grant:| —
Contract:|

Asterisk (*) denotes a required field
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1. Choose “Account allocation by total requisition amount (YMA).

2. Left tlick in the “Description” field and type your school and name. Example:

1eL2)

(1 Requisition Master Information - 05.14.06.00.0

https:;’;’sk*wa rd.effingham k12.il.us/$cripts/wsisa.dll/WService=wsFin/foreqmast001.w?isPopup=true

ELC — Kathryn Roepke.

Requisition\Master Information w5 2
Requisition Master \nformation | Requisition Detafl Lines/Accounting
Requisition Maste\ Information
Requisition Setup Information | ff:%i?:l
Requisition Groul:| 818 - EARLY LEARNJNG CENTER v [ saveand |
Fiscal Year\| 2014 - 2015 July |, 2014 - June 38, 2815 v M%s;;fﬂd
® Account allocation by total requisition amount (YMA). A——
) Account zllocation|by each requisition detail line (YDA). Import
| Detail Lines |
T —

Requisition Information

* Batch Number: |08

* Description: [ELC - Kathryn Roepke

e
* Ship To: [EFFINGHAM CUSD 40 WAREHOUSE
Attention: [KATHRYN ROEPKE |
* Due Date:[10/08/2014 | |3] Wednesday
Ship Date: [10/08/2014 || 5] Wednesday
shpvia:[ ]
Project/Grant:

1000 W GROVE AVE EFFINGHAEM IL £2401

I

Contract: |

Asterisk (*) denotes a required field
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1. Left click in the “Vendor” field and type the first five or six letters of the name of the vendor.

(Example: Offic for Office Depot)

2. When you see the vendor you want, left click on the name.

Requisition Master Information w5 2
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Master Information /
Requisition Setup Information :f:%i?:l
Requisition Group:lBJB - EARLY LEARNING CENTER '| Save and
Fiscal Year:| 2014 - 2015 July 1, 2014 - June 39, 2815 / v M%s:lgldd
'® Account allocation by total requisition amount (YMA) Save and
) Account zllocation by each requisition detail line (YT/A). Import
| Detail Lines |
| Back |

Requisition Information

\ * Batch Number: |08
N * Description:|ELC - Kathryn Roepke
4
* Venddr: [oEEiq| / I~
* ship To:| OFFICE peroT \/ Order From/Remit to [OFFICE Deae]
PO BOX 633211

Attention:
* Due Date:
Ship Date:| OFFICE DEROT
Ship Via: PO BOX 33874
: HARTFORD (T @6158-3874
Project/Grant:
Contract:|

CINCINNATI OH 45263-3211

Order From Only

[OFFICE D@al]

Asterisk (*) denotes a required field
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Now that you’ve chosen your vendor, left click “Save and Add Detail”

4% Requisition Master Information - 05.14.06.00.05 - Google C

https://skyward.effingham.k12.il.us/scripts/wsisa.dll/WService=wsFin/foregqmast001.w?isPopup=trug
Requisition Master Information

[ IR RS
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Master Information
Requisition Setup Information Sf: %2?;
Requisition Group:| @12 - EARLY LEARNING CENTER v [ Saveand |
Fiscal Year:[ 2614 - 2015 July 1, 2014 - June 39, 2015 v ‘ e
'® Account allocation by total requisition amount (YMA). ( FN—
) Account allocation by each requisition detail line (YDA). ‘ Import
| Detail Lines |
T —

Requisition Information

* Batch Number: [08
* Description:|ELC - Kathryn Roepke

4
* Vendor: [OFFICE DEPOT PO BOX 633211 CINCINNATI OH 45263-3211 |v|
* Ship To: [EFFINGHAM CUSD 40 WAREHOUSE 1000 W GROVE AVE EFFINGHAM IL 62401 [

Attention: [KATHRYN ROEPKE |
*DueDate:lew dnesday
Ship Date: [10/08/2014 || 2] Wednesday
shipvias[ ]
Project/Grant: [
Contract:|

Asterisk (*) denotes a required field
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Left click in “Quantity” and enter the quantity you are requesting

\

§1 Requisition Detail Lines/Acfounting - 05.14.06.00.05 -

https://skyward.effingham.k12.il.us/scripts/wsisa.dll/WService=wsFin/foreqdetl 00 L.w

Requisition Detail Lines/Accounting MmO 5 2

Requisition Master Information|| Requisition Detail Lines/Accounting
Requisition Detail Lines,r'Ao#ounting

Requisition Master Infornjation

Batch Number: 08

Requisition Number: 0000000463 Accounting: Account allocation by total requisition amount.
Group: (010) [EARLY LEARNING CENTER Amount: 0.00
Fiscal Year: 2014 1 2015 Ship To: EFFINGHAM CUSD 40 WAREHOUSE
Vendor: OFFICE DEPOT
PO BOX 633211 Description: ELC - Kathryn Roepke

CINCINNATI OH 45263-3211

Requisition Detail Lines

S
| Back |
catalog:[ |, []
*Quantt:[ Q]
T -
* Unit Cost: 0.00000)
Total Amount: 0.00

* Description

Asterisk (*) denotes a required field
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Left click the drop-down arrow and choose a “Unit of Measure”

{{% Requisition Detail Lines/Accounting - 05.14.06.00.05 -

https://skyward.effingham.k12.ilus/scripts/wsisa.dll/WService#gwsFin/foreqdetl00Lw
Requisition Detail Lines/Accounting / @O 5 (2

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

Requisition Master Information

Batch Number: 08

Requisition Number: 0000000463 Accounting: Account allocation by total requisition amount.
Group: (010) EARLY LEARNING CENTER Amount: 0.00
Fiscal Year: 2014 - 2015 Ship To: EFFINGHAM CUSD 40 WAREHOUSE
Vendor: OFFICE DEPOT
PO BOX 633211 Description: ELC - Kathryn Roepke

CINCINNATI OH 45263-3211
/

Requisition Detail Lines

* Line Number: [ 00| [ save |
Line Type: @® Merchandise (e BAC k]
'~ Narrative
Catalog: ]
“Quantit:[______1]
T -
* Unit Cost:| BOX .01000]
CAR
Total Amount: | e 0.01

* Description| Doz
EA
GAL
KIT
Asterisk (*) denotes a ret px
—— | PK@
SETS
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Left click to enter the “Unit Cost” of the item.

(lff Requisition Detail Lines/Accounting - 05.14.06.00.05 - Google |

Requisition Detail Lines/Accounting

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Detail Lines/Accounting

Requisition Master Information

Batch Number: 08
Requisition Number: 0000000463
Group: (010) EARLY LEARNING CENTER
Fiscal Year: 2014 - 2015
Vendor: OFFICE DEPOT
PO BOX 633211
CINCINNATI OH 45263-3211

Accoynting: Account allocation by total requisition amount.
mount: 0.00
Ship To: EFFINGHAM CUSD 40 WAREHOUSE

Description: ELC - Kathryn Roepke

Requisition Detail Lines

* Line Number:
Line Type: ® Merchandise
© Narrative

Catalog: | 7|
& Quantity:ljl
Unit of Measure: |[DOZ -
* Unit Cost:

Total Amount: 0.01

* Description|test

Asterisk (*) denotes a required field

[ save :|

[ TrT—
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1. Left click in the “Description” field. Please type the item number first, followed by a brief description
of the item you are requlesting. If the item does not have an item number, type a detailed description.

2. Left click “Save”.

¢+ Requisition Detail Lines/Accounting - 5.14156,00.05 - =i

https://skyward.effingham.k]2.il.us/scripsg(wsisa.dll/WService=wsFin/foreqdetl 00 L.w

Requisition Detail Lines/A¢counting [ IR

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

Requisition Master Information

Batch Number: 08
Requisition Number: 0000000463 Accounting: Acco
Group: (010) EARLY LEARNING CENTER Amount: 0.00
Fiscal Year: 2014 - 2015 Ship To: EFFINGHAM
Vendor: OFFICE DEPQ
PO BOX 633211 Description: ELC - Kathryn Roepke

CINCINNATI [OH 45263-3211

Requisition Detail Lines
* Line Number: Save |

allocation by total requisition amount.

D 40 WAREHOUSE

—

Line Type: ® Merchandige [ Back |
Narrative
Catalog: [+]
* Quantity: ]
Unit of Measure: [DOZ i
*uUnit Cost:[ | D.01000]
Total Amount: 0.01

* Description|a58621-paper clips

Asterisk (*) denotes a required field

Page 12



The item you entered now appears as below. If you have more items to enter for the current vendor,

left click “Add” and repeat pages 9-12.

If you are finished adding items for the chosen vendor, go to page 14.

(¢ Requisition Detail Lines/Accounting - 05.14.06.00.05 - le Chrom
i+ Requisition 0 nes/Accounting Goog

https://skyward.effingham.k12.il.us/scripts/wsisa.dll/WService=wsFin/foreqdetl 00 L.w

28 ¥ | 1 records displayed Line:

Requisition Detail Lines/Accounting L
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting \
Requisition Master Information QAUSS:L:;?[
Batch Number: 08 | Save and
Requisition Number: 0000000463 Accounting: Account allocation by total requisition t. | Edit Master | Eaish Later,
i k|
Group: (010) EARLY LEARNING CENTER Amount: 0.01 | MNotes |
Fiscal Year: 2014 - 2015 ShinjnaEREANEEARCISIEURSE EHINISE [ Attachments |
Vendor: OFFICE DEPOT
PO BOX 633211 Description: ELC - Kathryn Roepke
CINCINNATI OH 45263-3211
Requisition Detail Line Items
Views: | General ¥ Eilters: [ #Skyward Default ¥ hid @ @._] I& | Add
) ) ) Comm | Edit |
Line & | Catalog Code Descripfion Quantity Uofl Unit Cost Total Cost Code —
| Delete |
[0l [958621paper cips |___1[poz | o000 001] | e
Mass Add
" Detail
Add
Requisition
Accounts
Import |
Detail Lines
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Left click “Add Requisition Accounts”

5t Requisition Detail Lines/Accounting - 05.14.06.00.05 -

https://skyward.effingham.k12.il.us/scripts/wsisa.dli(Service=wsFin/foreqdetl00L.w

Vendor: OFFICE DEPOT
PO BOX 633211
CINCINNATI OH 45263-3211

Description: ELC - Kathryn Roepke

Requisition Detail Line Items
Views: '_ General ¥ | Filters: [ *Skyward Default v |

Requisition Detail Lines/Accounting MmO 5 (2
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
Requisition Master Information %”g::g;‘?[
.B.a.tch Number: 08 . ) e - |m
Requisition Number: 0000000463 Accounting: Account allocation sy total requisition t. | EditMaster | = —
Group: (010) EARLY LEARNING CENTER Amount: 0.01 | MNotes | L Back
Fiscal Year: 2014 - 2015 ShipioELL MGHATCUIS LN ARE HINTSE [ Attachments |

YHE & (ad)

[ Edit |

Line & | Catalog Code Descripfion CQuantity Uofl Unit Cost Total Cost ggde

(w0l [95862Lpaperclips | iooz | 0.01000

R CEEEa.
L

|20 ¥ | 1 records displayed

Line:

| M
Detail

Requisition
Accounts

ass Add

Add

Import |

Detail Lines
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1. To choose the account number which pertains to your department, left click in the “Selected” box

2. Left click “Save Account Distrib”

I."ff Account Distribution - 05.14.06.00.05 -

https://skyward.effingham.k12.il.us/scripts/wsisa.dll/WService=wsFin/facctmdistOU T DOverride=0&isPopup=true
Account Distribution [ IR
Available Accounts (Accounts are displayed based on Account Clearance access) | A%f::m
S|
. Distrib
) Account Level Description —
E»—j @ Back
Fnda |T |Loc |Func |Obj |Sj |Source Funds Available Selecti
Account Number Information
pli] E 010 1110 4100 00 000000 . Code Description
10 E 010 1110 4100 03 000000 $107.00 10 EDUCATIONAL FUND
f| |10 E 010 1110 4100 04 000000 $0.00 010 EARLY LEARNING CENTER

10 E 010 1110 4100 05 000000 $77.00 110 ELEMETARY

10 E 010 1110 4200 01 000000 $-209.95 100 GENERAL SUPPLIES

10 E 010 1110 4210 00 000000 $7,770.51

10 E 010 2220 4400 00 000000 $368.00

3
7 records displayed Account Number: | | &
Quickkey:[ ]
Total Amount to Distribute: $0.01 100.00%
Total Distributed: $0.00  0.00%
Amount Remaining: $0.01 100.00%
Selected Accounts
Account Humber Amount Percent Remove
Remove All
- = ‘J
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Left click “Submit for Approval”.

Requisition Detail Lines/Accounting [ B S

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Detail Lines/Accounting

= ;
| Requisition Master Information | | Submit For

Sl
Batch Number: 08 | | save and
Requisition Number: 0000000463 Accounting: Account allocation by total requisition t. | EditMaster | (EmshLaler)
— Back |
Group: (010) EARLY LEARNING CENTER Amount: 0.01 | Motes N
Fiscal Year: 2014 - 2015 shig'tn:EEHINGHATE CUBD S0 WAREHOUSE [ Attachments |
Vendor: OFFICE DEPOT
PO BOX 633211 Description: ELC - Kathryn Roepke
CINCINNATI OH 45263-3211
Requisition Accounts
Requisition Accounting . . @ & : ,e%cp_cdoit:[ |
Account Number & Account Amount Account Percent |_ Distib
EwuoaNmmon | sol oo |
| Wiew |
Requisition |
| Detail Lines |
| Add Asset |

el

1 records displayed

At this point, your requisition has been submitted to your building principal for approval. Once your
principal has approved the requisition, it will be forwarded to Rem for his approval. After all approval is
completed, the requisition will be routed to purchasing to be ordered.
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