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Chapter 1. Requisitions

This chapter describes how to create requisitions using the Requisitions Main Screen from the
SKYWARD web client. Initially access to create requisitions will be 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.

When would | use Requisition Entry?

This area would be used whenever you need an item purchased that requires approval.

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 Requisition Accounts Distribution
Step 7: Submit for Approval
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Step 1: Navigate to Requisitions Main Screen

. . . F.\H - - - “ II‘E 13 - M‘mijm i -I
Click on Financial Management (FM), ,’tm’ ey B =
. . i (] ps :—..-.\-:!rmsfp.cnm senptyfwis Al Wienaceswifiniecac ol sfrmnoml . w
Purchasing (PU), Requisitions (RE) Fryrrr— T 1
.‘!I\-'.:'l.!-!(l.\ﬂr' SN LG EMENT ﬂ

. Breadcrumbs: FM/PU/RE

The Requisitions Main screen opens.

Step 2: Add a New Requisition

C||Ck [Add] from the ."- Requisitions < WP PLRE R - 10740 ||.|.|1.l'm.t'n|.'.-.~pup|.:_il '.".'f.'."" g .|.|ﬂ|3'.l
Requisitions Main Screen to '
add a new requisition

Wravomes v [Miotes Worefrences raate New Wndow WCustomesr Access Whish iy Pt Qi =
i ook
¥ oms Pags | Peichasng | Requstans

The Requisition Master
Information Screen opens.
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Step 3: Enter Master Requisition Information

/& Requisition Master Information - WR\PL\RE\RQ - 10740 - 04.11.10.00.09 - Windows Internet Explorer =HECI X
|5.’i https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinleoncotrnfl/foreqmastd01.wiisPopup=true % ‘ ] |
Requisition Master Information | Requisition Detail Lines/Accounting "

Requisition Master Information

— Requisition Setup Information Save and
Requisition Group: 302 - 0161 GODBY HIGH - Add Detail
Fiscal Year: 2011 - 2012 July 1, 2011 - June 30, 2012 -

@ Account allocation by total requisition amount (YMA).
() Account allocation by each requisition detail line (YDA).

[T This is a Blanket Requisition/Purchase Order

[T] This requisition is used to restock a warehouse.

— Requisition Information

* Batch Number: |0161
* Description: |THIS 15 THE DESCCRIPTION OF THE PURCHASE

* Vendor: [sTRPLES #1060 2345 APALACHFE PEWY TALLRHASSEE FL 32301-49i
* Ship To: [GonBY HIGH SCHOOL 1717 W THARPE ST TALLAHASSEE FL 32303-4441 [+

Attention: |TEST TRAINING
* Due Date: [12/13/2011 | 7| Tuesday
Ship Date: [12/13/2011 ZITuesdav
Ship Via: |BEST WAY
Project/Grant: A

Contract: h

Asterisk (*) denotes a required field -

@ Internet | Protected Mode: On g~ H100% -

FIELD FIELD DESCRIPTION

Requisition Group The drown drop list contains a list of all Cost Centers that you have
rights to create *requisitions for.
*If the requisition requires an ERF then select the appropriate group
that contains ERF required in the title i.e. Leon and Leon ERF REQ

Fiscal Year Defaults to the current Fiscal Year

Account allocation by Indicates that the accounting to pay this Purchase Order will be based

total requisition amount | on the total amount of the PO.

(YMA)

Account allocation by Indicates that the accounting to pay this Purchase Order will be

each requisition detail designated for each line item detail on the PO. Accounting has to

line (YDA) added for each item purchased

This is a Blanket Select this option to enter Blanket PO’s

Requisition\PO

Description Generic description describing the contents of the requisition

Batch Number Enter your Cost Center Number

Vendor Click the drop down to select a Vendor. Be sure to select the ORDER
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FIELD FIELD DESCRIPTION

FROM Vendor
Ship To Click the drop down to select a location to ship to
Will be setup to default to the Cost Center; can be edited.
Attention Defaults to Bookkeeper Name
Due Date Defaults to today’s date
Ship Date Defaults to today’s date
Ship Via Preferred shipping method (UPS, FedEx, Freight, Standard, etc.)
Project Grant N\A
Contract N\A

v Required fields are marked with an (*).

Click the [Save and Add Detail] button to add individual line items to the requisition one at a time or
[Save and Mass Add Detail] to add line items in groups of five at a time to the requisition.

The Requisition Detail Lines\Accounting screen opens.

Step 4: Add Requisition Detail Lines

/& Requisition Detail Lines/Accounting - WRPU\REVRQ - 10740 - 04.11,10.00.09 - Windaws Internet Explorer =SHIC X
|“"f https://skyward.iscorp.com/scripts/wsisa.dIl/W5ervice=wsfinleoncotrnflforeqdetiD0L.w % | ] |
Requisition Master Information | Requisition Detail Lines/Accounting -

Requisition Detail Lines/Accounting

— Requisition Master Information
Batch Number: 0161

Requisition Mumber: 0000000203 Accounting: Account allocation by total requisition amount.
Group: (302) 0161 GODBY HIGH Amount: 0.00
Fiscal Year: 2011 - 2012 Ship To: GODBY HIGH SCHOOL
Vendor: STAPLES #1060 Blanket PO: This is not a Blanket PO
2345 APALACHEE PKWY Description: THIS IS THE DESCCRIPTION OF THE PURCHASE

TALLAHASSEE FL 32301-4921

— Requisition Detail Lines
* Line Number:
Line Type: @ Merchandise
() Marrative
Catalog:

* Quantity:
Unit of Measure:
* Unit Cost: 10.00000

Total Amount: 1000.00
* Description [DESCRIBE THE LINE ITEM

Asterisk (%) denotes a required field

@ Internet | Protected Mode: On 3 v ®|100% -

Enter the following information on Requisition Detail Lines\Accounting screen

FIELD DESCRIPTION

Line Number The requisition group to use. The drown drop list
contains a list of all Cost Centers that you has rights to
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FIELD FIELD DESCRIPTION

create Requisitions for.

Line Type Merchandise — An item that you are ordering.
Narrative — A text line that will print at the bottom of
the PO.

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 Calculated based on Quantity x Unit Cost
Description Line Item Description

Click [Save] to add the line item.

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

Click [Add] to add additional line items one at a time.
Click [Edit] to edit the selected line item
Click [Delete] to delete the selected line item

Click [Mass Add] to add additional line items in groups of five at a time

Click [Save and Finish Later] to save your work to be completed at a later time

& Requisition Detail Lines/Accounting - WR\PU\RE\RQ - 10740 - 04.11.10.00.09 - Windows Internet Explarer

‘ § ."‘ https://skyward.iscorp.com/scriptsfwsisa.dll/WService=wsfinleoncotrnfl/foreqdetiD01.w

Requisition Master Information | Requisttion Detail Lines/Accounting

Requisition Detail Lines/Accounting
— Requisition Master Information

Line « | Catalog Code Description

DESCRIBE THE LINE ITEM

Batch Number: 0161
Requisition Number: 0000000203 Accounting: Account allocation by total requisition amount. Edit Master
Group: (302) 0161 GODBY HIGH Amount: 1,000.00 Notes
Fiscal Year: 2011 - 2012 Ship To: GODBY HIGH SCHOOL Attachments
Vendor: STAPLES #1060 Blanket PO: This is not a Blanket PO
2345 APALACHEE PKWY Description: THIS IS THE DESCCRIPTION OF THE PURCHASE
TALLAHASSEE FL 32301-4921
— Requisition Detail Line ITtems
Requisition Detail Line Ttems

Quantity | U of M Unit Cost

4

1 records displayed

Line:]

& Internet | Protected Mode: On #a v H100% ~
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Once all line items are entered, accounting information can be entered.
Click [Add Requisition Accounts] to add account details to the requisition.

The following Account Distribution screen opens.

Add Requisition Account Distribution

OVERVIEW

Fund Type Func. Object Facility Project Sub-Project Program

OoLD 110 E 5100 3900 0021 23019 00000 05100
NEW | 1100 E 5100 3900 0021 23019 00000 05100
.

€ Account Distribution - WR\PU\RE\RQ - 10740 - 04.11.06.00.15 - Windows Internet Explarer l SHNCN X
|5|"E https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinleoncotrnfl/facctmdistD01.whisPopup=true % | b |
% Home Page | Requisitions | Reguisition Mastes Information | Requisition Detail Lines/ Acoounting | Account Distribution ¥ 28 -
— Available Accounts T

Available Accounts for Clearance Group 0051 RICKARDS Wl Account Numiber Informstion

HIGH SCHOO ik Cote gtion

Fuc Pro; 1000 GEMERAL FUNCS

1000 £ 7300 5200 0051 00000 00000 000 $20,445.00 7 ~  |7500 FUPIL TRANSFORT SERVICES

1100 L 0000 0000 0000 00000 00000 00000 [&] 7| [s200_TExTBOOKS

T wm 0w w0 om0 00w o || [poSi RICKARDS RIGH SCROOL

Z|  |ooono BASE BUDEET
W10 4 0000 0000 0021 0000 00000 000N R
DOOD0 PRI q

0 A 0000 0000 OMG1 00000 00000 ODOM o woooeani Click Save Account

®/O 4 1110 0000 0G5l 00000 0000 0000 (& | Distrib

10 4 1110 0000 0041 00000 00000 000N ] -

210 A 1110 0000 0451 00000 00000 000M (&)

10 4 1110 0000 0501 00000 00000 000M o

10 4 1110 0000 (531 00000 00000 000M (&)

2010 & 1113 0000 0451 00000 00000 000M o E

- ------ =

26 reqords displyed Acgount Number: Select Account from

Quikkeyi[ | Available Accounts

Totzl Amount to Distribute: $100.00 100.00%

Totzl Distributed: $100.00 100.00%

Amount Remaining:  $0.00 0.00%
Selected Accounts

Acoount Numoer

100027800 5200 0051 00000 00000 00000 100.00 100.00 =

1 i |
LI Done @ Internet | Protected Mode: Off v HI% - IJ
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The 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 or percentage across all selected accounts.

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

Click [Save Account Distrib] to save the account distribution and return to the Requisition Detail
Lines\Accounting screen shown below.

"_,é Requisition Detail Lines/Accounting - WRPLANREVRQ - 10740 - 04.11.06.00.15 - Windows Internet Explorer = | B S

sﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WS5ervice=wsfinleoncotrnflforeqacctD02.w % | B |

Requisition Master Information | Reguisition Detail Lines/ Accounting N -

Requisition Detail Lines/Accounting Submit for Approval
— Requisition Master Information

Batch Number: 0051

Requisition Nember: 0000000024 Acoounting: Accou Save and Finish Later amount. Edit Master
Group: (051) D051 Rickards High Amaount: 100, otes

Fisczl Year: 2011 - 2012 Ship To: RICKARDS HIGH SCHOOL Attachments m
Vengor: 4M DESIGHN GROUP PA
3222 BEARD 5T Desoription: INFORMATION ENTERED HERE SHOWS ON THE FINAL PO

TALLAHASSEE FL 22303-6228

— Requisition Accounts

Requisition Accounting

Acsount Numiber & AoTount Amount

Fl
1 records displayed

&) Internet | Protected Mode: Off v ®|I5% -

e

Click the [Submit for Approval] button to route the requisition to the Principal\Director for approval.

You will be returned to the Requisitions Main screen which now shows the requisition with a status of
WPH-Waiting for Higher approval.
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u

If you decide to click [Save and Finish Later] you will be returned to the Requisitions Main

screen and the requisition would have a status of WIP — Work in Progress.
See a full list of status codes explained later in this section.

LY

- — — —
@ Requisitions - WF\PU\RE\RQ - 10740 - 04.11.06.00.15 - Windows Internet Explorer — s o S
|s|"E https://skyward iscorp.com/scri w-finlecn_cctrnfl-'fc|'E:|mainl:":ll.\~.- % | b |
WFzvortes » | Ihotes @preferences &) Al S = E or Access  'Walerts Help - Sy Print Queue +
Leon County Schools User Name: JON ANDERSON Monday, October 10th, 2011
# Home Page | Purchasing | Requiss—— [ E=ck |

. Filter
Options
View

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

To view a list requisition status codes:

Click the Drop down Arrow located in the upper right corner of the App Status column.

Sy Print Queve
Status User Name: JOHNNY NASH October 12th, 2011

il e - o o e ———
oo TELL FARKETTG I B ] 1 1 < T |
o = T o e -
The following list of various approval statuses is displayed.

Code Values for approval status:

WIpP Work in progress

WFM Waiting for my approval

WFL Waiting for approval at a level below mine

WFH Waiting for approval at a level above mine

APP Requisition has been approved

DEN Requisition has been denied
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Chapter 2. Approving a Requisition

The approval process in Skyward is multifaceted. Preferences can be set to notify approvers via email
when requisitions are waiting for their approval. 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.

i — b |
& Skyward Financial Management - WF - 10636 - 04.11.06.00.15 - Windowf . l — E’ﬂ_h,l
= E S = Click Alerts Icon
|s|".f https://skyward.iscorp.com,/scripts/wsisa. - % | @|
EDUCATOR ’ r | [FINANCIAL et |
[RoUEAToR. T ces it | ARSI, B | i
P Favorites » [Notes WhPreferences  #Creste New Window  ICustomer Access  Dalerts % Help = My Print Gueus
e User Name: [0 lay ber 10th, 2011
= | | = N i == =T g -
mL ﬁ | ErldTl 2 || &
A Accounts | - SchoolBased | Compm | Federal/State ]
Froduct Setup | Management | . Payable \Ficed Assets, | |Mvoelory | |ACuvity Acct| | faporis | | Peporting | | Managemaer
ATy ————

Click the [Alerts] icon from the Main Window to open the following window - “Items Waiting for My
Approval/Attention”.

-
g WF - 10636 - 04.11.10.00.02 - Windows Internet &p\amuﬁu

‘“"i https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinleon cotrfl/hwrkrqeditd12 wiHomePage= g | B ‘
£ Home Page ¥ &8 i

T

WFM-Waiting for
My Approval

Click Requisitions to open
Requisitions Main Screen

Done €D Internet | Protected Mode: Off v BIB% ~

Click the Requisitions line to open the “Requisitions Main” Screen.
*Note the status “WFM”

The “Requisitions Main” screen contains all requisitions with requisitions needing my
approval\attention listed first.

{& Requisitions - WRPU\RE\RQ - 10740 - 04.11.10.00.02 - Windows Internet Explorer. e

\"f; hitps://skyward.iscorp.com/scripts/

a.dlI/WService=wsfinleoncotrmfl/foreqmaind0L wMenuIDOverride=10740 5 [&]

[ eravories « Cihores @ preferances Bicress New Window IiCustomer Access @ alers @Help » Sy Dring Queue &
H Leon County Schools User Name: GILLIAN GREGORY Thursday, October 20th, 2011

e I g L LEARAN = T0050] T, IO L
s 1 WFM_Wa|t|ng for #1080 3 uugm‘msnnnwn
My Approval
Assign Special
Group Mass Approve
Requisitions
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Click the [Approve] button to access the “Approve/Deny Requisition” screen

Approve/Deny Requisi
|“/f https://skyward.iscorp.com/scripts/w ,\Ea.cl\l_-\".'SEr'.'lc_i:\ ,flri&n_ncntrnﬂ_-'fnr&qappr(lZ.u-?lanpup:truE % ‘ b |
A Home Page | Requisitions | Approve/Deny Requisition 98 i
— Approve/Deny Requisition 5- e
Requisition Number: 0000000103 Amount:  $43,509.20
Reguisition Group: {200} 0161 GODBY HIGH
Description: TEST REQUISITION Approval
Options —
Approval Options, —@m=srRove () Deny () Approve and Reroute
Approvalenial totes. [ENTER A NOTE Click Save
Asterisk (*) denotes a required field
Dane & Internet | Protected Mode: Off v Rilox ~
Click the [Aprove] radio button and enter a note.
Click [S it and he “Requisiti Main”
ick [Save] to exit and return to the “Requisitions Main” screen
& Reguisitions - WA\PU\RE\RQ - 10740 - 04.11.10.00.02 - Windows Intemnet Explorer = | E -
W hitps.//skyward.iscomp.com/scripts/wsisa dl/ Wervice=wsfinleoncotmfl/foreqmainddL wZMenulDOverride=10 4]
[ Eavorites» DiNotes Wpreferences create New Window MiCusiomer Access Walens @Help» Sty Print Gueve
[ Leon County Schoals User Name: GILLIAN GREGORY

Thursdsy, October 20th, 2011

¥ ¥

B NES SveTES YL ] I

= I R [z mane = 1750850 WS, ORI L 1 9 = TSI | |
. ooomoouts | W T AT & PERRSON THCTAL AT |&T SO0 WA, oA £ I I TO7ISIT |
) I E i:;mns S m T NS AT I S

N
Note the status of the

requisition is now WFH —
Waiting for Higher Approval
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Chapter 3. Delete a Requisition

T

= PLNREVRQ) - 10740 - 04.09.06.02.02 - Windows Internet Explorer
& My Print Queus

Wravorites »  [Bliotes  Boreferances  [PNoreate flsw Windowe @ustomer Acrsss ¥Help

 Skyward School District User Name: Ron Burgundy Thursday, December 17th, 2009

# Home Page | Purchasng | Requistions | Back |
Filter

Requisitions

o L 1. Click Delete
A |Brmnd) v rermave 3 reguisition,

Wendar Name

Confirm Delete
Are YOU sure you wish to dalkete this record (0000003080
Ernail PO test)?

2. Click Yes m conﬂfm.J

<
e # % M 1 records displayed Requisition Humber:
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Chapter 4. Clone a Requisition
gMj‘ Print E;I_ueu

¢ WFPLMIENRD - 10740 - 04, .02.02 - Windows Internet Explorer
[Eﬂ:vtes 'ﬁl‘refere"c\es [hereate Hew Window  @Customer Access “.'-'Help
User Hame: Ron Burgundy

Wravonites »
| Skyward School District

# Home Paae | Purchasng | Requistians

Requisitions

Vendar Hame

Requisition Master Informetion | Reguistion Detail Lnes/Accounting

Requisition Master Information
r Requisition Setup Information
=

Requskion Gl'oul)!l 000 - another test
Hsn]‘r'ezr:lzno! - 2010 July 1, 2009 - Jume 30, 2010

Account alocation by total requisttion amaount.
Account alocation by each requisition detal Ine.

This requistion s used to restock a warehouse,

r Requisition Information
2. You have created a clone
of the eriginal requisition,

* Description: |Ermail PO test

1512 1dth PO BOX 1606 Hatley WI 54440 -
183 Scremble avenus ANYWHERE WI 55555 -
Bloonsr, We

Z Vendaor: |Abott

Mj&:h:uw::r Lawrsnce 3
InyQice T9 | (Defaulz) Inweice To:  School Discrict of Eloomer
Attention: |Ron Burgundy

07 = Thursday

1310 17th Awe

ship Date: |
Shin Vi [

Page 14|24
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Chapter 5. Attach a Note to the Requisition

& WRPUNRERG - 10740 - 04.09.06.02.02 - Windows Internet Explorer

[Qﬂ:\tes Blhefene"r:es [Hrreate New Window  @ustomer Access ﬁ'HeIp S‘rﬂy Print Queus

Wravoritas =
' Skyward School District User Hame: Ron Burgundy Thursday, December 17th, 3009
# Home Page | Purchasng | Requistians

Requisitions

Re
Vendior Name

1 Click Notes
|t attach a mote to vour requisition

/7 WFPLUREMND - 9271 - 04.09.06.02.02 - Windows Iniernet Explorer
% Home Page | Purchasng | Requistions | Motes %
r Add/Edit Note for Requisition# 0000003080
= Mote Categorv: TEST NOTE

Entered Date: 12/17/200%

Entered Time: 4:30 PM

Entered By: Burgundy, Ron
* Hote: Test Note

2. Enter any note Informaticn
to attach to a requisiticn.

[ protected (Read only to all users axcept the user that entered i.)

Asterisk (*) denotes 3 required fisld

& Local intranst & 0% -
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Chapter 6. Receiving

The following chapter explains how merchandise and services are received in SKYWARD.

When would you add a receiving record?

You would add a receiving record when you receive items from your PO.

Why would you add a receiving record?

You would add a receiving record to keep track of what has been received compared to how much was

ordered.

Step 1: Navigate to the Receiving Screen

Click on Financial Management (FM),
Purchasing (PU), PO Receiving (PO)

v Breadcrumbs: FM\PU\PO

Step 2: Add a Receiving Record

The PO Receiving — General screen opens.

The PO Receiving screen lists previous
receiving records added by you.

Click Add to add a new receiving record.

The PO Line Items screen opens

(& Skyward Financial Management - WF - 10636 - 04.11.10.00.08 - Windows Intemet Explorer =&

§i1 hitps://sop, L]

[

Sty Print Queue

(&) PO Receiving - General - WRPLIVPOVPO) - 10748 - 0411 50008 - Windiws Inbeened Feplorer

Purchasing / Receiving
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|5I"f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinleoncotmfl/fporeqgmnt001.wlisPopup=true = Q|

f Home Page | Purchasing | PO Receiving - General | PO Line Items ) 5 | "

Sgarch by PO Searchby Vendor

Line Ttems for PO - yward Default

No records aval

To begin the receiving process you must first find the Purchase Order that you want to add a receiving
record for.

You can search for PO’s by PO Number, Vendor or by viewing all PO’s.

Click [Search by PO]

The PO Select by PO Number screen is displayed containing all of your open Purchase Orders

/j PO Select By PO Number - WF,PUPO%PO - 10746 - 04.11.06.00.15 - Microsoft Internet Explorer provided by Leon County Scho = IEI ll
“".f https: fiskyward.iscorp, comscripts fwsisa, dilfwService=wsfinleoncotrnf|fporeqsellol . wisPopup=true j g
A Home Page | Purchasing | PO Receiving - General | PO Line Items | PO Select By PO Number (| =

Purchase Order Master - S @ Efich o

PO Number = Description

0510000001 | Batch Supplies for Rickards Test #1 Highlight the PO you want to add a receiving — =] k'
1000000327 | Open TEST REQUISITION/PO FOR TRAINING record fOr and CliCk the Select bUttOn ; sky: _ =

1000000328 |Batch Supplies \ JON

1000000330 Batch SkyWard training services JOM ANDERSON JON

2000000001 | Batch Supplies NACMI COUGHLIN NACI Shc'_‘":' Al

2000000002 | Batch Office Supplies MAQMI COUGHLIN MNAQI HOE

2000000003 Batch Temporary Personnel Services MAOMI COUGHLIN MACI

2000000004 | Batch Maintenance Supplies MAQMI COUGHLIN MNAQI

2000000007 |Batch Blanket PO MAOMI COUGHLIN MNACH

2000000008 |Batch MISCELLAMEQUS QFFICE SUPPLIES JUNE KAIL JUME

Highlight the PO that you want to add a receiving record for:

Click [Select] to open the PO Line Items screen
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/j PO Line Items - WFPUYPDYPO - 10746 - 04.11.06.00.15 - Microsoft Internet Explorer provided by Leon County Schools - Dlﬂ

Enter the Quantity ) | %‘

# Home Page | Purchasing | PO Receiving - General | PO Line Irems @ &) Received
Enter PO Number: 2000000004 Search by PO

Line Items for PO - S
Line Mumber | Catalog

“"f https: ffskyward. iscorp.comfscripts fwsisa, dllWService=wsFinleoncotrnflifporegmnt 001, weisPopup=true

Search by Vendor

Click Save

S

Filter
Options

Description Qty Ordered | Prev Received| Ot\ileceived| Qty Remaining | Comment

Toilet Paper

If you received all of the PO items
then click the Receive All button.

to Zero
Show All
Detail

[ If you received all of the PO items lizze
then click the Receive All button.

Attach

Line Number, Catalog, Description, Unit of Measure (UM), Qty Ordered and Previous Received are all
pre-populated from the Purchase Order and existing receiving records.

Enter the quantity received in the Qty Received field.

v You cannot receive more than the Qty Remaining. The Qty Remaining will update as you enter

values.

v If you have received all items on the PO then Click [Receive All] to automatically populate the
Quantity Received with the Quantity Remaining.

v Click [Reset All Qty Received to Zero] to reset the Quantity Received to 0. This does not affect any
previously received quantities.

v Click

Enter any comments in the Comments field.
Click [Save] to save the record

You are returned to the PO Receiving — General screen.

The receiving process is COMPLETE.
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Chapter 7. PO Receiving Attachments

What are PO Receiving Attachments?

PO Receiving Attachments enable a user to add a Document File and\or a URL to a PO Receiving
record.

When would I use PO Receiving Attachments?

A user can add a Document, Purchase Order for an electronic record of receipt.

From the PO Receiving — General screen

Click the [Attach] button

ff PO Receiving - General - WF\PUYPD'PO - 10746 - 04.11.06.00.15 - Microsoft Internet Explorer provided by Lean County Scho ;IEILI

s."f https: {fskyward.iscarp. cam/fscriptsfwsisa. dllfwService=wsfinleancotrnfl Fporeqbrs001 . j %

W Favarites v ﬁNotes aPreferences ECreate Hew Window [Mlcustomer Access @‘HeJIJ - =My Print Queue =
Leon County Schools User Name: JOHNNY NASH Wednesday, October 12th, 2011

A Home Page | Purchasing | PO Receiving - General
PO Receiving - General - Skyward Default Y e RS Fillger

Date + PO Mumber | Mumber BP |Catalog Description

10/07/2011
10/07/2011
lo/07/2011 |1
10/03/2011

:53 EM| 2000000004]|0181 Tailet Paper cases 10.00 |QSCE! «

=57 PM( 2000000001 (0181 Pencils each 5.00 |MY OF
:Z5 EM| 5100000010051 Professional Services HRS 50.00 [MASH

-5§ EM| 1000000328 (03 Pendls Each 10,00 |NATIC

z
z
4
10/03/2011 | 4:32 PM| 1000000327 |ABC WIDGETS - N s.oow
10/03/2011 | 4:52 PM| 1000000327 |2BC WHATZITS? | Click Attach 00 [SKYW
3 ;,—,_J 5.00
3

08/21/2011 -35 P 1000000327 [asc WIDGETS SKYW
-35 oM| 1000000327 [2BC THINGS | | 4.00 [SKYw

[ | B | B | () (| |

05/21/2011

The PO Number Attachments screen opens

Available PO Number Attachments for PO Humber 1000910001 ) = View
Ty Descriptian : Entered By Enterad Dabe Entered 1m::§ File Sze Attachment
.

[ To add a Document, . w

i m| ¥

0 records dispbyed

Dane % Local intranet | Protected Made: OFF fa = RI1N0D% v

Click [Add File] to add a Document
The Add PO Number Attachment screen opens
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r Add PO Number Attachment for PO Number 1000910001 m

Tupe: [artachments ALt | _Back |
Entered Date: gsjnz/2010 a ]
Entered TIme: g:52 aM Select an Attachment Type. J

Entered BY: 10N FITZGERALD KEMNEDY
* Descnption: [SHIPPING RECEIPT

Enter an Attachment Description.

.
* Attached Fie: ¢\Usars\scottmDesktop\SHIPPING RECIEPT.dock Browe
Acterisk {*) denotes a raguired field E Click Br e 1o select -
the Attachments File Location. J
€& Local intranet | Protected Mode: Off v Bix -

Enter the requested information

FIELD FIELD DESCRIPTION

Type Select the type of attachment from a pre-populated list of
document types.
Entered Date Defaults to today’s day
Entered Time Current time
Entered By Defaults to Current User
Description Description of the attachment
Attached File Click Browse and select a file to upload
Click [Save]
Purchasing / Receiving Page 20|24
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Chapter 8. Ordering From the Warehouse

STEP 1: Navigate to the Inventory Requisitions Screen

Click Financial Management

f‘ Skyward Financial Management - WF - 10636 - 04.11.10.00.09 - Windows Internet Explorer provid

] |
Ahttps:p’p’skyward.iscorp.com,iscripts,l’ws\sa‘dIUWService=wsF\nIeoncotran.isthDmU1.w E R
. ey Hi =
(WF), Inventory (IN), Requisitions — =
JMAN  ~2| |FINANCIAL e e =
(RE) RESOURCES 4GP | IMANAGEMENT e
=My Print
KFavorites v | Notes WPreferences ®4iCreate New Window Customer Access @Help + Queue

User Name: TEST TRAINING

[~ I —

X School Based
| VEndors | | Purchasing M| INventory | | ACtivity Acct

'i/’“

Account
| Management

REquisitions

Step 2: Add a Warehouse Requisition

f‘ Requisitions - Master Information - WF’ \RQ - 11625 - 04.11.10.00.09 - Windows Internekt Ex| - Ellil
7 ; i = q LA
. https: fiskyward.iscorp.com/scriptsfwsisa dll ' Service=wsfinlzoncotrnflifwregmain0od , w g e
$KY
CI'Ck the [Add] bUtton Ences SCreate New Window BCustomer Access aJHeIp - Queue -

User Name: TEST TRAINING
itions - Master Information

Filter
Default @ fifc= Options
py|  Add

View My
Approved

Tnventory
Regs

,l" Inventory Requisition Master Information - W,

Q4RO - 11625 - 04.11.10.00.09 - Windows Internel

=101 x|
“"i https: | fskyward.iscorp, comfscripks fwsisa. dllfWService=wsfinlzoncatrofl frreqmntn00l wrisPopup=true % =]
Inventory Requisition Master Information | Inventory Requisition Detail Lines/Accounting =
P Inventory Requisition Master Information
Com plete the Req u ISItIOI’] — Inventory Reguisition Setup Information
. Requisition Group: |302 - 0161 GODBY HIGH =l
Information Screen. S
Fiscal Year: [2011 - 2012 July 1, 2011 - June 30, 2012 x|
. r— Requisition Information
Click the [Save] button Delvery Instructions:

INSTRUCTIONS FOR THE DELIVERY OF THESE ITEMS

Requestor: TRAINING TEST
* Building: [p161 GODBY HIGH 5CHO

Asterisk (*) denotes a required field
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Select the item from the
Warehouse that you
would like to order.

Verify Quantity on Hand

5."; https: fiskyward iscorp, comfscripts fwsisa, dllfWwService=wsfinleoncotrnfl Frreginitrm0l % @
v | Inventory Reguisition Master Inf | Inventory Reguisition Detail Lines/, ing | Requisition Detail Line Items % & -
— ilable Items

Select Items By Item Code j Displzy Items from Warehouse: |;_u Available Warehou:

Zelect Items Ey Item Code

CRAYONS, 8 COUNT, LARGE SCHsUP a I

[# 0007i0  [CRAYONS, 3 COUNT, LARGE SCHRUP [ B0X 1.']El 053518 a a =

[+ D007ii  [CRAYONS MULTICULTURAL SCHSUP | BOX <28 032495 a 0l

[# 0007iz | CRAYONS MULTICULTURAL SCHSUP | BOX 664 045511 a a

[% 000720 [CRAYOMNE, 15 COUNT, LARGE SCHRUP  (B0X 12 140779 a arF

[+ 000740 |CUPS, PAPER COLD DAINK SCHSUP | BOX 1719 242000 a ar
ENVELOPES, COIN SCHSUP | BOX 2 a708 a arF
ENVELOPES, KRAFT 1013 SCHRUP [ B0X - 1005292 a a
BNVELOPES, LEGAL SIFE SCHSUP | BOX 132 7.10000 a arF

r e = T EE — - = _LJ

L] I3

[
PSS

[T [ [ [ @ eermet

/- Requisition Detail Line Items - WF\IN\RQYRQ - -0l =l
5."; https: fiskyward iscorp, comfscripts fwsisa, dllWService=wsfinleoncotrnf|ffwreglnitrm0 1w % @
v | Inventory Reguisition Master Inf | Inventory Requisition Detail Lines/, ing | R Detail Line Items % -
— ilable Items
Select Items By Item Code j Display Items from Warehouse: |;_u Available Warehouses j
=10 x|
= 5."; https: fiskyward.iscorp, com/scriptsfwsisa, dlliWwService=wsfinleoncotrnflffwreglink00 1 wiisPopup=true % @
FR
5 00710 | |.ze | Reguisition Detail Line Items | Inventory Item Detsils @) &8 -
& 000711 — Inventory Item Details Back
= ooz Rem 00T UnRCost 32435
w o Acthe jes CumniRy On Hand: 428
— e Cizzs SCHOOL SUPPLIES [SCHIUR) Totzl Cost 139.08
— UnROTMezzure BOX (BOX) onarer 0
& 000745
Rem GLACCOUT 110041151 0000 0000 00000 00000 00000 Commmd 0
£ 00080 5 Eackorser @
= 000320
ﬂ """ Lzt Vendar Reonoer Pork 150
AlL 01 2 Manotzcturer Information Not Avallabls Economic Reorder Quantly. 0
= T Manutscturers NIA
485 records
mem Desoription: CRAYONS, MULTICULTURAL & COUNT REGULAR BINNEY & SMITH ONLY
Selected Ii
W 00071
[~
[ €D miernet vat | mH - g
=
: bl
EH
IF3] |0 Inkernet g |'-"§‘; TE v g
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¥1 https:ifskyward iscorp.com/fscriptsfwsiza. dllfWService=wsfinlzoncotrnfl{Frregmntn00Z,w % bt
Inventory Reguisition Master Information | Inventory Requisition Detail Lines/Acoounting :I

Inventory Requisition Detail Lines/Accounting

— Inventory Requisition Master Information

Requisition Number: 0000000010 Edit Master
Group: (302) 0161 GODBY HIGH Nottes
Fiszzl Yazr 2011 - 2012 Attachments

Regueston; TEST TRAINING
Building: GODBY HIGH SCHOOL
Dielivery Instructions: INSTRUCTIONS FOR THE DELIVERY OF THESE ITEMS

Click the [Add Requisition
. — Inwventory Requisition Detail Lines
Accountlng] bUtton Inventory Requisition Detail Lines - Skyward Default

iption

CRAYOMNE, MULTICULTURAL

| |
A1pl123456789ABCDEFGHITKLMNOPOQRSTUNWEYZ oo

1 reconds displayed

1=

[T e

fj Account Distribution - WFL\INYWRQWRO - 11625 - 04.11.10.00.09 - Windows Internet Expl

“'f.f https: /iskyward.iscorp.comfscripts fwsisa, dll fwService=wsFinleoncotrnf[ff acckmdist001 wiisPopup=true

... | Inwentony. Requisition Detail Lines/ Accounting | Requisition Detsil Lines/Accounting | Account Distribution % $

— ilable Accounts
Select Account -
. . . £ [ [ 2| Account Number Informstion
Distribution W0 E Sl BN 06l 00N 00N 1m0 r
U0 E S0 BN Ol 06 00N D500 r
e e r OTHER FURCHASED SERV
Click the [Save Account U0 E Sl N 0l 00N 00N 160 Il GODEY AIGH SCROOL
1100 € 5100 3500 0161 23090 00000 000 r BASE BUDGET
Distrib] button 100 £ 500 3720 011 000 00000 GEIM I PRIMARY
100 E 5100 300 081 00000 D0GD0  D00M Ial CRApeee 2
LN E w0 W0 Gl 0000 0N 10N r
UM E 0l BN Gl LS 00N 000 r
U E Sl BN Ol LS 00N 160 Il
e R T T e = 1]
L I i
W % % ¥ 100 records displayed Account Number:
S —

Totzl Amount 1o Distibute: $0.32 100.00%

Totzl Distrbeted: 0,32 100.00%

Amount Remaining: 0.00 0.00%
Selected Accounts

Account Number
110025100 3300 0161 00000 00000 10300

]

| T et e -
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equisition Detail Lines, y R - 11625 - 04.11.10.00.09 - Wind = | El|i|
”/f https: {/skyward.iscorp.com)scriptsfivsisa, dilw Service=wsfinleoncotrnflf furegmnkn003, w

4=
Inventory Reguisition Mastar Information | Inventory Requisition Detail Lines/ Accounting
Requisition Detail Lines/Accounting

— Inventory Requisition Master Information
Reguisition Numbar: 0000000010
Group: (302) 0161 GODBY HIGH
Fisczl Yean 2011 - 2012
Regueston: TEST TRAINING
Buiding: GODBY HIGH SCHOOL
Dielivery Instrections: INSTRUCTIONS FOR THE DELIVERY OF THESE ITEMS

— Requisition Accounts

Inventory Requisition Accounting - Skyward Default
ACCOUT Number «

SO0
1100E5100 3300 0161 00000 00000 10300

Click the [Submit for
Approval] button

& ﬂj
1 records displayed

[-]
’— ’— ’_ ’_ ’_ ’_ |e Internet I"ﬁ—vl TS

T 4

The re requisition is approved and submitted automatically to the Warehouse to be fulfilled.

" Requisitions - Master Information - WF!

- 11625 - 04.11.10.00.09 - Windows Internet Explorer provided by Le:
§ I"; https: fiskyward iscorp,comyscripts/wsisa, dll W Service=wsfinleoncotrnfl/furegmaindod , w

=100 x|
4B
Wravortes v [INotes @Preferences #loreste New Window  IMCustomer Access & Help = Sty Print Q;e;eil
Leon County Schools Uszr Mzme: TEST TRAINING
# Home Page | Inventory | Requisitions - Master Information m
Informatio vard Default =

1
THSTRUCTIONS FOR THE DELT 302 (0151 GODEY HIGH =

Purchasing / Receiving
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