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Fort Worthll munis

INDEPENDENT SCHOOL DISTRICT

Requisition Entry ...

A How-to Guide

The Requisition Entry program accepts and processes requisitions, which are department purchase requests that precede
purchase order issue. With these instructions, the end-user will be able to enter a requisition, add an attachment and review
the requisition approvers.

1 ST STE P ‘-E:S-. FWISD Munis Landing Page

Open the FWISD homepage > Employ- _— :
ees> My FWISD ClassLink Portal or | Fort Worth Independent School District - Train

=

click the Classlink icon on the desktop. : .
I

a

Approvals Notifications

. T I
| ClassLink LaunchPad Tyler Menu i Favorites V

Recent Activity v
’ Q search Y

Locate and click on the Munis icon

v Munis
> Financials
> Asset Maintenance Tyler Links

> | Departmental Functions
> Tyler Search: Fi

'E:E-. FWISD Munis Landing Page

Fort Worth Independent School District - Train

The FWISD Munis Landing Page 1 ] =

O pe ns. H Approvals Notifications

From the Tyler Menu: Tyler Menu Favorites P

Click Departmental gg— v

FunCtionS i ’:‘url;‘if\anoials

. . age > Asset Maintenance Tyler Link:

CIICk ReqUISItlon Entry v Depa‘vlmen:alFunclicns yler Links
Account Inquiry Tyler Search: Fil
'YTD Budget Report Tyler Communit
Vendor Inquiry .
P N Tyler Support: Lg
| Requisition Entry | Tyler Tech webs

My Saved Reports
Menu Personal Preferences
> Help
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Requisition Entry How-to Guide

2 ND ST E P Requisition Entry [TRAIN DATABASE Jan 25 2022]

& @ B d B B =2 B & - s e 06 & 0 06 0 e 4
dite  Deete Output  Print  Display  PDF  Save  ReadyFomns ReadyfomsDelivery Email  Schedule Attach Switeh Form  Lineltems Relesse  Actvate  Mass  Alocate  Notes  Copy GL
[t Allocate. Alocations

The Requisition
window opens.

MAIN  TERMS/MISCE

Main Information

Dept/Loc* Status
H Fiscal year * Current O Next Needed by 2]
Click Add. i e e

General commodity PO expiration -]
General description Receive by Quantity & Amount

0 General Nots
enerel Notes = Three way match required

= Inspection required By

Vendor Information Shipping Information

Vendor ] [ = Committed Shipto*
Name
PO mailing
Email
Reference
Delivery method =| Print = Fax =] E-Mail = E-Procurement
Remit -
©3 Vendor/Sourcing Notes © Vendar Quotes (0}
Line Items
Line | Commodity Inv item Invitem loc [Inv tran type | Description Vendor Qy Unit price Freight

4

Total amount,

Workflow

3ro STEP

The Location and Fiscal

'-;E-_. Requisition Entry [TRAIN DATABASE Jan 25 2022]

€ v 0

year will automatically Bt | st G
populate with the current
year MAIN  TERMS/MISCELLANEOUS

Main Information
Dept/loc* (5 | G Status 1| Crested < mm—
PreSS the tab key and the Fiscal year * 222 # Current () Nex! «ummm— Needed by <=
status, requisition Requiston number * = Entered” 0GR By s
number Entered date General commodity PO expiration
’ General description Receive by ® Quantity () Amount

and by WIII automatlca”y 0 General Notes

pOpUIate. v| Three way match required
Inspection required By

Vender Information Shipping Information

Remember to press
the Tab Button to move
from field to field! A
few field values are

automatically populated
depending on info
entered in previous fields.

Revised 04/08/22 2
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4« STEP

Press the tab key to reach the
General commodity field.
Click on the ellipses

to view a list of the E
General Commaodity codes.

5+ STEP

The Commodity Help window will
open with a list of commaodity
codes.

To make searching easier,

left click on Description at the top
of the list and the commodities
will be in alphabetical order.

Click Accept or double click the
commodity to select it.

Revised 04/08/22

€ v 0

Back Accept Cancel

MAIN  TERMS/MISCELLANEQUS
Main Information
Dept/Loc* 346 CLASSIFIED LEARNING Status 2| Created
Fiscal year * 2022 ® Current () Next Needed by ]
Requisition number * 12222835 Entered * 021672022 B By Firstlast
General commodity PO expiration =]
General description Receive by ® Quantity () Amount

O General Notes

€

Back

Commodity
140
720
110
170
180
210
250
260
300
230
380
400
450
470
510
540
580

Requisition Entry [TRAIN DATABASE Jan 25 2022]

Requisition Entry How-to

Commodity Help

v @ Q G & @& B = S
Accept  Cance Search Qutput  Print  Display ~ PDF Save Exce Word
Description Additional Description Cne
AUTOMGTIVE PARTS & TIRES
TECHNOLOGY RELATED SERVICES
ARTS & CRAFTS
BUS CHARTER
CAFETERIA EQUIPMENT & APPLIANCES
CONSTRUCTION PROJECTS
CUSTODIAL SUPP, EQP, & SERVICE
ENVIRONMENTAL SERVICES & RELATED
CHILD NUTRITION SERVICE OPS
BOUND LIAINTENANCE EOUIDMEN
Commodity Help

€« v @ Q & & B & &

Back Accept Cance Search QOutput Print Display PDF Save Excel ‘Word
Commodity F Description r Additional Description One
100 ADVERTISEMENTS
101 ADVERTISEMENTS FOR BIDS
230 AFTER SCH/CHILD CARE SERVICES CONSULTANTS/NON-PROFESSIONAL SERVICES - STUDENT SU PPORT SERVICES.
785 AJRLINE TICKET PURCHASE - ONLY
105 AMAZON.COM ONLINE PURCHASE (OMLY THE PURCHASING DEPARTMENT IS ALLOWED TO MAKE ON  LINE PURCHASES).
110 ARTS & CRAFTS
120 ATHLETIC
27 ATHLETIC FEES TOURNAMENTS, ETC.

130 AUDIO-VISUAL

140 AUTOMOTIVE PARTS & TIRES

150 AWARDS, TROPHIES, PROMOTIONAL ITEMS

160 BOOKS & READING MAT.

170 BUS CHARTER

180 CAFETERIA EQUIPMENT & APPLIANCES

a11 CARRYOVER PO'S (OMLY USE IF INSTRUCTED BY PURCHASING)

190 CATERING

TFBA3 CFO APPROVAL FOR TRAVEL FROM ACCOUNTING DEPARTMENT OUT OF STATE TRAVEL ONLY
TFB2 CFO APPROVAL FOR TRAVEL FROM BUDGET DEPARTMENT QUT OF STATE TRAVEL ONLY
TFEP3 CFO APPROVAL FOR TRAVEL FROM PURCHASING DEPARTMENT QUT OF STATE TRAVEL ONLY
TSAP3 CHIEF APPROVAL FOR TRAVEL FROM ADOLESCENT PREGNANCY DEPARTMENT QUT OF STATE TRAV EL OMLY
TeAZ CHIEF APPROVAL FOR TRAVEL FROM ATHLETICS QUT OF STATE TRAVEL ONLY

TE12 CHIEF APPROVAL FOR TRAVEL FROM ELEMENTARY EDUCATION IN OR QUT OF STATE TRAVEL
Te22 CHIEF APPROVAL FOR TRAVEL FROM ELEMENTARY EDUCATION IN OR QUT OF STATE TRAVEL
TE32 CHIEF APPROVAL FOR TRAVEL FROM ELEMENTARY EDUCATION IN OR QUT OF STATE TRAVEL
Te42 CHIEF APPROVAL FOR TRAVEL FROM ELEMENTARY EDUCATION IN OR QUT OF STATE TRAVEL
TE52 CHIEF APPROVAL FOR TRAVEL FROM ELEMENTARY EDUCATION IN OR OUT OF STATE TRAVEL
TeB2 CHIEF APPROVAL FOR TRAVEL FROM ELEMENTARY ECUCATION IM OR QUT OF STATE TRAVEL
TET2 CHIEF APPROVAL FOR TRAVEL FROM ELEMENTARY EDUCATION IM OR QUT OF STATE TRAVEL
Teg2 CHIEF APPROVAL FOR TRAVEL FROM ELEMENTARY EDUCATION IM OR QUT OF STATE TRAVEL
TSFC3 CHIEF APPROVAL FOR TRAVEL FROM FAMILY & COMMUNITY RESOURCES QUT OF STATE TRAVEL ONLY
TSAS3 CHIEF APPROVAL FOR TRAVEL FROM FWAS QUT OF STATE TRAVEL ONLY

TSGC3 CHIEF APPROVAL FOR TRAVEL FROM GUIDANCE & COUNSELING QUT OF STATE TRAVEL ONLY

| Three way match required

Inspection required By
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INDEPENDENT SCHOOL DISTRICT
61 STEP “% Requisition Entry [TRAIN DATABASE Jan 25 2022]
= v @
PreSS the tab key and the Back Accept Cance!
General description field
H MAIN  TERMS/MISCELLANEOUS
will populate. /
Main Information
DeptfLoc* 346 CLASSIFIED LEARNING Status 2 Created
Fiscal year ® 2022 o Current Next Needed by =]
Requisition number * 12222835 Entered * 02/18/2022 & By | Firstlast
General commadity 280 .| FIELD TRIPS PO expiration =]
General description [ FiEwo TRIPS Receive by ® Quantity () Amount
I 03 General Motes I | Three way match required

Inspection required By

Vendor Information Shipping Information
Vendar 0. W = Committed Ship to * 346
Name FWISD CLASSIFIED LEARNING
PO mailing 0. 3130 MCCART AVE STE 254
FORT WORTH
Email aracely.chavez@fwisd.org

“+= General Notes

7 STEP

Click on the General

€ v © P ®

NOteS button Back Accept Cancel Print On PO Import
Note
-Enter any n.eeded Requisition 2022 12222835
information in the notes Date/Time 20930915 0936 .
In the teXt bOX Created By kim.cummings

This is a 5th grade field trip

“s* General Notes

v @ P @

Accept Cancel Print On PO Import

8w STEP —

hota J
Click on “Print on PO”; this ¢ —
. . Requisition 2022 12222835 ‘
will prmt the note you wrote Date/Time 2022-02-16 09:38 ¥| Print on PO.
on your PO. Created By kim.cummings
CIICk on Accept' This 1is a 5th grade field trip
Click on Back toreturnto  #=———

the main page.

Note: the General Notes
folder on the screen will

'-E:S'_. Requisition Entry [TRAIN DATABASE Jan 25 2022]
now be in color.

€ v ©

Back Accept Cancel

— 1 TM/MISCELANEOUS

Main Information

Dept/Loc * 346 CLASSIFIED LEARNING

Fiscal year * 2022 ® Current Next

Requisition number * 12222835

General commedity 280 ... | FIELD TRIPS
General description [ FIELD TRIPS

I B General Motes I

Revised 04/08/22
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NOTES ON GENERAL NOTES

Requisition Entry How-to Guide

199 Fund: For general supplies, do not need to enter General Notes for the requisition.

When using federal funds, must enter information on how the purchase will support the CIP goals of

the district.

Rentals or Food: Name of the event or reason for the rental, the date of the rental and the associated agenda.

District Card: Enter the name/s of the persons who will be picking up the card.

If there are questions about notes, for reqs using federal funds, contact the Grants Dept. For any other req, con-

tact the Purchasing Dept.

9 STEP

Click on Quantity or Amount.

This option affects the
receiving steps.

Quantity is chosen if

receiving by line item quantity.

Amount is chosen if the req will
be received by a dollar amount.

This option cannot be changed

once the end-user clicks the
accept button to accept the

requisition. If a change needs

to be made, it must be done
before clicking the accept
button.

10 STEP

Press the tab key to the
Vendor Information.

Munis will automatically

populate Needed by, Entered,

By and PO expiration date.

Revised 04/08/22

.
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€ v @
Back Accept  Cancel

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc *

Fiscal year *

Requisition number *

General commodity

General description
8 General Notes

Vendor Information

Vendor
Name
PO mailing

Delivery method
Remit
3 Vendor/Sourcing Notes

Line ltems

R Requisition Entry [TRAIN DATABASE Jan 25 2022]

346 CLASSIFIED LEARNING

2022 ® Current Next
12222835
280
FIELD TRIPS

0. - =| Committed

Print Fax E-Mail

0 |me [m]
£3 Vendor Quotes (0)

FIELD TRIPS

E-Procurement

'-;E'. Requisition Entry [TRAIN DATABASE Jan 25 2022]

€ v @

Back Accept  Cance!

MAIN  TERMS/MISCELLANEQUS

Main Information

Dept/Loc * 346

Fiscal year * 2022

Requisition number *

General commodity 280

General description
8 General Notes

CLASSIFIED LEARNING

& Current Next
12222835

FIELD TRIPS

FIELD TRIPS

‘endor Information

ame

elivery method Print
emit
£ Vendor/Sourcing Notes

fendor [ T (= =| Committed

0 mailing 0l

Fax E-Mail

0l (=]

0 Vendor Quotes (0)

E-Procurement

Line Items

Status 2 Created
Needed by 8
Entered * 02/16/2022 | By Fistlast
PO expiration £
Receive by ® Quantity Amount
v| Three way match required
Inspection required By
Shipping Information
Ship to * 346 .
FWISD CLASSIFIED LEAR!
3130 MCCART AVE STE 29
FORT WORTH
Email aracely.chavez@fwisd.org|
First.Last
Reference
Status 2 Created
Needed by (=]
Entered * 02/16/2022 | By |kimcummings
PO expiration 06/30/2022 =]
Receive by Quantity (&' Amount

¥ Three way match required
Inspection required By

Shipping Information

Shipto ® 345
FWISD CLASSIFIED LEARNING
3150 MCCART AVE STE 254

FORT WORTH
Email aracely.chavez@fwisd.org

Reference
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1 1 TH ST E P '-;E'. Requisition Entry [TRAIN DATABASE Jan 25 2022]
( v @
If you do not already know )
the vendor number, click on MAIN_ TERMS/MISCELLANEOUS
the e"ipsesl |." Main Information
Dept/Loc* 346 CLASSIFIED LEARNING Status 2 Created
Fiscal year * 2022 ® Current © Next Needed by
. Requisition number * Entered * i =] ) im.cummings
The Vendor Help window Genera\tzummo:ty 280 - .| FIELD TRIPS 3C?ex;:\ratmn Eéﬂgégii =] v :
General description FIELD TRIPS Receive by Quantity (@' Amount
Opens. 5 Cenersl Notes ¢ Three way match required
. Inspection required By
Enter the vendor name in 7 *
ALL CAPS to search in :l/’endlor Information u . o » f:lpptm? Informatl::ﬁ
Vendor Alpha or Vendor Name — o ' FWISD CLASSIFED LEARNIN
Name PO mailing 0 e 3150 MCCART AVE STE 254
Click Accept. *%& Vendor Help

€ v ] o
Back Accept Cance!

Vendor Alpha |
Vendor Name

-.- Vendors

12+ STEP

€ v 0 o B & @ B B & &

. Back Accept Cancel Search QOutput Print Display PDF Save Excel Word
The Vendors window opens
W|th a I|St Of VendorS based on Vendor Address # Alpha Sort Vendor Name Address 1
the SeaI’Ch Cl’ltel'la entered |n 1148 0 FORT WORTHZ0O FORT WORTH ZOO ASSOCIATION 1989 COLONIAL PARKWAY

1148 1 FORT WORTHZOO ASSOC  FORT WORTH ZOG ASSOCIATION 1989 COLONIAL PARKWAY

Step 11.

Compare the vendor address
on the quote to the vendor
address displayed. If the ad-
dress on the quote does not
match what is in MUNIS or is
not listed, contact Purchasing.

Click Accept or double click the
vendor to select it.

Revised 04/08/22 6
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INDEPENDENT SCHOOL DISTRICT

13+« STEP

“on Requisition Entry [TRAIN DATABASE Jan 25 2022]

The main requisition screen will « v @
display with the Vendor’s Name B EmD G
and PO mailing address
automatically populated.

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc * 346 CLASSIFIED LEARNING Status
Fiscal year * 2022 @ Current MNext MNeeded by
Requisition number * 12222835 Entered *
General commodity 280 FIELD TRIPS PO expiration
General description FIELD TRIPS Receive by
B8 General Notes

Vendor Information
Vendor [ magl..| = =] Committed
MName FORT WORTH ZOQ ASSOCIATION
PO mailing 0 ..

1989 COLOMIAL PARKWAY

FORT WORTH TX 76110
Delivery method Print Fax +| E-Mail E-Procurement

Remit 0 e ]
B3 Vendor/Sourcing Notes O Vendor Quotes (0)

"g}. Requisition Entry [TRAIN DATABASE Jan 25 2022]

14 STEP

€ v 0
Back Accept  Cancel

Press the tab key to reach the
Ship to and Email fields.

MAIN  TERMS/MISCELLANEOUS
Main Information

Dept/Loc™ 6 CLASSIFIED LEARNING Status 2 Created

These fields will automatically Rl e m & Curent O Nt Needby &

. . Requisition number * 12222835 Entered * 02/16/2022 & By | Firstlast_
populate Whlle Completlng the General commodity 280 w | FIELDTRIPS PO expiration 06/30/2022 =]
form. General description FIELD TRIPS Receive by Quantity @) Amount

19 General Notes
/| Three way match required

Inspection required By

The email should match the user

entering the requisition_ Vendor Information Shipping Information

In th_e Reference field, enter the b e Ship to * 46

email address of contact PO miing e FWISD CLASSIFIED LEARNING

person for the purchase. SEIMCAT VeSS

This provides the warehouse a — = o115
Delivery method ron;r”:/tow Fax ¥ EMai ! NE—UPmmrement Email aracely.chavez@fiwisd.org

contact email address if there is a

question about the Remit 1l..] [ W | FORTWORTHZOO ASSOCIATION
03 Vendor/Sourcing Notes 03 Vendor Quotes (0)

warehouse order. Reference | ENTER REFERENCE EMAIL HERE \

To update the Ship to location,
click in the field and enter the
dept /loc number where the
order should be delivered.

Note: If the “Ship To” address
and/or email needs to be
updated, contact the
Purchasing Dept.

Revised 04/08/22 7
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15 STEP
Click Accept.

16 STEP

The Line Items window
opens.

Click Add

Revised 04/08/22

Requisition Entry How-to Guide

Requisition Entry [TRAIN DATABASE Jan 25 2022]

€lv |o

Bach lAccept Jeancel

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc* 1+ CLASSIFIED LEARNING Status
Fiscal year * 2022 ® Current () Next Needed by
Requisition number * 12222835 Entered *
General commodity 260 FIELD TRIPS PO expiration
General description FIELD TRIPS Receive by
0 General Notes
Vendor Information
Vendor 1148 .. ™ Committed
Name FORT WORTH ZOQ ASSCCIATION
PO mailing 0.
1989 COLONIAL PARKWAY
FORT WORTH X 76110
Delivery method Print Fax ¢| E-Mail E-Procurement
Remit 1 W | FORT WORTH ZOO ASSOCIATION
3 Vendor/Sourcing Notes 0 Vendor Quotes (0)

Line Items

@ 0 =

2 Created

8
02/16/2022 £ By | Firstlast
06/30/2022 =]

Quantity (@) Amount

¥ Three way match required
Inspection required By

Shipping Infermation

Shipto ™ 346
FWISD CLASSIFIED LEARNING
3150 MCCART AVE STE 254
FORT WORTH

Email aracely.chavez@fwisd.org

Reference REFERENCE EMAIL HERE

Back Search  Brow Delete Copy Mass  Shop Online
Add Allocate
Requisition
Fiscal year Number, Line
Detail
Quantity * Unit price
Commodity | | UoM *
Inventory item [ = Freight
Location Discount percent
Type Pick ticket
» Purchase Credit
Line item total
Description * o
Amount justification: UNKNOWN
O3 Add'| Desc/Notes
Miscellaneous
Manufacturer Bid L)
Manufacturer item no. Dept/Loc

Vendor Reguired by
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17« STEP

Enter the Quantity of items.

Press the tab key to the
Description field.

Enter the Item Description.

Press the tab key to the Unit
price field.

Enter the cost for the item.

Press the tab key to freight
field.

Enter shipping/freight
charge if included on the
quote.

181 STEP

Press the tab key to Budget line

Manufacturer Item No.,
Delivery Method and Dept/Loc
will populate.

Expense will be set to T and the
area to enter the account number
will be highlighted in blue.

If the columns at the bottom of
the requisition screen do not
match the print screen, enter a
ticket to Business Systems to
have this

updated.

Revised 04/08/22

Requisition Entry How-to Guide

€ v @
Back Accept Cancel
Requisition
Fiscal year| 2022 Number. 12222837 Line[ 1
Detail
Quantity * 10— ] Unit price 25000000
Commodity .| [m uom* EACH
Inventory item - —  cight 00
Location Discount percent 00
e Pick ticket
s Purchase Credit 00
Line item total 250,00
Description * G—
P Field Trip to Fort Worth Zoo for 25 students. Amount justfication UKo
©3 Add'l Desc/Notes
Miscellaneous
Manufacturer Bid -
Manufacturer item no. Dept/Loc CLASSIFIED LEARNING
Vendor 1148 o FORT WORTH ZOO ASSOCIATION Required by =]
PO mailing LA 1980 COLONIAL PARKWAY Requested by
Delivery method print FORT WORTH Receipt notification to
Fax 1t Capital asset N~
76110
¥l E-Mail WO number ]
E-Procurement WO task 0l
Remit 1 - FORT WORTH ZOO ASSOCIATIO Notify buyer
O3 Vendor/Sourcing Notes
€ v @ Q X e Q
Back Accept Cancel Search Delete Copy GLAcct  Budget
Fiscal year| ez Number, 12222831 Line
Detail
Quantity * 1.00 Unit price 25000000
Commodity ] UoM * EACH
Inventory item - Freight 00
Location Discount percent 00
e Pick ticket
e Purchase Credit 0
Line item total 250,00
Description * i
P Field Trip to Fort Worth Zoo for 25 students. Amount justification: UNKNOWN
0 Add'l Desc/Notes
Miscellaneous
Manufacturer Bid ]
Manufacturer item no. Dept/Loc 346 CLASSIFIED LEARNING
Vendor 1148 .| FORT WORTH ZOO ASSOCIATION Required by
PO mailing 0. 1989 COLONIAL PARKWAY Requested by
Delivery method Print FORT WORTH Receipt notification to
Fax ;:m Capital asset N v
7 E-Mail WO number ]
E-Procurement WO task
Remit 1o [ FORT WORTH ZOO ASSOCIATIO Notify buyer

Vendor item no.
1099 box

Seq|T
01/ Expense

O Vendor/Sourcing Notes

Account

g3 - I MEOT Y

Description
25000
00

Amount GL Bud
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19 STEP

€| v %] Q X e (c]
Back ceapt e Search Delete CopyGLAcct  Budget
Type in the account number. -
Fiscal year| 2022 Number 12222837 Line 1
Optional:
Quantity * 100 Unit price
Commodity SR UomMm = EACH
. . . . Inventory item W Freight
Creating multiple lines using the Location b Discout percent
same budget.: Tree Purchase Credt
Line item total
. Description * Field Trip to Fort Worth Zoo for 25 students. Amount justification:
Enter the GL account on line 1 of ‘
the reqUiSition. £ Add Desc/Notes

Miscellaneous

Click Accept. Manufacturer o

Manufacturer item no. Dept/Loc 346

Vendor 1142 ... FORT WORTH ZOO ASSOCIATION Required by
Click Add to enter Line Item 2. S T et e

Fax w Capital asset N -
Once Item information has been Beva R Hom
entered, tab to the Remit 1 ™ FORT WORTH Z0O ASSOCIATIO Notify buyer
Account field and select “Copy o o =L
GL*“ Account icon. 1039 box -
This will copy the GL account SE? TExpense - \_Ia_zcalili?{sawz—oow—001711—14-4—0000007 [ I?I:;FE]E?‘?:UDENT Ar;:o??: o
from line 1 to line 2. ‘
Click Accept after the account
populates.
Splitting the cost of an item
over multiple GL accounts? fFle & 2 2
Fiscal year| L Number 12424831 Line

If multiple GL accounts are et
used for one Iing, eqter the S e e o e
amount for the first line. Ity I e I
Munis will automatically copy Type Purchete st

the GL Account . Click on the Linetem tosl i

. Description * I
budget Code to type In a neW P Field Trip to Fort Worth Zoo for 25 students. Amount justification: UNKNOWN
one - D Add'l Desc/Notes
Miscellaneous
Manufacturer Bid ]
Manufacturer item no. Dept/loc 346 CLASSIFIED LEARNING
Vendor 1148 FORT WORTH ZOO ASSOCIATION Required by
PO mailing 0 1989 COLONIAL PARKWAY Requested by
Delivery method Print FORT WORTH Receipt notification to
Fax 2 Capital asset N o~
76110
¢| E-Mail WO number el
E-Procurement WO task
Remit 1 L] FORT WORTH ZOO ASSOCIATIO! Notify buyer
3 Vendor/Sourcing Notes
Vendor item no.
1099 box <
Seq|T Account Description Amount |GL Bud
01| Expense ~ | 199-11-6412-001-001-11-144-000000- wee | TRAVEL - STUDENT 200.00
02 | Expense I |ﬂ99'ﬂ—5411—001 -001-22-221-000000- ‘ TRAVEL - STUDENT 50.00
- 00

Revised 04/08/22 10
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20w STEP

Once all line items have been
entered with the appropriate
GL account, click Accept and
Back

Informational:

When All information has
been entered and the GL
accounts assigned, the

the status will now show as
(4) Allocated.

Note: All lines must have a
GL Account assigned even
if the price is $0.00

Revised 04/08/22

Requisition Entry How-to Guide

Line ltems

€ v (%)
Back Accept [ Cance
Requisition
Fiscal year 2022 Number 12222837 Line 1
Detail
Quantity * Unit price
Commodity ] UoM * EACH
Inventory item - Freight
Location Discount percent 00
Tyoe Pick ticket
o Purchase Credit
Line item total
Description * I
p Field Trip to Fort Worth Zoo for 25 students. Amount justification: Not Ned
D3 Add'l Desc/Notes

Miscellaneous
Manufacturer Bid ]
Manufacturer item no. Dept/Loc 345 CLASSIFIE
Vendor 1148 ... FORT WORTH ZOO ASSOCIATION Required by s}
PO mailing 0 1989 COLONIAL PARKWAY Requested by
Delivery method Print FORT WORTH Receipt notification to

Fax ™ Capital asset N~

76110
¥ E-Mail WO number

E-Procurement WO task 0 ..

Remit 1 - FORT WORTH ZOO ASSOCIATIO Notify buyer

Vendor item no.

03 Vendor/Sourcing Motes

1099 box =4
Seq|T ¥ Account Description Amount |GL Bud
01 | Expense v 199-11-6412-001-001-11-144-000000- - | TRAVEL - STUDENT 25000 | U
Requisition Entry [TRAIN DATABASE Jan 25 2022]
€ Q + B X & & B B B E] 2 B Y . s o 06 & 0 0 ¢
Back Search  Browse Add  Updste Delele  Ouput Pt Dipy  PDF  Save  Readyforms ResdyformsDefvery  Emall  Schedule Attach SwitchForm  Line llems  Release  Activate  Mass  Alocate  No
Defnitions Alocate

MAIN  TERMS/MISCELLANEOUS
Main Information
Dept/Loc* 346 CLASSIFIED LEARNING Status —
Fiscal year * 022 @ Current () Next Needed by
Requisition number * 12222837 Entered * 02/16/2022 B By | Firstlast
General commedity 280 FIELD TRIPS PO expiration 06/30/2022 =]
General description FIELD TRIPS Receive by ® Quantity © Amaunt

O General Note

e e V| Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 148 e W Committed Shipto*® 346
Name FORT WORTH Z0O ASSOCIATION FWISD CLASSIFIED LEARNING
PO mailing 0] 3150 MCCART AVE STE 254
1989 COLONIAL PARKWAY
FORT WORTH ™ |76110
Email aracely chavez@fwisdiorg
FORT WORTH ™| [76110 Reference REFERENCE EMAIL NAME

Delivery method Print Fax v E-Mail E-Procurement
Remit 1w L FORT WORTH ZOO ASSOCIATION

03 Vendor/Sourcing Nates 0 Vendor Quotes (0)
Line ltems

Line | Commodity Invitem Invitem loc | Inv tran type | Description Vendor Qty

1 Field Trip to Fort Worth Zoo for 25 students, (1143) FORT WORTH Z0O ASSOCIATION 100

11
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Requisition Entry How-to Guide

Requisition Entry [TRAIN DATABASE Jan 25 2022]

21st STEP

€« Q + @ X = (] @& (E| =] E] E = & e - s [ ]
Review the information and add MAIN_ - TERMS/MISCELLANEOUS
h b f I H h Main Information
attac_ ments e Ore re eaSIng t e Dept/Loc * 346 CLASSIFIED LEARNING Status
Fiscal year * 2022 ® Current () Next Needed by
reqUISItIon' Requisition number * 12222837 Entered * 02/16/2022 By First.Last
General commodity 280 FIELD TRIPS PO expiration 06/30/2022
General description FIELD TRIPS Receive by ® Quantity ) Amount

3 General Notes

Click on Release 7 e
The Status will update from (4)

Vendor 1148 ] [ Committed Ship to * 346
Allocated to (6) Released Name FORT WORTH 700 ASSOCIATION FWISD CLASSIFIED LEARNING
PO mailing 0 3150 MOCART AVE STE 254

1389 COLONIAL PARKWAY

ATTACH DOCUMENTS TO YOUR REQUISITION

Requisition Entry [TRAIN DATABASE Jan 25 2022]

1stSTEP Q + B x R = @B B B B & BB . s o o e
Back Search Erowse Add Update Delete Output Print Display PDF Save ReadyFerms  ReadyForms Delivery Email Schedule Switch Form  Line ltems  Release  Activate M3
Definitions Allog

Attachments need to be AN TeRMS/MIScELLANEOUS
added to the requisitions_ Main Information

Dept/Loc * 346 CLASSIFIED LEARNING Status. 4 Allocated

These ShOUId be Saved Fiscal year 2022 ® Current () Next Needed by =
H Requisition number * 12222837 Entered * 02/16/2022 B By | kimcummings
before thIS Step General commodity 280 .| FIELDTRIPS PO expiration 06/30/2022 B
General description FIELD TRIPS Receive by ® Quantity O Amount

©3 General Notes
+! Three way match required

Add an attachment by iepecion equied By
clicking on Attach.

Vendor 1148 L] Committed Shipto * 346
Nag FeaTyars o 5

Tyler Content Manager

2no STEP

When the TCM screen
opens, click + to attach a
new document.

Keyl DocType

Revised 04/08/22 12



Fort Worth Requisition Entry How-to Guide

INDEPENDENT SCHOOL DISTRICT

3 . S T E P Choose Document Type

‘Search Document Types

Click Requisition Attachment C Rowe

Contract Aftachment
[ESr—

Documents Document Information

41 STEP

Click on the X arrow to import T

the attachment. e J—

REQUISITION AJom

Importatachment (CAt)

Atachment Flzname

Description

Public

Feqiston s
12222857

Related Documents v FiscalYesr*
Filter oy: 2022

Dl fel e DxTie Cate Ordered
| 2162022

5« STEP

The Import Document window
opens.

Click Choose File.

Import Document

I CHOQSE FILE

or

Drop files here...
Selecting and importing multiple files is only compatible with images

(TIFF, PNG & JPG). All other files, such as PDF, must be selected
individually.

CANCEL

Revised 04/08/22 13



6 STEP

The File Explorer window

Locate and click on the file.

Click Open.

7w STEP

The uploaded filename will
display in the Import Document
window underneath the line.

Click Import.

Revised 04/08/22

@ open

A || « OneDrive - Fort Worth ISD > IT Training & Compliance » Training Materials

Organize v New folder

~
st Quick access

Name

Date modified

W Deskop # Requisition Entry - Basic 3/16/2022 2:28 PM

& Downloads
Documents
[ Pictures  #
| 21.22 SafeSchoo
|| Desktop

|| ITTraining & Co

|| Training Materia

@ OneDrive - Fort W
|| 22wz
|| Computer
|| Desktop

| Deskten - Conv ¥

Test attachment for Requisition Entry Trai.. 2/16/2022 2:55 PM

v o O Search Training Materials

Type
Microsoft Publish.
Adobe Acrobat D..

File name: |

Import Document

CHOOSE FILE

or

Drop files here...

Creating single document

I | Test attachment for Requisition Entry Tr... (3szeke) X I

CANCEL

CANCEL IMPORT




Fort Wortﬁ

INDEPENDENT SCHOOL DISTRICT

8+ STEP

A PDF file displays with the
items or quote information.

A WORD document or EXCEL
spreadsheet file name displays
in the center of the page.

In order to view the file, click the
download link in the middle of
the window.

9+ STEP

Click on the Save button.

Be sure to click on the Save
button or the document will
not attach!

Revised 04/08/22

Requisition Entry How-to Guide

6%, Tyler Content Manzger

+aCcaIn t 288 O f=LD B0 VA
Documents v v A || Document Information
Py Qaga BIE i ~ (SR

Attachment Filename
Dete Rea jendorNurber Daxe

_ Atachment Tile

REQUISTION  AUDIT

Test attachment for Requisition Entry Training
Description
Fublic
Requision Nurer*
12222837

Related Documents v A Fcal Year
Filter by: 2022

ot kel ka2 DccTpe Dee Ordrzc
02/162022
Date Required

Grant/Prcject Number

FiscalYearREQ

-- Tyler Content Manager

L I | t2'8 8 C] oo vy o

Documents va v Dacument Information
Filter by:

b s e o TCMis unable to display tis atiachment withinthe window You may download the file by clcking the fnk below. actmentFlenene

o Download leﬂ ﬂmchmemdocx Atachment Ttle

REQUISTION AT
Dascription

Public

Requiston hutter*
12220837

er Content Manager

Document Informat

TCM is unzble t display this attachmznt within the window. You may dowirload the file cnce the document s saved. Attachment Filerar

Dae RecuishionNumbe'  Vendor Number - CocType

test attachment docx
_ Atechmen Tt

REQUISITION

Description

Public

Reguisition Number *
12222837

15



Fort Worthl Requisition Entry How-to Guide

INDEPENDENT SCHOOL DISTRICT

Yier Cantent Manager

10w STEP FBOBEL LR /000 Moo

Documents Vv A || Recuisition Atachment - 12222837 v Document Information
Filter by:

Click the X in the right corner to [
Download test attachment docx

Close the TCM Vlewer _ Attachmen: Tite

REQUISITION Aupim

Atechment Filename
oM is unatle o cipla his attachmen: wi i he v n2o You Ty dowrload te e by licing te Ik beio

Description v

Pyolic

Requisition Entry [TRAIN DATABASE Jan 25 2022]

Informational:

€ & B + B x B & B B B B B s 0 6 5 0 0 0

Th e n u m ber Of attach m ents Back Search  Browse Add  Update Delete Output  Print  Display ~ PDF Save  ReadyForms REHﬂyDF:'::'"tSm[iC!\‘EVy Email Switch Form  Line ltems ~ Release ~ Activate MN[\I::SN Alocate  Notes  (
will display next to the MAN  TERNS/MISCELLANEQUS

paperclip.

Main Information

. . Dept/Loc* M6 CLASSIFIED LEARNING Status 4 Allocated
If the number |S a queStlon Fiscal year * a2 ® Current (0 Next Needed by ]
’ H H Requisition number * 12220837 Entered * 02/16/2022 First.Last mmings
mark’ don t Worry’ It Stl ” General commodity b} . FIELDTRIPS PO expiration 063012022
re Cog nizes that th ere Is an General description FIELD TRIPS Receive by % Quantity O Amount
attach me nt 8 Gl . Three way match required

Inspection required By

PRINT REQUISITION—OPTIONAL

Requisition Entry [TRAIN DATABASE Jan 25 2022]

1st STEP

€ a4 B + B x B 8§ R B B B =2 8 . s 0 0 6 0 0 0
Back Search  Browse Add  Update  Delete OQutput  Print  Display| Save  ReadyForms  ReadyForms Delivery Email  Schedule Attach Switch form  Lineltems  Release  Activate  Mass  Allocate  Notes

Definitions Allgcate

Click on PDF. MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc * 346 CLASSIFIED LEARNING Status 4 Alocated

Fiscal year * 2022 ® Current () Next Needed by

Requisition number * 12222837 Entered ™ 02/16/2022 By | First.last
General commadity 280 «.| FIELDTRIPS PO expiration 06/30/2022 a8

General description FIELD TRIPS Receive by & Quantity () Amount

O Genersl Notes
v| Three way match required

Inspection required By

Revised 04/08/22 16
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INDEPENDENT SCHOOL DISTRICT

2no STEP

The Options window
opens.

Choose Req Format
Click OK.

3ro STEP

The Printing Options window
opens.

Click Accept

The PDF will open in another tab
and can be saved.

DO NOT SEND PDF COPY TO
THE VENDOR AS THIS IS NOT A
PO.

Revised 04/08/22

Requisition Entry How-to Guide

&, Requisition Entry [TRAIN DATABASE Jan 25 2022]

MAIN  TERMS/MISCELLANEOUS

fair Information

ept/loct 45 CLASSIFIED LEARNING Status [6] Released
scal yzar* 22| ® Current O Nex: Needed by ]
equisition number * 27 Enterad * 262 Bl 5y
eneral commadity 20 .. FELDTRFS PO expiation Y02z 3
eneral desaription FIELD TRIPS Receive by ® Quantity © Amoun:
D General Notes

=L Three way match requiec

onrequired By .

encer Information Shipping Information
encr 1148 W] [ cormitted Shipta

ame
Omaling

elivery method
emit

FORT WOTH 200 ASSOCIATION
[}

1 PARKWAY

FORTWOTH 7110
[ Piint [ Fax EMal [ EProcursment

[7]  FORT WORTHZOO ASSOCIATION

ne ltems

JE—
O Vencor/Sourcing Notes 0 Vendor Quetes (1)

Options

(®) Req Format
PO Format

Choose an option

Line[Commodity.

Iny item Invitem loc_[Inv tran type [ Descriotion
typ: o

[Vendo~

(<]

Unit price|

Freign |

Disc%|

1

Print Options

Field Tip to Fort Worth Zoo for 25 studens.

(1148) ZORT WORTH 200 ASSOCIATION

(® Full GL Account Number
Org/Obj

| Print GL account description with each line
Print vendor S5N/FID
Print authorized by signature line

¥| Print user-defined fields

100

Bi11l To | Requisition 12222837-00 Fy 2022
FWISD ACCOUNTS PAYABLE |
100 N. UNIVERSITY DR. 140-E |Acct No:
1199-11-6412-001-001-11-144-000000-
FORT WORTH, TX |Review:
76107 |Buyer: michelle.rodriguezl
|status: Allocated Page 1
vendor ship To

FORT WORTH ZOO ASSOCIATION
1989 COLONIAL PARKWAY
FORT WORTH, TX 76110

USA

Tel#8178717000
Fax 8177597501

FWISD CLASSIFIED LEARNING
3150 MCCART AVE STE 254

FORT WORTH, TX 76110
aracely.chavez@fwisd.org

pelivery Reference
CE EMAIL NAME

REFEREN

Date |vendor |Date |ship

ordered |Mumber |Required |via

|
| Terms

|
|Department

LN Description / Account

unit pPrice

Net Price

25000000

000

000

17



Requisition Entry How-to Guide

POP-UP BLOCKED

Wort
INDEPENDENT SCHOOL DISTRICT

If the PDF does not open on

the screen or it does not show
ready to open in the upper r|ght|M MySchoobBucks ﬂBSSTmub\eshootinm DBeneﬂtsF’ona\ ﬂﬁ 1% @LogOn\SmartHndu. @Mum's y Verstens Tk, Ob/\ef-fomuorthisdu..‘ i VetrTanrg L, D Uemenefepe. Y T - FUED.
corner, the pdf has been

blocked. " Requistion Entry TRAIN DATABASE Jan 25 2022]

This can be seen by the icon at
the end of the address bar.

(8 s munsepmpappfony /o op e gt

4]

‘e o >

Click on this icon =)
to update the settings ler Hi Pop-ups blocked: X
to allow for pop-ups.

The default setting for pop-ups *  aboutblank

is set to Continue blocking. O Always allow pop-ups and redirects from
https://muniserpnpapp.fwisd.org

Click to Always allow pop-ups
and ':ate @ Continue blocking
redirects from https://

muniserpapp.fwisd.org = | Manage
Click Done

fer Y Pop-ups blocked: X

* about:blank

Always allow pop-ups and redirects from
httpsymuniserpnpapp.fwisd.org

tivatd O Continue blocking

= | Manage

Revised 04/08/22 18
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INDEPENDENT SCHOOL DISTRICT

Requisition Entry How-to Guide

LOOK UP THE APPROVERS FOR THE REQUISITION

1stSTEP

Requisition Entry [TRAIN DATABASE Jan 25 2022]

= Q + B [E] L & H B B = B
Back Search  Browse Add Update OQutput Print Display PDF Ssve  ReadyForms  ReadyForms Delivery Email  Schedule
. Definitions
Click on Approvers.
Dept/Loc ™ 346 CLASSIFIED LEARNING Status
Fiscal year * 2022 ® Current Mext Needed by
. Requisition number * 12214456 Entered *
The Work FIOW Status WlndOW General commeodity 720 TECHNOLOGY RELATED SERVICES PO expiration
General description SAFESCHOOLS LICENSE FOR CTE STUDENTS Receive by
OpenS. 9 General Notes
Wendor Information
Wendor 20252 - Committed
Name VECTOR SCLUTICNS
PO mailing 1]
4890 W. KENNEDY ELVD
STE 300
TAMPA FL 33609
Delivery method v| Print Fax E-Mail E-Procurement
Remit 1 L) VECTOR SOLUTIONS

B8 Vendor/Sourcing Notes

Line ltems

Line | Commodity
1

4

Total amount

Workflow

My Approvals

Revised 04/08/22

03 Vendar Quotes (0)

Inv item Inv item loc  |Inv tran type | Description
EMPLOYEE SAFETY AND COMPLIANCE LIBARY - SST FOR ST
3010.00
Approve Reject Forward Hold '&ppmvem

Vendor

19



Fort Worthll Requisition Entry How-to Guide
'-::E-_. Work Flow Status
2no STEP :
€« Q
. e
Click Expand All. e s
. . . N Approvers’ comments
A list of approvers will display® i i i
Mame Action taken dai Action tak Action Comment
ARACELY CHAVEZ 11/03/2021 0924 Approved CTE request after board appr:
There are reqs that will have
multiple approval levels as in
the example.
. 4
When the status is Group
“Complete” to the right of the Steps
.app.rov.er $ name, thatisan ¢ Step Status Activated Date | Activated
indication the approver has e Complete (Approved)
approved the req. ~ Loy spprover from this oroup Group Complete
ARACELY CI—A\-’% Complete 11/03/2021 09:24
When the status displays “In —"|20A — g ]
» o ey . * Any approver from this group Group Curren
Progress”, th? requisition is in April Harrison 11/03/2021 09:47
that approver’s queue. Lizbeth Medina 11/03/2021 09:47
Click on Back to close out of
the Approvers window. ¢
You are done!
4
ﬁ Generate Cha E:(pand All =] Collzps= All Expand In Progress

Revised 04/08/22 20
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INDEPENDENT SCHOOL DISTRICT

After a requisition has been
through the approval process, a
Notification will be sent that it
has been converted to a
Purchase Order.

This is only a notification and
does not require any action.

However, It would be beneficial
to review the notifications for
rejected requisitions and dismiss
notifications of regs that have
been processed.

Requisition Entry How-to Guide

NOTIFICATIONS

FWISD Munis Landing Page

Q

Fort Worth Independent School District - Prod

Approvals

Tyler Menu

=

Notifications

Favorites

i Q  search

Departmental Functions

v Munis

> Financials

> Asset Maintenance

v Departmental Functions
Account Inquiry
YTD Budget Report

Close can be selected at the Notifications

Account Inquiry
Purchase Order Inquiry
Requisition Entry
Reqguisition Approvals

Time Entry

bottom of the screen.

l All Process Codes

- I I All Dates

~ | RCP: Requisitions converted to purchase orders

a

Revised 04/08/22

Select All Refresh

RCP: Requisitions converted to purchase orders
$1,793.32 - EPROCUREMENT CC FOR OFFICE DEPOT

(0/2) Created
Mon Feb 7 2022

2/7/2022
Reason

Not available

Requisition Header

Fiscal year:
2022

Requisition number:
12223819

General description:
EPROCUREMENT CC FOR OFFICE DEPOT

Contract:

Total amount:
§1,793.32

ez

21
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INDEPENDENT SCHOOL DISTRICT

The option to Dismiss the notification is
available by clicking on the checkbox
to the left of the requisition information.

Click Dismiss at the bottom of the
screen.

The Dismiss item comment screen
opens. A comment is not required.

Click Submit.
The screen will automatically refresh.
Click Close

Notifications

Requisition Entry How-to Guide

Notifications

All Process Codes - l l All Dates

Select All Refresh

. RCP: Requisitions converted to purchase orders
$1,793.32 - EPROCUREMENT CC FOR OFFICE DEPOT

Dismiss I

Dismiss 1 ltem(s)

( Comment
\

2/7/2022

l

ﬁ

All Process Codes

- I [ All Dates ~ | No Items to Display

Select All  Refresh

(0/0)

]

Revised 04/08/22
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INDEPENDENT SCHOOL DISTRICT
€ QA B + B x [ & B B B B B =2 B . s 6 06 ® 0 0 0 €€ © 6 o0
Back Search  Browse Add Update Delete Output  Print  Dispay ~ POF  Save  ReadyForms ReadyForms Delivery Email  Schedule Attach SwitchForm  Line ffems Release  Adtvate  Mass  Alocate  Notes  Copy Gl GLSummary Training
Defiritions Alocate Alocations Course
MAIN  TERMS/MISCELLANEOUS -
Main Information
<
‘H Dept/Loc * Status l
P
wﬁsca\y&ar‘ Current Next Needed by =l e
Requisition number * Entered * =13 < e
% General commodity PO expiration ] K 49
% General description Receive by Quantity (O Amount e
[m}c | Nots
Slacuus = Three way match required
=| Inspection required By
Vendor Information Shipping Information
m\/endor = =/ Committed Ship to * < e
MN&ME
PO mailing
Email 4—_@
Reference 4—@
Delivery method =] Print = Fax = E-Mail = E-Procurement
Remit [
3 Vendar/Sourcing Notes 03 Vendor Quotes (0)
Line ltems
Line |Commodity Inv item Invitemloc |Inv tran type | Description Vendor Qty Unit price Freight Disc% Credit

q »

Total amount|
Workflow

Asterisk indicates that additional notes exist for the line item.

€ < 0of0 >

GLOSSARY

Main Information Section

©® Dept/Loc — A general grouping category assigned to each employee, it is assigned based on work department/location.
© Fiscal year* — An organization’s financial year. A fiscal year may or may not coincide with the calendar year.
©® Requisition Number* — A number automatically assigned for the requisition.
O General commodity — A code that gives a general description; it standardizes information regarding purchased items.
© General description* — A short description of the commodity, it will automatically populate based on the general commodi-
ty.
© Status* — The value that explains where you are in the requisition process, it ranges from Converted (0) to Approved (8).
2 - Created: Requisition is in the creation process.
4 - Allocated: Budget number has been entered and accepted.
6 - Released: Requisition is released - still in the queue of the budget owner, i.e., principal or director.
8 - Approved: Requisition has been approved by supervisor and pending Purchasing for final approval and PO crea-
tion.
0 - Converted: The requisition has been converted into a PO. 1 - Rejected: Requisition has been rejected, check
notes for corrections.
© Needed by — A date set for when the requisition needs to be completed. This field is not required. It is for rush items, but not
necessarily honored, it is a suggested field for the vendor.
© Entered* — The date that the requisition is created.
© By* - The user creating the requisition.

Vendor Information Section

® Vendor-A person or company with whom business is transacted.

@ Name* — The vendor's name; will automatically populate when pressing the tab button after entering the vendor number.
Vendor Information Section

@ Ship to* — The department/location connected to the username entering the requisition.

@® Email* — The email of the person submitting the requisition.

@ Reference — The email address of the person who can answer questions regarding the purchase.

Revised 04/08/22 23



