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Warehouse Requisition 772

A How-to Guide

The Warehouse Requisition creates pick tickets to order supplies from the district Warehouse. With these instructions, the
end-user will be able to enter a warehouse requisition and review the approvers. Warehouse requisitions do not create pur-
chase orders and do not require receiving.

1 ST STE P ‘-E:S-. FWISD Munis Landing Page
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| Requisition Entry | Tyler Tech webs

My Saved Reports
Menu Personal Preferences
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2n0 STEP

The Requisition window
opens.

Click Add.

3ro STEP

The Location and Fiscal year
will automatically populate
with the current year.

Press the tab key and stop at
the General commodity field.

The status, requisition num-
ber, Entered date and by will
automatically populate.

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 04/12/22
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* Requisition Entry [TRAIN DATABASE Jan 25 2022]
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Back Searcn B Ouput  Print  Diphy  POF  Save  ReadyFomns ReadyfomsDelivery  Email  Schedue | Aftach Suitch Form  Line Iems Release  Actiate  Mass  Alocste  Notes  Com
d Definitions Allocate
MAIN  TERMS/MISCE
Main Information
Dept/Loc ™ Status
Fiscal year * Current ©) Next Needed by 2]
Requisition number * Entered * 8] 8y
General commodity PO expiration ]
Genersl description Receive by Quantity O Amount
[m]e | Nots
enee o =] Three way match required
=] Inspection required By
Vendor Information Shipping Information
Vendor .| [m | = Committed Shipto *
Name
PO mailing
Email
Reference
Delivery method =l Print - o = Ml =] E-Procurement
Remit ]
O Vendor/Sourcing Notes O Vendor Quotes (0)
Line ftems
Line |Commodity Inv item Invitem loc | Inv tran type | Description Vendor Qy Unit price

4

Total amount|

‘Workflow

Requisition Entry [TRAIN DATABASE Jan 25 2022]

€ v 0

Back Accept  Cancel

MAIN

TERMS/MISCELLANEQUS

Main Information

Detac (65 Jt—
Fiscal year * 02 8 Current ) Neummm—
Requisition number * —

General commodity
General description
0 General Notes

Vendor Information

Status 2| Cregte]  <mm—
Needed by

Entered * 0271672022 By Firstiast
PO expiration

Receive by #) Quantity () Amount

¢ Three way match required
Inspection required By

Shipping Information

—
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4w STEP

Press the tab key to reach the
General commodity field.

Click on the ellipses
to view a list of the
General Commodity codes.

51 STEP

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

Use the arrow key to scroll to
select 670 WAREHOUSE
PURCHASE.

Click Accept or double click the
commodity to select it.

Revised 04/12/22

€ v 0

Back Accept Cancel

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc * 346

Fiscal year * 2022

Requisition number *

General commodity

General description
O General Notes

Requisition Entry [TRAIN DATABASE Jan 25 2022]

Warehouse Requisition Guide

CLASSIFIED LEARNING Status 2| Created

® Current () Next Needed by
12222835 Entered * 02/16/2022
PO expiration

Receive by ® Quantity

| Three way match required
Inspection required By

Requisition Entry [TRAIN DATABASE Mar 23 2022]

€ v
Back Accept
MAIN

Main Information

Dept/Loc *

Fiscal year *

Requisition number *

General commodity

General description
03 General Motes

Vendor Information

Vendor
Name

@

Cance

TERMS/MISCELLANEOUS

346 CLASSIFIED LEARNING
2022 ® Current MNext
12228767
|
WAREHOUSE PURCHASE
- Committed

Commodity Help

€ v

Back Accept

« Commodity

581
580
600
610
620
630
640
641
660
661
665
670
671
700
T20
730
750
760
765
770
780
781
781001
781002
781003
781004
785
790
810
820
830

(%] Q c & @B B H B
Cancel Search Output Print Display PDF Save Excel
BescnpHB oI

SAM'S/COSTCO - RETAIL/CONSUMABLE SUPPLIES
SAFETY EQUIPMENT & SUPPLIES

SCIENCE EQUIPMENT & SUPPLIES

SCREEN PRINTING & EMBROIDERY

SECURITY SERVICES, EQUIPMENT, SUPPLIES
SHREDDING SERVICES

SIGNS (INDOOR)

SIGNS (OUTDOORS)

SPECIAL EDUCATION SUPPLIES & EQUIPMENT
Incentive for specialized units of SPED.

TEST MATERIAL

WAREHOUSE PURCHASE

WAREHOUSE PURCHASE NON STOCK
SURVEILLANCE EQUIPMENT & SUPPLIES
TECHNOLOGY RELATED SERVICES
TELECOMMUNICATIONS

TEMPORARY PERSONMEL SERVICES

TIME CLOCKS & SYSTEMS

TIRES

TRANSPORTATION EQUIPMENT & SUPPLIES
REGISTRATION/HOTEL DEPOSIT

DISTRICT CARD PURCHASES

FORT WORTH Z0O PURCHASE WITH A/P PRE-PAY CARD
POST OFFICE PURCHASE WITH A/P PRE-PAY CARD
WAL-MART PURCHASE WITH A/P PRE-PAY CARD
TARGET PURCHASE WITH A/P PRE-PAY CARD
AIRLINE TICKET PURCHASE - ONLY

UTILITY SERVICES, SUPP & EQUIP

FOOD WAREHOUSE PURCHASE

UNIFORMS - MOC & TRANSPORTATION
VOCATIONAL EQUIPMENT & SUPPLIES

=]
=10:
=]

Amount

First.Last

Status
MNeeded by
Entered *

PO expiration
Receive by

=

Word

Additional Description One
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6 STEP

Verify Quantity is selected in
the Receive by section.

This option cannot be changed
once the end-user clicks the
accept button .

If a change needs to be made,
it must be done before clicking
accept .

7w STEP

Press the tab key to reach the
Vendor Information.

When entering a warehouse
requisition, the vendor number
and information will not be
populated.

Revised 04/12/22

€ v @

Back Accept  Cancel

Warehouse Requisition Guide

ABASE Mar 23 2022]

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc * 346

Fiscal year * 2022

Requisition number *

General commodity 670

General description WAREHOU!
53 General Notes

Vendor Information

Vendor 0o

Name
PO mailing 0

Delivery method Print
Remit 0.
© Vendor/Sourcing Notes

Line Items

ion Ent
€« v 7]
Back Accept  Cancel

CLASSIFIED LEARNING
® Current () Next

12228768
‘WAREHQUSE PURCHASE
SE PURCHASE
- =] Committed
Fax E-Mail E-Procurement
[=]

O Vendor Quotes (0)

ry [TRAIN DATABASE Jan 25 2022]

Status 2| Created
Needed by

Entered * 04/07/2022

PO expiration

Receive by mump () Quantity

::]
B By | Firstlast
@

Amount

] Three way match required
Inspection required By

Shipping Information

Shipto®

Email

Reference

346
FWISD IT TRAINING & COMPLIANCE
100 N. UNIVERSITY DR, STE 224

FORT WORTH T | (76107

aracely.chavez@fisd.org

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc * 346

Fiscal year * 2022

Requisition number *

General commeodity 280

General description
™ General Notes

CLASSIFIED LEARNING
® Current Next
12222835
FIELD TRIPS

FIELD TRIPS

Status
Needed by
Entered *

PO expiration
Receive by

Vendor Information

=/ Committed

Fax E-Mail E-Procurement

Vendor

Name

PO mailing 0
Delivery method Print
Remit

9 Vendor/Sourcing Notes

0l [=]
63 Vendor Quotes (0)

Line ltems

2 Created

=]
02/16/2022 & By | kimcummings
06/30/2022 =]

Quantity @) Amount

«| Three way match required
Inspection required By

Shipping Information

Shipto * 348
FWISD CLASSIFIED LEARNING
3150 MCCART AVE STE 254

FORT WORTH
Email aracely.chavez @fwisd.org

Reference
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DA D

8 STEP e
Press the tab key to reach the =~ L ™meemoes
Ship to and Email fields' g::t/‘[:jr’mamn 346 CLASSIFIED LEARNING Status 2 Created

Fiscal year * 2022 ® Current O Next Needed by =

Requisition number * 12228768 Entered * 04/07/2022 B By |kimcummings
These erIdS W|” automatica”y ggiﬁ::;%?;i“ny wmoumumm = e Ei:ﬁi‘f;m * Quantity Am?um
populate while completing the S
fO rm. Vendor Information Shipping Information
The email should match the o e m T I = '
user entering the requisition. e ’ WIS CLASSFED LEARNING
In the Reference field, enter the 3150 MCCART AVE STE 254
email address of contact
person for the purchase. _— P s P _ FORTWORTH. | (7610
This provides the warehouse a =" Bty el e chaneaBhasers
contact email address if there is ™™™ Reference [ ENTER REFERENCE EMAIL HERE
a question about the

warehouse order.

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 04/12/22 5
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9w STEP
Click Accept.

10 STEP

The Line Items window
opens.

Click Add

Revised 04/12/22

Warehouse Requisition 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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11w STEP

Enter the Quantity of items.

12+ STEP

Tab to the Inventory ltem
field.

Click on the ellipses icon |---
to view a list of inventory
items.

Revised 04/12/22

Warehouse Requisition Guide

Line Items
& v @
Back Accest Cance
Requisition
Fiscal year 2022 Number 12228767 Line 2
Detail
Quantity * 200 Unit price 00000
Commeodity I UOM EacH
Inventory item oo ][ Freight
Location Discount percent 00
Type Pick ticket
e Purchase Credit 00
Line item total 00
Description *
Amount justification: UNKNOWN
©3 Addl Desc/Notes
Miscellaneous
Manufacturer Bid -
Manufacturer item no. Dept/Loc 346 CLASSIFIED LEARNING
Vendor Required by
PO mailing Requested by
Delivery method ¥l Print Receipt notification to
Fax Capital asset N
E-Mail ‘WO number
E-Procurement WO task 0 ..
Remit [ o Notify buyer
[ vendoncoucino g
€ v @
Back Accept  Cancel
Requisition
Fiscal year| 2022 Number 12228768 Line 1
Detail
Quantity * 1.00 Unit price 443000
Commodity | ] UoM * EACH
Inventory item - [ = | < Freight
Location Discount percent 00
Tyme Pick ticket
w Purchase Credit [
Line item total 443
Description * S B
P PAPER, DUPLICATOR & 1/2" X 11"WHITE (10 RMS/CS) 25%# Amount justification: UNKNOWN
03 Add'| Desc/Notes
Miscellaneous
Manufacturer Bid ]
Manufacturer item no. Dept/Loc 346 CLASSIFIED LEARNING
Vendor Required by
PO mailing Requested by
Delivery method ¥| Print Receipt notification to
Fax Capital asset N
E-Mail ‘WO number -
E-Procurement WO task 0.




13w STEP

€ v @ Q r = & | = EC
Back Accept  Cance Search Output  Print  Display  PDF Save Exce Word
The Inventory Item W|nd0W = ltem Description Status Image
opens.
SCI’O” to item and double CIiCk 70635 PAPER, DUPLICATOR GREEN 8 1/2" X 11" (10 RM/C5) A
to add to the requisition.
70640 PAPER, DUPLICATOR PINK 8 1/2" X 11" (10 RM/CS) A
70643 PAPER, DUPLICATOR 8 1/2" X 11" WHITE (10 RMS/CS) 20# BRIGHT WHITE A
70670 PAPER, DUPLICATOR 8 1/2" X 14" WHITE (10 RM/CS) A
70680 PAPER, DUAL PURPOSE 3 HOLE 8 1/2" X 11" WHITE 10 RM/CS A
70775 PEMCILS, LEAD #2, W/ERASER 12/BX A
4
o .
“ Line [tems
14 STEP € v o
Back Accept Cancel
The Unit price,
. . Requisition
Description and ,
. . iscal year umber ine
Line Item total will == ™ "7 e
populate. Detal
Quantity * 1.00 Unit price £7195)
Commodity 6700073 ] UOM = RM
PreSS the tab key Inventory item 70613 . . Freight 00
and the radlal but- Location . Discount percent 00
. . Type - (8] Pick ticket
ton for Pick Ticket. ™ Purchse Credt ®
Should aUtOfI” If Line item total 42) G
A . Description * - - —
not’ CIICk the Ple P PAPER, DUPLICATOR BLUE 8 1/2" X 11" (10 RM/CS) Amount justification: UNKNOWN
Ticket radial
button 03 Add'l Desc/Motes
Miscellaneous
Pick Ticket has to Manufacturer HAMMERMILL = i =]
be Selected before Manufacturer item no. | 3490.008820 Dept/Loc P CLASSIFIED LEARNING
N . . Vendor Required by ]
SaVIng the Ilne |tem PO mailing Requested by
|nformat|on . Delivery method ¢! Print Recgipt notification to
Fax Capital asset No-
E-Mail WO number
E-Procurement WO task 0.
Remit 0 e [m] Notify buyer

Revised 04/12/22

Vendor item no.
1039 box

3 Vendor/Sourcing Notes
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15w STEP

Warehouse Requisition Guide

Tab to Budget line

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

Expense will be setto 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.

16 STEP

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

Revised 04/12/22

& v @ Q x (] (=]
Back Accept Cancel Search Delete CopyGLAcct  Budget
Requisition
Fiscal year| 2022 Number 12228767 Line[ 1
Detail
Quantity * 1.00 Unit price 2280400
Commodity 6700081 .| [ uom* [
Inventory item 70643 - Freight 00
Location o Discount percent 00
Tyoe ® Pick ticket
e Purchase Credit 00
Line item total 3280
Description * PAPER, DUPLICATOR 8 1/2" X 11" WHITE (10 RUS/CS) 20%
BRIGHT WHITE Amount justification: UNKNOWN
03 Addl Desc/Notes

Miscellaneous
Manufacturer Bid -
Manufacturer item no. | 85100100 Dept/Loc 346 CLASSIFIED LEARNING
Vendor . Required by m
PO mailing 0. Requested by
Delivery method 7| Print Receipt notification to

Fax Capital asset N~

E-Mail WO number

E-Procurement WO task
Remit 0 [=] Notify buyer

Vendor item no.

3 Vendor/Sourcing Nates

1099 box ~
Seq|T Account Description Amount |GL Bud
01 | Expense -0 - - - - Joue 3280
€ v @ Q X e (c]
Back Aczept  Cancel Search Delete  CopyGLAcct  Budget
reallstion |
Fiscal year| 2022 Number 12208767 tine[ 1
Detail
Quantity * 1.00 Unit price 3280490
Commodity 6700081 - UoMm * s
Inventory item 70643 - Freight 0
Location o Discount percent 00
me ® Pick ticket
i Purchase Credit )
Line item total 32.80
Description * PAPER, DUPLICATOR & 1/2" X 11" WHITE (10 RMS/CS) 20# -
BRIGHT WHITE Amount justification: UNKNOWN
£ Addl Desc/Notes
Miscellaneous
Manufacturer Bid -
Manufacturer item no. | 85100100 Dept/Loc 346 CLASSIFIED LEARNING
Vendor - Required by
PO mailing 0. Requested by
Delivery method ) print Receipt notification to
Fax Capital asset N~
E-Mail WO number
WO task

Remit

Vendor item no.
1099 box

Seq|T
01| Expense

E-Procurement

O Vendor/Sourcing Notes

Account

~ [199-21-6399-001-999-99-346 -000000-

Notify buyer

Amount|GL Bud

3280
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Optional:

Creating multiple lines using
the same budget.:

Enter the GL account on line
1 of the requisition.

Click Accept.

Click Add to enter Line Item
2.

Once Item information has
been entered, tab to the
Account field and select
“Copy GL" Account icon.

This will copy the GL account

from line 1 to line 2.

Click Accept after the account

populates.

Informational:

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

the status will now show as
(4) Allocated.

Revised 04/12/22

Warehouse Requisition Guide

& v @ Q x (<] [c]

Back Accept Cancel Search Delete  CopyGLAcet Budget
Requisition
Fiscal year| 2022 Number 12228767 Line 1
Detail
Quantity 1.00 t Unit price 3280490
Commadfy 6700081 UoM * cs
Inventory item 0643 M Freight o0
Location o7 Discount percent 0
. © Pick ticket
e Purchase Credit )

Line item total 3280
Description * PAPER. DUPLICATOR & 1/2" X 11" WHITE (10 RUS/CS) 20% .
ERIGHT WHLTE Amount justification: UNKNOWN

Miscellaneous

Manufacturer

Manufacturer item no.

Vendor
PO mailing
Delivery method

Remit

Vendor item no.

£3 Add1 Desc/Notes

8510010D
0.
#| Print
Fax
E-Mail
E-Procurement
0 (=}

03 Vendor/Sourcing Notes

Bid ]
Dept/Loc 346

Required by

Requested by

Receipt notification to

CLASSIFIED LEARNING

Capital asset N~
WO number S
WO task

Notify buyer

1098 box -
Seq|T Account Description Amount | GL Bud
01| Expense ~ [139-21-6399-001-395-95-346-000000- 3280
Requisition Entry [TRAIN DATABASE Mar 23 2022] E
. = = ©
€ @ 8 + B x [ & @ 32 @ B & @ & %9. s 06 @ ®& 0 0 0 6 © ®
Back Search  Browse Add Update  Delete Output Print Display POF Save  Readyforms ReadyForms Defvery Email  Schedule Attach Switch Form  Line tems  Release  Actvate  Mess  Allocate  Notes Copy. Gl GLSummary  Training
e Alocators e
MAIN  TERMS/MISCELLANEOUS
Main Information
DeptjLoz © 36 CLASSIFIED LEARNING Status ] Allowted —
Fiscal year * 02 @ Curtent O Next Needed by a8
Requisition numbar * 12226767 Entered * 04/07/2022 £ Ey Firstlast
General commodity 510 -] WAREHOUSE PURCHASE PO expiration 06302022 e
General description WAREHOUSE PURCHASE Receive by ® Quantity Amount
5 Generalores
¥ Three way match required
Inspection required By
Vendar Informaticn Stiping Information
Vendor = Committed Stipto* 24 .
Name FWISD IT TRAINING & COMPLIANCE
PO mailing 100 N. UNIVERSITY DR, STE 224
FOT WORTH ™ | [76107
Email aracelychavez@fuisdore
Reference
Delivery method Print Fax E-Mail E-Procurement
Remit .
03 Vendon/Sourcing Notes ©3 Vendor Quotes (0
Line ltems
Line| Commodity Invitem Invitemloc |Inv tren type | Description Vendor Qy Unitprice|  Freight|  Disc %
1 5700081 70643 o7 I PAPER, DUPLICATOR § 1/2" X 11" WHITE (10 RMS/CS) 2 100 32.80490 000 0.00

10
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Warehouse Requisition Guide

i Requisition Entry [TRAIN DATABASE Mar 23 2022]

& Q + B X e & B O | = ® B Yo - s clo |®
Back Search  Browse Add Update  Delete Output Print. Display. PDF Save  ReadyForms  ReadyForms Delivery Email chedule tact itct ine Iter ivate
TH Detrions Ee s

MAIN  TERMS/MISCELLANEOUS

E
£
g
3

Main Information

Review the information and e o oo iy ey

Fiscal year *
H Requisition number * 12228768 Entered * 04/07/2022 8 By First.Last
C||Ck on Release General commodity 670 | WAREHOUSE PURCHASE PO expiration 06/30/2022 =]
General description WAREHOUSE PURCHASE Receive by © Quantity O Amount

0 General Notes
] Three way mateh required

The Status will update from s
(4) Allocated to Vencor nomaton  Shiping normatn
(6) Released. Ve SR T N

PO mailing 100 N. UNIVERSITY DR, STE 224
FORT WORTH ™ | [76107
Email aracely.chavez@fwisd.org
Ref
Dalivery method Print Fax E-Mail E-Procurement
Remit [=]
O3 Vendor/Sourcing Notes 03 Vendor Quotes (0)

Note: There is no receipt on warehouse order.
Deliveries are signed for and a budget transfer
is performed to “pay” for the items.

Contact Tricia Reyna at 815-7501 for questions
regarding Warehouse requisitions.

Revised 04/12/22 11
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Optional
1st STEP

Click on PDF.

2no STEP

The Options window
opens.

Choose Req Format
Click OK.

3ro STEP

The Printing Options window

opens.

Click Accept

Revised 04/12/22

Requisition Entry [TRAIN DATABASE Jan 25 2022]

. = 5 )
€ QO B + B x B & RIBYKE B B =& B 2. s 0 0 6 0
Back Search  Browse A Updste Dete  oupt Pt Dipyl]l PDF [Save  ReatyFoms ReadyfomsDelvery  Emal  Scheduk  Attach SutthForm  Lnetems Relesse  Adiate  Mass
Definitions Allocate

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc*® 46 CLASSIFIED LEARNING Status 4 Allocated

Fiscal year * 2022 ® Current ) Next Needed by 5]

Requisition number * 12222837 Entered * 02/16/2022 B By | Firstlast
General commodity 280 FIELD TRIPS PO expiration 06/30/2022 =]

General description FIELD TRIPS

O General Notes

Receive by ® Quantity ) Amount

| Three way match required
Inspection required By

Warehouse Requisition Guide

PRINT REQUISITION

0 0

Alocate  Notes

[6] Released
Requisition Entry [TRAIN DATABASE Jan 25 2022] o & 0 K
MAIN  TERMS/MISCELLANEOUS
an Informatian
ept/loc” 36 CLASSIFIED LEARNING Status [4]  Alocated
scal year* 2022 ® Current O Next Needed by =]
equisizion number * 12222837 Enterad* 02162022 B By | kmcummings
enersl commedity %0 ] FEDTRIPS PO expiration [ R
eneral description FELC TRIPS Receive by ® Quantity O Amount
D0 Ganeral hotes
e ¢ Three way metch required
(nf)! ec By
encer Information Shipping Information
encer 1148 -] (] [ Committed Shipte ™
ame FORT WORTH 200 ASSOCITION
0 maiing 0 onti
1989 COLONAL PARKWAY ptions
Choose snoption
(®) Req Format
FORTWOTTH 76110 PO Format
elverymethod [ Print [ Fax ¥ EMai ] EProcurement
emit 1 | [W] FORTWORTHZCO ASSOCIATION
=] i | | E3 Vendor Qotes )
neltems.
Line [Commadiity [invitem [invitem loc [ tran type [Description [Vendor ayl Unitorice] _Freight|  Disc%] Credi
1 Fied Trip foFortWor Zco for 5 studens (1148) FORTWORTH 200 ASSOCIATION 120 2500000 00 00 00

Printing Options

Print Options

(®) Full GL Account Number

Org/Obj

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

¥| Print user-defined fields

12
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The PDF will open in anoth-
er tab and can be saved.

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

Warehouse Requisition Guide

Bill To |
FWISD ACCOUNTS PAYABLE |
100 N. UNIVERSITY DR. 140-E |Acct No:
1199-21-6399-001-999-99-346-000000-
FORT WORTH, TX |Review:
76107 |Buyer: ALYSIA.CAMPBELL

|status: Converted

Requisition 12228071-00

FY 2022

Page 1

vendor ship To
FWISD IT TRAINING & COMPLIANCE
100 N. UNIVERSITY DR., STE 224

FORT WORTH, TX 76107
aracely.chavez@fwisd.org

pelivery Reference
Kim Cummings

Date |vendor |Date |ship | |
ordered |Number |Required |via | Terms |Department
03/11/22 |00000 | | |IT TRAINING and Compliance
LN Description / Account Qty unit Price Net Price
001 PAPER, DUPLICATOR 8 1/2" x 11" 2.00 32.80490 65.61
WHITE (10 RMS/CS) 20# BRIGHT WHITE cs
Vendor Item
Inventory Item/Loc 70643 07
1 199-21-6399-001-999-99-346-000000- 65.61
Requisition Link
Requisition Total 65.61
#=%%%% General Ledger Summary Section *#¥## .
Account Amount Remaining Budget
199-21-6399-001-999-99-346-000000-
65.61 3279.11

INSTRUCTIONAL ADMIN GENERAL SUPPLIES
##%%% Approval/Conversion Info *#%*%
Activity Date Clerk

Approved 03/11/22  ARACELY CHAVEZ
Approved 03/11/22  april Harrison

Comment

Auto approved by: LIZBETH.QUIN

LOOK UP THE APPROVERS FOR THE REQUISITION

1st STEP

Click on Approvers.
A new window opens.

Revised 04/12/22

Requisition Entry [FWISD Live Data]

€« Q + B X E = R =] = = = B Y . s o
Back Search  Browse Add  Update Delete Ouput  Print  Dispey PDF  Save  ReadyForms ReadyForms Delivery Email  Schedue  Aftach Switch Form  Line Items
Definitions
MAIN  TERMS/MISCELLANEOUS
Main Information
Dept/Loc * 345 IT TRAINING and Compliance Status 0| Converted
Fiscal year * 2022 ® Current () Next Needed by =:]
Requisition number * 12228071 Entered * 03/11/2022 8| By | kimcummings
General commodity 670 WAREHOUSE PURCHASE PO expiration 06/30/2022 8
General description WAREHOUSE PURCHASE Receive by ® Quantity ©) Amount
D3 General Nots
enee ees | Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor ] [m Committed Shipto 316
Name FWISD IT TRAINING & COMPLIAN
PO mailing 100 N. UNIVERSITY DR, STE 224
FORT WORTH
Email aracely.chavez@fwisdorg
Reference Kim Cummings
Delivery method Print Fax E-Mail E-Procurement
Remit o
03 Vendor/Seurcing Notes 03 Vendor Quotes (0)
Line Items
Line | Commadity Iny item Inv item loc | Inv tran type | Description Vendor
1 6700081 70643 o7 1 PAPER, DUPLICATOR 8 1/2" X 11" WHITE (10 RMS/CS) 2
“
Total amount| 6561
Workflow
My Approvals Approve Reject Forward Hold Appmvers

13
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INDEPENDENT SCHOOL DISTRICT

2no STEP

Click Expand All.

'-E:E-_. Work Flow Status

€ Q

Back Search

Warehouse Requisition Guide

Approvers' comments

L 4

A list of approvers will dis-
play.

There are reqs that will have
multiple approval levels as
in the example.

When the status is Group

Mame
ARACELY CHAVEZ

Steps

“Complete” to the right of
the approver’s name, that is
an indication the approver
has approved the req.

4

When the status displays “In

Step
* 10

Action taken dai Action tak Action Comment
11/03/2021 0924 Approved CTE request after board appr{

LComplete (Approved)

Activated Date | Activated

bl I;—‘an SDprover from this group Gr‘oue Comelete I

ARACELY CHAVEZ
=

e | 20

*  Any approver from this group Group Current

April Harrison

L 4

Progress”, the requisition is
in that approver’s queue.

Click on Back to close out of

the Approvers window. ¢

You are done!

Lizbeth Medina

4

Revised 04/12/22

ﬁ Generate Cha

Expand All

Complete 03/11/2022 10:55
In Progress |
03/11/2022 11:03
031172022 11:.03
=] Collzps= All Expand In Progress

14
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POP-UP BLOCKED

If the PDF doe not openon ¢ G ) oo ior s s g et
the screen or it does not

show ready to open in the
upper right corner, the pdf /
has been blocked. '-E.:!. Reguisition Entry [TRAIN DATABASE Jan 25 2022)

4]

|M MySehoobBuces ﬂBSSTmub\eshoutinm DBeneﬂtsF’ona\ ﬂ% 1% ﬁLogOn\SmartHndm @Mum's 'y Vst k. Oty\ef-fomuorthisdu..‘  VecorTaring K1, AD Usemame epo. % Tyrbub- UKD,

This can be seen by the
icon at the end of the ad-
dress bar.

= By 6 1

Click on this icon
to update the settings to s’ pop.ups blocked: ~
allow for pop-ups.

. about:blank
The default setting for pop-

ups is set to Continue Always allow pop-ups and redirects from

blocking . https:/muniserpnpapp.fwisd.org
Click the button to Always i ® continue tiocking
allow pop-ups and

redirects from https:// y Manage m T
muniserpapp.fwisd.org
Click Done

e o T

ter g Pop-ups blocked: i

. about:blank

Always allow pop-ups and redirects from
https://muniserpnpapp.fvisd.org

O Continue blocking

tivate

Revised 04/12/22 15
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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 convert-
ed to a Purchase Order.

This is only a notifica-
tion and does not
require any action. How-
ever, It would be bene-
ficial to review the notifi-
cations for rejected reqg-
uisitions and dismiss
notifications of reqs

that have been pro-
cessed.

Close can be selected
at the bottom of the
screen.

Revised 04/12/22

Warehouse Requisition Guide

NOTIFICATIONS

%% FWISD Munis Landing Page

Q

Fort Worth Independent School District - Prod

1

Approvals

Tyler Menu

Notifications

Q  search

v Munis
> Financials
> Asset Maintenance
v Departmental Functions
Account Ingui

Notifications

[ All Process Codes v I I All Dates v
Select All  Refresh (0/2)
D RCP: Requisitions converted to purchase orders

$1,793.32 - EPROCUREMENT CC FOR OFFICE DEPOT

2/1/2022

Favorites

Departmental Functions

Account Inquiry
Purchase Order Inquiry
Requisition Entry

Requisition Approvals

RCP: Requisitions converted to purchase orders

Created
Men Feb 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

Close m

16
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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

Dismiss 1 ltem(s)

[

Comment

Warehouse Requisition Guide

Notifications

All Process Codes

- l l All Dates

Select All

Dismiss I

Refresh

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

2/7/2022

l

ﬁ

All Process Codes

- I [ All Dates

Select All  Refresh

(0/0)

No Items to Display

]

Revised 04/12/22
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Warehouse Requisition Guide

Fort Wort
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 -
P
wﬁsca\y&ar‘ Current Next Needed by =l e
Requisition number * Entered * =13 < e
% General commadity PO expiration ] K 49
% General description Receive by Quantity (O Amount e
[m}c | Nots
e =] 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.
General commodity — A code that gives a general description; it standardizes information regarding purchased items.
General description* — A short description of the commaodity, 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.

© 00000

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

Revised 04/12/22 18



