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Fort Worthl

INDEPENDENT SCHOOL DISTRICT

eProcurement ;.
A How-to Guide

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

attachment and review the requisition approvers.

1 ST STEP = '-E:E-. FWISD Munis Landing Page

Open the FWISD homepage > Fort Worth Independent School District - Train
Employees> My FWISD ClassLink

Portal or click the Classlink icon on the I.

desktop.

Approvals Notifications

@ Tyler Menu i Favorites 7
Recent Activity v
| ClassLink LaunchPad ’Q Search
v Munis

> Financials
>_Asset Majntepance

" L. Tyler Links
Locate and click on the Munis icon

Tyler Search: Fil

Approvals Notifications

The FWISD MUI”IIS Landlng Page Tyler Menu H Favorites VR
Opens. - Recen Aty .
From the Tyler Menu: v
Click Departmental Functions e s Tyter Links
. . ey Account Inquiry Tyler Search: Fi
Click Requisition Entry YT sutgtRapr Tter Gommuri
endor Inquiry

Tyler Support: L4

Purchase Order Inguir
I Requisition Entry I Tyler Tech webs|

My Saved Reports
Menu Personal Preferences
> Help
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2n0 STEP

(-Q+XE!EIBEEE@%@'SO®.000.
Back. Search  Browse pdate  Delete Output Print Display POF Save ReadyForms  ReadyForms Delivery Email  Schedule Aftach Switch Form  LineItems  Release  Activate  Mass  Allocate  Notes Copy Gl
o Alocate Aloc
Add
The Requisition A
3 q Main Information
window opens. S .
Fiscal year * Current ©) Next Needed by a
Requisition number * Entered * 8] sy
C“Ck Add General commodity PO expiration [=]
- General description Receive by Quantity O Amount
0 General Nots
enerd” Totes = 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 ] [(m
©3 Vendor/Sourcing Notes O Vendor Quotes (0)
Line ltems
Line |Commodity Inv item Invitemloc |[In tran type | Description Vendor Qty Unit price Freig

1

Total amount|

Workflow

3ro STEP

The Location and Fiscal

€ v 0

Requisition Entry [TRAIN DATABASE Jan 25 2022]

year will automatically e
populate with the current
year MAIN  TERMS/MISCELLANEQUS

Main Information

Dept/Loc *

Fiscal year *

Requisition number *

General commodity

General description
03 Genersl Notes

Press the tab key and
the status, requisition
number, Entered date
and by will automatically
populate.

Vendor 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

202

—
8 Current () NeXt ummm—
e

Status 2 Creslel  <m—
Needed by G
Entered * 02/16/2022 By | Firstiast

PO expiration

Receive by * Quantity () Amount

¢ Three way match required
Inspection required By

Shipping Information
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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.

51 STEP

The Commodity Help window
will open with a list of commodi-
ty codes.

To make searching easier,

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

Scroll down to the ePro vendors
select the vendor to be used for
online shopping.

Click Accept or double click the
commodity to select it.

When adding ePro commodity
codes where there are double
digits, do not include the letter
O. The format will change to
ePrxx.

Ex. ePr14 for Academic Suppli-
er

6 STEP

The screen returns to the main
page.

Press the tab key and the
General description field will
populate.

Revised 04/08/22
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e

Back

MAIN

Main Information

Dept/Loc* 346 CLASSIFIED LEARNING Status 2| Created

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

Requisition number * 12222835 Entered * 021672022 £ By Firstlast
General commodity PO expiration =]

General description Receive by ® Quantity () Amount

O General Notes

e v @ Q B = & [E| =] 8 G
Back Accept  Cancel Search Output Print Display POF Save Excel Word
Commodity Description Additional Description Cne
140 AUTOMOTIVE PARTS & TIRES
720 TECHNOLOGY RELATED SERVICES
110 ARTS & CRAFTS
170 BUS CHARTER
180 CAFETERIA EQUIPMENT & APPLIANCES
210 CONSTRUCTION PROJECTS
250 CUSTODIAL SUPP, EQP, & SERVICE
260 ENVIRONMENTAL SERVICES & RELATED
200 CHILD NUTRITION SERVICE OPS
230 GROUND MAINTENANCE EQUIPMENT
Y o o e
400
450 Commodity Help
470
w € v @ Q & @& O A B @
580 Back Accept  Cance Search Output  Print  Display POF Save Excel Word
580
600 . B
620 Commodity g?smption A Additional Description One
630 TSSE2 T T e RC EMENT IN STATE TRAVEL ONLY
700 TsIs2 DIRECTCR APPROVAL FOR TRAVEL FROM STUDENT INTERVENTION IN STATE TRAVEL ONLY
130 233-D DISK JOCKEY SERVICES
:jg 781 DISTRICT CARD PURCHASES
390 255 DUES (MEMBERSHIP, ETC.)
120 TVELT ELEMENTARY SCHOOL IN-STATE TRAVEL
100 TVELZ ELEMENTARY SCHOCL OUT OF COUNTRY TRAVEL
101 TVELZ ELEMENTARY SCHOCL OUT OF STATE TRAVEL
520 441 ELEMENTARY SCHOOL SUPPLIES
34 381 EMERGENCY PURCHASES FOR MAINTENANCE, REPAIR & CQPERATIONS (MOC - ALL SHOPS)
€19 250 ENVIRONMENTAL SERVICES & RELATED
i- ePrid EPROCUREMENT CC FOR ACADEMIC SUPPLIER
ePro3 EPROCUREMENT CC FOR AMAZON.COM
ePri0 EPROCUREMENT CC FOR BLICK ART MATERIALS
eProd EPROCUREMENT CC FOR CDW-G
eProf EPROCUREMENT CC FOR GOPHER SPORT
eProb EPROCUREMENT CC FOR LAKESHCRE
ePro7 EPROCUREMENT CC FOR NASCO
ePro3 EPROCUREMENT CC FOR OFFICE DEPCT
ePro2 EPROCUREMENT CC FOR SCHOOL SPECIALTY
eProl EPROCUREMENT CC FOR STAPLES
ePri3 EPROCUREMENT FOR DREAM RANCH LLC
ePril EPROCUREMENT FOR GRAINGER
ePri5 EPROCUREMENT FOR LIMITLESS OFFICE PRODUCTS
ePro8 EPROCUREMENT FOR REALLY GOOD STUFF
937 ESM Vendor ( Highsmith Inc)
920 ESM Vendor (Academic Supplier)
Requisition Entry [FWISD Live Data]
€ Q + B X & @& & S| £ [
Back Search Browse Add Update Delete Output Print Display PDF Save ReadyForms  ReadyForms Delivery
Definitions
MAIN  TERMS/MISCELLANEQOUS
Main Information
Dept/Loc ™ ELL CLASSIFIED LEARNING Status
Fiscal year * 2022 ® Current Next Needed by
Requisition number * 12226040 Entered *

Requisition Entry [TRAIN DATABASE Jan 25 2022]
v 0

Acceot Cance

TERMS/MISCELLANEQUS

| Three way match required
Inspection required By

Commeodity Help

General commodity LB UREMENT CC FOR AMAZON.COM PO expiration
General description EPROCUREMENT CC FOR AMAZON.COM Receive by
B3 General Notes
Vendor Information
3
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7w STEP

Click on the General
Notes button.

Enter any needed
information in the notes in
the text box.

8 STEP

Click on “Print on PO7”; this
will print the note you wrote
on your PO.

Back Search Browse Add Update Delete Output Print Display PDF Save ReadyForms  ReadyForms Delivery Email
Definitions
MAIN  TERMS/MISCELLANEOUS
Main Information
Dept/Loc* 346 CLASSIFIED LEARNING Status
Fiscal year * 2022 ® Current Next Needed by
Requisition number * 12226040 Entered *
General commeoedity ePro3 EPROCUREMENT CC FOR AMAZON.COM PO expiration

+ = x z & & = = ) =

I ) General Notes

I_OCUREM ENT CC FOR AMAZON.COM Receive by

Vendor Information

Back Accept Cancel Print On PO Import
Mote
Requisition 2022 12226040
Date/Time 2022-02-18 09:32 ¥ Print on PO.
Created By kim.cummings

General Notes

7] P kS

to enter (eneral
requisition.

199 Fund: For general supplies, do not need

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

Motes for the

@ P T

Print On PO Import

/

Left-click on Accept. ¢
Left-click on Back to return,.

to the main page.

Note: the General Notes
folder on the screen will
now be in color.

Revised 04/08/22

MNote
Requisition 2022 12226040
Date/Time 2022-02-18 09:32 Print on PO.
Created By kim.cummings

199 Fund: For general supplies, do not need
to enter (eneral Motes for the
requisition.

When using federal funds, must enter

information on how the purchase will
support the CIP goals of the district.

Requisition Entry [FWISD Live Data]

+

Browse Add

= % z =

Update Delete Output Print Disp|

Back Search

MAIN  TERMS/MISCELLANEOUS

Main Informaticn

Dept/Loc * 346 CLASSIFIED LEARNING
Fiscal year ™ 2022 8 Current Next
Requisition number * 12226040

EPROCUREME

neral commodity ePro3
EPROCUREMENT CC FOR AMAZON.COM

Ge
Ge

(General description

B General Motes
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NOTES ON GENERAL NOTES

eProcurement 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 requisitions using federal funds, contact the Grants Dept. For any other
req, contact the Purchasing Dept.

9 STEP

Press the tab key until you
reach the Vendor Information.
The vendor information will
automatically populate based
on the ePro General
Commodity selected.

10+« STEP

Verify the E-Procurement box
is checked

Munis will automatically
populate Needed by, Entered,
By, and PO expiration date.

Revised 04/08/22

* 3 Requisition Entry [FWISD Live Data]

€ v 0

Back Accept Caneel

MAIN  TERMS/MISCELLANEQUS

Main Information

Dept/Loc * 346 CLASSIFIED LEARNING Status

Fiscal year * 202 %) Current () Next Needed by
Requisition number * 12226049 Entered *
General commodity ePra3 .| EPROCUREMENT CC FOR AMAZON.COM PO expiration
General description EPROCUREMENT CC FOR AMAZON.COM Receive by

I General Notes

Vendor Information

Vendor 2385 .. W Committed
Name AMAZON.COM
PO mailing 0]...
410 TERRY AVENUE NORTH
SEATTLE WA 02100
Delivery method Print Fax E-Mail
Remit 0 O | AMAZON.COM

O Vendar/Sourcing Notes O Vendor Quotes ()

Line [tems

2 | Created

=]
021872022 B By FirstLast
06/30/2022 =]

%) Quantity ) Amount

¥| Three way match required
Inspection required By

Shipping Information

Ship to * 346

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

FORT WORTH ™ 76107
Email aracely.chavez@fwisd.org
Reference fest
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11+ STEP

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

€ v 0

B Acept Cance

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

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc* 6 CLASSIFIED LEARNING
These fields will automatically o e R
General commodity 280 .| FIELD TRIPS
populate while completing the e e .
form. =
The email should match the user
entering the requisition. e
N Vendor 1. [ = Committed
In the Reference field, enter the Name FORT WORTH 200 ASSOCIATON
email address of contact e
person for the purchase.
This provides the warehouse a
. . . FORT WORTH ™ | 7610
COﬂtaCt emall address If there |S Delivery method Print Fax ¢ E-Mall E-Procurement
Remit 1l L FORT WORTH Z0O ASSOCIATION

a question about the
warehouse order.

9 VendorfSourcing Notes 3 Vendor Quotes ()

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.

1 2TH ST E P ot Requisition Entry [FWISD Live Data]
. €] v ]o
Click Accept. e =

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Lec* 346
Fiscal year * 2022

CLASSIFIED LEARNING
& Current Next
Requisition number * 12226049
General commedity ePro3

EPROCUREMENT CC FOR AMAZON.COM

EPROCUREMENT CC FOR AMAZON.COM
General description
B8 General Notes

Vendor Information

Vendor 3825 .. W Committed
Name AMAZON.COM
PO mailing 0]
410 TERRY AVEMUE NORTH
SEATTLE WA 98109
Delivery method Print Fax E-Mail | E-Procurement
Remit 0. o AMAZON.COM

8 Vendor/Sourcing Notes 03 Vendor Quotes (0)

Line ltems

Revised 04/08/22

eProcurement How-to Guide

Status 2| Created
Needed by =]
Entered * 02/16/2022 £ By | Firstlast
PO expiration 063012022 [E]
Receive by Quantity @ Amount
/| Three way match required
Inspection required By
Shipping Information
Shipto ™ 346
FWISD CLASSIFIED LEARNING
3150 MCCART AVE STE 254
FORT WORTH TX 76110
Email aracely.chavez@fwisd.org
Reference | ENTER REFERENCE EMAIL HERE

Status
Needed by
Entered *

PO expiration
Receive by

First.Last
2 Created

=]
02/18/2022 B By | kimcummings
06/30/2022 [z
® Quantity () Amount

| Three way match required
Inspection required By

Shipping Information

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

FORT WORTH
Email aracely.chavez@fwisd.org
Reference test

™

76107
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13« STEP Line Items

. . € Q + B X e 0
The Llne Items WlndOW Back Search Browse Add Update  Delete Copy Mass

OpenS. Allocat
Click Shop Online Requisition

s
Shop Online

Fiscal year Number Line

Detail

Quantity *

Commodity | | W

Inventory item .|
Location
Pick ticket

Type Purchase

Description *

[ Add'l Desc/Notes

Miscellaneous

Manufacturer
Manufacturer item no.

Voo do

14w STEP Punchout Vendors

Double click the ePro 7. Q ER & S| B @&
Vendor tO begm On“ne Back Accept Cancel Search Qutput Prirtt Display PDF Save Exce Word

shopping.

Vendor |Alpha Sort
43 SCHOOL SPECIALTY
14842 ACADEMIC SUPPLIER
41 STAPLES CONTRACT

123825 AMAZON |
5492 OFFICE DEPOT

24726 DREAM RANCH OFFICE
1264 LAKESHORE LEARNING
1256 BLICK ART MATERIALS
4190 REALLY GOOD STUFF
1271 CDW GOVERNMENT, INC.

Revised 04/08/22 7
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15« STEP amazonbusiness
1

The first time accessing Ama- .
zon for online shopping willre- ~ Create an account for business
quire the end user to create a
business account by entering Your name ‘ John Doe ‘
name, emails and password.

An account only has to be Email

created for Amazon. It will not
be required for any other ePro Password ‘ ssssse ‘
vendor.

Confirm password | sssses ‘

If the email and network login
differ, use the network login to
setup the account for Amazon. l

Create account ‘

4. Begin Shopping

Dl totet
© Fort Worta 76107 [l BE Wholesale made easy. Shop now.

16« STEP

The Amazon main shopping
page will open.

Punchout Group: FWISDPROD

EN  Hello,Kim
~  Account forFortWorthI... v Lists » Busines Prime ~

= Depatmets Tep ReviewsdPiodoes +  BuyAgain  Recommendators v GiRtCards Quamity Disconass PPE forWork Help Worépiace Eventls B st TedaysDeals  Savings Fob

Shop and support Bla

Choose your items and add
to the cart. When finished,
Select Proceed to
Checkout.

Manage two accounts Today’s Deals Stock up on PPE Get rewarded Give the gift of choice
#Manage two Swiitch betwesn [odays  Find special ceals [Z2Stock up on - W offer PPE & [Feet Business Prime [FGive the gift Share your appreciation
accounts persanal and business Dedls happening now: PPE workplace essentialsfor  rewarded  Rewards means ofchcice  bygiving Gift Carcs
accounts vithout clean end safz saming rewards when
needing 10log in and
out each time
Manage accounts Shop deals EN Hello, Eim

v  Account for Fort Worth I... ~ Lists v Business Prime ~

Purchased by your company
Cart subtotal (1 item): $7.90

Procesed to checkout

Go to Cart

Revised 04/08/22
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17 STEP amazoncom e e

The Select a pay-
ment method win-
dow will display . FWISD PROD credit and debit cards | B |

Name on card Expires on

Select a payment method

‘ou can review this order belore ins
final.

CIICk Contl nue ® m Bank of America Merrill Lynch ending in 1530 fwisd amazon 0812026

Mastercagli Provided by your organization

Revised 04/08/22
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CREATE ATTACHMENT FOR REQUISITION

.mx|+ = fa) x

F

ort Worth
INDEPENDENT SCHOOL DISTRICT

19w« STEP s

Sign in 3
‘ersatrans Triptrack... ) tylerfortworthisdtx.. ' Vector Training, K-1.. %) AD Usemame Repo... o Tyler Hub - FWISD.. 5 Requisition Entry [T... L | B MNewtsb Ctrl=T
With the Review E D oo
. =
OUI’ Order Screen MENT  GIFT OPTIONS  PLACE ORDER E2 NewinPrivate window  Ctrl+Shift=N
y I k S tt Zoom — 100% + Ve
p r ’ I . . g Favorites Ctrl+Shift-0
a nd ore icon in the ‘ [ Submit order for approval Collections Ctrl+Shift=Y
upper r|g ht corner of By piacing your order, you agree to the D kistory o
Amazon Business Accounts Terms and
the screen. acknowledge your tax exemption certificate may be provided to any marketplace Condiions and Amazon's privacy nofiee L Downiosds el
Order Summary B apes >
Items (2) s14.19
CIICk Prl I"It Shipping & handiin 50.00 {3 Edensions
. 2nt methed change Promotional Codes: Total before tax: $14.19 | S e [ I
ending in 1530 Estimated tax to be collected $0.00
Enter Code | Apply ‘ [ Web capture Ctrl+Shift=5
Order total: $14.19
(% share
How are shipping costs calculated? &) Find on page CtrleF
Prime shipping benefts have been applied to your A Resd aloud Cotashifials
order.
More tools >
£83 Settings
(@ Help and feadback >

Close Microsoft Edge

ve orders delivered together in fewer boxes on a single day.

roval

ars, Chisel  Choose your Prime delivery option:
@ Tuesday, Feb. 22
FREE Prime Delivery
O 45 business days once shipped
FREE Prime Delivery
O Monday, Feb. 28
FREE Amazon Day Delivery
Get your orders together in fewer boxes and deliveries
each Monday.

Print ?
Total: 2 sheets of paper

20w+ STEP

amazoncom

PLACE ORDER

. . . Printer Review your order
The print window dis-
Ia S Microsoft Print to PDF v P — St o ot
plays. o npertant meseage e e
H o 1 Order Sum:
Select “Microsoft Print sy
to PDF”. This creates Layout s o —
O Formsit FWISDPROD (FortWortinge B ondng n 1530 ceoe | om [E——— s
. ortrait e
the pdf that will need to e Odertata: yare
) Lanciespe I s
be attached to the req. A S ———
Pages CompLIANCE -
) . e o
Click Print. O R
() Odd pages only ::::.memmm
(©) Even pages only
P - .

Revised 04/08/22

O | eg 158 11-13

Calor

Color v

More settings
Print using system dialog (Ctri+Shift+ P)

Troubleshoat printer issues

cancel

single day.

tems shipped from Amazon.com
Estimated Delivery: Depends on Approval
(For sxampl, i approved now, Tussday, Feb. 22.2022)

EXPO Low Odor Dry Erase

Markers, Chisal Tip, Assorted
s Colors, 16 Pack

s

Quantity: 1 Change
Sold by: Amazon com Services LG

Ghaose your Prime delivery option:
® Tuesday, Feb 22
FREE Prine Delvery
O 45 business days once shipped
FREE Prime Delvery
O Monday, Fob. 28
FREE Amazon Day Dalvery
et your orders ogsther i fawer bores and
dswriss sach Nondy.

[T
Tax Exemption Applied. Remove

‘Select FREE Amazon D: a
single day.

Itoms shipped from Amazoncom
Estimated Delivery: Depends on Approval
(For exampe, spproved now, Tuescay, Fe. 22, 2022)
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21st STEP

The Save Print Output
As screen opens.

elect where the file will
be saved. Enter a
name for the file.
Notice the “Save as
type” is set to PDF
Document (*.pdf)

Click Save

File name example

Revised 04/08/22

© savePrint Output As *
<« “ A | < OneDrive - Fort Worth ISD » [T Training & Compliance » Req Attachments v O 2 Search Req Attachments
Organize « MNew folder = - o
kel
~ MName Status Date modified Type Size

# Quick access
[ Desktop - Mo items match your search.
‘ Downloads  #
Documents
[&] Pictures -
| 21.22 Safebchoo
| Desktop
. IT Training & Co

| Training Materia

@ OneDrive - Fort W

| 2022'wW2
. Computer v
File name: | - |
Save as type: | PDF Document (*.pdf) ~ |

» Hide Folders | Save | Cancel

File name: | Req 122260240 Amazon v|
Save as type: | PDF Document (*.pdf) v |
\ Hide Folders Swe | Concel

11
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220 STEP

Review your order
screen window will
display.

Select “Submit order
for approval”.

23ro STEP

The screen displaying
“Your items have been

submitted to Munis”
opens.

Click “close” in the
dialogue box.

Revised 04/08/22
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)

amazoncom
S—

SIGN IN SHIPPING & PAYMENT

Review your order

GIFT OPTIONS

PLACE ORDER

A This order requires approval.

Submit order for approval

@ Important message

" 1o d

If tax exemption is applied to this order, you your tax

certificate may be provided to any marketplace

seller you purchase from when applicabls.

Payment method Change
ending in 1530

Group
FWISD PROD (Fort Worth Independent
School District)

Change

Shipping address Change

test

FWISD IT TRAINING & COMPLIANCE
100 N. UNIVERSITY DR., STE 224
FORT WORTH, TX 76107

United States

Phone:

Ship to mulfiple addresses

Promotional Codes:

Enter Code | Apply ‘

Select FREE Amazon Day Delivery below to have orders delivered together in fewer boxes on a single day.

Items shipped from Amazon.com

Estimated Delivery: Depends on Approval
(For example, if approved now, Tuesday, Feb. 22, 2022)

EXPO Low Odor Dry Erase Markers, Chisel
Tip, Assorted Colors, 16 Pack

$11.37 vprime

Quantity: 1 Change

Sold by: Amazon.com Services LLC

| il Add gift options |
Tax Exemption Applied. Remove

Choose your Prime delivery option:
@ Tuesday, Feb. 22
FREE Prime Delivery
() 4-5 business days once shipped
FREE Prime Delivery
(O Monday, Feb. 28
FREE Amazon Day Delivery

Get your orders together in fewer boxes and deliveriss
each Monday.

vss/PunchOutPOSubmission.ashx

Amazon Business Accounts Terms and
Conditions and Amazon's privacy notice.

Order Summary

Items (2) 51933
Shipping & handling: $0.00
Total before tax: $19.33
Estimated tax to be collected: $0.00

Order total: §$19.33
How are shipping costs calculated?

Prime shipping benefits have been applied to your
order.

TRS LogOn | SmartFind... @ Munis ‘\5‘:- Versatrans Triptrack.., ° tyler-fortworthisdtx...

Your items have been submitted to MUNIS.

Once in MUNIS, click the "continue” option to populate
vour requisition with your items.

It is OK tg
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24+ STEP % Line ltems

. Q
A blank Llne |temS Back Search Browse

window displays.

Requisition

CI|Ck Contlnue Fiscal year Number Line

Detail

Quantity *

Commodity [ ]

Inventery item || I
Location
Pick ticket

Type Purchase

Description *

03 Add'l Desc/Notes

Miscellaneous

25w STEP

€ Q + B X e o0 s

. Back Search  Browse Add Update  Delete Copy Mass  Shop Online
The items from the cart
will import into Munis . Reguisition

Fiscal year 2022 Number 12226049 Line 1
Each item type will be a Dot
separate line. This will be oo - 100 Urit price
indicated by the 1 of # at PR SN E— o &
the bottom of the screen. Location Discount percent

Pick ticket

Type Purchase Credit
This information should _ e e ot
match the cart pdf saved — o o e it e [t i | Amount justification:
prev'ously Erase Markers | Assorted Colors, 7 Piece Set with

03 Add'l Desc/Notes

Miscellaneous

Manufacturer Bid
Manufacturer item no. Dept/Loc 346
Vendor 23825 ... AMAZON.COM Required by
PO mailing L oo 410 TERRY AVENUE NORTH Requested by
Delivery method Print SEATTLE Receipt notification to

Fax WA Capital asset N -

98109
E-Mail WO number
¥| E-Procurement WO task 0 .

Remit Qe [ ] Notify buyer

3 Vendor/Sourcing Notes
Vender item no.
1099 box hd

Seq T Account Description Amount | GL Bud

« < Tof2 > k4

Revised 04/08/22 13
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26+ STEP

Click Update and tab to the
Account field at the bottom of
the screen.

Click Accept.

Scroll to the next line using
the direction arrows at the
bottom of the screen. Follow
the same steps to update
and enter the GL account.

eProcurement How-to Guide

MANUAL UPDATE OF GL ACCOUNT

Line Items

€« Q + ) x = Q s
Back Search Browse Add Update Delete Copy Mass Shop Online
Allocate
Requisition
Fiscal year 2022 Number 12226049 Line 1
Detail
Quantity * 1.00 Unit price
Commodity - UOoM = EA
Inventory item - Freight
Location Discount percent
Type Pick ticket
P Purchase Credit
Line item total
Description * Supplier Quote No: 131-3218909-2540444,1 - Amount justification:
NIGP:
UNSPSC: 44121708 -
03 Add'l Desc/Notes
Miscellaneous
Manufacturer Bid
Manufacturer item no. Dept/Loc 348
Vender 23825 .. AMAZON.COM Required by
PO mailing 0 410 TERRY AVENUE NORTH Requested by
Delivery method Print SEATTLE Receipt notification to
Fax 1;2109 Capital asset N -
E-Mail WO number
#| E-Procurement WO task
Remit 0. o Notify buyer
3 Vendar/Sourcing Notes
Vendor item no.
1099 box h
~ Seq|T Account Description Amount |GL Bud
01 | Expense ¥ | 189-21-6399-001-999-99-346-000000- - | GENERAL SUPPLIES 7.96
-7 - - - - - - - . J-.- 20
.
GL Account to be charged.
« < 1of2 > »

MASS ALLOCATION OF GL ACCOUNT

27 STEP

Click on Mass Allocate.

Revised 04/08/22

Line Items

€ aq + B x o|l@ s
Back Sesrch  Browse Add  Update  Delete Copy | Mass  [phop Online
Allocate
Requisition
Fiscal year| 2022 Number 12226049 Line 1
Detail
Quantity * 1.00 Unit price 7.96000
Commodity - UOM * EA
Inventory item - Freight 00
Location Discount percent 00
Tye Pick ticket
i Purchase Credit
Line item total
Description * : g -
P ITEM: Expo Low Odor Dry Erase Marker Set with Amount justification Not Needed

VWhite Board Eraser and Cleaner | Fine Tip Dry
Erase Warkers | Assorted Colors, 7 Piece Set with +

03 Add'l Desc/Notes

Miscellaneous

Bid
Dept/Loc
Reguired b

Manufacturer
Manufacturer item no. 345

Vendor

CLASSIFIED LEARNING
AMAZON.COM




Fort Worthll
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28w STEP

The Mass Allocate
screen opens. Enter
the GL account, tab
to Percent and the

'-E::‘. Mass Allocate

Q [C)

Cance! Search Clear
Contents

Allocations

L g . Seq|T Account Description Percent
DeSCI‘IptIOI’l field 01 Expense | 199-21-6399-001-293-99-346-000000- ... | GENERAL SUPPLIES 100,000

should populate.

Click Accept. "E::‘.- Mass Allocate
Click Process. € Q BB (P
Back Search Update

Process

Allocations

Seq|T Account Description Percent
01 Expense 199-53-6399-001-999-99-346-000000- GENERAL SUPPLIES 100.000

29w+ STEP 255

The Processing Complete .
message appears at the Q B

Search Updat
bottom of the screen. - e
Click Back. Allacations
Seq|T Account Descrip
01 Expense 199-21-6399-001-999-99-3456-000000- GENERA

Percent allocated to the entered account(s).
Processing complete,

Revised 04/08/22 15
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30+ STEP

The Line Items window

will display
Click Back

31st STEP

The main
Requisition Entry
screen will display.

Using the scroll bar
at the bottom of the
screen, scroll to the
right and down to
view the GL
account has been
applied to each line
item.

Revised 04/08/22

€ Q +

Back

Line Items

eProcurement How-to Guide

x ® 0

Search Browse Add Update Delete Copy Mass Shop Online
Allocate
Requisition
Fiscal year 2022 Number 12226049 Line 1
Detail
Quantity * 1.00
Commaodity ]
Inventory item [

Locati

Type

Description *

on
Pick ticket
Purchase

ITEM:

Erase Markers

[0 Add'l Desc/Notes

Miscellaneous

Manufacturer
Manufacturer item no.
Vendor 23825 ...
PO mailing 0 |
Delivery method Print

Fax

E-Mail

¥| E-Procurement

Remit 0-.-

3 Vendor/Sourcing Notes

Vendor item no.
1099 box

Seq
o1

« Requisition Entry [FWISD Live Data]

T Account
Expense

Expo Low Odor Dry Erase Marker Set with
White Board Eraser and Cleaner |

Fine Tip Dry

| Assorted Colors, 7 Piece Set with

AMAZON.COM

410 TERRY AVENUE NORTH
SEATTLE

WA

93109

O

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

Description

GENERAL SUPPLIES

Bid

Dept/Loc
Required by
Requested by
Receipt notification to
Capital asset
WO number
WO task

€ Q + B x z = B & =] [E3 ] ) - s (L] e & 0 66 0 e
Back Search  Browse Add Update  Delete Output  Print Display POF Save  ReadyForms ReadyForms Delivery Schedule Switch Form  line ltems ~ Release  Activate  Mass  Allocate  Notes Copy
Definitions Allocate
MAIN  TERMS/MISCELLANEOUS
Main Information
Dept/Loc* 346 CLASSIFIED LEARNING Status 4 Allocated
Fiscal year * 2022 ® Current () Next Needed by
Requisition number * 12226049 Entered * 02/18/2022 =] By First.Last
General commodity ePra3 .| EPROCUREMENT CC FOR AMAZON.COM PO expiration 06/30/2022 ]
General description EPROCUREMENT CC FOR AMAZON.COM Receive by ® Quantity Amount
K¢ | Note
eners Rotes | Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 23823 .. ] Committed Ship to * 346
Name AMAZON.COM FWISD IT TRAINING & COMPLIANCE
PO mailing 0 .. 100 N. UNIVERSITY DR, STE 224
410 TERRY AVENUE NORTH
FORT WORTH ™ 76107
Email aracely.chavez@fwisd.org
SEATTLE WA 98109 Reference test
Delivery method Print Fax E-Mail v E-Procurement
Remit 0 [m] AMAZON.COM

3 Vendor/Sourcing Notes

Line ltems

ry Erase Marker Set with Whi
3ry Erase Markers, Chisel Tip

4

83 Vendor Quotes (0)

Vendor
(23825) AMAZON.COM
(23825) AMAZON.COM

Unit price
7.96000
11.37000

Line Total | 1st GL Account
7.96 199-21-6399-001-999-99-346-000000-
199-21-6399-001-999-99-345-000000-

11.37
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Informational:

eProcurement How-to Guide

Requisition Entry [TRAIN DATABASE Jan 25 2022]

€ Q + B X e & @B B d B B 2 B Y% . s o 06 & 0 0
Back Search Browse Add Update Delete Output Print Display PDF Save ReadyForms  ReadyForms Delivery Email Schedule Attach Switch Form ~ Line ltems ~ Release  Activate Mass. Allocate
. . Definitions Allocate
When All information has R
been entered and the GL Var ot
i Dept/Loc * 346 CLASSIFIED LEARNING Status
accounts as_SIQned’ the Fiscal year * 2| ® Current O Next Needed by
the status W|" now ShOW as Requisition number * 12222837 Entered * 02116/2022 = By Firstlast
General commodity 20 FIELD TRIPS PO expiration 06302022 £
(4) A”ocated General description FELD TRIPS Receive by ® Quantity O Amount
. 03 Genersl Notes .
v Three way match requirad
. Inspection required By
Note: All lines must have a
GLA t . d if Vendor Information Shipping Information
ccount assignea evenir @] (8] O Commited oo [
1 H Name FORT WORTH Z0O ASSOCIATION FWISD CLASSIFIED LEARNING
the prlce IS $0.00 PO mailing 0 3150 MCCART AVE STE 254
1989 COLONIAL PARKWAY
FORT WORTH ™ 76110
- Email aracely.chavez@fuisd.org
FORT WORTH X 76110 Referance REFERENCE EMAIL NAME
Delvery method Print Fax v E-Mail E-Procurement
Remit ] [ | FORTWORTH 700 ASSOCIATION
3 Vendor/Sourcing Notes 3 Verdor Quoes (1)
Line ltems
Line | Commodity Invitem Invitemloc | Invtran type  Deseription Vendor aty
1 Field Trip to Fort Worth Zoo for 25 students. (1148) FORT WORTH ZOO ASSOCIATION 100

32xno STEP

Review the information and add
attachments before releasing
the requisition.

Click on Release

The Status will update from (4)
Allocated to (6) Released.

Revised 04/08/22

~ Requisition Entry [TRAIN DATABASE Jan 25 2022]

€ a B + ® x B & B b BB B B = ®B % . s ofleole o o
Back Search  Browse Add Update Delete Output Print. Display PDF Save ReadyForms  ReadyForms Delivery Email  Schedule Attach Switch Form ~ Line Itemy ivate Mass
! Release
Defiritians Alocate
MAIN  TERMS/MISCELLANEQUS
Main Information
Dept/Loc * 345 CLASSIFIED LEARNING Status
Fiscal year * 202 ® Current () Next Needed by
Requisition number * 12222837 Entered * 02/16/2022 8 By | Firstlast _
General commodity 280 FIELD TRIPS PO expiration 06/30/2022 =]
General description FELDTRIPS Receive by ® Quantity O Amount
© Generl Netes | Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 1148 . W Committed Shipto * 346
Name FORT WORTH Z0O ASSOCIATION FWISD CLASSIFIED LEARNING
PO mailing [l 3150 MCCART AVE STE 254
1989 COLONIAL PARKWAY
FORT WORTH X | (76110
Email aracely.chavez@fwisd.org
FORT WORTH ™| [76110 Refarence REFERENCE EMAIL NAME
Delivery method Print Fax # E-Mail E-Procurement
Remit 1 L] FORT WORTH ZOQ ASSOCIATION
03 Vendor/Sourcing Notes 3 Vendor Quotes (0)
Line ltems
Line | Commodity Inv item Invitem loc | Invtran type | Description Vendor Qty
1 Field Trp to Fort Worth Zoo for 25 students. (1148) FORT WORTH 0O ASSOCIATION 100

17
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ATTACH DOCUMENTS TO YOUR REQUISITION

1stSTEP

Attachments need to be
added to the requisitions.
These should be saved
before this step.

Add an attachment by
clicking on Attach.

2no STEP

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

Revised 04/08/22

Requisition Entry [TRAIN DATABASE Jan 25 2022]

€ Q + B X z & [ E | =] £ B =} & s [ ) e & ¢
Back Search  Browse Add  Update  Delete Outpust  Print  Display  PDF Save  ReadyForms ReadyForms Delivery Email  Schedule Attach Switch Form  Line ltems  Release  Activate  Ma
Definitions Alloe
MAIN  TERMS/MISCELLANEOUS
Main Information
DeptyLoc ™ 46 CLASSIFIED LEARNING Status 4] Allogated
Fiscal year * 2022 e Current ) Next Needed by
Requisition number * 12222837 Entered * 02/16/2022 B By | kim.cummings
General commodity 250 .| FIELDTRIPS PO expiration 06202022 [
General description FIELD TRIPS Receive by ® Quantity () Amount
[me] | Nots
Snere e 7| Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 1148 | [ Committed Ship to * 28
Nama ST WARTE 700 ASSAAIATIN WIS (1 AGCIEIER TEABNING

5 Tyler Content Manager

DocType
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Choose Document Type

3 RD S T E P Choose Document Type

‘Search Document Types

Click Requisition Attachment e

Confract Aftachment
[ |

vy oy

Document Informétion A\

Import atchmen (a4l
Filt2r by:

41 STEP -
)

Adtechment Flename

Click on the ~ arrow to import T ——

the attachment. e -

REQUISITION Aom

Description v

Public v

seqiion e

12202831
Related Documents A\ Tl Yaar*
Filter by: A22

e kel fel DocTyps D Ciceed
| 0262022

5« STEP

The Import Document window
opens.

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 19
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6+ STEP

The File Explorer window
opens.

Locate and click on the
file.

Click Open.

7 STEP

The uploaded filename will
display in the Import Docu-
ment window underneath
the line.

Click Import.

Revised 04/08/22

@ open

« « 4 || » OneDrive - Fort WorthISD > [T Training & Compliance » Req Attachments v o ' Search Req Attachments

Organize v New folder =~ ™ @
~

|| Desktop A Name Status Date modified Trpe

| [TTraining & Co Req 122260240 Amazon ® 2/13/2022 10:09 AM Adobe Acrobat D...
| Training Materia

@ OneDrive - Fort W
[} 2022 W2
|| Computer
|| Desktop
|| Desktop - Copy
|| Desktop Compu ppatible with images
| Doc Origins ust be selected
|| Documentation
|| Documents
~ MTraining & Co
| Fronos AuditRe. CANCEL

File name:

Import Document

CHOOSE FILE

or

Drop files here..

Creating single document

I| Req 122260240 Amazon.pdf (zesiaxe) X

CANCEL I IMPORT I
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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

Documents v oA
Filter by:

Date  Requisition Number  Vendor Number  DocType

Related Documents VoA
Filter by:

Dt Keyl ke DocType

Tyler Content Manager

L I |

Documents va
Filter by:

Defe equsion umter  Venda Nune DocTe

Tyler Canfent Manager

Dae RecuishionNumbe'  Vendor Number - CocType

t 259

eProcurement How-to Guide

FIEIE ooz e () %

Important message
If tax exemption is applied to this order, you acknowledge your tax exemplion certificate may be
provided to any marketplace selle you purchase from when applicabl.

Amazon Business Accounts Terms and
‘Condiions and Amazon's privacy nolce.

Group Paym .
FWISD PROD (Fort Worth Inde [ ending n 1530
pendent School District) EnterCode | Apply

Change

Shipping address Charoe
test
FWISD IT TRAINING &
COMPLIANCE

100 N. UNIVERSITY DR., STE
224

FORT WORTH, TX 76107
United States

Phone:

Sl o muliplo adcresses.

Select FREE Amazon Day o ona
single day.

tems shipped from Amazon.com
Estimated Delivery: Depends on Approval
(For exampl, f approved now, Tuescay, b 22, 2022)

EXPO Low Odor Dry Erase
Markers, Chisel Tip, Assorted
Colors, 16 Pack

s11.37
Quantitv: 1Chance  cern

Choose your Prime delivery option:
® Tuesday, Feb. 22
FREE Prime Delivery

TCMis unable to display tis atiachment withinthe window You may download the file by clcking the fnk below.

Download test attachment docx

test attachment docx

Document Information

Attachment Filename

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

Order Summary Attachment Title
tems (2) st19
Shiping & haning; 5000
sem0 REQUISTION 4
Estimated tax 1o be colecte: 000
Order total: $14.19 Description

How ara shipping costs calcuiatod?
Public

Prima shipping benfs have bean applied o your

Requistion Number *
12226049
FiscalYear *

2022

Date Ordereo
021812022
Date Required

Grant/Project Number

FiscalYearREQ

VIEW v

v Dacument Information
Atachment Filenzme
Attachment Ttle

PEQUSTION ~ AUDT
Dascription

Public

Requiston hutter*
12220837

Document Informat

Attachment Filera

Aftachment T tle

REQUISITION

Description

Public

Reguisition Number *
12222837

21
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10 STEP

Click the X in the right cor-
ner to close the TCM view-
er.

Informational:

The number of attachments
will display next to the
paperclip.

If the number is a question
mark, don’t worry, it still
recognizes that there is an
attachment.

1st STEP

Click on PDF.

Revised 04/08/22

eProcurement How-to Guide

Tyler Content Manager

_ ] . '
+ 8 ol | t =286 / (€] H1 9 VIEN
Documents v @ || Recuisition Attachment - 12222837 v Document Informetion

Fier by AacimentFenane

TCW s racte tocsplay thisatachmn: it he wndo. o ey dowload the file by ccking ek beow

Date  Requisition Numoer vendar Number DocType
Dovwnload test attachment docx
_ AachmentTile

REQUISITION Aupim

Description v

Pudic

Requisition Entry [TRAIN DATABASE Jan 25 2022]

s 0 0 & 0 0 0

Switchform  Line tems  Release  Actvate  Mass  Allocate  Nofes (¢
Alocate

¢ & B + B x B & B D B B & ©

Back  Sesch Bowse  Add  Update Dele  Ouput Pt Disply  PDF Swe  Reafoms ReadyfomnsDefvey Emal
Defitions

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc* M6 CLASSIFIED LEARNING Status 4 Alocated

Fiscal year 202 ) Current () Next Needed by 2]

Requisition number * 12220837 Entered * 02/16/2022 f By | Firstlast
General commodity 280 w | FIELDTRIPS PO expiration 06/30/2022

General description FIELD TRIPS Receive by # Quantity () Amount

O General Notes
# Three way match required

Inspection required By

PRINT REQUISITION—OPTIONAL

= = (1)
€ Q + B X B & B B B & B B Y - s o 0 & 0 0 0
Back Search  Browse Add  Updste Delete Output  Print  Dispiay| Save  Readyforms  ReadyForms Delivery Email  Schedule Attach Switch Form  Line ftems  Release  Activate  Mass  Allocate  Notes

Defintions Allocate

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc * M6 CLASSIFIED LEARNING Status 4 Allocated

Fiscal year * 2022 ® Current () Next Needed by

Requisition number * 12222837 Entered * 02/16/2022 B By | Firstlast
General commaodity 280 - | FIELD TRIPS PO expiration 06/30/2022 a8

General description FELDTRIPS Receive by ® Quantity ©) Amount

0 General Not
eneral Notes #| Three way match required

Inspection required By
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2no STEP

The Options window
opens.

Choose Req Format

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

;S. Requisition Entry [TRAIN DATABASE Jan 25 2022]

MAIN  TERMS/MISCELLANEOUS

fair Information

ept/oct M6 || CLASSIFIED LEARNING
scalyzar* w2 @ men O Nex
equistionnumber®  _ 1mmm1]

eneral commadity T [C DTS

eneral description FELD TRIPS

O General Notes

encar Infermation

Status [6] Released

Nekdty &

Ertersd* e B by
POepiaton  06m0202 B

Receive by ® Quantity © Amoun:

‘Three way match requirec

y

Shipping Information

encr 1148 W] [ cormitted

Shipto*

lame FORT WOTH 200 ASSOCIATION
Omaling 0 L
!

PARKWAY

Options
Choose an option

(®) Req Format

FORTWOTH 76110 PO Format
eiverymetiod [ Print [ Fa EMal [ EProcursment
emit [ 121 [®] FORTWORTHZO0 ASSOCIATION
O Vencor/Sourcing Notes 0 Vendor Quetes (1)
ne liems
Line [Commodity [invitem [Invitem loc [inv tran type [Description [Vendo ayl Unitprice| _Freigh:| _ Disc%]
1 Field Trip tc Fort Worth Zoo for 25 studen:s. (1148) “ORT WORTH 200 ASSOCIATION 100 250.00000 000 000

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

8111 To
FWISD ACCOUNTS PAYABLE

Requisition 12222837-00 FYy 2022

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 Z0OO ASSOCIATION FWISD CLASSIFIED LEARNING
1989 COLONIAL PARKWAY 3150 MCCART AVE STE 254
FORT WORTH, TX 76110
FORT WORTH, TX 76110 aracely.chavez@fwisd.org
usa
Tel#8178717000 pelivery Reference
Fax 8177597501 REFERENCE EMAIL NAME
pate |vendor |Date |ship | |
ordered |Number |Required |via | Terms |Department
02/16/22 1001148 | | |CLASSIFIED LEARNING
LN Description / Account Qty uUnit Price Net Price

23
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POP-UP BLOCKED

If the PDF does not open ¢
on the screen or it does not
show ready to open in the

upper right corner, the pdf )
has been blocked. " Requistion Enry (TRAIN DATABASE Jan 25 2022)

4]

G 1)t iy s s e ot

|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
address bar.

Click on thisiicon | E& g o L
to update the der HY W
settings to allow for Pop-ups blocked:

pop-ups. . about:blank

Always allow pop-ups and redirects from

The default setting for https://muniserpnpapp.fwisd.org

pop-ups is set to Continue

blocking. ':ate @ Continue blocking
Click the button to “Always

allow pop-ups and - | Manage m
redirects from https://
muniserpapp.fwisd.org”

Click Done

e .o T

ler Pop-ups blocked: ~

. about:blank

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

O Continue blocking

tivate

Revised 04/08/22
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LOOK UP THE APPROVERS FOR THE REQUISITION

1stSTEP

Click on Approvers.

The Work Flow Status window
opens.

Revised 04/08/22

Requisition Entry [TRAIN DATABASE Jan 25 2022]

€ Q + & E & & =] E] ] i) &
Back Search  Browse Add Update Qutput  Print  Display  PDF Save  ReadyForms ReadyForms Delivery Email  Schedule Al
Definitions
Wi A
Dept/Loc * 346 CLASSIFIED LEARNING Status o
Fiscal year * 2022 & Current Next Needed by
Requisition number * 12214456 Entered * 10721
General commodity 720 ... TECHNOLOGY RELATED SERVICES PO expiration 06/3(
General description SAFESCHOOLS LICENSE FOR CTE STUDENTS Receive by = Q
.| G | Nots
eneral Notes 7 Th
Ins
Vendor Information Ship
Vendor 20252 L Committed Ship
Name VECTOR SOLUTIONS
PO mailing 0
4890 W. KENNEDY BLVD
STE 300
Ema
TAMPA FL 33609 Refe
Delivery method ¥| Print Fax E-Mail E-Procurement
Remit 1 ] VECTOR SOLUTIONS
8 Vendor/Scurcing Notes 03 Vendor Quotes (0)
Line ltems
Line | Commodity Inv item Inv item loc |Inv tran type | Description Vendor
1 EMPLOYEE SAFETY AND COMPLIANCE LIBARY - SST FOR ST (20252) VE
4
Total amount 3010.00
Workflow
My Approvals i & Reject T Hold Approvers



Fort Worthll eProcurement How-to Guide

2no STEP

Click Expand All. -—

'-E:E-_. Work Flow Status

€ Q

Back Search

A list of approvers will display.

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

When the status is Group

Approvers' comments

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

When the status displays “In

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

L 4

Click on Back to close out of il
the Approvers window.

You are done!

Revised 04/08/22

Mame Action taken dai Action tak Action Comment
ARACELY CHAVEZ 11/03/2021 0924 Approved CTE request after board appr:
4
Steps
Step Status Activated Date | Activated
* 10 Complete (Approved)
* Any approver from this group Group Complete
> I ARACELY CHAVEZ Complete I 11/03/2021 05:24
- o I Do
> P Any approver from this group Group Current I
Apnl Harrison 11/03/2021 0547
Lizbeth Medina 11/03/2021 09:47
4
ﬁ Generate Cha E:(pand All =] Collzps= All Expand In Progress
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After a requisition has been
through the approval pro-
cess, a Notification will be

sent that it has been convert-

ed to a Purchase Order.

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

However, It would be benefi-
cial to review the notifications

for rejected requisitions and
dismiss notifications of reqgs
that have been processed.

Close can be selected at
the bottom of the screen.

Revised 04/08/22

NOTIFICATIONS

* FWISD Munis Landing Page

eProcurement How-to Guide

Fort Worth Independent School District - Prod

1

Approvals

Notifications

Tyler Menu

Q. search

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

Notifications

I All Process Codes - I All Dates -
Select All  Refresh (0/2)
O RCP: Requisitions converted to purchase orders

$1,793.32 - EPROCUREMENT CC FOR OFFICE DEPOT 2/7/2022

Favorites

Departmental Functions

Account Inquiry
Purchase Order Inquiry
Requisition Entry

Requisition Approvals

RCP: Requisitions converted to purchase orders

Created
Mon 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

=

27
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The option to Dismiss the notification
is available by clicking on the check-
box to the left of the requisition

Notifications

. . All Process Codes v l l All Dates

information.

Click Dismiss at the bottom of the Select All  Refresh (
screen.

. RCP: Requisitions converted to purchase orders

The Dismiss item comment screen $1,793.32 - EPROCUREMENT CC FOR OFFICE DEPOT 2/7/2022

opens. A comment is not required.

Click Submit.

The screen will automatically refresh.
Click Close

Dismissl

Dismiss 1 Item(s)

Comment

I |
=] -

Notifications

All Process Codes - ‘ [ 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 [
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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.
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