Fort Worth

INDEPENDENT SCHOOL DISTRICT

Req Rejected, Now What? ...}

A How-to Guide

Requisitions can be rejected for many reasons which can include missing information from the description, missing an
attachment, and wrong GL account used. With these instructions the end user will be able to view and resolve the rejected

requisitions.

1s*STEP

Open the FWISD homepage >
Employees> My FWISD
ClassLink Portal or click the
Classlink icon on the desktop.

| ClassLink LaunchPad

Locate and click on the Munis
icon

One way to find rejected requisi-
tions:

Click on Notifications to view
requisitions converted or
rejected purchase orders.

Make note of the rejected
requisition number

& FWISD Munis Landing Page

Fort Worth Independent School District - Train

1 18

Approvals Notifications

Tyler Menu H Favorites VR

Q  search Recent Activity N

Requisition Entry
v Munis

> Financials Account Inquiry

> Asset Maintenance Vendeor Inquiry

> Departmental Functions Purchase Order Receiving
> Help

Employee Inquiry

Notifications

All Process Codes - l [ All Dates ~ | RCR: Rejected requisition conversions @z
Select Al Refresh 03) Created
Thu Mar 10 2022
=] RCP: Requisitions converted to purchase orders
$421.95 - EPROCUREMENT CC FOR ACADEMIC SUPPLIER 3/22/2022 Reneon
Not available
O RCP: Requisitions converted to purchase orders
$456.85 - REGISTRATION/HOTEL DEPOSIT 3/2/2022
ion Header
O RCR: Rejected requisition conversions
$350.05 - EPROCUREMENT CC FOR AMAZON.COM 3/10/2022 Fiscal year
2022

Requisition number:
12228024

General description:
EPROCUREMENT CC FOR AMAZON.COM

Contract:

Total amount:
$350.05

[ oo | .
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2no STEP

From the Tyler Menu:
Click Departmental Functions.

Click Requisition Entry.

Revised 04/13/22

jections How-to Guide

FWISD Munis Landing Page

Approvals Notifications

Tyler Menu t Favorites AR

Recent Activit
[ Q  search v v

v Munis
> Financials
> Asset Maintenance Tyler Links

> | Departmental Functions
> e Tyler Search: Fi

FWISD Munis Landing Page

Approvals Notifications

Tyler Menu H Favorites VR
Q. seorch Recent Activity v
v Munis
> Financials
> Asset Maintenance Tyler Links
~ Departmental Functions
Account Inquiry Tyler Search: Fin
YTD Budget Report Tyler Communit
Vendor Inquiry
o Tyler Support: L4

baco Odor oo
aved Reports

My Saved Reports

Menu Personal Preferences
> Help

Tyler Tech webs|
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3ro STEP

Requisition Entry [TRAIN DATABASE Jan 25 2022]

Req Rejections How-to Guide

€ Q + B X Ea. B B8 E3 ® [ s o @ & 0 ©
Back Search  Browse Add Update  Delete Qutput Print Display POF Save ReadyForms Emall  Schedule Aftach Switch Form  Line tems  Release  Activate Mass  Allocate  Notes Copy
Allocate
The Requisition window MAN Ter s isceLLANEOUS
Open S. Main Information
DeptfLoc* Status
Fiscal year * Current () Next Needed by a8
C“Ck Search Requisition number * Entered * @] ey
. General commodity PO expiration a8
General description Recsive by Quantity ) Amount
[m]e | Nots
. e toles = Three way match required
Search for the rejected " ivoectonresured by
requisition using the Vendor Information Stipping Information
H 't' b Vendor e | | W0 = Committed Shipto*
requisitiion numoer. Name
PO mailing
Email
Click on Accept.
Delivery method =| Print =| Fax = E-Mail =| E-Procurement
Remit -
O Vendor/Sourcing Notes O Vendor Quotes (0)
Line ltems
Line |Cor Requisition Entry [FWISD Live Data]
€ v o =
sk At Gl uey
! MAIN TER'S/MISCELLANEOUS
Total amou Main Information
ot Dept/Loc * Status
ONIOW. Fiscal year * Current () Next Needed by 8
Requisition number * ) Entered * =
General commodity PO expiration 5]
General description Receive by Quantity ) Amount
D3 General Not
cneral Notes =] Three way match required
=l Inspection required By
Vendor Information Shipping Information
Vendor .| [ = Committed Shipto*
Name
PO mailing
Email
Reference
Delivery method =| Print =| Fax =| E-Mail =| E-Procurement
Remit - o
3 Vendor/Sourcing Notes 3 Vendor Quotes (0)
Line ltems
4 S T E P Requisition Entry [FWISD Live Data]
€ Q + B X [£3 B B H 2 B "o . s e 06 » 0 0 0
Back Search Browse Add Update Delete Output Print. Display PDF Save ReadyForms Email Schedule Attach Switch Form  Line ltems  Release  Activate Mass Allocate Notes Coy
. . . slocste
Click Notes to see rejection -
MAIN  TERMS/MISCELLANEOUS
note. Nain fomton
Dept/Loc * 346 IT TRAINING and Compliance Status 7] Rejected
Fiscal year ™ 22| ® Curent O Next Needed by ]
Requisition number * 12228024 Entered * 03/10/2022 M By | Firstlast
General commodity eprcs EPROCUREMENT CC FOR AMAZON.COM PO expiration os/30/2022 ]
General description EPROCUREMENT CC FOR AMAZON.COM Receive by 8 Quantity Amount
B Gereraletes | Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 23825 ] Committed Shipto * 348
Name AMAZON.COM FWISD IT TRAINING & COMPLIANCE
PO mailing 0 100 N. UNIVERSITY DR, STE 224
410 TERRY AVENUE NORTH
FORT WORTH ™ 76107
Email sracely.chavez@fwisd.org
SEATTLE WA 98102 Reference Kim Cummings
Delivery method print Fax EMail 7] E-Procurement
Remit 0 [m] AMAZON.COM
03 Vendor/Sourcing Notes ©3 Vendor Quotes (0)
Line ltems
Line |Commodity Inv item Invitem loc |Inv tran type | Description Vendor
1 ITEM: Amazon Basics Legal/Wide Ruled 85 x 11.75- (23825) AMAZON.COM
2 ITEM: Post-it Notes, 4x6 in, 5 Pads, America's #1 (23825) AMAZON.COM
3 ITEM: Scotch Magic Tape, 6 Rolls, Numerous Applic (23825) AMAZON.COM
!
Total amount| 350.05

Revised 04/13/22 3
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5t STEP -:‘ Requisition Notes

Fort Worthll

INDEPENDENT SCHOOL DISTRICT

The Requisition Notes window
opens.

€ v 0 Q Bk & @ B @B & &

Back Accept  Cance Search Output Print Display PCF Save Excel ‘Word
Click on Reject.
Type Line | Dated By User Description
Reject 0 03/10/2022 kaleisa jackson REJECTED ENTERED AFTER THE CUT OFF FOR THE

Note: Click on Accept to view
the note details.

If Accept is not clicked and the
end user only corrects what is
on the first line, the requisition
may be rejected again for other

items that were not corrected.

6+ STEP

After the rejection note has
been reviewed, make note
of correction(s) to be made.

Rejection Note

Requisition 2022 12228024
Date/Time 2022-03-10 16:53 Print on PO.

Click Back to return to the Created By alcisiadeon
requisition nOteS in ||St form_ REJECTED ENTERED AFTER THE CUT OFF FOR THE

BREAK, WHICH WAS MARCH 1, 2022. YOU CAN
ENTER A NEW REQ ON MARCH 271, 2022

Click Back to return to the
requisition main page.

'E::‘. Requisition Notes

€ v @ Q B & @ B B %= &

Back Accept  Cance Search Output Print Display PDF Save Excel ‘Word
TypI Line | Dated By User Description
Reject 0 03/10/2022 kaleisa,jackson REJECTED ENTERED AFTER THE CUT OFF FOR THE

Revised 04/13/22 4
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7w STEP

On the main page of the
requisition, click Activate.

This will move the status
of the requisition to (4)
Allocated or (2) Created.

8w STEP

The requisitions is now ready
for corrections to be made.

Click Line Items.

9 STEP

Click on Update while on the
line item page.

Make correction(s) to the
items per the rejection note.

Click Accept after corrections
are made on each line item.

Revised 04/13/22

Requisition Entry [FWISD Live Data]

Req Rejections How-to Guide

¢ Q B + B x B & @B D & B = % "% . s ® 0 ® 0 0 O O @
Back Search  Browse Add  Updste Delete Output  Print  Display  PDF Save  ReadyForms  ReadyForms Delivery Emall  Schedule Attach Switch Form ~ Line ftems. Aivate  Mass  Allocate  Notes  Copy 6L
Definitions Allocate Allocations
MAIN  TERMS/MISCELLANEOUS I
Main Information
Dept/loc* 5 IT TRAINING and Compliance Status 1] Rejected
Fiscal year ™ 2022 ® Current ) Next Needed by =]
Requisition number * 12228024 Entered * 03/10/2022 /@ By Firstlast
General commodity Pro3 EPROCUREMENT CC FOR AMAZON.COM PO expiration 063012022 =]
General description EPROCUREMENT CC FOR AMAZON.COM Receive by @ Quantity O Amount
O General Nots
e o | Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 2825 [ Committed Ship to * 346
Name AMAZON.COM FWISD IT TRAINING & COMPLIANCE
PO mailing 0 100 N. UNIVERSITY DR, STE 224
10 TERRY AVENUE NORTH
FORT WORTH ™ | 76107
Email aracely chavez@fisdlorg
SEATTLE WA | | 98109 Reference Kim Cummings
Delivery method Print Fax E-Mail ¥| E-Procurement
Remit 0 O | AMAZON.COM
Requisition Entry [FWISD Live Data]
€ Q + B X & B B & E] 2 B "e - s 0 & 0 6 0 e 6
Back Search  Browse Add Update  Delete Qutput Print Display PDF Save ReadyForms  ReadyForms Delivery Email  Schedule Attach Switch Form ~ Line Items ~ Release  Activate Mass  Allocate  Notes Copy 6L
Definitions Allocate Allocations
MAIN  TERMS/MISCELLANEOUS T
Main Information
Dept/loc* 5 IT TRAINING and Compliance Status 1] Rejected
Fiscal year * 2022 ® Current ) Next Needed by ]
Requisition number * 12228024 Entered * 03/10/2022 B B | Firstlast
General commodity ePro3 EPROCUREMENT CC FOR AMAZON.COM PO expiration 063072022 8
General description EPROCUREMENT CC FOR AMAZON.COM Receive by ® Quantity O Amount
53 General Not
eners ot ! Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 2825 [ Committed Shipto* 36
Name AMAZON.COM FWISD IT TRAINING & COMPLIANCE
PO mailing 0 100 N, UNIVERSITY DR, STE 224
410 TERRY AVENUE NORTH
FORT WORTH ™ | [ 76107
Email aracelychavez@fuisdiorg
SEATTLE WA | | 98109 Reference Kim Cummings
Delivery method Print Fax E-Mail | E-Procurement
Remit 0 O | AMAZON.COM
€ Q + X ® Q s
Back Search Browsse Add Delete Copy Mass. Shop Online
Allocete
Requisition
Fiscal year[ 2022 Number 12228004 Line[ 1
Detail
Quantity * 1.00 Unit price 1047000
Commodity = Uom * -
Inventory item - Freight 00
Location Discount percent 00
oo Pick ticket
e Purchase Credit 00
Line item total 1047
Description * ITEM: Amazon Basics Legal/Wide Ruled 8.5 x 11.75- = .
Inch Lined Writing Note Pads - 12-Pack (50-sheet Amount justification: Not Needed
Pads), White -
03 Add'l Desc/Notes
Miscellaneous
Manufacturer Bid -
Manufacturer item no. Dept/Loc 346 IT TRAINING and Compliance
Vendor 23825 || AMAZON.COM Required by
PO mailing 0 oo 410 TERRY AVENUE NORTH Requested by
Delivery method Print SEATTLE Receipt notification to
Fax ‘;‘Q‘ . Capital asset N~
E-Mail WO number (]
¥ E-Procurement WO task o]
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10+ STEP

When all corrections are
completed, click Accept.

11 STEP

Click Back to return
to the requisition
main page.

12w STEP

If status is in Created,
Click Allocate.

Otherwise the status
should be Allocated

This will move your
status
to (4) Allocated.

Revised 04/13/22

Line Items

Req Rejections How-to Guide

& v (%]
Back Accept  Cancel
A
Reqisition ‘l:
Fiscal year| 2022 Number| 12228024 Line 1
Detail
Quantity * I Unit price 1047000
Commodity ] UOM * EA
Inventery item = Freight 00
Location Discount percent 00
e Pick ticket
e Purchase Credit o
Line item total 1047
Description * ITEM: Amazon Basics Legal/Wide Ruled 8.5 x 11.75- +
Inch Lined Writing Note Pads - 12-Pack (50-sheet Amount justification: Not Needed
Pads), White v
€3 Add'l Desc/Notes
Miscellaneous
Manufacturer Bid -
Manufacturer item no. Dept/Loc 346 IT TRAINING and Compliance
Vendor 23825 ... AMAZON.COM Required by
PO mailing 0 ... 200 Doy sy o Reguactad b
€ Q + B X e o s
Back Search  Browse Add Updsle  Delete Copy  Mass  ShopOniie
Alocate
Fiscal year| 2022 Number, 12228024 Line 1
Detail
Quantity * 100 Unit price 1047000
Commadity L] uom= EA
Inventory item ] Freight 00
Location Discount percent 00
Tyne Pick ticket
w Purchase Credit i)
Line item total 1047
Description * ITEM:  Anazon Basics Legal/Wide Ruled 8.5 x 11.75- *
Inch Lined Writing Note Pads - 12-Pack (50-sheet Amount justfication: Not Needed
Pads), White B
£ Add'l Desc/Notes
Miscellanecus
Requisition Entry [FWISD Live Data]
= - 0
€ Qa B + B x & & @ g & B =2 B "2+ s 06 0 @& 0 0
Back Search  Browse Add  Updste  Delete Output  Print  Disply  PDF Save  ReadyForms  ResdyForms Delivery Email  Schedule Attach Suitch Form  Line ftems  Release  Actvate  Mass  Allocate
Definitions ez A
MAIN  TERMS/MISCELLANEQUS l
Main Information
Dept/Loc* 346 IT TRAINING and Compliance Status 4 Allocated 4—
Fiscal year ® 2022 8 Current Mext Needed by 1]
Requisition number * 12228024 Entered * 04/13/2022 2 By | kimcummings
General commedity ePro3 EPROCUREMENT CC FOR AMAZON.COM PO expiration 06/30/2022
General description EPROCUREMENT CC FOR AMAZON.COM Receive by ®) Quantity () Amount
O General Notes N
/| Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 23825 | | Committed Ship to * 248
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 Kim Cummings
Delivery method Print Fax E-Mail | E-Procurement
Remit 0 [m] AMAZON.COM

© Vendor/Sourcing Notes

03 Vendor Quotes (0)




AN
Fort Wortlfl'

INDEPENDENT SCHOOL DISTRICT

13w STEP

Click Release.

This will release the
requisition to the budget
owner for approval and
move the status to (6)
Released.

Note: If using title funds,
the requisition will go to
Grants for their review
and/or approval. Grants
will reject a requisition if
they need more
information or if the
grants funds listed on the
requisition cannot be
used for the purchase.

Once the budget owner
approves the requisition,
the status changes to
(8) Approved. When a
requisition is status (8),
the requisition is with
Purchasing.

Revised 04/13/22

Requisition Entry [FWISD Live Data]

Req Rejections How-to Guide

¢ Q. ® + B x B & B B A B E B B "+ s 0 0@ @
Back Search  Browse Add Update  Delefe Output Print Display PDF Save  ReadyForms ReadyForms Delivery Email  Schedule Attach Switch Form 1( ltems Release  Activate
Definitions

MAIN  TERMS/MISCELLANEOUS
Main Information 5 Relessed <
Dept/Loc* 346 IT TRAINING and Compliance Status 4 Allecated
Fiscal year * 2022 ® Current Next Needed by ]
Requisition number * 12228024 Entered * 04/13/2022 By | Firstlast
General commodity ePro3 EPROCUREMENT CC FOR AMAZON.COM PQ expiration 06/30/2022 ]
General description EPROCUREMENT CC FOR AMAZON.COM Receive by ® Quantity ) Amount

[mfe | Not:

SLLj | Three way match required
Inspection required By
Vendor Information Shipping Information
Vendor 23825 | | Committed Ship to * 346
Name AMAZOM.COM FWISD IT TRAINING & COMPLIANCE
PO mailing 0 100 N. UNIVERSITY DR, STE 224
410 TERRY AVENUE NORTH
FORT WORTH X 76107
Email aracely.chavez@fwisd.org
SEATTLE WA 98109 Reference Kim Cummings

Delivery method Print Fax E-Mail v| E-Procurement
Remit 0 0O | AMAZON.COM

83 Vendor/Sourcing Notes 03 Vendor Quotes ()

Requisition Entry [FWISD Live Data]
€ Q + B X G & & B @ B B 2 B Y9 - s e 0 @
Back Search  Browse Add Update  Delete Qutput Print Display PDF Save ReadyForms  ReadyForms Delivery Email  Schedule Attach Switch Form ~ Line ltems ~ Release  Activate
Definitions
MAIN  TERMS/MISCELLANEQUS

Main Information

Dept/Loc™ 346 IT TRAINING and Compliance Status 8 Approved

Fiscal year ® 2022 8 Current Next Needed by

Requisition number * 12228024 Entered * 04/13/2022 f3 By | Firstlast

General commodity ePro3 EPROCUREMENT CC FOR AMAZON.COM PO expiration 06/20/2022

General description EPROCUREMENT CC FOR AMAZON.COM Receive by ®) Quantity () Amount

0 General Notes

Vendor Information

Vendor 23825 | Committed
Name AMAZON.COM
PO mailing 0
410 TERRY AVENUE NORTH
SEATTLE WA 93109
Delivery method Print Fax E-Mail
Remit 0 0O | AMAZON.COM

O3 Vendor/Sourcing Notes 00 Vendor Quotes (7)

¢| E-Procurement

| Three way match required
Inspection required By

Shipping Information

Shipto*® 346

FWISD IT TRAINING & COMPLIANCE

100 N. UNIVERSITY DR, STE 224

FORT WORTH ™ 76107
Email aracely.chavez@fwisd.org
Reference Kim Cummings






