CHARVLA

Skyward Web — Creating Purchase Orders

TECHNOLOGY

In Skyward web, browse to Purchasing / My Requisition Processing / Requisitions

The Requisitions screen will display all of your current Requisitions.
Add

To add a new Requisition, click the button:
<4l Requisitions W
Requisitions

Requisition App Todays AD Baich Descripion Vendor Name

Number | Sts a | Sts Level Number

Mini ipad covers for Spedial Ed M & A TECHNOLOGIES
department 2nd roll out

INSIGHT PUBLIC SECTOR INC... AZ

» WFH 105 WAL-MART SUPERCENTER #39: TX

» WFH 107 Camera for i B & H PHOTO VIDEO NY

> WFH 107 ASA district firewall appliance INSIGHT PUBLIC SECTOR INC... AZ
SmartNet service agreement for one
year

» WFH 112 Replacement ipad for APPLE INC. T
|

> WFH 112 replacement laptop for high school  DELL MARKETING L.P. T
cart

» WFH 112 Laptop for DELL MARKETING L.P. 1S

> WFH 112 keystones for district use ACCU-TECH ™

» WFH 012 gum drop cases for district wide M & A TECHNOLOGIES T
ipads

> WFH 113 Dell projector bulbs for district use  DELL MARKETING L.P. T

The Requisition Master Information screen will appear.

| Requisition Master Information - S 2

| Reausiton Master Informatin | Reauiston Detad
Requisition Master Information

Requisition Setup Information
Requistion Group: =]

( Fiscal Year: 2012 - 2013 September 1, 2012 - August 31, 2013 [=] Current Fiscal year not available for this group.

@ Account allocation by total requisition amount (YMA).

© Account allocation by each requisition detal line (YDA).

Save and
Add Detat

Mass Add
Detad

™ This requisition is used to restock a warehouse. Back

Requisition Information

* Batch Number: [14
* Description:

= Vendor:

= Ship To: [SHARYLAND 1SD

Attention:

* Due Date: (02/14/2013 [ | Thursday
Ship Date: 02/14/2013 | .| Thursday
Ship Via:

Profect/Grant: -

Contract:

Asterisk (") denotes a required field

Save and

k Add Detail

Clic to save your info and continue

SHARYLAND ISD Virginia Pena Account | Preferences Exit
SKYWARD’
Q
~ Purchasing ~ Purchase Order Receiving

View Purchasing Activity L Receiving Q

View My Purchase Orders in| Approve Requisitions
@ Financial Management
& Student Management

\',-] Favorites v QJ New Window '-U My Print Queue

Delete

Clone
Notes
Attach

Submit

Clone from
Purchase Order

Verify your Requisition Group and
Fiscal Year

Batch number is auto-populated.
DO NOT change unless directed to
by Purchasing

Enter your overall PO description
(not line item description)

Click the Vendor: link to bring up
the vendor list (see below)
(optional) fill in the Attention line
Fill in dates and Ship via info

If required, fill in Project/Grant and
Contract fields

0 Clicking the Project/Grant:
link brings up a listing




CHARWAND

TECHNOLOGY

On all Web Screens, when you click a link (in this case Vendor: ), Skyward will popup a selection window. Type in your

search information in the lower right-hand corner box, and Skyward will search.
Vendors Selection o ?

Views: General [v] Filters: [*Skyward Default[v] Y [ & o,‘®
In this example, the search Name & Address L =
box is labeled “Name”. [MaATEGHNOLOGIES || [ | 175006 |8 |J
M & F WHOLESALE ™ B
M & M EDUCATION ASSOCIATES ANTAELENA  TX 78591 B
The search term entered M & M HOMECOMING MUMS & GARTERS MCALLEN 2 78501 B
M & M PRINTING B
“ ”n
was ‘M & A M GARCIA ENGINEERING, LLC MCALLEN X 78504 B
M&D FRAMES MISSION ™ 78573 B
L M-F ATHLETIC CRANSTON RI 02920-809( B
Skyward auto-highlighted M. e MCALLEN X 78504 B |
M & A TECHNOLOGIES F. BLOUIN ROLLINSFORD ~ NH  03869-001C B |~
MA LABS SAN JOSE CA 95132 B
MAACO AUTO PAINTING & BODYWORK PHARR ™ 78577 B
s u ” - MAC MATH INC. BALLINGER ™ 76821 B
Click “Select” to select this MAC'S INSULATION CO., INC. HARLINGEN ™ 78553 B
vendor. MACARONI GRILL B
MACDONALD WILLIAM C ALAMO ™ 78516 I
MACEROS JUSTINE C I
MACEROSS JUSTINE MCALLEN ™ 78501 I
MACEROSS MARIA MISSION ™ 78572 | -
< n »
20 [=] 4 € » M 20 records displayed Name: “ | (ABc
The Requisition Detail Lines / Accounting screen will appear after one of the following:
. Save and C
*  Youclicked | 5q4 petair O the Requisition Master screen
¢ Youclicked Add on the Requisition Detail Lines / Accounting screen
Requisition Detail Lines/Accounting [ I~ B |
n Master Information | Detail Lines/Accounting
Detail Lines/A¢ i
Requisition Master Information A
Batch Number: 14 F | I I In:
Requisition Number: ' Accounting: Account allocation by total requisition amount.
G - ) TECHNOLOGY Al t: 1
Fiscal :foeua‘:: 2012 - 2013 S::gugo: SHARYLAND ISD ® Qua ntlty
Vendor: M & A TECHNOLOGIES .
e 2045 CHENAULT DRIVE Description: Vivatek projectors for district use. o Unit Cost
CARROLLTON TX 75006 L.
¢ Description
Il | Requisition Detail Lines Save ’
I * Line Number: 100|
: @ . .
[ This process will need to
et be repeated for each
Quantity: 0
Unit of Measure: - ||ne item on your PO
* Unit Cost: 0.00000|
Total Amount: 0.00
* Description
Asterisk (*) denotes a required field

s
Click the button when you are complete
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TECHNOLOGY
Each time that you save a Requisition Detail Line, the Requisition Detail Lines / Accounting screen will appear
Requisition Detail Lines/Accounting @O S 2
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
Requisition Master Information 5::2::;""
Batch Number: 14 ;ve =
Requisition Number: Accounting: Account allocation by total requisition amount. Edit Master Finish Later
Group: (996) TECHNOLOGY Amount: Notes =
Fiscal Year: 2012 - 2013 Ship To: SHARYLAND ISD Attachments
Vendor: M & A TECHNOLOGIES
Description: Vivatek projectors for district use.
CARROLLTON TX 75006
Requisition Detail Line Items
Views: |General[¥] Filters: [ *Skyward Default[v] Y [ 7o} Add
Line a Catalog Code Description Quantity UofM Unit Cost Total Cosl Edit
Delete
Vivitek #D837 549.95000 2,749.75 —_—
DLP Data Projector Mass Add
Delalli
Add
Requisition
Accounts
Add Edit Delete . L -
e Usethe = , = ,and —————— buttons to work with Requisition Detail Line Items.
Add
Requisition
. Accounts . . . .
e (Clickthe — button to add your account information to this Requisition. (REQUIRED STEP!!!!)
Save and
. lesh Later “«
e Click the ~——— button to save your Requisition as a “Work In Progress” and come back to it later.
Submit For

«  Clickthe " putton when you are complete and wish to submit the Requisition for approval.

Add

Once all Detail Lines are entered, you must click 3:&‘23":&" to enter your Account information
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Add
Clicking B:qu:srtnton brings up the Account Distribution screen
ccounts

Account Distribution

Available Accounts (Accounts are displayed based on Account Clearance access)
&) (@, AccountLevel Description

Fnda [T |Fc |Obj So |Org |F |Pi |Loc Funds Available | Selected

Account Number Information

CHARWAND

TECHNOLOGY

Save
Account
Distrib

19 _E 00 Uy 659 ) G cibl [Code |Description

199 E 00 00 000 0 00 000 r MR ceneraimmo
199k GE 00 000002 0 100001 = 6359 GENERAL supPLIES
19 E 00 00 000 0 00 161 r bo NSF foo

19  E 00 00 000 0 00 181 r T
19  E 00 00 000 0 00 182 r o NONE; OR 9900
199 E 00 00 000 0 00 183 r T BASICEDUCATION
oL () L) 0D O G s L) 11 Technology Allotment
19  E 00 00 000 0 00 188 L

19 E 00 00 000 0 00 189 r

19  E 00 00 000 0 00 190 r

199 E 00 00 000 0 00 193 r

199 E 00 .... 00 0000 00 194 ... r =

1 »
4 4 » Wi 100 records displayed Account Number: O

Quick Key:
Total Amount to Distribute: 100.00%
Total Distributed: 0.00%
Amount Remaining: 100.00%

Selected Accounts
Account Number

Amount Percent

Remove

Remove All

There are several methods to select an account:
» Use the slider bar to scroll through accounts
» Type in your account in the Account Number field
» Type account information in the Quick Key field

e EXPERT TIP — Click the Account By Dimensions icon

to enter account information the “old way”.

Account oS 2
Detail Account Selection Select
FUND: | - Back

TYPE: E v [Expense
FUNCTION -
OBJECT. -

NOTE - clicking “Select” in this
window highlights the account. You
still have to check the “Selected”
box for the account to appear in the
“Selected Accounts” window.

Account
Quick Key:

Check the “Selected” box for the account (or accounts) that you wish to use for this Requisition. All checked
accounts will appear in the Selected Accounts window.

Total Amount to Distribute:
Total Distributed:
Amount Remaining:
Selected Accounts
Account Number

100.00%
100.00%
$0.00 0.00%

Amount

Percent

199 E 11 6399 00 996 0 99 523

100.00 Remove
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Account Distribution (continued):

CHARWAND

TECHNOLOGY

If you have multiple accounts, adjust the Percent for each account. Skyward will automatically update the

Amount column.

- Oryou can update the Amount column, and Skyward will automatically update the Percent

Save

Click the Asgrt:gt button to save and return to the Requisition Detail Lines / Accounting screen

Requisition Detail Lines/Accounting

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Detail Lines/Accounting

Requisition Master Information

Batch Number: 14
Requisition Number:
Group: TECHNOLOGY
Fiscal Year: 2012 - 2013
Vendor: M & A TECHNOLOGIES

CARROLLTON TX 75006
Requisition Accounts

Requisition Accounting

Account Number a

100 E 116399 00 9960 99 523 L 100.00%]

Verify your information, and if your Requisition is complete, click the

Accounting: Account allocation by total requisition amount.

Amount:

Ship To: SHARYLAND ISD

Description: Vivatek projectors for district use.

Account Amount

Account Percent

Edit Master
Notes
Attachments

Submit For
Approval

Update
Account
Distrib

View
Requisition
Detail Lines

Add Asset
Detail

button to submit.

)

Once you have saved your Requisition or Submitted your Requisition for Approval, it will appear on the main Requisitions
screen (1% step). You can utilize the tools on that page (Add, View, Edit, Notes, Attach, etc) to continue to work on your
Requisition. The main item for now is just to verify that it displays on that page. Below you see the line entry for this

particular Requisition.

NOTE: Your Requisition number will remain a Requisition number until this entire process is complete. Once
you have all data completed, and Submit for Approval, the Requisition Number will convert to a PO number.
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