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Chapter 1. Logging into Skyward

The Skyward Web application is accessible via the Leon County Schools/Employee page or
desktop icon. Double-click the icon to launch the Skyward Web application.

The URL is
https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinleoncofl/qloadhome001.w?t=32925&dp=68007&eid=ovhqE

akabdbbkrpR

The following login screen will appear. Enter your Skyward Login ID and Password.

4 ®
SKYWARD

Leon School District - Training Database
Leon County Schools Training Database

Login ID: imcculiionm l

Password: |c.cc.cc.cc ‘

Sign In

Forgat your Login/Password?

05.13.10.00.02-10.2

Login Area All Areas -

The Skyward Login ID & Password is the same as your LCS network user ID & password. The Skyward password will
automatically update when you update your LCS network user ID & password.

If you require assistance logging in please contact the IT Help Desk, (850) 487-7524

The Main Screen will open, displaying modules you can access.

[Updated:8/25/2015]
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Chapter 2. Approving a Requisition

The approval process in Skyward is multifaceted. Individual User Preferences can be set to notify approvers via email
when requisitions are waiting for their approval. In addition, the alerts icon on the Skyward Main Screen indicates that
there are requisitions awaiting your approval. The Requisitions Main screen displays the current status of any
requisition that you are a part of the approval workflow.

The following is a list of the various Requisition Approval Codes

Code Values for approval status:

wip Work in progress

WFM Waiting for my approval

WFL Waiting for approval at a level below mine
WFH Waiting for approval at a level above mine
APP Requisition has been approved

DEN Requisition has been denied

Step 1: Alerts Icon

If there are Requisitions awaiting your approval then the Alerts icon will be visible on the Home Page.
From the Main Screen

2.1.1

Click the * icon from the Skyward Home Page.

The Items Awaiting My Attention/Approval screen opens

Click the Requisitions line to open the “Requisitions Main” Screen.

v Note the status “WFM” and the count of requisitions awaiting approval.

B Web Financial Management - WF - 1
'111|:5'f.-’5h--,v¢r.’$‘&0r’pm.'lr_ﬂﬁ_-'wsiss.

2.1.2

10.2 - Mozilla Firefox

finteoncofl/sfmhomd Lw

P WService

. [.eon County Schools MNancy Scott  Account | Preferences | Exit 7 Help Menu
SKYWARD

e Account ; Accounts a
Mv Management Venders | Purchasing Payable Inventory | (4 Search

(Backﬂ List B Financial Management ¥ Alerts [ Notes ‘Capture Screen i Favorites™ $.1New Window '\;J'My Print Queue

mm!p;;‘fsimvnrdjswim:om.fsui?':sf'mrza.ul\,a’WSE:_wrt:v.'sfi||ienﬂcc!'=a’nwn:r_qur-.ﬂlz.w_?rIume'?eg::sl'mhv:rmol wiasPopup=trie = G|

mliCapture Screen TINew Window 5 My Print Queue | ? | Help Menu

Items Waiting For My Approval/Attention &) Export Options .,‘_LJ‘Prm'. Browse Back .ﬂ
item & # WFM
REQUISITIONS X N
¥
< L
1 records displayed # of Requisitions waiting for approval

Click the Requisitions hyperlink to open
the Approve Requisitions screen

The Approve Requisitions screen opens

[Updated:8/25/2015]
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Step 2: Approve/Deny Requisitions

Approve Requisitions

Nancy Scott ~ Account | Preferences | Exit ? Help Menu

Account Accounts
Home Management Vendors MEEIGHESITE] Payable Inventory Q Search

«{sack [ List - Approve Requisitions W (adc ¥ Alerts [@Notes @8Capture Screen i Favorites CINew Window &3 My Print Queue | |

# of Regs Appr: 0 Total Amt Appr: $0.00

Submit
. . = Approvals
# of Regs Den: 0 Total Amt Den: $0.00 Click to submit the checked items == >\ & Denials
Views: General v Filters: Nancy - SRetun to defauit sort Print i
Re?q”dﬁg; Amount a Approve Deny Qﬁ?éf?e Pending ’é{"f L:ﬂ Ezﬁ;gar Description v Edt Il
» 0000034657| 96351 M | W | M wrM | 3022 |COFFEE MUGS FOR SSLS2013 |Ch e
» 0000034795 5188.00 L) O | O WFM 5 9614 REPLACING 4 EXISTING M ""Notes
WINDOWS. GODBY Attach
WO#258215 9614-7299-D -
n REQ. BY EMORY COOK
» 0000034250 10,500.00 s | 7 PEN 5 9614 MAINTENANCE CNG CLASS Pt Select Al

FOR (4) |

Unselect All It
L
Select if you Want {0 add noles em— NS i

Deny
Click the appropriate checkbox to Approve, Deny or Approve & Reroute ¥ I ki
f e =il L]
500 ~ 3 records displayed Requisition Number:
221 | Click the the Approve or Deny checkbox or
2.2.2 | Click the Approve & Reroute @ select who to Reroute To - WAPUMRVARIAR - 29487 - 05.13.02.0012-10.2 - Mozilla Firefox =@ % |
[ utos:fskywardiscorp.com/seriptfusisa dil WSeniice=wsi ol ferenap e =000, POREw=I
checkbox. The Select Who to — - —— i
R T Select who to Reroute To mliCapture Screen € New Window €S My Print Queve | 7 | HEIp Menu
erOUte 0 screen Opens. Select who to Reroute this Requisition To Save i
Select the user to reroute the R Nk Gooaatet Back
‘g * Reroute To: DROP LIST OF REROUTE APPROVERS |»
requistion to. The person routed to Py
is inserted in the approval process.
4
| Astorisk (*) donctes a required Bold
2.2.3 Click the Approve button to IbMﬁ.ﬂpprEva! hiote—W’F'\PU{‘M@\AR\AR-2548?-05.‘13.02.00.12-102 -mzﬂa Firefox | = ?' =
h - [ nttos/fskrward iscorpicom/scripts/wsisa.di/Wservice wsfinleoncof|/foreqappr007 w2PONumber=0000023 6
approve the ReqUISItlon and add an Add Approval Note mlCapture Screen T New Window 5 My Print Queue | 7 | Help Menu
approval note. The Add Approval Add an Approval Note to this Requisition
Note screen opens. e =
Approval Notes: [ENTER THE APPROVAL NOTE Bach
4

[Updated:8/25/2015]
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2. . Deny w Add Denial Note - WR\PUNMRVARVAR - 29487 - 05.13.02.00.12-10.2 - Mozilla Firefox | = o] | XS
2.24 Click the |__wmei==_ | button to deny : : . .
. ] E""‘V’ fsky xurmrmfcrr:pu_.!wmsa.cir,’W'Semce-_-l.-.-sfmienncofl.{(orcqa;‘wrﬂﬂ?;w?mh!y_mb'er=00|1.6
the Requisition and add a denial Add Denial Note mlCapture Screen €] New Window &8s My Print Queue | ? | Help Menu
note. The Add Denial Note screen Add a Denial Note to this Requisition i
Spelling
opens Requisition Number: 0000023964

Save
Denial Notes: [ENTER THE DENIAL NOTE Back
Back

2.2.5 | Once Selections are made, click the Submit Approvals and Denials
Submit

| Approvals 2 approved requisitions
£0enas | hutton to process the 0 dsri:{ed ,eq_,?;tam

selections. Click the Yes.

button to submit the requisitions to Approved Amount: $4.376.52
the next approver. Denied Amount:  50.00

Would you like to submit these requisitions?

Yes Ma

[Updated:8/25/2015]
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Chapter 3. Enter a Requisition

This chapter describes how to create requisitions using the Requisitions Main Screen from the SKYWARD web client.
User access to create requisitions is requested by the Principal or designated site administrator by submitting the
required Skyward Access Form to the Technology & Information Services Department.

What is Requisition Entry?

Requisition entry allows users to enter requests for items that they would like to have purchased. These requests follow
an approval chain, eventually turning fully approved requisitions into Purchase Orders.

When would I use Requisition Entry?

This area would be used whenever you need to purchase goods or services with a Purchase Order.
Overview

The high-level processes required to create a requisition are outlined below.

Step 1: Navigate to the Requisitions Main Screen
Step 2: Add a New Requisition

Step 3: Enter Master Requisition Information
Step 4: Enter Requisition Information

Step 5: Add Requisition Detail Lines

Step 6: Add Requisition Accounts Distribution
Step 7: Submit for Approval

Before you begin:

v Type the requisition in ALL CAPS
v Check your line of coding to make sure you have your budget in place before you start the requisition. If you do
not have the funds in place for the requisition, you will need to submit a budget amendment.
v If you would like the original PURCHASE ORDER to come to you after it prints,
0 make the 1 detail line a narrative line
0 choose “DON'T MAIL” from the drop down list and the words “RETURN VENDOR COPY” will be entered in
the detail line (you can also just type “RETURN VENDOR COPY”).

L]

| New Window =8 My Print Queue  ? Help Menu

hitps://skoyward.iscorp.comy/scripts/waisa dli/Wieryice =wsfinteoncofiHoreadetiod]
Requisition Detail Lines/Accounting

Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting

iCapture Screen §

Requisition Master Information

Batch Number: 9613

Requisition 500036858
Number:
Group: (220) PERMITTING OFFICE ERF
Fiscal Year: 2013 - 2014
Vendor: KONICA MINOLTA BUS SOL USA
500 DAY HILL ROAD
WINDSOR CT 06095
Invoice To: (Default)

Requisition Detail Lines

* Line Number: | 099

Line Type: _' Merchandise
@ Narrative
Narrative: DONT MAIL hd
Quantity: 0

0.00
Total Amount: 0.00
Description RETURN VENDOR COPY

* Amount:

Asterisk (*) denotes a required field

[Updated:8/25/2015]

Accounting: Account allocation by total requisition amount.

Amount: 1,133.94
Ship To: FACILITIES AND CONSTRUCTION
Blanket PO: This is a Blanket PO
Description: PERMITTING-LEASE OF BIZHUB C284E COPIER MONTHS

This should be the first detail line.
Inserting this line of narrative means
that once this requisition prints as a
PO, it will not be mailed, it will be
returned to the originator. It will be
the originator's responsibility to pass
the PO on to the vendor.
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The following is the Desktop view of the web version of Skyward. To navigate to the Financial Management or Human
Resources Module, select the appropriate system in the “Jump to Other Systems” panel or click the [Home] button and
select the appropriate system.

Step 1: Navigate to the Financial Management System

Requisitions are entered in the Financial Management Module. Verify that you are in the Financial Management
Module.

From the Main Screen
3.1.1 | Click oNJumpP TO OTHER SYSTEMS: Financial Management or

3.1.2 | Click the M' Button and select Financial Management from the selection of systems

pispwsisa.dil/Woeniite—wsfinleoncotmafifsimpomoiw = — = - — — &

Leon COU.IHV SChOOlS Monica Mccullion  Account Preferences Exit ?

Account . Accounts b Subsystem Access
Management Vendors = Purchasing Payable Inventory = SBAA | Q

inancial Management @ @ iravortes v ({_";New\.'\.findowf&MyF'rintOueue

Wy Print Queue . Jump To Other Systems

Financial Managem Job Status @ Financial Management €
Cash Receipts SBAA Entity 0531 Cash Receipt Report - TODAY'S CASH o yoraq X Human Resources T
Check Request RECEIPTS
Requisition Entry SBAA - Check Number 000004992
Recent Programs
Purchase Orders SBAA Requisition 000000018649 - - T
Pepdis @ Financial Management Home'
p SBAA - Journal Entry - 000059493 WF (
| | Chart of Accounts = 4 ; |
R — e el L Cash Receipts
Journal Entries . - WRAC\CA
Disi. =t News 7
2 Reports ]
If you have created a Favorites No nel WFIAC\RE |
Link, the Purchase Orders Check Request
screen can be accessed via the WFACICH
My Favorites menu. Chart of Accounts
WFIACICO
Requisitions
WFINIRQIRQ
CLICK the fHomeZ] or {.::ump to Other Systems] button to Flichase Brders
toggle between Financial Management & Human Resources. WFIACIPEI\R O\PD I
If you have visited the Purchase
Orders page before, a link will be
stored in the Recent Programs vl
Edit Favorites - = - o

© 2013 Skyward, Inc. All rights reserved TRAINING as of 4/12/2013 Windows 7 [ Firefox 20

[Updated:8/25/2015]
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Step 2: Navigate to Requisitions Main Screen

Requisitions are entered under the Financial Management Module. Verify that you are in the Financial
Management Module.

From the Financial Management System Main Screen
3.21

Select "™ from the Financial Main Menu,
3.2.2 | Select MY REQUISITION PROCESSING: Requisitions

. I_EOI’l COLII]I}" SChOOlS Monica Mccullion Account Preferences Exit ?
SKYWARD
i | Account Accounts
* | Management Vendors Payable Inventory | SBAA Q
Q "._ MNew Window lﬁ' My Print Queue
= Purchasing ~ My Requisiti ing = Purchase Order Receiving
View Purchasing Activity C‘_ Requisitions ﬂ‘_‘; Receiving L
View My Purchase Orders LB My Requisition ApBroval Histo
PowerTizk % ADpIOYE Requisiiogs 0 Click Purchasing to access the Purchasing |
Reports LB User Preferences €

Ll Sub-Menu, then Click Requisitions to access
orCTEeCoTaTT o I — _ ;
Reports & | ‘ SBAA - Journal Entry - 000059493 Complete | | [ Financial Management Home

The Requisitions Main screen opens

Step 3: Add a New Requisition

From the Requisitions Main Screen:
3.3.1 | Click the ' ** | button.

s/ /Skyward iscorp.comfsciptswsisa dllfWSenice—watinteoncatm2fifforeqmaingoi. =~ — - = — -~ |}
Leon County SC]JOO]S Wonica Mccullion  Account | Preferences Exit 7
SKYWARD
i e Account eritors [ Accounts

Q
Management Inventory | SBAA Q

< - Requisitions W Q @ iiravorites T New Window B # My Print Queue
- q Click the "Star" icon tn add this screen to *

Requisitions our fist of Favorites Ey & Filter

2 s T

There are no records to display; check your filter settings. &

Click the "Add" button to add a new Requisition

The Requisition Master Information screen opens.

REQUISITION SETUP INFORMATION

FIELD FIELD DESCRIPTION

Requisition Group The drop down list contains a list of all Purchase Order Groups that you have rights to
create requisitions for.

*There are two Purchase Order Groups for each cost center, one group with the cost center
name and one with cost center name ERF. Each are separate groups with their own group

number. Use the first group if your requisition is less than $750. Use the ERF group if it is
more than $750.

Fiscal Year Defaults to the current Fiscal Year

Account allocation by Indicates that the accounting to pay this Purchase Order will be based on the total amount
total requisition amount | of the Purchase Order.

(YMA)

[Updated:8/25/2015]
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Account allocation by
each requisition detail
line (YDA)

Indicates that the accounting to pay this Purchase Order will be designated for each line
item detail on the Purchase Order. Accounting has to be added for each item purchased.

This is a Blanket
Requisition/Purchase
Order v

will need to be reentered correctly.

Select this option to create a Blanket Purchase Order. This is the only chance during the
requisition process that you have to make this choice.
If the Purchasing Agent determines that the requisition submitted does not meet the

criteria for the Purchase Order as entered, it will be denied, returned to WIP status and

This Requisition is Used
to Restock A Warehouse
having to be reentered.

THIS SHOULD ONLY BE SELECTED BY WAREHOUSE PERSONNEL. If incorrectly selected, it
will cause problems with the requisition that will usually end with it being denied and

Step 4: Enter Requisition Master Information

The Requisition Master Information Screen is used to enter the Purchase Order header information.

3.4.1 | Enter Requisition Master Information

FIELD DESCRIPTION

Batch Number

requisitions.

This should be your cost center number. Purchasing uses the Batch Number field for ease of sorting

v From the Purchasing tab, select Purchasing/My Requisition Processing select User Preference.

Choose Requisition Entry Options and make your selections for category defaults.

7= T -

EL

¥ o ilr

’FE User Preferences - WAPUWR\UP\RE - 30657 - 05.13.10.00.07-10.2 - Mozilla Firefox

hittps://skywarc.iscOrp.comyscripts/wsisa-dil/WService swsfinleoncofi/fpurcent (08 wisPopup =tru

ue

=@

=
®
A

I Requisition Entry Options

N Assign Batch
Number:

Default Value: [CC# <— put your Cost Center number here

Default to entered value ~

Data Retention

Narrative:

Retain from
acl:jst = Default Values
requisition
Layout: Detail Items @ ves No
Accounting Allocation @ Master Detail
Type of Allocation @ Amount Quantity
Description:
V.
Vendor:; nd
Ship To: -
— Attention - making sure the box is checked, put your name here
@ Toi put your name here é_— and the Attention To: box will default to your name
Ship Date: Current i
Ship Via:

Save

Back
il

[Updated:8/25/2015]




12 | Purchasing / Receiving

REQUISITION INFORMATION

Description Generic description describing the contents of the requisition — for internal use only.
*This description displays within Skyward only, it does not print on the Purchase Order.
Vendor Enter a vendor.

e Begin typing the name of the vendor and the system will display matches as you type or

e Click the *Vendor hyperlink to open a new window “Vendors Selection”
0 Enter the name of the vendor
0 Click the Select button to select vendor and return to the Requisition Master Screen or
0 Click the Back button to return to Requisition Master Screen without making a selection.

=
(@ Vendors Selection - WF\PU\MR\RE\RQ - 10740 - 05,13,02,00.11-10.2 - Mozilla Firefox - J
. ard.iscorp.comy/scripis/wsisa,dii/WServii 2 ermname081?yProgramid=fcommn
\ Vendors Selection
Views: Generalw Filters: *Skyward Defaultw hid S
lame a State Zip phake: Bac
‘ mn. N \
| OFFICE DEPOT 6600 N MILITARY MC:0PTM BOCA RATON 33496-2434 B
| OFFICE DEFOT 7108 1416 APALACHEE PARKWAY TALLAHASSEE FL 32301 B
OFFICE DEPOT #447 3151 CAPITAL CIR NE TALLAHASSEE FL 32308 B
| OFFICE ENVIRONMENTS, INC. 1801 HERMITAGE BLVD STE 170 TALLAHASSEE FL 32308 B
|| OFFICE ENVIRONMENTS, INC PO BOX 19986 BIRMINGHAM AL 35219 B
| OFFICE EQUIP SOLUTIONS 1706-C CAPITAL CIRCLE NE TALLAHASSEE FL 32308-5588 B
| OFFICE MAX/SBA OM WORKSPACE 10255 FORTUNE PARKWAY JACKSONVILLE FL 32256-6502 B
| OFFICE SERVICES 2757 W PENSACOLA STREET TALLAHASSEE FL 32304 B
‘ OFFICE SYSTEMS CONSULTANTS,INC 1585 SUMMIT LAKE DRIVE TALLAHASSEE FL 32317-7943 B
|| OGAWA GAIL 2313 EMERALD RIDGE LOOP TALLAHASSEE FL 32303
| OGDEN GLORIA S 3332 MICANOPY TRAL TALLAHASSEE FL 32312
OGUNTADE BARBARA L 921 PARK VIEW DR TALLAHASSEE FL 32311
OH BYUNG H 6030 RICH FARM RD TALLAHASSEE FL 32317
OH SEONKYUNG 2305 KILLEARN CENTER BLVD TALLAHASSEE FL 32309 1
OHIO CHILD SUPPORT PYMT CENTRA PO BOX 182394 COLUMBUS OH 43218-2394 B
OHLIN JOHN P 2843 FITZPATRICK DR TALLAHASSEE FL 32309 1
OKALOOSA COUNTY SCHOOL DISTRICT 120 LOWERY PLACE SE FORT WALTON BEF FL 32548-5547 B
| OLIPHANT MELISSA A 1780-106 S STATERD 7 NORTH LAUDERDAL FL 33068
OLIVE GARDEN, THE 1103 APALACHEE PKWY TALLAHASSEE FL 32301-4541 B
1
| AT T T R P e i BT e . el
| 20 * M4 4 ¢ M 20 records displayed Name: |
Enter the Name of the vendor. Click the [Select] button to select the vendor and return to the
Requisition Master screen or click the [Back] button to return without making any changes.

v If the vendor does not exist, forward an Application for Vendor Status to the vendor. The vendor should complete
and fax the form to Finance @ 850-487-7869. Once the form is received and verified Finance will add the vendor to
the Master Vendor File. The Application for Vendor Status can be found at
http://www.leon.k12.fl.us/public/business/purchasing/BookkeepersManual.htm or on the District’s forms page.

Ship To Setup to default to the Cost Center; can be edited by clicking the drop down to select a location.
Attention Defaults to Bookkeeper Name

Due Date Defaults to today’s date

Ship Date Defaults to today’s date

Ship Via N\A

Contract N\A

v Required fields are marked with an (*).

[Updated:8/25/2015]
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Step 5: Add Requisition Detail Lines

The Requisition Detail Lines/Accounting screen is used to enter specific line item quantities and cost to the requisition.
Once all pertinent information is entered

Save anc!
B Click the | 294 B=tall | hytton to add individual line items to the requisition one at a time or
3.5.2 ] Mass Add o ) ] ) o
Click the ! =" _|to add line items in groups of five at a time to the requisition

0.2

inteancatn2flfforegmasti Lw?isPo

Requisition Master Information Rl EN|
Requisition Master Information | isition Detail Lines/Accounting
Requisition Master Information add individual line items to
Requisition Setup Information the requisition one at a time "—-} ff:f]:"":‘
Requisition Group: 065 - 1060 SCRAMBLED PO GROUP - Save and
Fiscal Year: 2012 - 2013 July 1, 2012 - June 30, 2013 - ﬂ%‘;:ﬁ“
@ Account allocation by total requisition amount (YMA) to add line items in groups Back
Account allocation by each requisition detail line (YDA) of up to five at a time -

This is a Blanket Requisition/Purchase Order
This requisition is used to restock a warehouse.

Requisition Information

* Batch Number: 0531
* Desaiption: | supplies for office

* Vendor: suppliers of promotional merc 8319 Scramble avenus Scrambls WV 55555 %
* Ship To: |¢2 internet ltdser 439 Scramble avenue Scramble WV 55555 =
nvoice To -

Attention: |Cyrstal Cressmanscr
* Due Date: [11/19/2013 - Tuesday
Ship Date: [11/19/2013 . Tuesday
Ship Via:
Project/Grant: b
Contract: b

Astensk (%) denctes a required field

3.5.3 | Enter the following information on Requisition Detail Lines section
REQUISITION DETAIL LINES ENTRY

FIELD FIELD DESCRIPTION

Line Type Merchandise — An item that you are ordering that has a Quantity, Amount and a Total Amount.
Narrative — A text line only. Quantity, Amount and a Total Amount are not entered, default is zero.
Line Number The beginning line number is 100. As you add lines Skyward, by default, adds line numbers in

increments of 10 (100, 110, 120, etc.). If you wish to add a new line in between existing lines, you can
insert a number that falls between the default numbers. See below for example.
v Use the narrative line “Do Not Mail” to insert “Return Vendor Copy” on the first line if you want

the Purchase Order sent to you instead of the vendor.

[Updated:8/25/2015]
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Requisition Detail Lines/Accounting - WR\PL\MR\REVRQ - 10740 - 05.13.10.00.03-10.2 - Mozilla Firefox =[] X J

= — —= = Fe——

Requisition Master Information | Requisition Detail Lines/Accounting
i Requisition Detail Lines/ Accounting

F

wart | i ! e 1
Requisition Detail Lines/Accounting [ . IR
d

| Requisition Master Information
| Batch Number: 0531

[ Requisition Number: 0000025410 Accounting: Account allocation by total requisition amount.
| Group: (065) 1060 SCRAMBLED PO GROUP Amount: 453.08 i
! Fiscal Year: 2012 - 2013 Ship To: C2 internet Itdscr
| ‘Vendor: Ambient computer services ltd Blanket PO: This is a Blanket PO i
7428 Scramble avenue Description: SCRAMBLE DATA 25410
Scramble WV 55555

' Requisition Detail Lines

Line Number: 104 S
Line Type: () Merchandise [ Back |
2] Narrative

Line Numbers determine where that detail

Narrative: | 52 line will be placed in the requisition. ki
! Quantity: 0
| * Amount: 0.00 1
Total Amount: 0.00 I
Desaiption| INCLUDES LICENSE FOR 10 MACHINES J
Y.
| Asterisk (*) denctes a required field

Requisition Detail Line Ttems
S v e - Merchandise line - Quantity Amount Add
Views: General Filters: *Skyward Default et SNt required. Y m % & | A :
I T I o [ ] [ [Comm | | Edt
Line a | Catalog Code | Description | Quantity | Amount | Total Amount | Condes | R
R R RN R R R BRI IR R s el Delet
PLEASE RETURN PO TO REQUESTOR . R
i | Mass Add | [
| Detail )
View
Requisition | &
| Accounts
Il
Catalog Code N\A
Description Item being ordered or text with instructions, directions or contract information
Quantity Total number ordered for that line
Unit of Measure Can be entered or selected from a lookup table; EA, HRS, BOX, LBS, etc.
Unit Cost Cost per unit of measure
Total Amount Automatically calculated based on Quantity x Unit Cost
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3.54

Lines/Accounting screen as depicted below.

Click the | =2** _button to add the line item. The information is added to the Requisition Detail

Click the! 299 | putton to add additional line items one at a time

Click the! E% | putton to edit the selected line item

Click the P putton to delete the selected line item

—

PUY
(3 https/ skopward iscorpicomy/scripts/wsisa.ditfWservice—wsfinleoncotrn2fi/foreqdetoiw

Invoice To: (Default)

Line & | Catalog Code Description Quantity Amount Total Amount Code

100 ENTER THE DESCRIPTION OF THE 1 2,340.00
ITEMS PURCHASED

deletes highlighted line

opens 5 additional detail lines

Requisition Detail Lines/Accounting [~ e~ N
Requisition Master Information | Requisition Detail Lines/Accounting click when requisition is complete & ready for approval
Requisition Detail Lines/ Accounting \
ieitl f Submit For
ot click to save and add to or edit later Approval
Batch Number: 0531 \ Save and
Requisition Number: 0000024162 Accounting: Account allocation by total requisition amount. Edit Master | Finish Later
Group: (066) DEERLAKE MIDDLE ERF Amount: 2,340.00 Notes o
Fiscal Year: 2012 - 2013 Ship To: DEERLAKE MIDDLE SCHOOL *Attachments
Vendor: OFFICE DEPOT #108 Blanket FO: This is a Blanket PO
1416 APALACHEE Description: ENTER THE DESCRIPTION OF TEH PURCHASE. THIS DESCRIPTION DOES NOT PRINT ON
PARKWAY THE PURCHASE ORDER, IT ONLY DISPLAYS IN SKYWARD
TALLAHASSEE FL 32301 opens 1 additional detail line

Requisition Detail Line Ttems click to edit highlighted line
Views: Generalw Filters; *Skyward Defaultw M Add
Comm Edit

add account detail lines

Delete

Mass Add
Detail

Add
Requisition

/ —

v
k| - Eie
20 * 1 records displayed Line: |
Mass.\'-'_udd
Click the - “#*"__button to add additional lines in groups of 5 at a time
Save and

Click the | Ershta=r [ hytton to save your work to be completed at a later time.

Once all line items are entered, accounting information can be entered.

Add

3.5.5 . Bequisition L . .
Click the | 2= = | button to add accounting information to the requisition.

The Account Distribution screen opens as depicted on the next page.

[Updated:8/25/2015]
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Step 6: Add Account Distribution

Account Distribution: Available Accounts section displays all accounts that you have access to. Select the appropriate
account to allocate funds.
v More than one account can be selected for multi-line coding.
The Account Number Information Section displays accounting information about the selected account.
The account can be distributed by amount or percentage across all selected accounts.
v The percentage must equal 100, or the total amount allocated across the selected accounts must equal the
requisition amount.
ACCOUNT DISTRIBUTION
w Account Distribution - WR\PUA\MR\REYRQ - 10740 - 05.13.02.00.11-10.2 - Mozilla Firefox | = Bl X ‘
Y https;//skyward iscorp.com/scriptsfwsisa dif/WSenice—wsfinleoncotrm2flffacctmidist001.w?isPopup=true e = = = = e |ﬁ
fatri i Click the FUND hyper link to e & (2
Account Distribution display account balances __IREE~,
Available Accounts (Accounts are displayed based on Account Clearance ac Afcauﬁm
&) & Account Level Description 5 [;::(h
Fnda |T |Func [Obj Fac Proj Subpr | Prog unds Available | Selected A
Iiou E SL0U 3340 U331 35001 AUUUU UUgU0 sU.0u 1 & Account Number Information
1100 E 5100 3500 0531 21006 00000 051008 $0.00 [} Code  |Description
1100 E 5100 3900 0531 00000 00000 0 $0.00 I 1100 GENERAL
1100 E 5100 3900 0531 21006 05100 $0.00 [ 5100  BASICK-12
1100 E 5100 3900 0531 4@ 00000 05100 $0.00 [ 5100 SUPPLIES
1100 E 5100 3900 23019 00000 05100 $1,420.00 (] 0531 DEERLAKE MIDDLE SCHOOL
1100 E 5100 0531 00000 00000 00000 $35,883.57 C 21125 SCHOOLS FLEX CARRYFORWARD
1100 E an 0531 00000 00000 05100 $1,931.78 [ 00000 PRIMARY
5100 0531 20009 00000 05100 $23 1 00000 BUDGET INPUT
E 5100 0531 21125 00000 00000 e
3 5100 0531 21125 00000 05100 ; S
1100 E 5100 5100 0531 21126 00000 00000 #11.305.37
1100 E 5100 5100 0531 22057 00000 00000 $0.00
R S ST A e S o
= 2 —— % Description of the
4 4 b W 100 records displayed Account Number: | | 8= highlighted account
Select the check box fo use the account QuickKey:[ ]
Total Amount to Distribute: $1000.00 100.00%
Total Distributed: $1000.00 100.00% Enter the account number
Amount Remaining: $0.00 0.00%
Selected Accounts
Account Mumber Amount Percent
1100E5100 5100 0531 00000 00000 05100 750.00 [75.00 & R
1100E5100 5100 0531 21125 00000 00000 250.00 [25.00 e
\ Selected accounts & the /
distribution of budget
.o
E | [
To view Account Balance information click the FUND hyperlink for any account or click account in the Select Accounts
section.

[Updated:8/25/2015]
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Click the 2% button to return to the Account Distribution screen.
@ Account Information - WR\PU\MR\RE\RQ - 10740 - 05.13.02.00.11-10.2 - Mozilla Firefox | = & X |
https://skyweard.iscorp:comy/scripts/wsisa:diffWService=wsfinlecncotm2fl/foregacctf 1 w?isPopup=troe_ = |ﬁi
Account Information wm TS
Account Information _ Back
Account# 1100E5100 5100 0531 00000 00000 05100
1100 GENERAL |
Available Funds 5100 BASIC K-12
Current Fiscal Year 1,931.78 S04 SR h IRy
2012-2013 0531 DEERLAKE MIDDLE SCHOOL
Next Fiscal Year 0.00 s
S 00000  PRIMARY L |
05100 BASIC PROG-PRORATA V-
Account Level Description:
2012-2013 2013-2014
Break Down of Available Funds Current Year MNext Year
Original Budget 0.00 0.00
+ Budaget Carry Forward 0.00 0.00
+ Budget Transfers 8,267.99 0.00
+ Budget Revisions 0.00 0.00
= Revised Budget 8,267.99 0.00
- Actual Activity 6,416.49 0.00
= Budget Dollars Not Spent 1,951.50 0.00
- Open Purchase Orders 0.00 0.00
= Unencumbered Balance 1,951.50 0.00
- Batch Activity 19.72 0.00
= Available Funds 1,931.78 0.00
Save
Account
3.6.1 | Click the =™ | button to save the account distribution and return to the Requisition Detail Lines/Accounting
screen as shown below.
Submit For

Click the |_#rereval | hutton to submit
the requisition for approval

Save and

Click the |EmshLater [ hytton to save
the requisition w/out submitting.

Update
Ac_coqnt
Click the |25 __| button to return

to the Account Distribution screen
to modify the distribution of funds

View
Requisition

Click the 'P=1alln= | hytton to toggle
through the Requisition Detail Line
Items section to modify/view the
line items entered on the
requisition. Any changes in total
amount of the requisition will
require you to modify the account

|
o

distribution.

@ Requisition Detail Lines/Accounting - WRPUNMR\RE\RQ - 10740 - 05.13.02.00.11-10.2 - Mozilla Firefox = @] X ||
[Elttps://fSkyward iscorp.comy/scripts/wsisa dif/WService =wsfinigoncotmafi/foreqacctonz: i
Requisition Detail Lines/Accounting oS ?

Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
Requisition Master Information e
Approval
Batch Number: 0531 Save and
Requisition Number: 0000024159 Accounting: Account allocation by total requisition amount. Edit Master Elnish Latsr
Group: (065) DEERLAKE MIDDLE SCHOOL Amount: 1,000.00 Notes
Fiscal Year: 2012 - 2013 Ship To: DEERLAKE MIDDLE SCHOOL Attachments
Vendor: MAC PAPERS, TNC Slanket FO: This is not a Blanket PO
1425 COMMERCE BLVD Description: ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION DOES NOT
MIDWAY FL 32343 PRINT ON THE PURCHASE ORDER, IT IS ONLY VISIBLE IN SKYWARD.
Invoice To: (Default)
Requisition Accounts
Requisition Accounting G0, | Update
= Account
Account Number a Account Amount Account Percent | Over Budget Distrib

| 1100E5100 5100 0331 00000 00000 05100

1100E5100 5100 0531 21125 00000 00000 $250.00 25.00%

=

2 records displayed

) O N N -

14

View
Requisition
Detail Lines
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3-6'2 Submit For 'Wﬂums-Wf\PU\MR\RE\lQ—lnTw-OSUDZﬂn_Il-lD?-Mmluhl& P o =
Click the | #epeval | button Q. meen < e
to submit the requisition e s L -

. HOme w Management ‘Vendors “Im Al Payaie inventory = Si “ 1
for approval. You will be RS Rogeiics & O F Ty T et
returned to the — 7 ®a = )
Requisitions Main B o e e ‘ni:‘?;';mfm e .
screen, which now shows Sl

VISILE IN SKYWARD.

the requisition with a
status of WFH-Waiting

For Higher approval. Requisiton tatus = WFH - Waiing or Higher Approva
- L]
w e 4 P W 1 records displayed Requiston Number
_Sa_ue and —
If you decide to click the | Emish Later el : =
H ; =on School District - Training Database Cristal Crmmnancs Accout | Froweces | B4t | [ 2] I
button, you will be returned to the A
Requisitions Main screen and the Home | yamogament | 81067 Fapena | lory | S84 Q
requisition will have a status of SN e o 00 Freman. S ooy b e
Requisitions J_i‘] 7Y | DF“I::“
WIP — Work In Progress. e s
;:: ::; (Last Printed: 038313} .
Emaded NO

Corteact
Last Updated: 08032013
e To
s 0 [soome |
A I C d I . d Apactments. YES meﬂmlﬂsxn:&cm you conlinue - the requsibon
pprova odaes eXp aine W"IF__L::: ::.:m“ ‘i be chasged to Work in Progress and the apprals wil be
Faan

\  Full list of Requisition

below ks
Ling Nbe. Tatsleg Code Descripticd Totsl Cost
100 SCRAMBLE U DT 1A URam 1o R 45308

v Accounts AddEdtDelsie Accoures

* Desriates accounts That are over budget

Assount AestAmt  AsetPet
1H00EE20 6100 05351 21033 00000 00000 508 10000%
w Approval
Date Tme  Stun dpproval Level  Hameltote
awcatng gl Level 3 Pekcser, Dot X "
: = ¥ I
0 = M 4P W records dsplayed Fequisition Number ’J

Y Note: once the requisition has been submitted (in WFH status), if the originator makes a change to the requisition or

adds an attachment, the requisition is brought back into WIP status and must be re-submitted starting the approval
process from the beginning.

Your role is now complete until the requisition is approved and becomes a Purchase Order.

REQUISITION APPROVAL CODES

WiIpP Work in progress

WFM Waiting for my approval

WFL Waiting for approval at a level below mine
WFH Waiting for approval at a level above mine
APP Requisition has been approved

DEN Requisition has been denied
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Chapter 4 Blanket Purchase Orders

For a blanket purchase order, the QUANTITY IS ALWAYS ONE (1) and you RECEIVE ON THE DOLLAR AMOUNT.

Blanket purchase orders are a subset of automated purchase orders and by Board Purchase Policy have a maximum
annual limit of $30,000 and monthly limit of $2,500. They are used for repetitive purchases of like items from a
particular vendor.

Step 1: Navigate to the Financial Management System

Requisitions are entered under the Financial Management Module. Verify that you are in the Financial Management
Module.

From the Main Screen

4.1.1 Click oN JumP TO OTHER SYSTEMS: Financial Management or
41.2

Click the " Button and select Financial Management from the selection of systems

Step 2: Navigate to Requisitions Main Screen

From the Financial Management System Main Screen

4.2.1 Select "™ from the Financial Main Menu,

4.2.2 Select MY REQUISITION PROCESSING: Requisitions

The Requisitions Main screen opens

Step 3: Add a New Requisition for a Blanket Purchase Order
From the Requisitions Main Screen:

43.1 | Clickthe *¥ putton.
The Requisition Master Information screen opens.

[Updated:8/25/2015]
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Step 4: Enter Requisition Master Information

The Requisition Master Information Screen is used to enter the Purchase Order header information.
4.4.1 | Enter Requisition Master Information

g@lCapture Screen ‘UNew Window £ My Print Queue  ? HelP Menu

Requisition Master Information
Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Master Information

@ Account allocatiolo e 4

[CIThis is a Blanket |26
067

Requisition Inforn -,

— BUCK LAFKE ELEMENTARY ERF,

— HAWKSRISE ELEMENTARY SCHOOL

S 2 Sawve
Requisition Setup Information  Add
Requisition ~; -~ - nr ake MTDDLE SCHOOL [-] Sav

Group: === A —— 2 Mass

Fiscal Year: 062 PESQTOSTRATE BIRNENISRY Bhb J—- use this group when requisition is less than $750 pe

"l063 - BUCK LAKE ELEMENTARY SCHOOL group H =]

£

[C] This requisition is ) o
o 068 — FT. BRADEN ELEMENTARY ERF use this group when requisition is more than $750
——————069 - LINCOLN HIGH SCHOOL
070 - LINCOLN HIGH ERF

0?2 - HAWKSRISE ELEMENTARY ERF
- CHILES HIGH SCHOCL
*Batch|:0—,-4 - CHILES HIGH ERF
Number: =075 - SWIFT CREEK MIDDLE SCHOOL
* Description:| [076 — SWIFT CREEK MIDDLE ERF

077 - CANOPY OAKS ELEMENTARY SCHOOL
078 - CANOPY OAKS ELEMENTARY ERF
079 - ROBERTS ELEMENTARY SCHOOL
080 - ROBERTS ELEMENTARY ERF _
081 — ROND ELEMENTARY SCHOOT ﬂ 4

* Vendor:

* Ship To: DEERLAKE MIDDLE SCHOOL

9902 DEER LAKE WEST TALLAHASSEE F=':

Invoice To:

(Default) ||

@ Requisition Master Information - WF\PU\MR\RE\RQ - 10740 - 05.13.02.00.11-10.2 - Mozilla Frefox
hitpsil/skywardiscorp.comyscripts/wsisa gl Waenice—wsfinleoncotrnfifforegmasti0l wiisPopiip=true_

i:' Account allocation by total requisition amount (YMA).
1) Account allocation by each requisition detail line (YDA).
@ This is a Blanket Requisition/Purchase Order

This requisition is used to restock a warehouse.

Select this option to create a Blanket Purchase Order

Requisition Information

* Batch Number: | 0531

= Description:|ENTER THE DESCRIFTION OF THE PURCHASE

*THIS DESCRIPTION DOES NOT PRINT ON THE PURCHASE ORDER, IT ONLY DISPLAYS IN SKYWARD

1416 APALACHEE PARKWAY TALLAHASSEE FL 31'
9902 DEER LAKE WEST TALLAHASSEE FL 3231w

= Vendor:| QFFICE DEPOT #108
L Sth To: DEERLAKE MIDDLE SCHOOL
Invoice To: |=

Attention: | MONICA MCCU LLIDN

= Due Date:|04/25/2013 || | Thursday
Ship Date:[04/25/2013 || .| Thursday
Ship Via: 7_
Project/Grant: | il
Contract: »

Astenisk (") denotes a required field

Requisition Master Information LS ?
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Master Information
Requisition Setup Information _;a&):?:i
Requisition Group: 065 — DEERLAKE MIDDLE SCHOOL - St
Fiscal Year: 2012 - 2013 July 1, 2012 - June 30, 2013 - M;ses':j\:m

Back
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FIELD
Requisition Group

REQUISITION SETUP INFORMATION
FIELD DESCRIPTION
The drop down list contains a list of all Purchase Order Groups that you have rights to
create requisitions for.
*There are two Purchase Order Groups for each cost center, one group with the cost
center name and one with cost center name ERF. Each are separate groups with their
own group number. Use the first group if your requisition is less than $750. Use the
ERF group if it is more than $750.

Fiscal Year

Defaults to the current Fiscal Year

Account allocation by total
requisition amount (YMA)

Indicates that the accounting to pay this Purchase Order will be based on the total
amount of the Purchase Order.

Account allocation by each

Indicates that the accounting to pay this Purchase Order will be designated for each line

requisition detail line item detail on the Purchase Order. Accounting has to be added for each item purchased.

(YDA)

This is a Blanket Select this option to create a Blanket Purchase Order. This is the only chance during the
Requisition/Purchase requisition process that you have to make this choice.

Order v If the Purchasing Agent determines that the requisition submitted does not meet the

criteria for the Purchase Order as entered, it will be denied, returned to WIP status
and will need to be reentered correctly.

THIS SHOULD ONLY BE SELECTED BY WAREHOUSE PERSONNEL. If incorrectly selected, it
will cause problems with the requisition that will usually end with it being denied and
having to be reentered.

This Requisition is Used to
Restock A Warehouse

REQUISITION INFORMATION

FIELD DESCRIPTION
This should be your cost center number. Purchasing uses the Batch Number field for ease of sorting
requisitions.

v From the Purchasing tab, select Purchasing/My Requisition Processing select User Preference.

Batch Number

Choose Requisition Entry Options and make your selections for category defaults.

I

o L

1= T T
@ User Preferences - WF\PU\MR\UP\RE - 30657 - 05.13.10.00.07-10.2 - Mozilla Firefox ‘ﬁ = % |

ps:f fskyward.iscorp.comy/scripts/wsisa.dil/WService=wsfinleoncofl/fpurcent008 wisPopup=true |ﬂ
- &

Requisition Entry Options Save
Assign Batch s

Default to entered value ~
Number:

Default Value: [CC# e put your Cost Center number here

Data Retention

Retain from
last
added
requisition

Default Values

Detall Items 9 ves No
@ Master Detail
Quantity

Layout:
Accounting Allocation
Type of Allocation
Desaription:

@ Amount

v
4,
Vendor: -

Ship To: -
making sure the box is checked, put your name here
e— and the Attention To: box will default to your name

” Attention

Ship Date:

put your name here
Current »

Ship Via:
Narrative:

Y

[«

Generic description describing the contents of the requisition — for internal use only.
*This description displays within Skyward only, it does not print on the Purchase Order.

Description

[Updated:8/25/2015]



22 | Purchasing / Receiving

Vendor

Enter a vendor.
e Begin typing the name of the vendor and the system will display matches as you type or
e Click the *Vendor hyperlink to open a new window “Vendors Selection”
0 Enter the name of the vendor
0 Click the Select button to select vendor and return to the Requisition Master Screen or
0 Click the Back button to return to Requisition Master Screen without making a selection.

(@ Vendors Selection - WF\PU\MR\RE\RQ - 10740 - 05.13.02,00.11-10.2 - Mozilla Firefox - |£@ {2 ‘

- m—
https://skyward.iscorpicomy/scripts/wsisa diffWService=wsfinieoncotrn2fl fcommname061 ?vDrogramic:fc_nrrrrnan-.e‘,‘ﬂlw&n!ic«:‘e?‘yg:e]ﬁ)

Vendors Selection O S ?
Views: Generalw Filters: *Skyward Defaultw Y .%} @, ge]gq
lame a Addre State | Zip phakey Bac
—EI W\
OFFICE DEPOT 6600 N MILITARY MC:OPTM BOCA RATON 33496-2434 B
OFFICE DEPOT #108 1416 APALACHEE PARKWAY TALLAHASSEE FL 32301 B
OFFICE DEPOT #447 3151 CAPITAL CIR NE TALLAHASSEE FL 32308 B
OFFICE ENVIRONMENTS, INC. 1801 HERMITAGE BLVD STE 170  TALLAHASSEE FL 32308 B

W OFFICE ENVIRONMENTS, INC. PO BOX 19986 BIRMINGHAM AL 35219 B
OFFICE EQUIP SOLUTIONS 1706-C CAPITAL CIRCLE NE TALLAHASSEE FL 32308-5588 B
OFFICE MAX/SBA OM WORKSPACE 10255 FORTUNE PARKWAY JACKSONVILLE FL 32256-6502 B
OFFICE SERVICES 2757 W PENSACOLA STREET TALLAHASSEE FL 32304 B
OFFICE SYSTEMS CONSULTANTS,INC 1585 SUMMIT LAKE DRIVE TALLAHASSEE FL 32317-7943 B
OGAWA GAIL 2313 EMERALD RIDGE LOOP TALLAHASSEE FL 32303
OGDEN GLORIA S 3332 MICANOPY TRAIL TALLAHASSEE FL 32312 1
OGUNTADE BARBARA L 921 PARK VIEW DR TALLAHASSEE FL 32311
OH BYUNG H 6030 RICH FARM RD TALLAHASSEE FL 32317
OH SEONKYUNG 2305 KILLEARN CENTER BLVD TALLAHASSEE FL 32309
OHIO CHILD SUPPORT PYMT CENTRA PO BOX 1823934 COLUMBUS OH 43218-2394 B
OHLIN JOHN P 2843 FITZPATRICK DR TALLAHASSEE FL 32309 1
OKALOOSA COUNTY SCHOOL DISTRICT 120 LOWERY PLACE SE FORT WALTON BE# FL 32548-5547 B
OLIPHANT MELISSA A 1780-106 S STATERD 7 NORTH LAUDERDAL FL 33068 1
OLIVE GARDEN, THE 1103 APALACHEE PKWY TALLAHASSEE FL 323014541 B
- .
20 ~ M4 4 W 20 records displayed Name: | |1aBc

Enter the Name of the vendor. Click the [Select] button to select the vendor and return to the
Requisition Master screen or click the [Back] button to return without making any changes

v If the vendor does not exist, forward an Application for Vendor Status to the vendor. The vendor should complete
and fax the form to Finance @ 850-487-7869. Once receiving and verifying the completed form, Finance will add
the vendor to the Master Vendor File. The Application for Vendor Status can be found at
http://www.leon.k12.fl.us/public/business/purchasing/BookkeepersManual.htm or on the District’s form page.

Ship To

Setup to default to the Cost Center; can be edited by clicking the drop down to select a location.

Attention

Defaults to Bookkeeper Name

Due Date

Defaults to today’s date

Ship Date

Defaults to today’s date

Ship Via

N\A

Contract

N\A
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Step 5: Add Requisition Detail Lines

The Requisition Detail Lines/Accounting screen is used to enter specific line item quantities and cost to the requisition.

Once all information is entered on the master detail screen:

Save anc!
4.5.1 | Click the | “®c=ti | hytton to add individual line items to the requisition one at a time.
Save and
Mass Add
4.5.2 Click the ! ®='_|to add line items in groups of five at a time to the requisition.
. ’ ' W R O X

) |

[ hitps,/ Skyward iscorp.comyscripts/wsisa.dil 'WSenvice=wsfinleoncotm2flfforeqdetifiy : = — &
Requisition Detail Lines/Accounting [ I S
Requisition Master Information | Requisition Detail Lines/Accounting click when requisition is complete & ready for approval
Requisition Detail Lines/ Accounting \
| it : Submit For

Requisition Master Information i i =
4 click to save and add to or edit later Approval
Batch Number: 0531 e and |
Requisition Number: 0000024162 Accounting: Account allocation by total requisition amount. Edit Master . |Em|sh Laler!
Group: (066) DEERLAKE MIDDLE ERF Amount: 2,340.00 Notes .
Fiscal Year: 2012 - 2013 Ship To: DEERLAKE MIDDLE SCHOOL *Attachments
Vendor: OFFICE DEPOT #108 Blanket PO: This is a Blanket PO
1416 APALACHEE Description: ENTER THE DESCRIPTION OF TEH PURCHASE. THIS DESCRIPTION DOES NOT PRINT ON
PARKWAY THE PURCHASE ORDER, IT ONLY DISPLAYS IN SKYWARD
TALLAHASSEE FL 32301 opens 1 additional detail line
Invoice To: (Default)
Requisition Detail Line Ttems click to edit highlighted line N
Views: Generalw Filters: *Skyward Defaultw W‘ —
Line & | Catalog Code Description Quiantity Amount Total Amount ggggn ; Edil |
100 ENTER THE DESCRIPTION OF THE 1 2,340.00 Beige )
ITEMS PURCHASED Hass Add
deletes highlighted line Detail
Add
Requisition

opens 5 additional detail lines

/ Accounts

add account detail lines

20 * 1 records displayed Line: | |

45.3 \ Enter the following information on Requisition Detail Lines section

REQUISITION DETAIL LINES ENTRY
Line Number The default beginning line number is 100. As you add lines, Skyward, by default, adds line numbers
in increments of 10 (100, 110, 120, etc.). If you wish to add a new line in between existing lines, you
can insert a number that falls between the default numbers. See below for example.

Line Type Merchandise — An item that you are ordering has a Quantity, Amount and a Total Amount.
Narrative — For text only.

Quantity Defaults to 1 for Blanket Purchase Orders

Amount Enter the total amount of the Purchase Order

Total Amount Defaults to the value entered in the Amount field

Description Item being ordered (merchandise line) or text with instructions, directions, or contract information

(narrative line).
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e — oz
R it | Li Al ti Wi MR\RE\R 10740 ﬁBUZU(}lLlG.Z M illa Fi f
ﬁ eqlus l(m[)@iai mes[ ccoun“ng F\PU\ R\ E\ Q 021 a Firefox .
httgs/fﬁ(yward‘lsompmjmmt#wmsad‘lIfWSeWlte:wsfinleenmtm}ﬂﬁmeqdetiﬂﬂlw =

Requisition Detail Lines/Accounting

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Detail Lines/Accounting

Requisition Master Information

Batch Mumber: 0531
Requisition Number: 0000024160
Group: (065) DEERLAKE MIDDLE SCHOOL
Fiscal Year: 2012 - 2013
Vendor: OFFICE DEPOT #108

Accounting: Account allocation by total requisition amount.

Amount: 0.00
Ship To: DEERLAKE MIDDLE SCHOOL
Blanket PO: This is a Blanket PO

1416 APALACHEE PARKWAY
TALLAHASSEE FL 32301
Invoice To: (Default)

Description: ENTER THE DESCRIPTION OF THE PURCHASE *THIS DESCRIPTION DOES NOT
PRINT ON THE PURCHASE ORDER, IT ONLY DISPLAYS IN SKYWARD

Requisition Detail Lines

* Line Number: 100

Line Type: (@) merchandise
‘) Narrative
= Quantity: 1
*= Amount: 2,340.00

Total Amount: 2340.00
* Description| ENTER THE DESCRIFTION OF THE ITEMS PURCHASED

Asterisk (%) denotes a required field

Save

4.5.4 | Click the

The information is added to the Requisition Detail Lines/Accounting screen as depicted below.

button to add the line item

ReqU|5|t|cn Detail Llneszccountlng
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/ Accounting

click when requisition is complete & ready for approval

Requisition Master Information | Submit For

click to save and add to or edit later | Approval
Batch Mumber: 0531 e
Requisition Number: 0000024162 Account all by total r amount. Edit Master ‘F\msn Later
Group: (066) DEERLAKE MIDDLE ERF Amount: 2,340.00 Notes Pm—
Fiscal Year: 2012 - 2013 Ship To: DEERLAKE MIDDLE SCHOOL *Attachments

Vendor: OFFICE DEPOT #108 Blanket PO: This is a Blanket PO

1416 APALACHEE Description: ENTER THE DESCRIPTION OF TEH PURCHASE. THIS DESCRIPTION DOES NOT PRINT ON
PARKWAY ‘THE PURCHASE ORDER, IT ONLY DISPLAYS IN SKYWARD
TALLAHASSEE FL 32301

opens 1 additional detail line
Invoice To: (Default)

Requisition Detail Line Items click to edit highlighted line

Views: Generalw Filters: *Skyward Defaultw

Line « | Catalog Code Description Quantity Amount|  Total Amount| 52T

Code | 0 a——
ENTER THE DESCRIPTION OF THE 2,340.00 2,340.00  Delste |
ITEMS PURCHASED Mass Add
deletes highlighted line o
Add |
| Requisition
Accounts

opens 5 additional detail lines

add account detail lines

20 ‘¥ 1 records displayed Line:

Your options, as indicated above, are:
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Click the | &dd button to add additional line items one at a time
Click the! E¥t | putton to edit the selected line item
Click the D= putton to delete the selected line item

Mass f'a_\dd
Click the 22" putton to add additional lines in groups of 5 at a time
Save and

Click the |EmshLater | hytton to save your work to be completed at a later time

Once you have made your choices and all line items are entered, accounting information can be entered.

Add

4.5.5 Requisition
Click the | “===e"= | button to add account details to the requisition.

The Account Distribution screen opens.

Step 6: Add Account Distribution

The Account Distribution: Available Accounts section displays all accounts that you have access to. If you do not see an
account that you need, please contact Finance. Select the appropriate account to allocate funds.
v More than one account can be selected.

The Account Number Information Section displays accounting information about the selected account.
The account can be distributed by amount or percentage across all selected accounts.
v The percentage must equal 100, or the total amount allocated across the selected accounts must equal the

requisition amount.

ACCOUNT DISTRIBUTION

(@ Account Distribution - WF\PU\MR\RE\RQ - 10740 - 05.13.02.00.11-10.2 - Mozilla Firefox s | [Elendl
https://skyward.iscorp.comy/scripts/wsisadil/WService=wsfinleoncotrn2fl/facctmdist00 1. w?isPopup=true =

R pmrT % Click the FUND hyper link to ¥ ¢ = |7
Account Distribution display account balances L] SR LS

ts (. are di based on Account Clearance ac _‘?‘fo"f_"
=) @ Accownt Level Description Distrib
= Back
Fnda |T |Fun i |Fac |Proj Subpr | Prog s Available | Selected ¥
1100 E 510U 3320 U531 35001 AUUUU  UUUUU SU.UU [ A Account Number Infoermation
1100 E 5100 3500 0531 21006 00000 0510 $0.00 Code  |Description
1100 E 5100 3900 0531 (00000 00000 0 $0.00 .| [1100  GENERAL
1100 E 5100 3900 0531 zwuaﬂ 05100 $0.00 4 5100 BASICK-12
1100 E 5100 3900 0531 0000005100 $0.00 ] 5100 SUPPLIES
1100 E S100 3900 23019 00000 05100 $1,420.00 [} 0531  DEERLAKE MIDDLE SCHOOL
1100 E 5100 053100000 00000 00000 $35,883.57 21125 SCHOOLS FLEX CARRYFORWARD
1100 _E 5 5100 0531 00000 00000 05100 $1,931.78 | 00000 PRIMARY
1100 5100 5100 0531 20009 00000 05100 $231 00000 BUDGET INPUT
E 5100 0531 21125 00000 00000 T e SRy
1100 E 5100 5100 0531 21125 00000 05100 : i Al
1100 E 5100 5100 0531 21126 00000 00000 G M,305.37 [
1100 E 5100 5100 0531 22057 00000 00000, $0.00
e S e A | o

- — . Description of the
M4 4 » W 100 records displayed Account Number: 5 highlighted account
Select the check box to use the account i \
Total Amount to Distribute: $1000.00 100.00%
Total Distributed: $1000.00 100.00% Enter the account number
Amount Remaining: $0.00 0.00%

Selected Accounts

Account Number Amount Percent

1100E5100 5100 0531 00000 00000 05100 \ 750.00 [ [75.00 [ B eomoe

1100E5100 5100 0531 21125 00000 00000 \ 250.00 | [25.00 | T

\ Selected accounts & the /
distribution of budget
p 4|

E] B
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Account Information m O 5 7

Account Information Back

Account# 1100E5100 5200 0531 21020 00000 05100

1100 GENERAL X
Available Funds el A e
Current Fiscal Year 711.41 S e
2012-2013 0531 DEERLAKE MIDDLE SCHOOL
Mext Fiscal Year 0.00 21020 STATE ADOPT TEXTBOOK
50132014 00000 PRIMARY ﬂ
05100 BASIC PROG-PRORATA %
Account Level Description:
2012-2013 2013-2014
Break Down of Available Funds Current Year Mest Year
Original Budget 0.00 0.00
+ Budget Carry Forward 48.47 0.00
+ Budget Transfers 48,833.22 0.00
+ Budget Revisions 0.00 0.00
= Revised Budget 48,881.69 0.00
- Actual Activity 47,173.63 0.00
= Budget Dollars Not Spent 1,708.06 0.00
- Open Purchase Orders 996.65 0.00
= Unencumbered Balance 711.41 0.00
- Batch Activity 0.00 0.00
= Available Funds 711.41 0.00

To view Account Balance information Click the FUND hyperlink for any account or Click account in the Select Accounts
section. Click the " £ button to return to the Account Distribution screen.

Save
Account

4.6.1 | Click the ' P=™™ ' hutton to save the account distribution and return to the Requisition Detail Lines/Accounting
screen shown below.

Submit For @Requ\s\licm Detail Lines/Accounting - WR\PU\MR\RE\RQ - 10740 - 05.13.02.00.11-10.2 - Mozilla Firefox = & X4 |
C||Ck the _Apploual button to su bmlt the [Elnttps tskpeard iscorp.com/scripts/Wsisa.dil/WService —wsfinleoncotm2fl foreqaccto02w : = &
L Requisition Detail Lines/Accounting ™~ O
requisition for approval ik e Mo Yoo | s o Dok Vv Bessaitin
Requisition Detail Lines/ Accounting
Save and Requisition Master information i::‘;‘:‘.";?’
C||Ck the (Lol button tO save the r\m.:?é:;m:mmw Accounting: Account allocation by total requisition amount. Edit Master &:\i:fg;r
P . Group: (065) DEERLAKE MIDDLE SCHOOL  Amount: 1,000.00 Notes
requ|5|t|0n W/Out Subm|tt|ng Fiscal Year: 2012 - 2013 Ship To: DEERLAKE MIDDLE SCHOOL Attachments
Vendor: MAC PAPERS, INC Blanket PO: This is not a Blanket PO
1425 COMMERCE BLVD Description: ENTER A DESCRIPTION OF THE REQUISITION. THIS INFORMATION DOES NOT
gpd ate MIDWAY FL 32343 PRINT ON THE PURCHASE ORDER, IT IS ONLY VISIBLE IN SKYWARD.
Account Invoice To: (Default)
Click the |__P='™ | hutton to return to e
the Account Distribution screen to Somidhion Somivg Ba
. L. . Account Number & Account Amount|  Account Percent Over Budget Distrib
modify the distribution of funds  Liooesion sioo s om0 mooposio | ool oo | U
1100E5100 5100 0531 21125 00000 00000 $250.00 25.00% View
{ Requisiton
View " Detail Lines
Requisition 'l
Click the [Pt hytton to toggle |
through the Requisition Detail Line
Items section to modify/view the line
items entered on the requisition. Any M
. . . ¥
changes in total amount will require —— K
you to modify the Account Distribution.

4 6 2 Submit For
-9- Click the | _#reeval T hutton to submit the requisition for approval

You will be returned to the Requisitions Main screen, which now shows the requisition with a status of WFH-Waiting
For Higher approval.

Save and

v If you decide to click the | EnshLat=r hytton, you will be returned to the Requisitions Main screen and the
requisition would have a status of WIP — Work In Progress.
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e e o

Cyrstal Cressmanscr  Account

r Leon School District - Training Database
SKYWARD

Account ; Accounts
Home w» nagement| Vendors [SallGlEEe) Payable | Inventory SBAA Q
@ - ﬁF&wrﬂes" mNEWW'lnch @My Print Queuse

<4l | Requisitions i¥
) Filter
2 &

Preferences | Bt | | ?

Requisitions
Requisition [App Todays AD Baich ; Vnd :
Number|Sls & |Sts | Level Number | Description i Mane st | et T -
5410 |WFH | f 2 0531 SCRAMBLE DATA 25410 Ambient computer wv 453.08 | & Add
Wiew
B
Defete
Clone
Notes
=Aftach

Requisition Status = WFH (Waiting For Higher approval)

Clone from
Purchase Order |

Requisition Number: |

-__-..-._';_..1_—_5,._?:.__ T

- AP W

Your role is now complete until the requisition is approved and becomes a Purchase Order.
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Chapter 5. Delete a Requisition

A requisition can be deleted by the originator at any time prior to the requisition receiving final approval to become a
Purchase Order. At that time, only the Purchasing Director or designee can delete the requisition.

Step 1: Delete a Requisition
5.1.1 | Navigate to the Main Requisitions screen.

Select the requisition you want to delete. Verify that the Status is not APP. Click the [ == | to remove the

5.1.2 . ) .
requisition and confirm the deletion.

W Requisitions - WR\PU\MR\RE\RQ - 10740 - 05.13.02.00.12-10.2 - Mozilla Firefox o=t (=] J
[} nitos.//skyward.iscorp.com/scripts/ansisa dil/WSenvice —wsfinleoncotin2ii/foregmain00Lw updatefavorites=yes — — — = = |6}
/-’_ Leon COLHIT}’ SChOOlS Monica Mccullion  Account Preferences | Exit | 2

4
SKYWARD

Account S Accounts

Home |« Management Vendors .F’urc-hasmg Payable Inventory | SBAA | Q

<4 n Requisitions W = ] 7 Favorites ¥ L0 New Window 558 Wy Print Queue |
Requisitions ) & Filter

3.4
Requisition |App | Todays AID | Batch S YVnd
Number | Sts A_| Sts | Level Number .Descrlptmn .\-‘endorName |st Amount ( Print M

P 0000024162 |WIP 00531 ENTER THE DESCRIFTION OF THE OFFICE DEPOT #108 2,340.00 A] Add

PURCHASE. THIS DESCRIPTION — e
DOES NOT PRINT ON THE | View ]

PURCHASE ORDER, IT ONLY
Edit

DISPLAYS IN SKYWARD

| | N

Clone

Are you sure you wish to delete this record (0000024162 0)?
MNotes

s | P, e [ submit |

Clone from
Purchase Order

o ~ 4 4 P W 1records displayed Requisition Number: | |

5.1.3 | Clickthe ¥ button to confirm deletion.
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Chapter 6.

The cloning feature in Skyward allows you to clone a requisition to start the process of creating a requisition. This
feature could be used at the beginning of the year for reoccurring blanket Purchase Orders.

Clone a Requisition

From the Requisitions Main Screen:

Select the Requisition that you wish to clone. Click the | Cune button.
It s/ /skypward iscorp.comyscripts wrsisa.dll wosiin man001 &
77 Leon School District - Training Database YT C— ount | Preterences | eot | (2] B
SKYWARD
Home MQ:;:::'W vendors | ] ?ﬁr‘f:g:': Inventory  SBAA Q
4l Requisitions W @ m ravodtesw T]New Window SSpuy P e

Requisitions

<) Filter
8 & options |

(> ommomssio i | | 2los51 ScAMBLE DATA 25410 bt oo s v |

Cione

Clone

The Clone Requisition screen opens. Click the button.

. @ Clone Requisition - WR\PUAMRVRE\RQ) - 10740 - 05.13.06.00.05-10.2 - Mozilla Firefox =] @ X )
hrtps:fjs_ky.vuard.ismrp.ocr-n,’sér_ip!:-sjws?saﬂleWSEW|ce:wsﬁnleoncmﬁ'n,E_Wf-cn_fe__qé\:-?;D.{Jg_.w.?igpépﬂ:-n :‘r_m-e_ e e _ e _|EP
|| Clone Requisition - R R
Clone FROM Clone
Back

Requisition Number: 0000025410 Status: Requisition
Fiscal Year: 2012-2013

Description: SCRAMBLE DATA 25410

Liguidation: Liquidation Pending

Clone TO

Requistion Group and fiscal year wil be determined on the next screen.

Batch #: 0531 | Batch number set by user preferences.
[ Clone Notes

[T Clone Attachments

Date Option

.' Clone Original Dates Entered Date: 07/29/2013 Monday
©@ yse current Date Due Date: 07/29/2013 Monday
‘" Input Dates Ship Date: 07/29/2013 Monday

The Requisition Master Information screen opens. The clone function will copy ALL information on the selected
requistion including accounting information. This can be edited in a later screen.
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= - e = ﬁ
A

https:;’[sky\ijam.imrp;qum;’striBtsiwiigaﬂUMSg wiceswsiinleoncotm?2{l/foreqrmain00Lw =
L e i Cyrstal Cressmanscr ~ Account | Preferences | Exit ?
s’l/\' e Leon School District - Training Database

Accounts Inventory SBAA | Q

Account
Vendors Payable

ARG Management

F WA 1Jravortesw §]new window £ My Print Queue

4}  Requisitions
= & Filt
3.4

Requisitions

" Nmier Stoa|Ste | Lovl | Nmper _|DeScriton Vendor Name s Bt

[ wooozseio WA || 2loss1 [SCMBLEDATA 25410 | Amberkcomuize s w0 | L JRSUR
—
Edit —
_ Delete

Clone

oS,

*Attach
Clone from

Purchase Crder

= _ .|
= - . MI -

[ -

Make any necessary changes (year, quantity, names) in the description and line items of the new requisition.
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Chapter 7. Attachments

Any user with appropriate access to create or approve a requisition can add an attachment to a requisition at any time
during the approval process. The attachments, once added, are visible to all users and approvers of the requisition. The
attachment is also a part of the permanent record and is available for viewing once the requisition becomes a Purchase

Order.
An attachment cannot be viewed in Skyward if the attachment is created from a file on the server. It is advisable
to create a folder on your Desktop to store your attachments in and pull from this folder when adding the

W

attachment to a requisition.

Step 1: Navigate to the Financial Management System

Verify that you are in the Financial Management Module.
From the Main Screen
7.1.1 | Click oNJumP TO OTHER SYSTEMS: Financial Management or

7.1.2 Click the m' Button and select Financial Management from the selection of systems

hitps//sk liscompicom/scripts/wisisa dilANService=wsfinleoncotmafi/simsomilie = = =— = /@)

Monica Mccullion  Account | Preferences | Exit ?

- Leon County Schools

Mar age; ent urc aS'IIg P e ltofy SBAA CJ, b Suhsystﬂ'n Access
ayable

inancial Management 3 @ iiravorites T New Window €5 1ty Print Queue

_.‘

.My Print Queue Jump To Other Systems

Financial Managem Job Status E Financial Management Ln
Cash Receipts SBAA Entity 0531 Cash Receipt Report - TODAY'S CASH ¢y L Human Resources ¢
Check Request RECEIPTS |
Requisition Enftry SBAA - Check Number 000004992 |
Purchase Orders SBAA Requisition 000000018649
. i @ Financial Management Home
P SBAA - Journal Entry - 000059493 | WF |
| Chart of Accounts = : Cash Réceipts
Journal Entries WF\AC\CA
; Reports
If you have created a Favorites WF\ACIRE
Link, the Purchase Orders Check Request
screen can be accessed via the WFIACICH 1
My Favorites menu. Chart of Accounts
WF\ACICO
Requisitions
WEVN\RQ\RQ
CLICK the [Home] or [Jump to Other Systems] button to Rt I
toggle between Financial Management & Human Resources. WF\AC\PE\PO\PO :
If you have visited the Purchase
Orders page before, a link will be
: - stored in the Recent Programs !1
Edit Favorites = - T
© 2013 Skyward, Inc. All rights reserved TRAINING as of 4/12/2013 Windows 7 | Firefox 20
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Step 2: Navigate to Requisitions Main Screen

Verify that you are in the Financial Management Module.
From the Financial Management System Main Screen
7.2.1

Select "™ from the Financial Main Menu,
7.2.2 | Select My REQUISITION PROCESSING: Requisitions

Leon School District - Training Database Crestal Cressmanser  Account | Preferences | Ext | |7
SKYWARD

Account Accounts c
B e Vendors Payable Inventory  SBAA Ol

Purchasing Activity

PowerTrack

View My Purchese Orders
Reports

~ My Requisition
Requisitions L]
My Requisitions

My Requisition Approval History
Approve Requisitions €
User Preferences

|[ = Purchasing ~"Rurchase Order Receiving = Purchasing Order Processing

heywonmn Ly

Purchase Orders

Reports € = =
; = Purchase Orders
Chart of Accounts T WFACPE\POIPO
Jeurnal Entries Requisition Entry g
Edit Favoriies WFIACIPEIREIRE

Avallable Funds e
District (37)
" ; 1W Saamble avenue

Expense Budgel Totaks - 379 SCRAMBLED AC GROUP Scramible WY 55555

Budges Amount:  $4,643,610.41

The Requisitions Main screen opens

From the Requisitions Main Screen:

7.2.3 | Select the Requisition that you wish to add an attachment to
7.2.4 | Click the |4t | button.

Leon School District - Training Database Cyrstal Cressmanscr  Account | Preferences | Ex | |7
SEYWARD
Account Accounts a
Home ~ Management Vendors § B Payable Inventory SBAA
4 " Requisitions W B ml 3ravortesw Tlnew Window € uy Prnt Queue
Requisitions & & Filter
= 3 @ [ Optiens
AD Baict & ™ G Vi e e e
Level Nomper | DESCription Vendar Name . Amount Prnt
210531 SCRAMBLE DATA 25410 Ambient computer services,., WV 453.08| &}
Ede
Oelete
Clone
Notes
e TER,
Click the "Attach” button to add a new /
attachment or to view existing attachments
Clane from
Purchase Order
¥
-

=

* W 4 P W1 records displayed Requisition Number

The Requisition Attachments screen opens.
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Step 3: Add a New Attachment

The Add Requisitions Attachment Screen is used to add a new Attachment or view existing Attachments

731 | Click the | 2%Fie | button. The Add Requistions Attachment screen opens |
Add Requisitions Attachment

'@/ Requisitions
e - - = i P
't psyskywand. isconp.comysorips/wsisadil WServiceswsfinleoncotm2il fatmviewiO I wiisPopups frue - 6|

| - -
| Requisitions Attachments A I A

| | Add Requisitions Attachment for Req Number 0000025410 =

T Type: | Attachments * PO
Entered Date: 10/24/2013
Entered Time: | 7:40 AM
Entered By: Cyrstal U Cressmansar
* Description: [ENTER A BRIEF DESCRIPTION OF THE ATTACHMENT

A
© Attached File: | Browse. | STATE OF FLORIDA CONTRACT 618-000-11-1 Office_Depot_Q3_2013_Catalog_FINAL.xs

Email to Vendor with Purchase Order

Asterisk (") denotes a required field

REQUISITION SETUP INFORMATION

FIELD FIELD DESCRIPTION

*Type The drop down list contains a list of all valid Attachment Types - cannot be left blank
Sample valid attachment types are
e Additional Support

e Attachments
e Bid Information
e Board Agenda

Entered Date Defaults to the current Date - cannot be changed

Entered Time Defaults to the current Time - cannot be changed

Enter By Defaults to the user logged in - cannot be changed
*Description Enter a description of the attachment — cannot be left blank

7.3.2 | Click the |22 | button
You will be returned to the Requisitions Main Screen where the | 2= | hytton will now contain ** indicating the
presence of an Attachment for the Requisition.
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Chapter 8. Attach a Note to a Requisition

Any user with appropriate access to create or approve a requisition can add a note to a requisition at any time during
the approval process. Notes, once added, are visible to all users and approvers of the requisition. The note is a part of
the permanent record and is also available for viewing once the requisition becomes a Purchase Order. The note will not
print on the Purchase Order.

Step 1: Navigate to the Financial Management System

Verify that you are in the Financial Management Module.
From the Main Screen
8.1.1 | Click oNJumP TO OTHER SYSTEMS: Financial Management or

8.1.2 Click the " Button and select Financial Management from the selection of systems
&l == ; z =0
lu{: Leon School District - Training Database Ostal Crosomansar _ pccount | Pratrces | Bt | 7] @
e e e | 550 ey s 3 G SubapmAccus
ancial Management (S ST -,

Recent Programs 8

7 | @ Financia Managament Home )
wr

-
CLICK the [Home] or [Jump ta Other
|| Systems] button o toggle between Financial
Management & Human Resources
. Distrctinformation
¥ you b el a Fovardim Link e
Requisitions screen can be accessed e
e ok Eaiorue Bt cramble Wy 55555
329 scaaBiE0 A€ RO
= L}

Step 2: Navigate to Requisitions Main Screen

Verify that you are in the Financial Management Module.
From the Financial Management System Main Screen

8.2.1 | select ™™ from the Financial Main Menu,
8.2.2 | Select MY REQUISITION PROCESSING: Requisitions

i i — £
77 Leon School District - Training Database O Crsssmanser x| Profences | 4 | 7]
TS
[ e M - Click Purchasing {0 access the Purchasing Submenu then
ST anagement VoMo el Click Requisitions 1o access the Requisitions screen,
4a
~ Purchasing rder Receiving ~ Purchasing Order Processing
| [ Purchasig rctay PowerTrack

View My Purchase Orders
Reports

Requisitions: WO
My Requisitions

My Requisition Approval History

Approve Requisitions

User Prafarences

ey
Reports

nase Orders
Check Request
Chart of Accounts

Journal Entries

District Information ®
District (37)
Expence Budget Totals - 320 SCRAMBLED AC GROUP 1 W Scramble avene
Budoet Amoust:  $,543,618.41

The Requisitions Main screen opens
From the Requisitions Main Screen:
8.2.3 | Click the |t Iputton.
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Preforences | Bxt | |7

Leon Scheol District - Training Database e AN
fifwary

Accounts ¢
yae | IMiemory SBAA Q

Aocount | Vendors

Home ! pssnagement
vcdow €y Prie Quese

4l I Requisitions i 2w Wraciese T
Requisition &) g Filter
it 2 "“'[ Options.
Verdor Name o At
5t
453.00 &

T -
Number S

P 0000025410 WiH

Click the Notes button to add a new note or to view existing note

- => = g!
20 ~ W 4 b W 1 reconds displayed Requisition Number
The Notes screen opens.
@ Notes - WRPUVMRVRENO - 9271 - 05.13.1000,02-10.2 - Mozilla Firelox R— =
fal o e = e = |
Notes TN
| Requisition Notes
i
Views: General =~ Filfers; *Skyward Dafaule~ Yo ® & Add
Hote Entered By P jBaek;
-

| ner Date ~ Enter Time | Category

There are no records to display; check your filter settings.

-

0 ~ 0 records displayed

tep 3: Add a New Note

The Notes Screen is used to add a new Note or view existing Notes.

8 b s e S ——
Cyestal Cressmanscr  Account | Prederences | Ext | |7

Leon School District - Training Database

HALITTY
Home w AU | yendors
Managsment

Azcounts :
| Favane \meeniory s QA

FA R [ rem——"

4B Requisitions W
Requisitions. o5 & Filter
t » Descrgson -
453.08 ]

: A e .
0000025410 | WFH | 20531 [SCRAMBLE DATA 25410 | Ambient compuler services...

Click the Notes button to add a new note or o view existing note.

v W4 B records displayed Requisition Number

w R

o

8.3.1 | Click the! 29  button
8.3.2 | Add\Edit Note Informaton
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@ Notes - 0 -9271 - 05.13.

Notes

0.2 - Mozilla Firefox % = B X

[

@
[ RS~ I \ |
9 |
Add/Edit Note for Requisition# 0000025410 Save W
y  —Note Category: |NOTE TO PURCHASING -
I"‘ Entered Date: | 10/24/2013
Entered Time: | 9:25 AM
Entered By: Cressmansar, Cyrstal U
* Note:|ENTER THE NOTE HERE |

B

[Z protected (Read only to all users except the user that entered it.)

Astenisk (*) denotes a required field

REQUISITION SETUP INFORMATION
*Note Category The drop down list contains a list of all valid Note Categories - cannot be left blank
Sample categories are

e Business Justification [16]

o Close PO - All Items Received [39]

e ERF[25]

e Note To Finance [14]

e Note To Purchasing[15]

e Other [44]

Entered Date Defaults to the current Date- cannot be changed

Entered Time Defaults to the current Time - cannot be changed

Enter By Defaults to the user logged in - cannot be changed

*Note Enter the note

Protected Select the protect option to prevent anyone from modifying the note once it is saved.

8.3.3 | Clickthe |__3av | button

You will be returned to the Requisitions Main Screen where the
presence of a note for the requisition.

“Hotes

button will now contain ** indicating the
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Chapter 9. Receiving

The following explains how merchandise and services are received in SKYWARD.

When would you add a receiving record?
You would add a receiving record when you receive items from your Purchase Order.

Why would you add a receiving record?
You would add a receiving record to keep track of what has been received compared to how much was ordered.
You would add a receiving record, and attach an invoice to alert Finance that a payment needs to be made.

Step 1: Navigate to the Receiving Screen

From the Financial Management Screen
9.1.1 | Click on Financial Management (FM), Purchasing (PU), Purchase Order Receiving
Y Breadcrumbs: FM\PU\PO
— . iz R e e : cencaeilit A
"f‘- Leon School District - Training Database Opsiol Cressmanscr  Account | Preferences | Ext | |2
SKYWARD
Account ; Accounts
v Management Vendors | Purchasing Payable Inventory SBAA | QL i
"H E Financial Managemante___ E ' 'Q'Favurnes' (lthew Window fﬁMannt Gueve | [
Financial Management
Jump to Other Dashboards My Print Queue Jump to Other Systams
(Skywarduser |l e 1| i .
Employee Ao Sms miwiaive. Ml  Financial Management T
Task Manager Human Resources
. District News o = G
Docol Machhoardc T alnrt WWlidmode H
77 Leon School District - Training Database Cyrstal Cressmanscr  Account | Preferences | Exit | | 7
SKYWARD
Account coounts Purchasing
B0 o, o [T
44 Q
« Purchasing + Purchase Order Receiving + Purchasing Order Processing
Purchasing Activity LH Receiving T PowerTrack
View My Purchase Orders T Reports LB
Reports 1]
- My Requisition Processing PO Recaiving
] Requisitions w
I My Requisitions T
My Requisition Approval History LH|
Approve Requisitions LB
User Preferences T
=5 ey T - =
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Step 2: Add a Receiving Record

9.2.1 Purchase Order Receiving — General

Click on “Add” to add a new receiving record.

R s smandiseorscompscripr i dliSence s witinleancatmafifiponeabishitin = —— - e == - -
Y - Leon School District - Training Database Cyrstal Cressmanscr  Account | Preferences | Eat | (7]
SiTwary

Home M::;;:rl::;m Vendors WGBS t‘:;;ﬂf Inventory SBAA Q
<4l Receiving W 2 ol weravoies New Window 550 My Print Queue r|
Views: General + Fillers: *“Skyward Default hd Y o E;] Addd
Date v Time PO Number :::;:er IS:I(ler_, BP | Catalog Description Add Uit D g::e
» | SCRAMBLE PO DETAIL DATA 100
» o 0035  OEG2300C O Y SCRAMBLE PO DETAIL DATA 100 =
» 0s/0 4:13PM 2621 98623000 O SCRAMBLE PO DETAIL DATA 100 MONT Do
» o5 4:11 PM 9862300 O SCRAMBLE PO DETAIL DATA 140 EACH . Attach
b o5 4:10 PM 9862300¢ O SCRAMBLE PO DETAIL DATA 130 HOUR
» 05/ 3 4:08PM 2t 98623000 O SCRAMBLE PO DETAIL DATA 130 HOUR
» 05 4:06 PM 98623000 O Y SCRAMBLE PO DETAIL DATA 110
P 3:45PM 2 %11 0 y SCRAMBLE PO DETAIL DATA 100
W 333 PM %613 0 SCRAMBLE PO DETAIL DATA 100
» 320 PM 2811 %13 0 % SCRAMBLE PO DETAIL DATA 110 i
» 3:26PM 2811300250 9613 O ¥ SCRAMBLE PO DETAIL DATA 110 |
» 3:13PM 1221300005 9613 O ¥ SCRAMBLE PO DETAIL DATA 110
P 3:0PM 2921300001 0050 O ¥ SCRAMBLE PO DETAIL DATA 100
b nE/nT/2012 245 PM 2801300049 0451 0 Y SORAMALF PO DFTAT DATA 1

The PO Line Items screen opens

To begin the receiving process you must first enter the Purchase Order number that you want to add
a receiving record to. You can search for Purchase Order’s by Purchase Order Number, Vendor or by
viewing all Purchase Orders.

sadilljWService=wsfinleoricotm2fifporeqrmnti0iwlisfopup=ime

Enter PO Number: Search by PO | Search by Vendor

Views: -General ' ilters: *Skyward Default

There are no recordsfo display; check your filter settings. PO Vendor

PO#

9.2.3 | Click [Search by PO]
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Step 3: Receiving on a NON BLANKET (by Quantity)

9.3.1 | Enter the quantity received in the Qty Received field.
Y Line Number, Catalog, Description, Unit of Measure (UM), Qty Ordered and Previous Received are all pre-
populated from the Purchase Order and existing receiving records.

sisadllWSenvice=wsfin

ten2fi/fporeqnint001w?isPopup=true.

(IR~ I
Enter quantity received Click Save after

Enter PO Number: 3061300005 | Search by PO Search by Vendor entering information

Views: General v Filters: *Skyward Default v

Save
Line Number .| Catalog Description UM Qty Ordered | Prev Receive: Qty Received | Qty Rem
» 110 SCRAMBLE PO DETAIL DATA 110 1 0 Reset Ay
> 120 SCRAMBLE PO DETAIL DATA 120 0
» 160 SCRAMBLE PO DETAIL DATA 160 0
» 170 SCRAMBLE PO DETAIL DATA 170 0 inlg
b 220 SCRAMBLE PO DETAIL DATA 220 0

Notes

**Attach

Click if you wish to reset the
Quantity Received to zero.

Close

Click if you wish to
receive all of the PO items

0

20 ~ 6 records displayed

v You cannot receive more than the Qty Remaining.

Y The Qty Remaining will update as you enter values.

v If you have received all items on the Purchase Order then Click [Receive All] to automatically populate the Quantity
Received with the Quantity Remaining.

v Click [Reset All Qty Received to Zero] to reset the Quantity Received to 0. This does not affect any previously
received quantities.

Line Number: |

9.3.2 | Enter any comments in the Comments Field (invoice #, partial pay, final pay and close, etc.)
9.3.3 | Attach receiving documents and invoices
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Step 4: Receiving on a BLANKET (by Amount).

9.4.1 | Enter the amount received in the Amount Received field.
V Line Number, Catalog, Description, Unit of Measure (UM), Qty Ordered and Previous Amt. Received are all

pre-populated from the Purchase Order and existing receiving records.

PO Line ltems [ el
Enter PO Number: [2611300005

Views:lﬁeneralj F\Iters:l*Skywam Default »|

Blanket Prev Amt Amount
PO Amount Received Remaining

BLANKET FOR MISC OFFICE SUPPLIES 700.00

imber .| Catalog Description UM Comment

Receive Al

Reset Al
Amt
Received to
Zero

ypand Al Collapse Al Modify Details (displaying 2 of 2)  View Printable Details

PO Line ftem Receiving Information

Unit of Blanket PO PORecd  BlanketPO o
Date Time Measure Amount Amount Received By Comment -
030712 1:57 Phd 700.00 11637 RILES, CHERYL T INA 437 E38362
030812 11:55 AM 700.00 530 RILES, CHERYL T In#E1 97B0865-001 Motes
092512 1596 PR F00.00 3299 RILES, CHERYL T -
09/2512 201 P 700.00 944 RILES, CHERYL T INWAE26261705-001
09272 1112 AM F00.00 172.00 RILES, CHERYL T [N 499747524
og/zZrnz 1114 A0 T00.00 -29.97 RILEZ, CHERYL T CREDIT #1501 926397
09/2712 11:15 A6 700.00 64T RILES, CHERYL T IR 501378150
09/27n2 11:30 AM F00.00 30.56 RILES, CHERYL T [N 502273035

Notes add hotes

Ho Hotes exist for this receiving record.
3. Attach invoice
BEFORE clicking save.

This shows the receiving history for this PO

g s

IZU [=| 1 records displayed Line Number:

You cannot receive more than the Amount Remaining.

The Amount Remaining will update as you enter values.

If you have received all items on the Purchase Order then click [Receive All] to automatically populate the Amount
Received with the Amount Remaining.

e e e

Click [Reset All Amount Received to Zero] to reset the Amount Received to 0. This does not affect any previously
received amounts.
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tep 5: Adding an Attachment

The Add Requisitions Attachment Screen is used to add a new attachment or view existing attachments
9.5.1 | Click the | 2%Fie | putton. The Add Requistions Attachment screen opens

PEERITETE P Previous attachments for this PO '

Available Attachments for PO Number 2611300005 &, M
Attachmerit
Type & Description Entered By Entered Date Entered Time | File Size Original File #1 Click add file m
0D 150192635 —
invoice #1487638302 $116.37 7/24/12 CHERYL T RILES 08/07/2012 1:57 PM 200 KB OFFICE DEPOT 14 q Add Link
invoice #1499747524 $172.00 8/23/12 CHERYL T RILES 09/27/2012 11:12 AM 225 KB 0D 1499747524, pdf Exiit
invoice #1501878180 $306.47 8/28/12 CHERYL T RILES 09/27/2012 11:15 AM 222 KB 0D 1501878180.pdf -
invoice #1502273035 $30.56 8/29/12 CHERYL T RILES 09/27/2012 11:29 AM 114 KB 0D 1502273035.pdf Beck
invoice #619760868-001 $5.30 8/6/12 CHERYL T RILES 08/09/2012 11:55 AM 100 KB 0D 619760868-001.pdf
invoice #624465320-001 $32.99 9/13/12 CHERYL T RILES 09/25/2012 1:56 PM B9 KB 0D 624465329-001.pdf
invoice CHERYL T RILES 09/25/2012 2:01 PM 98 KB 0D626261705-001.pdf

[ #5 Click Save

Type: |imvoice hdlue]
Entered Date: 09f27/2012
Entered Time: [11:37 aM

Entered By CHERYL T RILES

Description: |# 1506606066 $99.99 9/11/12

#3 Describe
attachment -
invoice #, credit
memo, etc.

. #4 Find attachment (should be on
Attached Fil: [CiDsers\iernigan)\Desktop| 0D 1506606066, pf Browse, K your hard drive, not the SENEF)‘

Asterisk (*) denotes a required field

Done [ [ [ [ [ [@internet | Pratected Mode: OFf 3 v [ ®m100% v

-
4| »

8 records displayed
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Chapter 10. Receiving PO Attachments

What are PO Receiving Attachments?

Purchase Order Receiving Attachments enable a user to add a Document File and\or a URL to a Purchase Order
Receiving record.

When would | use PURCHASE ORDER Receiving Attachments?
A user can add a document, to the Purchase Order for an electronic record of receipt.

Step 1: Navigate to the PO Receiving - General Screen

From the Financial Management Screen
10.1.1 | Click the Attach button.

e e Service=ystiiconcotm2tifporeammOLwPooup=T : z - @
PO Line ltems oS (7
Enter PO Number: (3061300005 Searchby PO Search by Vendor
Views: General - Filters; *Skyward Default ~ Save
Line Number . | Catalog Description Qty Orde ed Prev Received Qty Received Qty Rem E rm
IO T YT - o e
» SCRAMBLE PO DETAIL DATA 110 1 0 0 i
» 120 SCRAMBLE PO DETAIL DATA 120 1 0 L. Bac ; cvedte
P 160 SCRAMBLE PO DETAIL DATA 160 10 0 [] =
»170 SCRAMBLE PO DETAIL DATA 170 1 0 [] Sl
» 220 SCRAMBLE PO DETAIL DATA 220 5 0 [
Notes
“Atiach
Attach T
¥
| L]
20 v 6 records displayed Line Number:

The Attachments screen opens.

10.1.2 | Click Add File to attach a document
v The file must be on your local hard drive (not the server) for Skyward to “see” it. It is suggested that
you make a folder on your desktop called “Skyward Attachments” for these files.

.. Atlachmems WF\PU\PR\AT 25237 05.13. 100007 10.2 - Mozilla Firefox = ‘ =] 2% ‘
=
ﬁ|f’mps /lskywafd.Jsvmrpmmfstrlgtstsa dﬂ/WServsce wsﬂnleoncothﬂjfartmwewOGlw’MsnulDOvemde 25247 81sPopup=true- = - = = ﬂ
A
Attachments il
Requisition Attachments
Available Attach ts for Req Number 3061300005 @j C:Q, View Attachment
Type a Description Entered By Entered Date Entered Ti Add File
I N R Bl oo
12:00 A? Edit
to att?_ci iﬁ:;::tllment‘ 12:00 A =
e e 12:00 A =
=
- - = L
| 4 records displayed ;

Step 2: Entering an Attachment
10.2.1 | Enter the requested information.
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[2Y tips: fskyvearctiscorp.comyscripts sl WService =wsfinieoncatmaffattmview003 w?isFopup
PO Number Attachments

Add PO Number Attachment for PO Number 3061300005
* Type: |w|

Entered Date: | 12/06/2013 “
Entered Time: 8:29 AM
click to select an Attachment Type

Entered By: Cyrstal U Cressmanscr
* Description:

Enter a description of your attachment here

* Attached File: No file selected. h click to browse to your hard

[T Email to Vendor with Purchase Order drive to select your file

Asterisk (*) denotes a required field

—

Field Description

Entered Date default’s to today’s date

Entered Time current time

Entered By defaults to current user

Type** select the type of attachment from pre-populated list of document types
Desription** description of attachment

Attached File** click browse and select a file to upload

** Categories cannot be left blank. The drop down Type list contains a list of Type categories, sample categories are:
e Additional Support
e Attachments
¢ Bid Information

e Board Agenda
e Invoice

e PTSA

e Receipt

10.2.2 | Click Save to save the record.
10.2.3 | You are returned to the PO Receiving — General screen. The receiving process is COMPLETE.

[Updated:8/25/2015]



	Chapter 1. Logging into Skyward
	Chapter 2.     Approving a Requisition
	Step 1:  Alerts Icon
	Step 2:  Approve/Deny Requisitions
	Chapter 3.     Enter a Requisition
	Overview

	Step 1:  Navigate to the Financial Management System
	Step 2:  Navigate to Requisitions Main Screen
	Step 3:  Add a New Requisition
	Step 4:  Enter Requisition Master Information
	Step 5:  Add Requisition Detail Lines
	Step 6:  Add Account Distribution
	Chapter 4 Blanket Purchase Orders
	Step 1:  Navigate to the Financial Management System
	Step 2:  Navigate to Requisitions Main Screen
	Step 3:  Add a New Requisition for a Blanket Purchase Order
	Step 4:  Enter Requisition Master Information
	Step 5:  Add Requisition Detail Lines
	Step 6:  Add Account Distribution
	Chapter 5.     Delete a Requisition
	Step 1:  Delete a Requisition
	Chapter 6.     Clone a Requisition
	Chapter 7.     Attachments
	Step 1:  Navigate to the Financial Management System
	Step 2:  Navigate to Requisitions Main Screen
	Step 3:  Add a New Attachment
	Chapter 8.     Attach a Note to a Requisition
	Step 1:  Navigate to the Financial Management System
	Step 2:  Navigate to Requisitions Main Screen
	Step 3:  Add a New Note
	Chapter 9. Receiving
	Step 1:  Navigate to the Receiving Screen
	Step 2:  Add a Receiving Record
	Step 3:  Receiving on a NON BLANKET (by Quantity)
	Step 4:  Receiving on a BLANKET (by Amount).
	Step 5:  Adding an Attachment
	Chapter 10. Receiving PO Attachments
	Step 1:  Navigate to the PO Receiving - General Screen
	Step 2:  Entering an Attachment

