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Requisition Master Information

‘ Requisition Setup Information
Requisition Group:| 001 - MR PO/RQ ﬂ
| Fiscal Year:[2011 - 2012 July 1, 2011 - June 30, 2012 i v]
® Account allocation by total requisition amount (YMA).
() Account allocation by each requisition detail line (YDA).
1 This is a Blanket Requisition/Purchase Order
| | [ This requisition is used to restock a warehouse, # '

| Save and | #
| Add Defail 5
‘ Save and

Mass Add
Detail

| Back |

{ |
Enter the requisition Description. |

Requisition Information

* Description: Fo purchase party supplies for the homecoming festivities.

T

[ = Vendor:|Glacier marketing networkscr 886 Scramble avenue FO BOX B46367 Skywaxd|y|

Attenﬁo,{ Begin typing the Vendor name and select from the drop-down list
* Due Date or, click the Vendor link to select from the Vendor Master.

Ship Date: |{11/02/2012 I_,i Friday
shpvias| |
Project/Grant: | - |
Contract:[ v

Aslerisk (*) denoles a required field

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

Requisition Master Information ‘
Batch Number: WEBREQ [

Requisition Number: 0000040601 Accounting: Account allocation by total requisition amount. |
! Group: (001) MR PO/RQ Amount: 0.00
| Fiscal Year: 2011 - 2012 Ship To: Skyward school districtscr -
[ Vendor: Glacier marketing networkscr Blanket PO: This is not a Blanket PO
| [ 886 Scramble avenue PO BOX 846367 Description: To purchase party supplies for the homecoming festwi{ 2. Click Save.

Skyward City IL 55555-6367

Requisition Detail Lines [ save |
* Line Number: 100/ [ Back |
Line Type: @ .
wagks 8 e N 1. Select whether the detail line item type Is
Cataloa: ¥l Merchandise or Narrative.
R l:—“, If Merchandise is chosen then select the following details:
f Unit of easure: [ENFTINNNNN~] « Catalog - Use the link or the drop-down
! *unit Cost:[ 25,00000] * Quantity
Total Amount: 375.00 : * Unit of Measure - Use the link or type in the field
* Description Decorations and Parade Float items .D Unit I(:(E]st
* Description J

I

Asterisk (*) denotes a required field

] 100% ~

H100% ~
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Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting

Requisition Master Information l %;;;;;;‘
Batch Number: WEBREQ Save and
Requisition Number; 0000040601 Accounting: Account allocation by total requisition amount. Edit Master
Group: (001) MR PO/RQ Amount; 1,925.00 Notes Vi et . |
Fiscal Year: 2011 - 2012 Ship To: Skyward school distrig” N
Vendor: Glacier marketing networkscr Blanket PO: This is not a Blanket 1. Save and F"ﬁ\:Sh Later may be used l
il 886 Scramble avenue PO BOX 846367 Description: To purchase party su to pause the entry process. )
| Skyward City 1L 55555-6367 ]
Requisition Detail Line Items
Views:|General v| Filters: [*Skyward Default w| ¥ ( &) I.b_ {cacib ..}
Line a -Cai-aiou Code Desciiphion Quaniity |, o\ Unit Cost Total Cost| g:f:“ L ’ : i—:e g :
! Decorations and Parade Float items 15 EACH 25.00000 375.00
Party Favors 100 BX 15.50000 1,550.00 ;fi :i"d
De!rverv Please deliver items to the main office in 0.00000
the district building.
Requmhun
[Accounln J
2. When all of the line items have been added,
click Add Requisition Accounts
to select the accounts, 5
20 v| 3 records displayed Line: 1
#100% ~
®100% -
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Account Distribution N R Al
Available Accounts | Ag:gfm
|
i | | Distrib
Available Accounts for Clearance Group MR Accounts =l lQl. Am’"?‘ e Dﬁmpt,if,“ 4 ﬁr:{ |
% R Bacl
Frda |T |Loc |Func |Obj |Si |Source | Funds Available | Selecled | 3. Cli
Lzl ! . Clid e Account Distribution.
10 E 000 1100 1300 00 410002 $0.00 L] k Save A
A
1 i e
0 E 000 1100 1300 00 410003 $0.00 £ i RS GCKTION FONG
10 E 000 1100 1300 00 441501 $0.00 E
- T T T = 1100  REGULAR PROGRAMS
T =000 1100 1300 i 1. Select the appropriate account(s) — 1300  OVERTIME SALARIES/EXTRA PAY
—_— 495908 ADVANCED PLACEMENT GRANT '08
10 E 000 1100 1300 \. to expense the order to. . L
|10 E 000 1100 1300 00 493203 $0.00 N 2011-2012 Available Funds By
10 E 000 1100 1300 00 499906 $0.00 L] Individual Account
| |10 E 000 1100 1300 00 499907 $1,364.00 L]
, E ),176.00
o E 000 1100 1300 00 499909 $0.00 [ ]
10 E 000 1100 2110 00 000000 1,616, = =
| $ 2. Information from the account selected
| 110 E 000 1100 2110 00 220002 $0. -
< in the top portion of the screen
| ; and the distribution will populate
| M4 4 F W 100 records displayed Ac] -
I into the bottom window.
|
: — The Amount or Percent for each selected account
Total Amount to Distribute: $1925.00 100.00% can be modified.
Total Distributed: $1925.00 100.00%
. 0,
AImEUnERRmA Ry . Remove and Remove All can de-select accounts.
Selected Accounts \l
[ Account Number [ Amount | Percent :
10E000 1100 1300 00 499908 | [1925.00 ] [Imo.oo A |

| Remove Al |

"TT)'a—\-iom Ra,imbur-«sLm&n-" S
a 500" Account FH
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Requisition Detail Lines/Accounting

| Requisition Master Information

Batch Number; WEBREQ
Requisition Number: 0000040601
Group: (001) MR PO/RQ
Fiscal Year: 2011 - 2012
Vendor: Glacier marketing networkscr
886 Scramble avenue PO BOX 846367
Skyward City IL 55555-6367

Requisition Accounts

| Requisition Accounting

javascriptiif (cbs("bSave")) {submitFerApproval();}

Account Number a

1 records displayed

Account Amount Acc

li0E000 1100 1300 0040008 | $192500

Accounting: Account allocation by total requisition amount. Edit Master

Amount: 1,925.00
Ship To: Skyward
Blanket PO: This is nof
Description: To purcha

Notes

Submit For
 Approval

Save and

i Finish Later
I

When the entry is complete,
click Submit for Approval.

If the entry is not complete,
click Save and Finish Later

which will create a WIP status requisition
that can be edited and submitted at a later date. e

This concludes the tutorial.
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