Entering Requisitions (Purchase Orders)
with Skyward

Start on Iola-Scandinavia School Homepage - www.lola.k12.wi.us
(Intranet page can also be used in school)

See bubbles on each page for directions

1. Click on the appropriate building along the top (hs, ms, elem)
2. Click on Staff on the left-hand side and then Skyward Access

If you do not know the vendor at this time, use yourself as the vendor. The vendor can be
changed at a later date.

Online catalogs are provided for Staples Advantage and the School
Specialty family. Click on order online when adding a requisition to get
to these catalogs.

School Specialty includes Abilitations, Brodhead & Garrett, Childcraft, Frey Scientific,
Integrations, Sax Arts & Crafts, Sax Family & Consumer Sciences, The Speech Bin and
Sportime.

Also, Classroom Direct items can be ordered online by selecting School Specialty.

Shipping charges should be added as an individual line item at the end of the requisition.
Include 10% or the actual charges if known. If shipping is free, please indicate this on a
separate line.

You can add notes to the requisition by clicking the “Notes” tab on top of the main
screen. Attachments can also be added to the requisition.


http://www.iola.k12.wi.us/

Login with regular Iola-Scandinavia School District
username and

password

Login: ||
Password: |

Change Password Forgot Login or Pessword?
Version: 04.09.06.02.02

Web Browser: Internet Explorer 8
Operating System: Windows XP

Add the Skyward Login page to your Favorites

Make the Skyward Login paae your Home Page

Click on Financial
Management
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Those who approve
requisitions may want to
use this to limit
requisitions you see

Any place you are
working with filters,
you can adjust the
number of records
displayed
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Click “Add” button to
begin creation of a new
requisition. You will need
to add here for each
requisition form you
formerly created.

/Select requisition \

group if you have
accounts in more than
one budget.
Otherwise will be

locked for you
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*Select Correct Fiscal Year*
This is very important so
e Requisition i make sure yOll are
requesting items from
proper year. If you need
them now, use current fiscal
year. If for next year’s
fter Information I_Reuulsrtiun Detail Lines/Accounting budgeting’ make sure and
laster Information N .
Setup Information Select neXt year. ThlS Wlll
Requisition Group: 125 - BAND need tO be Set prOperly for
EEEIRNEE 7010 - 2011 July 1, 2010 — June 30, 20 =T 000 "
% Account allocation by total requisition amount. \ eaCh and eVery reqlllSlthIl. .
€ Account allocation by each requisition detail line.

Requisition Information

~

Description:

Leave top
button
selected

Description area is for brief,
specific description of what’s
being ordered. This is what
appears on board report.

\ﬁreuuired field :
“Attention” will

default to your
name. If
requisition is for
next year, change
ship date to July 1.

N

Check Ship To and make sure
it’s accurate.

For Detail on Vendor sections
see next page.
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r Requisition Information

* Description: |
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JW PEPPER OF MINNEAPOLIS From/Remit to
PO BOX 850
VALLEY FORGE PA 19482

JW QUALITY CRBINETRY

T

If you want to see all vendors
listed with more detailed
information, click Vendor and
you’ll see screen below
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Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Master Information

r Requisition Setup Informgs”

Requisition Group: 1,
Click on ship \M“ =

' Account alloca
€ Account alloc

to and select
your building.

r Requisition In

\ When all filled in, click
] Save. Double check to
make sure Fiscal Year
and Ship Date are

correct.

* Description: |

PO BOX 850 VALLEY FORGE PA 19482

* ship To: [101.A-5CANDINAY

EE

540 § JACKSON STREET IOLA WI 54945

Attention: [JANICE LEHR |

* Due Date: [07/01/2010 |EZx|Thursday

Asterisk (*) denotes a required field

Leave “Line Number” as
is. Leave Merchandise
—

Enter Quantity and Unit of box checked &)
measure (EACH, PACK, DOZEN,
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Type in the catalog number as seen in the catalog

ps:}iskyward.iola.kl 2.wi.usfscriptsfogiip, exe MW Service=wsy 2 you are Ordering from Be Sure to use “ALL
k'rtiun Master Information | Requisition Detail Liny /@ng CAPS" unless the Ietters are |OW€I’ Case in
isition Detail Lines/Accounting

isition Master Information Catalog .

equisition Number: 0000008174

Accounting: Account all
Amount: 0.00
Ship To: IOLA

Description: test

Group: (125) BAND
Fiscal Year: 2010 - 20:

-SCANDINA)

&l

VALLEY FORGE PA 19482

Isition Detail Lines

ine Nurmber: [ 10|
Line Type: & werchandise
" Narrative

Cataloa: |
* Quantity: | D,
Unit of Measure: | |

* Unit Cost: | 0.00000]

Total Amount: 0.00

= Description:

Enter the description of the item
——— you are ordering. This would be
Asterisk (*) denotes a required field

the exact description from the

catalog. It must be in “ALL
CAPS”

Click Save when finished with this
line number.
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If more items are desired from same vendor and\
from same budget category, click “add” to create
another line. All items on a single requisition must
come from the same budget code area. Also, any
confirmation numbers or other information/special
instructions that would have gone on requisition

forms needs to be typed in as a separate line item.

r Requisition Master Information
Requisition Mumber: 0000008174
Group: (125) BAND
Fiscal Year: 2010 - 2011
Vendor: JW PEPPER OF MINNEAPOLIS
PO BOX 850
VALLEY FORGE PA 19482

T e ey e o |

Accounting: Account allocation by total requisition amount.
Amount: 45.00 Mot
Ship To: IOLA-SCANDINAVIA HIGH SCHOOL Attachm
Description: test

r Requisition Detail Line Items

Requisition Detail Line Ttems S
Edlt
Line ~ | Catalog Code Description Quantity [U of M Unit Cost Delete
100 | 10008982 CHECK YOUR SWING 1{EACH 45.00000 45.00 =

i

1 records displayed

Click “Add Requisition
Accounts” when
finished entering all
line items.

b

Listed are the different budget
accounts in your name. Select
the proper area for what you
are ordering.

o - v

Click “Save
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this screen
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- Available A

Save
Account
Distrib

Account Number Information

Funds Available  Sel 10 GEMNERAL Fund

cleci
10 E 400 310 125000 000 000 [ .

W E 40 342 125000 000 0 S ——

1 E %00 41 123000 000 W @ 125000 MUSIC

1 £ 400 40 125000 00D EX T

1 E %00 434 125000 000 ETN

T E 40 %0 125000 000 N When you select a

1 E 400 470 125000 000 @0 :

1 E 400 553 125000 000 w1 line, you can see the
10 E 400 551 125000 000 £0.00 r info that Corresponds
1 E 400 53 125000 000 €0

10 E 400 941 125000 000 000 [ | to that bUdQEt code

4

| of

11 records displayed

Account Number:l

Quick Key: | |

Total Amount to Distrbute: $45.00 100.00%
Total Distrbuted: $45.00 100.00%

Amount Remazining: $0.00 0.00%
Selected Accounts

Account Number
* 10 E 400 411 125000 000

You can have funds \

come from different
accounts, but most staff
¢ should not as you don’t

have access to multiple

Pa IDone

T [ J@mm | accountswiththe same
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Requisition Detail Lines/Accounting

r Requisition Master Information
Requisition Mumber: 0000008174

—Tn T T

Accounting: Account allocation by total requisition amount. Edit Master
Group: (125) BAND Amount: 45.00

Notes
Fiscal Year: 2010 - 2011 Ship To: IOLA-SCANDINAVIA HIGH SCHOOL Attachi
Vendor: JW PEPPER OF MINNEAPOLIS Description: test
PO BOX 850

VALLEY FORGE PA 19482
r Requisition Detail Line Items

Save and

Finish
Later

Requisition Detail Line Ttems

Line ~ | Catalog Code
100 | 10008982

Description
CHECK YOUR SWING

Quantity

mfy everything is correct and then click
“SUBMIT FOR APPROVAL” You can enter
multiple requisitions and submit them all when
you are finished. Your requisition will then go
through the approval chain, building principal
1eq  then district admin. Upon final approval it will
become a Purchase Order.

N S

You can also save
information to submit
later by using the Save
and Finish Later button

b
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Tola-Scandinavia School District User Name: JANICE LEHR
- Home Page | Purchasing | Requisitions

Tuesday, February 16th, 2010

‘Vendor Name S Amount | Entered By
JW PEPPER. OF MINNEAPOLIS 45.00 LEHR, JANICE L

]
E
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Options
Print
Add
Edit

Delete
Clone
Notes
Attach

window after you are done. If you

Approval for a level above mine”

The requisition will show up in this

your mouse over the arrow, it will tell
you the description status codes. This
one is WFH which means “Waiting for

i

place
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your
requisition
history

This box will
display all recent
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your entity
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