
 

RIVERVIEW SCHOOL DISTRICT 

PURCHASING PROCESSES AND PROCEDURES 

 

PURCHASING PROCESS-CAMPUS LEVEL 

General Information: 

When an employee wishes to make a purchase, vendors will be researched and quotes obtained before the employee 

decides upon a vendor.  Employees should take quoted prices into consideration before deciding on a vendor.  

Applicable sales tax amounts need to be added to the quoted price if tax is not included. 

The district requires a W9 from all vendors before they can be used.  The secretary in the Central Office enters all new 

vendors in Efinance from the information provided on the W9.  Vendors are first checked for exclusions and debarment 

on SAM.gov before they are entered in EFinance.  See campus secretary for questions on new vendors.  

If the item meets the $20,000 district bid requirement, vendor bids must be obtained and kept with the purchase order 

documentation.    

Once the vendor is chosen and the employee is ready to make the purchase, he/she will complete a Requisition form 

(see “Example Requisition” attached).  This form is located on the website under the Employee Forms menu, or the 

sponsor can request a blank form from their campus secretary.  The requisition form will need to have: 

● Employee making request  

● Campus 

● Fund from which expenditures are being made on the “Organization/Activity” line. 

● Vendor name - Accounting will need the vendor’s W9 if the district has not used them before.  See 

secretary for questions on new vendors. 

● Address – if a vendor address is available, fill this out.  If not, the address will be on the invoice that 

Accounting will receive, so this field may be left blank. 

● Date the items are needed – Allow plenty of time for purchase approval process and shipping.  

● Inventory items being requested - description of items, quantity, price per item, and shipping. 

o Inventory items listed on the requisition must EXACTLY match the quote with regards to total 

items ordered and price.  If the requisition does not match the quote, it will not be approved by 

Accounting. 

● Principal/Supervisor signature. 

● Superintendent signature IF the total of the requisition is over $4,999.99.    

● Budget unit and account number that the expense is being charged to will be entered by the Central 

Office.   

 

NOTE FOR THE REGIONS PURCHASING CARD – The Riverview School District has a Regions purchasing card.  If this card 

is going to be used, the ‘vendor’ line of the requisition must say ‘Regions’ AND the vendor that you are actually 

purchasing from (example: “Regions - Amazon”).   



The employee will give the Supervisor approved/signed requisition to the campus secretary to be forward to the central 

office for coding.  Once the requisition has gone through a 2-part approval process, it will be converted to a purchase 

order through eFinance.  The administrator on campus will approve the purchase order through eFinance and then the 

requesting employee will be notified that the purchase order was approved or disapproved.  The requisition approval 

and creation of the purchase order can take up to two business days, given that there are no questions/issues with the 

requisition.  

When the purchase order is completed and signed, the purchase can be made.  When making purchases, employees 

should keep in mind that invoices are to ALWAYS be sent to the Central Office address of 800 Raider Dr, Searcy, AR 

72143, or emailed to maybelle.castera@riverviewsd.org.  DO NOT have the vendor send the invoice to campus 

locations.   

The employee or secretary will hold the purchase order until items are received or services are rendered.  Upon receipt 

of shipments, the employee will check off items listed on the packing slip or purchase order against items received and 

initial to verify that all are accounted for.  When the items have been received, mark the purchase order ‘Partial’ if more 

items are expected to ship at a later date, or ‘Final’ if the order is complete.  Give the purchase order and all backup 

documentation to the secretary, who will forward to the Central Office for payment. 

Payment to the vendor will be made AFTER services are rendered or items are received.  NO PREPAYMENTS to vendors 

will be made.  An exception to this is required deposits (example – yearbook deposits, prom venue deposits).   

NO PURCHASE IS TO BE MADE WITHOUT AN APPROVED PURCHASE ORDER.  Exceptions may be made for emergency 

situations, however, the business office must be notified of the purchase beforehand.   

eFinance Requisition Entry and Purchase Order Processing: 

When a requisition is received from an employee, copies of quotes and bids (if applicable) must be attached and the 

requisition must be signed by the administrator on campus.  The central office will assign budget units and expenditure 

object codes to the requisition according to the Arkansas Financial Accounting Handbook rules and guidelines.  The 

handbook can be located by visiting www.apscn.org.  See ‘Accounting and Coding Document’ for greater detail on 

expenditure coding requirements and guidelines.   

The campus secretary will enter the requisition and attach the quote in eFinance via the Requisitions option in the 

Purchasing menu: MAIN MENU/PURCHASING/ENTRY & PROCESSING/REQUISITION PROCESSING/REQUISITIONS 

mailto:maybelle.castera@riverviewsd.org
http://www.apscn.org/


 

On the next screen, select the  symbol to add a new requisition: 

 

 

The requisition number is systematically assigned.  Other fields will need to be keyed manually: 



 

 

 

 

 

 

● ‘Location’ fields are assigned to each campus/department or categorical fund.  The secretary will enter the 

location code associated with the requisition.  EFinance is set up to only allow secretaries to enter location 

codes associated with their login ID.  Location codes are as follows:   

o 001 – Curriculum/Federal Programs/21st Century 

o 003 – Central Office Miscellaneous 

o 115 – Athletics 

o 200 – Special Services/ABC 

o 400 – ALE/ELL/ESA/PD 

o 7307026 – JES 

o 7307030 – KES 

o 7307032 – RHS 

o 7307033 – RJHS 

o 900 - Technology 

● The ‘Requested’ date will be the date the requisition was entered.  The Required date is usually keyed as the 

same date. 

● Enter the ‘Vendor’ code and the address will systematically populate.  If the Regions card is going to be used, the 

vendor MUST be Regions. 

● The ‘Freight’ box can be left blank, as shipping is entered later in the process   

● If the vendor is Regions, then the ‘Comments’ box must contain the name of the actual vendor being used. 

● The ‘Buyer’ is the secretary keying the requisition 

● Key the name of the requesting employee in the ‘Attention’ box 

● Select the same code in the ‘Ship To’ drop down menu that was used in the ‘Location’ field 

● Click the box for ‘Add Attachment?’ 



  

Hit the enter key after the fields are populated or tab through to get to the next screen. 

 

Line items for each requested item are entered next.  Enter each item as it appears on the requisition and the quote.  

The fields for ‘Description’, ‘Quantity’, and ‘Unit Price’ will need to have figures keyed in.  ‘Extended Amount’ will 

automatically populate, as will ‘Tax Total’.  Although the tax rate can be changed by clicking on Tax Rate at the top of the 

screen for the different campuses (9.75% for Riverview High & Riverview Junior High campuses and 9.25% for Judsonia 

Campus and 8.25% Kensett Campus).  The ‘Discount Percent’ and ‘Trade/Discount’ fields will be left at zero.  The 

remaining fields can be left blank.  Tab through the fields as they are keyed.   

The bottom part of the screen is where the budget units and accounts are entered.  Multiple budget units can be 

entered for the same line item.  (Central Office will input budget codes) 

EXAMPLE – a requisition for 10 staplers at a price of $5.00 each and 10 binders at $10 each, plus $10 shipping split 

evenly between 2000250100000000 – 66100 and 2000232100000000 – 66100 would be keyed as follows: 

 

Line item 1 – 10 staplers: 



 

Hit ‘Enter’ when finished with the first line item.   

 

 

 

Line item 2 – This screen will automatically populate the budget units, account numbers, and allocation percentages as 

line item 1: 



  

 

Hit ‘Enter’ when finished.   

Add a third line item for shipping charges by following the same procedure as above.  You can instead click the box that 

says ‘Shipping Charges’; however, you will have to manually figure the sales tax and add it to the amount.  Tax will not 

be calculated on the shipping charges if you click the ‘Shipping Charges’ box.  Adding a line item allows the tax to be 

automatically calculated.   

 

 

 

 

 

 

 

Next, the quotes and/or bids are uploaded and attached to the requisition.   



Select ‘REQUISITION’ from the ‘Attachment Group’ drop down box.  Scan the written requisition with the quote and/or 

bid documentation and save to your computer using a name you will remember, for example, name it the number of the 

requisition (18003042 in the example).  Browse for the file from this screen, assign it a Title (example – REQUISITION), 

and select ‘OK’. 

 

When this process is complete, hit the ‘Back’ button to exit the requisition entry screens.  Print the entered requisitions 

and review for accuracy.  MAIN MENU/PURCHASING/REQUISITIONS/ 

 



Click Print Requisitions 

Click the circle next to Print Requisitions, Click OK 

To print one requisition, enter the requisition number in the Requisition field.  For multiple REQs, enter your location 

code and click enter. 

 

Click Yes 

Click OK – to print to screen 

Print the REQ and review for accuracy.  If mistakes are found, make corrections and reprint the REQ. 

 

The requisition will then go through a two-part approval process in eFinance– first by the supervisor and then by the 

Superintendent.  From the Purchasing Menu, the approver will select ‘Approve/Deny Requisitions’:

 

 

 

Select ‘OK’: 



 

 

Requisitions needing approval will show on the next screen.  Select the requisition, select ‘Approve’ if all is correct, or 

notify the secretary for needed changes. 

 

After first-level approval is complete, the Superintendent will perform second-level approval by following the same 

process.  Requisitions cannot be changed after first level approval unless the Superintendent denies approval and sends 

it back for correction, at which time, the secretary can make corrections and the approval process begins again with the 

Supervisor.  Requisitions approved by both levels will be converted to purchase orders by the Financial Accountant.   

From the ‘Purchasing’ menu, select ‘Mass Convert Reqs to POs’:  

 



eFinance will convert the approved requisitions to purchase orders and create a system report listing newly created POs 

and related requisition numbers.  The Financial Accountant will keep these system reports in a file for audit purposes. 

 

 

 

 

 

 

 

 

 

After the requisitions have been converted, the secretary will print purchase orders for her assigned location.  From the 

eFinance Purchasing menu, select ‘Purchase Orders’: 

 

 



On the next screen, select the appropriate location code from the drop down menu and click ‘OK’: 

 

 

 

All purchase orders for the selected location created during the current school year will be listed on the next page. From 

this page, select ‘Print Purchase Orders’.   

 

 



Select ‘Print Purchase Orders’ again and hit ‘OK’.  This option will only print UNPRINTED purchase orders. 

 

 

Click ‘Yes’ to indicate you want to print the text associated with the purchase orders: 

 

 

 

Click ‘Yes’ to indicate you want to include Change Order Information:  

 

 

Select ‘File’ as the destination and click ‘OK’: 

    



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Go back to the Main Menu and select ‘e-Forms and Tools’, ‘View Files’: 



 

Select ‘Reports’ 

 

 

 

 

 

 

 

Select the ‘poforms.rpt’ file: 



 

 

 

 

 

 

 

 

 

Select ‘Screen’ as the destination: 

 

 

This will produce an Adobe report of all new purchase orders for the selected location.  Place the purchase orders with 

the backup documentation and give them to the campus administrator to sign.  After the purchase orders are signed, 

the purchases can be made.   

 

 

The purchase order will be held until items are received or services are rendered.  Upon receipt of shipments, check off 

items listed on the packing slip or purchase order against items received and initial to verify that all are accounted for.  



When the items have been received, mark the purchase order ‘Partial’ if more items are expected to ship at a later date, 

or ‘Final’ if the order is complete.  Attach the packing list(s) with a paperclip and send them all to the Central Office. 

Send the original ‘Final’ purchase order and all backup documentation to the Central Office for payment.  If the order is 

marked ‘Partial’, send a copy to the Central Office along with all backup received.  You will keep the original until the 

order is complete and send it to the Central Office when it is final.  If the purchase order was not used as planned, mark 

the purchase order ‘VOID’ and send it to the Central Office to be closed out in eFinance. 

Keep a copy of all purchase orders and documentation sent to the Central Office in a file for your records.  Invoices 

MUST be mailed to the Central Office location or emailed to maybelle.castera@riverviewsd.org.  DO NOT have the 

vendor mail the invoice to any other location.   

 

eFinance Accounts Payable Processing: 

The Accounts Payable bookkeeper processes checks twice a month around the 10th & 25th of each month.  When 

purchase orders and backup documentation are received from campuses, she will keep them in a file until an invoice is 

received from the vendor.  When received, she will verify the invoice to the purchase order and packing slips for 

accuracy.  Purchase orders from campuses and vendor invoices must be received in the Central Office by the 5th or the 

20th for the checks to be processed.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Accounts Payable bookkeeper will process checks in Batch Payables: 



 

A separate batch will be entered for Activity and Operating payables.  Regions will also be entered in its own payable 

batch once a month.   

Enter a unique control number for the AP batch - usually bookkeeper’s initials and the type of batch AP or ACT.  If it is a 

Regions batch, the control number should be ‘REGION’ and the period (ex – REGION08 for period 8 Regions’ bill).  Key in 

this control number and make sure the option for ‘Purchase Order Payment’ is selected.  Next, under the “GENERAL 

PAYABLE DATA” key in: 

● Period/Yr – the current period and fiscal year default. 

● Purchase Order – enter the purchase order number for the payable you are entering. 

● Vendor – the vendor to whom the purchase order was issued will automatically populate. 

● Invoice number – enter a unique invoice number (the system will warn you if you enter a duplicate). 

● Invoice date – enter the date the invoice was printed. 

● Due Date – this will auto-fill to the current date – it is usually left at this date.  

● Cash account – this will auto-fill to 01010. 

● Payment type – enter either ‘Partial’ or ‘Final’. 

● Single Check – click this only for separate checks to the same vendor printed in the same batch. 

● Auto Display – remove the check mark here to go directly to the lower section for individual line items. 

● Hold – defaults checked in batch. 

● Payment Amount  

o Calculate any use tax due as per the ‘Sales and Use Tax Procedure’ document. 



o Either enter the invoice amount and sales or use tax due in the ‘Payment Amount’ and ‘Tax’ cells at the 

top of the screen to disperse the amounts evenly between all line items and budget units associated 

with the purchase order, or 

o Leave the ‘Payment Amount’ and ‘Discount’ cells blank in the “GENERAL PAYABLE DATA” and tab down 

to the “CHARGING” section of the screen.  Select individual line items and click the ‘discount’ button at 

the top of the page to enter invoice amounts and sales/use tax for each line item’s budget unit. 

 

 

When the payable is complete, select ‘OK’.  

 

 

 

 

 

 

 

 

 

 

When all payables are entered for the batch, print an edit list.  This will show all payable entered for the control number 

indicated.  From the Batch Accounts Payable screen, highlight the control number of the batch you are printing. Hit the 

‘Print’ icon. 



 

 

Check the edit list to each individual invoice and purchase order for accuracy.  Invoices are double checked to the 

purchase orders and keyed information is verified for accuracy regarding: 

● Invoice number 

● Invoice date 

● Vendor 

● Budget units and expense accounts charged 

● Invoice amounts 

● Partial vs Final payment 

● Use tax - invoices are reviewed as to whether or not use tax is applicable and keyed amounts are verified for 

accuracy. 

Invoices in which sales tax was charged and the pre-tax amount is over $2,500 are copied and kept in a file for monthly 

sales tax rebate filing with ATAP.  See ‘Sales and Use Tax Procedure’ document.   

 

When the review of the edit list is complete and keyed information is deemed accurate, the Accounts Payable 

bookkeeper will post the batch and print checks.   

 

 

 

 

 

 

 

 

From the Batch Payables screen, highlight the batch you want to post and select ‘Release/Post’ 



 

 

Before printing checks, be sure that the check printer is loaded with check stock and the MICR toner is loaded. Tell other 

Accounting Department users to please stay off of the printer until your checks are printed.  Once the process is 

complete, take the check stock back out of the printer and replace it with plain paper. Replace the regular toner as well. 

Once posted, go back to the main menu and select ‘Vendor Checks’  

 



Key in the control number of the batch payable you wish to print. The ‘Disbursement Fund(s)’, ‘Vendor Number(s)’, 

‘Invoice Number(s)’, and ‘Purchase Order(s)’ can be left blank. Select the payment type (this will be ‘Checks Only’ unless 

you are processing EFT payments).  The Due Date will automatically set to the current date.   

 

When the highlighted fields are entered, select ‘Next’.    

 

 

 

 

 

 

 

 

 

 

 

 

 



On the following screen, enter the beginning check number.  A log is kept in the Accounting office of all checks printed, 

and the dates printed.  Check numbers are assigned sequentially, so the number you enter under ‘Beginning Check 

Number’ will be the next number from the manual log.  The check date will default to the current date.  Click the box 

next to Create Attachments? This will create a PDF copy of the check that can be printed from the system.  

Unfortunately, they do not print the checks from a whole batch, you can only print one at a time.  Click Print Line Up to 

test check printing if necessary.  Click NEXT. 

 

The next screen will show how many checks are going to print and the range of check numbers.  If everything is correct, 

hit ‘Yes’.   

 

The next screen will ask you if all checks are printed correctly.  If all information on checks looks to be correct, hit ‘Yes, 

Proceed’.  If not, hit ‘No, Reprint’.   

 

 

 

 

 

The next screen will be an information box.  Click ‘Finish’ and the Vendor Check Register Report will print.  Keep this 

report in a file for documentation and audit purposes.   



 

 

Make copies of the checks on the copier. Check copies are put with purchase orders and backup documentation.   The 

bookkeeper will mail the checks to the vendors.  All checks are to be mailed.  Vendors are not to come to the Central 

Office to pick up their checks.  The only exception is per-diem checks to employees.   

 

The District Treasurer will also perform a review of the expense checks.  Any coding errors will be corrected by the 

District Treasurer via a journal entry.  When the review is complete, the check copies and backup documentation will be 

filed.  

 

The hard copies are filed and kept for audit and documentation purposes.   

 

 


