
HOW TO SUBMIT AN E-COMMERCE ORDER IN SKYWARD 

 

 

1. CLICK ON FINANCIAL MANAGEMENT  

 

2. CLICK ON THE PURCHASING TAB 
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3. CLICK ON REQUISITIONS 
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4. CLICK ON "ADD FROM ONLINE CATALOG". 
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5. CLICK ON THE CORRECT VENDOR. 
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6. ENTER YOUR MASTER INFORMATION THEN CLICK "SAVE AND ADD DETAIL". 

 

 

7. YOU WILL THEN BE SENT OUT TO THE WEBSITE OF THE SELECTED VENDOR.  

8. SELECT YOUR ITEMS AND ADD THEM TO YOUR CART. 

9. CLICK ON CHECKOUT OR SHOPPING BASKET. 

(INSTRUCTIONS FOR SUBMISSION MAY VARY BY WEBSITE BUT YOU WILL BE 
PROMPTED AT CHECKOUT TO SUBMIT YOUR ORDER ON EACH. ) 

10. HIT SUBMIT. 
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11. ONCE YOU CHOSE TO SUBMIT THE CART A SKYWARD REQUISITION WILL 
APPEAR WITH ALL ITEMS FROM YOUR CART FILLED IN.  

12. DOUBLE CHECK THE INFORMATION AND ADD OTHER INFORMATION SUCH AS 
THE COOP EXPIRATION DATE TO THE NOTES, PROPER FIRST LINE NARRATIVES 
(THERE IS AN OPTION TO ADD AN E-COMMERCE NARRATIVE ON THE RIGHT HAND 
SIDE OF SCREEN- SELECT THIS), AND ANY APPLICABLE ATTACHMENTS.  

 ** An ecommerce narrative line should be your first line on the request stating who, 
what, when and where. To add this line you would click on the add ecommerce 
narrative button on the right hand side of the screen, change the line number to 99 
or below and add your summary. You may also insert a narrative line the same way 
anywhere else on the request by changing the line number to a number between the 
existing line numbers on the request. This is helpful if you have several orders 
going to different departments. ** 

13. ONCE YOU HAVE VERIFIED THAT EVERYTHING IS COMPLETE, SUBMIT THE 
ORDER FOR APPROVAL.  

14. THE ORDER WILL THEN TRAVEL UP THE CHAIN OF APPROVAL AND ONCE 
APPROVED, THE PURCHASING COORDINATOR WILL RELEASE THE ORDER.  YOUR 
ORDER IS ELECTRONICALLY SENT TO THE VENDOR AND THE FULFILLMENT OF THE 
ORDER BY THE VENDOR WILL COMMENCE.  
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