HOW TO CLONE A PURCHASE ORDER INTO A NEW REQUISITION

1. CLICK ON FINANCIAL MANAGEMENT THEN THE PURCHASING TAB
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HOW TO CLONE A PURCHASE ORDER INTO A NEW REQUISITION

3. MY REQUISITIONS

4. CLONE FROM PURCHASE ORDER
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6. CLICK SELECT
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HOW TO CLONE A PURCHASE ORDER INTO A NEW REQUISITION

7. MAKE SURE "USE CURRENT DATE" IS SELECTED.

"

(2 Clone PO - WR\PU\MR\RE\RQ - 10740 - 05.16.06.00.06 - Internet Explorer

‘3 i https://skyweb.ptisd.org/scripts/wsisa.dll/WService=wsFin/foreqedit005.w?isPopup=true

Clone PO

Clone FROM

PO Number: 7501700014 Status: Open
Fiscal Year: 2016-2017 Liquidation: Partially Received
Description: OUTSOURCING OF PAYROLL

Clone TO
Requisition Group and fiscal year will be determined on the next screen.
Batch #: 02 Batch number set by district configuration.
[ Clone Notes
] Clone Attachments
Date Option
O Clone Original Dates Entered Date: 08/02/2016 Tuesday
® Use Current Date Due Date: 08/02/2016 Tuesday
O Input Dates Ship Date: 08/02/2016 Tuesday

Clone

Back
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HOW TO CLONE A PURCHASE ORDER INTO A NEW REQUISITION

8. MAKE ANY CHANGES THAT ARE NECESSARY AT THIS POINT.

9. HIT SAVE

@ Requisition Master Information - WR\PU\MR\RE\RQ - 10740 - 05.16.06.00.06 - Internet Explorer

|5{/f https://skyweb.ptisd.org/scripts/wsisa.dll/WService=wsFin/foreqmast001.w?isPopup=true

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

Save |

Requisition Setup Information
Save and

L LEEI950 - BUSINESS OFFICE v Import

Group: Detail
Fiscal Year:[2016 - 2017 July 1, 2016 - June 30, 2017 V| Current Fiscal year not available for this group. s
O Account allocation by total requisition amount (YMA). | Back
® Account allocation by each requisition detail line (YDA). -
[ This is a Blanket Requisition/Purchase Order.

Requisition Information

* Batch
Number:
* Description: QUTSOURCING OF PAYROLL

* Vendor: JR3 WEBSMART LLC PO BOX 1067 WACO TX 76703-1067 v

*ShiQ To: PINE TREE ISD BUSINESS OFFICE 1400 SILVER FALLS RD LONGVIEW TX ¥

Invoice To: | (Default) v
Attention: PAYROLL
* Due Date: [08/02/2016 || Tuesday
Ship Date: [08/02/2016 || 2] Tuesday
shipvia:[ |
Project/Grant: CONTRACT ~ |CONTRACT, TERMS AND CC
Contract:| v

EXP DATE: | |

#129%

9. MAKE ANY DETAIL LINE CHANGES HERE.

10. ADD ATTACHMENTS OR NOTES.

11. SUBMIT FOR APPROVAL.



HOW TO CLONE A PURCHASE ORDER INTO A NEW REQUISITION

(2 Requisition Detail Lines/Accounting - WR\PU\MR\RE\RQ - 10740 - 05.16.06.00.06 - Internet Explorer lI:I@ ﬂ
|5|ﬁ https://skyweb.ptisd.org/scripts/wsisa.dll/WService=wsFin/foreqdetl001.w B‘
Requisition Detail Lines/Accounting m OS2 A
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
Ll - Submit For
Requisition Master Information e
Batch Number: 02 Save and
Requisition . - I . Einish
I"?umber: 0000037401 Accounting: Account allocation by each requisition detail line. | Edit Master Later
Group: (750) BUSINESS OFFICE Amount: 42,500.00 Notes Back
Fiscal Year: 2016 - 2017 Ship To: PINE TREE ISD BUSINESS OFFICE *Aﬂachments
Vendor: JR3 WEBSMART LLC Blanket PO: This is not a Blanket PO
PO BOX 1067 Description: OUTSOURCING OF PAYROLL
WACO TX 76703-1067
Invoice To: (Default)
CONTRACT, TERMS AND
Project/Grant: CONDITIONS,
AGREEMENTS
Requisition Detail Line Items
Views: [General V| Filters: [ PURCHASING V| Y W 3 & aAwd
Line | Quantity Description Unit Cost Total Cost Catalog Code Edt
* (1] » 100  1|WEBSMART PAYROLL OUTSOURCING SERVICE 42,500.0000) 4250000 [RESEEES
Mass Add
Detail
Import
Detail
Lines
v
#129% ~

THERE YOU HAVE IT!



