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1.) FROM THE HOME SCREEN CLICK ON FINANCIAL MANAGEMENT. 

 

2.) CLICK ON PURCHASING. 

 

1. 

2. 
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3.) CLICK ON REQUISITIONS UNDER MY REQUISITION PROCESSING. 

3. 
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4.) CLICK ON ADD. 

4. 
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REQUISTION MASTER INFORMATION- 

5.) REQUISITION GROUP SHOULD REFLECT THE CAMPUS/DEPT YOU ARE 
IN. FISCAL YEAR SHOULD REFLECT THE CORRECT FISCAL YEAR WE ARE 
IN. 

6.) DESCRIPTION SHOULD BE A SHORT SUMMARY OF WHAT YOU ARE 
PURCHASING. THIS WILL COME OUT ON THE CHECK STUB. 

START TYPING IN YOUR VENDOR. THE MORE LETTERS YOU PUT IN, THE 
NARROWER THE SEARCH WILL BECOME. 

• SHIP TO- FIND YOUR AREA BY TYPING IN PINE TREE PRIMARY SCHOOL, 
MIDDLE SCHOOL, ETC. ALL AREAS WILL DEFAULT TO OUR 
SHIPPING/RECEIVING ADDRESS OF 1400 SILVER FALLS RD, 
LONGVIEW,TX, 75604. 

5. 

6. 

7. 
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• NOTHING WILL BE ENTERED IN THE INVOICE TO FIELD. 

• ATTENTION FIELD YOU MAY PUT ANY INFORMATION THAT WILL HELP 
AS REFERENCE ON THE PO. 

• DUE DATE -WILL DEFAULT  IN. 

• SHIP DATE -WILL DEFAULT IN. 

• SHIP METHOD- PUT BEST METHOD UNLESS YOU KNOW THE SPECIFIC 
SHIPPING INSTRUCTIONS. 

• PROJECT GRANT- HERE YOU WILL SELECT THE FIRST PCARD FROM THE 
DROP DOWN BOX IF THIS IS A PCARD PURCHASE OR YOU WILL SELECT 
CONTRACT, TERMS AND AGREEMENTS IF THIS REQUISITION INVOLVES 
ONE OF THESE.  

• YOU WILL DO NOTHING WITH CONTRACT FIELD. 

7.) NEXT YOU HAVE TWO OPTIONS-  

• SAVE AND ADD DETAIL  

• SAVE AND MASS ADD DETAIL 

 

SAVE AND ADD DETAIL- THIS GIVES YOU THE OPTION TO ENTER ONE LINE AND ONE 
BUDGET CODE AT AT TIME. 

SAVE AND MASS ADD DETAIL- THIS GIVES YOU THE OPTION TO ENTER UP TO FIVE 
LINES AT A TIME. PLEASE NOTE THAT IF YOU ARE DIVIDING BETWEEN BUDGETS 
AND YOU HAVE MORE THAN FOUR BUDGETS YOU ARE DIVIDING UP THEN YOU WILL 
HAVE TO USE THE SAVE AND ADD DETAIL OPTION . 
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REQUISITION DETAIL LINES- 

8.) 

• LINE NUMBER YOU WILL LEAVE ALONE UNLESS YOU SKIP ENTERING 
A LINE BY MISTAKE AND WANT IT TO SHOW BEFORE THE ONE YOU 
JUST ENTERED.(EXAMPLE- YOU WOULD ENTER 099 IF YOU WANTED 
THE LINE TO SHOW BEFORE THE ONE ABOVE). 

• LINE TYPE -YOU HAVE TWO OPTIONS MERCHANDISE OR 
NARRATIVE. MERCHANDISE IS FOR ITEMS WHERE YOU WOULD 
HAVE A QUANTITY AND COST. NARRATIVE IS FOR WORDING THAT 
YOU WANT TO COME OUT ON THE PURCHASE ORDER. NO QUANTITY 
OR AMOUNT WILL BE ENTERED. 

8. 
9. 
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• CATALOG YOU WILL LEAVE EMPTY. 

• QUANTITY - HOW MANY ARE YOU ORDERING? 

• UNIT OF MEASURE - SUCH AS EACH, BOX, CARTON, ETC. 

• UNIT COST- HOW MUCH PER UNIT? 

• TOTAL AMOUNT -WILL DEFAULT IN. 

• DESCRIPTION- ENTER A VERY DETAILED DESCRIPTION.             

*****BE VERY DESCRIPTIVE! WHO, WHAT , WHEN, WHERE? 
EVERYTHING MUST BE ITEMIZED WITH PART NUMBERS ***** 

 

• COMMODITY CODE YOU WILL LEAVE EMPTY. 

 

9.) CLICK SAVE. YOU WILL DO THIS AS MANY TIMES AS YOU HAVE LINES 
IF YOU STARTED WITH ADD DETAIL LINES. IF YOU HIT MASS ADD DETAIL 
YOU WILL HAVE A SCREEN WITH FIVE LINES AVAILABLE AT A TIME. 
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NEXT YOU WILL BE PROMPTED TO ENTER YOUR ACCOUNT CODES 
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10.) BEGIN TYPING IN YOUR ACCOUNT NUMBER IN THE ACCOUNT 
NUMBER FIELD. THE MORE NUMBERS YOU PUT IN THE NARROWER THE 
SEARCH BECOMES. ONCE YOU FIND THE LINE YOU WANT (MAKE SURE ITS 
HIGHLIGHTED) YOU WILL DOUBLE CLICK ON IT AND IT WILL PULL IT 
DOWN TO THE SELECTED ACCOUNTS AT THE BOTTOM OF THE PAGE. 

11.) IN THE AMOUNT FIELD YOU WILL ENTER THE AMOUNT YOU WANT 
TO CHARGE TO THIS ACCOUNT CODE. YOU MAY ALSO ADD MULTIPLE 
ACCOUNT CODES IF YOU ARE SPLITTING THE COST UP. JUST FOLLOW THE 
SAME STEPS AGAIN. 

10. 

11. 
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12. ADDING NOTES- CLICK ON THE NOTES BUTTON.  

 

 

 

13. CLICK ADD. 

 

12. 

13. 
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14.) NOTE CATEGORY- YOU WILL CLICK ON THE DROP DOWN BOX AND 
CHOOSE WHAT YOUR NOTE IS GOING TO PERTAIN TO SUCH AS, REGION 7 
COOP, COOP INFO, PURCHASING, ACCOUNTS PAYABLE, CRIMINAL 
BACKGROUND CHECK, ETC. 

NOTE:- HERE IS WHERE YOU WILL PUT THE CONTENTS OF YOUR NOTE 
SUCH AS THE REGION VII COOP EXPIRATION DATE OR OTHER COOP INFO 
OR DATES. YOU MAY ALSO ENTER MESSAGES FOR ACCOUNTS PAYABLE 
OR PURCHASING. ANY MESSAGE YOU NEED TO PASS ON PUT IT HERE. 

 

15.) CLICK SAVE. 

 

 

14. 

15. 
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16.) CLICK ON ATTACHMENTS. 

ADDING ATTACHMENTS- 

 

 

17.) TYPE -SHOULD READ ATTACHMENTS.  

DESCRIPTION WILL BE WHAT YOUR ATTACHING. 

ATTACHED FILE YOU WILL CLICK BROWSE AND LOCATE THE ATTACHMENT ON 
YOUR COMPUTER. 

16. 

17. 
18. 
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18.) CLICK SAVE. 

 

19.) IF YOU HAVE SOMETHING FURTHER TO ADD TO YOUR REQUEST OR 
NEED TO SUBMIT IT AT A LATER DATE YOU MAY SAVE AND FINISH LATER 
AT ANY TIME. 

 IF YOU ARE READY TO SEND THIS REQUEST UP THE APPROVAL CHAIN 
CLICK ON SUBMIT FOR APPROVAL.  

 

THIS CONCLUDES THE TUTORIAL ON HOW TO ENTER A PURCHASE 
REQUEST IN SKYWARD WEB MODULE. 

19. 


