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In Financial Management, click on
Purchasing tab.
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Under My Requisition Processing-MR,
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equisitions &
Re?“udf;tg: g@pA TE;:WS E;ﬂrﬁger Description “endor Marme ;nd Armourit | Ertered By Print
- 0000026433 WHM 27 ALDEM A5SOCIATES PER WSCA  ALDEM ASSOCIATES IMC WA 71,519.08 OLSOM, KATHLEEM 14 |
CONTRACT #ARZ14 Add
- 0000056434 WHM 28 Football Helmets for Totem and ALL AMERICAM SPORTS CORP - OH 2,477.45 DOYLE, ELIZABETH L Yiew
Cedarcrest
- 0000026435 WHM 28 Mise. Basehall Officials SMNO CO BASEBALL UMPIRES WA £,000.00 DOYLE, ELIZABETH L Edt
0000086436 WWFH 28 Misc. Boys Basketball Officials SMO CO BASKETESLL OFFICIA, WA 16,000,00 DOYLE, ELIZAEETH L Delete
- 0000026437 WHM 28 Misc. girls Baskethall Officials SMO CO BOARD WOMENS SPOI W 15,000,00 DOYLE, ELIZAEETH L Clane
- 0000086438 WHM 28 Misc. Softball Officials SMO CO SOFTEALL UMP ASS00 WA 5,000.00 DOYLE, ELIZABETH L e
- 0000026439 WRM 28 Misc. Foothall Officials SMO CO FOOTEALL OFFICIALS, WA 11,000,00 DOYLE, ELIZAEETH L
- 0000026440 WEM 28 Misc, Soccer Officials MORTH CHAPTER SOCCER REFE WA 2,000.00 DOYLE, ELIZABETH L tach
- 0000086441 WHM 28 Misc. Wolleyball Officials SCEWO WA 5,000.00 DOYLE, ELIZABETH L Submit
- 0000026442 WHM 28 Misc. Wrestling Officials SMNO CO WRESTLING OFFICIAL, WA 2,500.00 DOYLE, ELIZABETH L
- D0000S6443 WHM 28 Misc, Office Supplies OFFICE DERPOT WA 1,000.00 DOYLE, ELIZAEETH L Approve
- D0000S7208 WHM 28 2012-2013 MWIAA Marmbership M DISTRICT OME WA 93000 DOYLE, ELIZARETH L o
Dues
- 0000087209 WHM 28 Supervisory Passes My DISTRICT OME WA, 3,000.00 DOYLE, ELIZABETH L E;;':E::I
- 0000087810 WHM 28 Supplies OFFICE DERPOT WA 3,000.00 OBRIEM, MONIQUE M
- 0000087811 WWFM 28 GF SITELINES 09/12 SITELIMES PARK & PLAYGROU. WA 3,026.68 FOSS, DOMNMA J Pufclf]';z;rg:"der
O0000S7E12 WWFHM 20 Kaodarsha Katakana workbook KINOKUNIY & BOOKSTORE 365,17 ERWIM, MARCIA J m
Reguisitions
-
Report

00 v M4 4 » P 20 recards displayed

Requisition Numher

KN

In Requisitions, click on Add button.
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l Requisition Group R
| Fiscal rear: =] hass Addd
& arcount allocation by total requisition armount (YMA), [:ta:
=1s
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Requisition Information

* Batch
Murnber:
* Diescription:

29

* wendaor: -
* Ship To! |MaR¥SVILLE SCHOOL DIST #25 4220 S0TH 3T NE MARYSVILLE Wi 95270 -
Attention: | | Tax: | &.6000k%
* Due Date: I:l wednesday Other; & IW %o
Ship Date: I:l wednesday s I—D 4
Shipwia[ |
Project/Grant: -
Contract:l j

Asterisk (%) denotes a required field

-

|Done ’_ l_l_ ’_ ’_ ’_| " Trusted sites 5 - | 0% - g
o >

RN S

In Requisition Master Information, choose
requisition group & FY, add vendor info, ship
to info — Click on Save button.
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Requisition Master Information

I EBatch Mumber: 29

Requisition Murmber: 00DDD87813

! Group: (254) CAPITAL PROJECTS CP

Fiscal vear: 2012 - 2013
NEW YENDOR -
ATTACH YENDOR INFO

MARYSVILLE Wa 98270

Wendaor:

Requisition Detail Lines

* Line Nurnber: [ JTH
Line Type: & perchandise
© Marrative
Catalog:
*Quantity:[ 0

Urit of Measure: v

* Unit Cost: 0.00000

Total Arnourt: 0.00

Arcounting: Account allocation by total requisition amount.
Subtotal: 0.00 Tax: 0.00
Total: 0.00 Cther: 0.00
Ship To: MARYSYILLE SCHOOL DIST #25

Description: Wa STATE DEPT ENTERPRISE SVCS - ANALYSIS TRANS CO OP - CAP

Taxahle: W | wiew Tax

* Description

Asterisk *) denotes a required field

Save <\'_
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,— ,— l_ ,_ l_ l_ ‘ " Trusted sites

ca v | B0 -

| BN

| »

In Requisition Detall, add quantity,

cost and

description of purchase. Click Save button.



—e oy
on Detail Lines,/Accounting - ¥WF,PLUY) RQ - 10740 - 05.12.06.00.13-10.2 - Windows Internet Explorer - |E| ll X_L
| Requisition Detail LinesfAccounting @ oe 7 =
|
Requisition Master Information | Requisition Detail Lines/Accounting
|| Requisition Detail Lines/ Accounting
Requisition Master Information %":bm“ el
pproval
‘ Batch Nurnber: 29 - |
Requisition Murnber: 0000087813 Accounting: Account allocation by total requisition amount. Edit Master Fin?;’: La:ter
Group: (254) CAPITAL PROJECTS CP Subtotal: 2,000.00 Tax: 0.00 Motes =
Total 2,000.00 Other: 0,00 attachments | L_B%% |
Fiscal vear: 2012 - 2013 Ship To: MARYSVILLE SCHOOL DIST #25
 NEW VENDOR. -
Ventor ATTACH VENDOR INFO
= Description: WA STATE DEPT ENTERPRISE SVCS - ANALYSIS TRANS CO OP - CAP
MARYSVILLE WA 98270 JOHN B
Requisition Detail Line ltems
Vigws: | General »| Fiters: | *2kyward Default »| v [ @ [ oo
Line & |Catalog Code Description Guartity | 00 Unit Cost Tatal Cost gs;“é“ ot |
1[FeE CIE =
Mass Add
Detail
il 1
Eequisiti
Accounts {j
|
1| ;IJ
|20 v 1 records displayed Line: l:l A
|D0ne ’_l_ ’_ ’_ ’_ ’_| . Trusted sites 3 - | H100% 4| -
K I

In Requisition Detail/Acctg, click Add
Requisition Accounts button.
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Available Accounts e -
. - —~ Account Level Description Distrity
E A
Available Accounts for Clearance Group 054 Cap Proj + CP non Tech 2 d—_% CERT SUE PRICR =
Frd &« [T |Gl Ppzs | Aa  Obkb LI 4444 | 5555 Funds Available | Selected i =
Account Number Information
ping E 0100 - 2400 oooo Code Description
10 E 530 0100 27 4220 054 1150 0000 $0.00 [ 10 GEMERAL FUND
10 E 530 0100 27 4230 054 1150 0000 $0.00 r BT EWPENDITURES
10 E 530 0100 27 4240 054 1150 0000 $0.00 [N 0100 BASIC EDUCATION
10 E 530 0100 27 4250 054 1150 0000 $0.00 r =7 TEACHING
10 E 530 1111 11 1111 111 1111 1111 $-111.38 [N 5400 SUB PAT-PROF LEAVE FURPOS
10 E 530 7900 13 0980 054 0000 3050 $0.00 [N 054 CAF FROT MGR
10 E 530 7900 13 5180 0S4 0000 3050 $0.00 r 1150 GROVE ELEM
10 E 530 7900 13 5990 054 0000 3050 $0.00 [N booo oooo
10 E 530 7900 21 0950 054 0000 3520 $0.00 |
10 E 530 7900 21 0950 054 4040 3050 $0.00 r 2012_-2013 Available Funds By
10 E 530 7900 21 2600 054 4040 0000 40.00 [N Individual Account
1DI E 530 7900 21 2600 054 4040 4026 | $0.00 r _I;I
4 3
4 4 » W 100 records displayed Arcourt Murnber:
Quick Key:
Total Amount to Distribute: $2000.00 100.00%
Total Distributed: $0.00 0.00%
Amount Remaining: $2000.00 100.00%
Selected Accounts
Accourt Mumber Amourit Percent
Remove
Remowve Al
al » LI
Jone ’_ ’_ ’_ ’_ ’_ ’_| . Trusted sites & | EA00% v v
Startl @ @ Sﬁ Financial: Main Screen 0... | @ Loading web pragram... ... | @ Requisitions - WFPLMR. .. | @ Requisition Detail Lines/a. .. “ @ Account Distribution -... | 10:08 &AM |
R By

Type account code into purple search bar; format example:

10 E 530 0100 27 5000 101 1010 0000

Click Save Account Distrib button.
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i - S - i " Save and
Requisition Humber: 0000087813 Accounting: Account allocation by total requisition amount. Edit Master B
1 Group: (254) CAPITAL PROJECTS CP Subtotal: 2,000.00 Tax:0.00 MNotes
Tatal:2,000.00 Other:0.00 Attachmeni Back
Fiscal vear: 2012 - 2013 Ship To: MARYSYILLE SCHOOL DIST #25
. NEW YENDOR -
Yendor: s TTACH VENDOR INFO
= Description: Wa STATE DEPT ENTERPRISE SYCS - ANALYSIS TRANS CO OP - CAP
MARYSVILLE WA 98270
Requisition Accounts
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Account
Account Mumber a Account AmoLnt Accourt Percent | Over Bucget Diztrity
| $2.000.00] I N -
SiE
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|
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Kl 3
1 records displayed
El
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Start @ @ sﬁ Financial: Main Screen 0... | @ Loading web progran... ... | @ Requisitions - WEPLYMR... ” @ Requisition Detail Lin... 10:00 AM |
Kl >

In Requisition Detail Lines, add notes or attachments. Click
Submit for Approval button to send requisition to Purchasing.
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{~Notes - WF'PUYMRARE\ND - 9271 - 05.12.06.00.12-10.2 - Windows Internet Explorer . =] ]
||| Notes [ ey
1 Add/Edit Note for Requisition# 0000087813 Save <:|
* Mote Category: NEW WENDOR - Back
Entered Date: 08/29/2012
Entered Time: 10:10 AM
Entered By: HART, JOAN M
* Mote: jwis STATE DEPT EMTERPRISE SERVICES =
FINANCIAL OFFICE
PO BOX 41002
OLYMPIA Wia 98504-1008 |
| -
™ Protected (Read only to all users except the user that entered it.)
Asterisk (*) denotes a required field
| pare l_f_l_l_’_|_| " Trusted sites a v | min - g
|
-
K| 3
|2D =] 1 records displayed Line: I:I |
-
[ [0 [T [ Trustedsites Sh v | ®ow -
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A 2

Use Notes for new vendor info, account code info,
notes to Purchasing. Click Save button.
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Cedarcrest | —

- 0000036435 WEM 28 Misc, Baseball Officials SMO CO BASEBALL UMPIRES WA 6,000,000 DOYLE, ELIZABETH L —
- 0000026436 WEM 28 Misc, Boys Basketball Officials SMO CO BASKETBALL OFFICIA, WA 16,000.00 DOYLE, ELIZABETH L ey

0000086437 WEM 28 Misc. girls Basketball Officials SMO CO BOARD WOMENS SPOI WA 15,000.00 DOYLE, ELIZABETH L Edit
- 0000026438 WEM 28 Misc. Softball Officials SMO CO SOFTEALL UMP ASSOC WA 5,000.00 DOYLE, ELIZABETH L Delete
- 0000036439 WEM 28 Misc, Football Officials SMO CO FOOTBALL OFFICIALS, WA 11,000.00 DOYLE, ELIZABETH L 5
- 0000036440 WFM 28 Misc, Soccer Officials MORTH CHAPTER SOCCER REFE WA 8,000,000 DOYLE, ELIZABETH L =200
- 0000026441 WM 28 Wisc. volleybal Officials SCBYO Wa 5,000.00 DOYLE, ELIZABETH L Zliotes
- 0000036442 WFM 28 Misc, Wrestling Officials SMO COOWRESTLIMNG OFFICIAL, WA 2,500.00 DOYLE, ELIZABETH L Attach
- 0000036443 WFM 28 Misc, Office Supples COFFICE DEROT WA 1,000.00 DOYLE, ELIZABETH L Submit
- 0000027308 WEM 28 2012-2013 MwIas Mermbership My DISTRICT OMNE WA 930,00 DOYLE, ELIZAEBETH L

Dues
- D0000S7809 WM 28 Supervisary Passes MW DISTRICT OME WA 3,000.00 DOYLE, ELIZABETH L S
- 0000037310 WFM 28 Supplies COFFICE DEPOT WA 3,000,000 OBRIEM, MOMICLE M Deny
- 0000037311 WFM 28 GF SITELIMES 09/12 SITELIMES PARK B PLAYGROL, WA 3,026.68 FOSS, DOMMA 1 Remove
- 0000037312 WFM 29 kodansha Katakana Warkbook KIMCKUNTYA BOOKSTORE WA 363,17 ERWIN, MARCLA J ERpEEl
- 0000033326 WFH 090112 M-PHS CLASS OF 2013 - ARGOSY  ARGOSY CRUISES WA 5,000.00 HERRING, JEAMETTE Clang from
CRUISES - 9/22/{12 SENIOR | Purchase Orcler |
CRUISE : : i i _ higzs Spprove
LEW WENDIUR - ATTALH VERD Reguisitions
- Print WP
» Report
an x| W4 W 21 records displayed Requisition Murmber: l:l
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In Requisitions, print, edit or delete requisition.



