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Click on Add from Online Catalog
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There are no records to disply; check your fiter settings.

20 ¥ 0 records displayed

Hiary Hespe  Account | Preferences | Exit | | 2 ’

B @8 3 ravortes ] new window Fol My Print Queus

Addd

£dd from Orline
Add a new online requisition Cataloy «
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Requisition Number: I:l ABC
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Click on Staples
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Confirm/Select Requisition Group
This determines who the requisition goes to for approval so choose accurately!

Confirm/Select Fiscal Year

Enter a Description

Confirm/Select Ship To
Confirm/Enter (Ship To) Attention
Click Save and Add Detail (on right)

* Requisition Master, Information rontMotion Firefox

st Jskyward. cambridge. kLZ.wi.us/scripts/wsisa

Requisition Master Information wm O S 2

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

. n Save and
@ 2! -
Requisition Setup Information s Detell ‘
Requisition Group: ‘ 000 - DEFAULT GROUP v‘ Back

Fiscal Year| 2013 - 2014 July 1, 2013 - June 30, 2014 v

Account alocation by total requisition amount (YA,
Account allocation by each requisition detail line (YDA).

Requisition Information

* Batch Mumber: |07

* Description:

Mendor: | CORPORATE EXFRESS **Ecommerce Viendor ™
*Ship T0: | SCHOOL DISTRICT OF CAMERIDGE 403 BLUE JAY VAY CAMBRIDGE WI 53523 -
attention: |
* Due Date: [10/07/2013__ ||| Monday
Ship Date: [10/07/2013 |72 Monday
Ship via:
Cuntract:\ v

Asterisk () denotes a required field

Find the item you would like to order
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Ink & Toner Finder Quick Order Gty Your Shopping Lists
Apple® 5 Quickc Order ltem 8 LB Addto cart mﬁ;e e Please select alist v

Boards | Easels | Dry-Erase  »

Calendars | Planners »

=
e Ghoose pink.
Coffee | Water | Snacks 4

Custors: Imprint [ Stamps » Get the supplies you
Envelopes | Labels | Mailng need and support
Filing | Binders | Organizers 4 a great Cause

First Aid | Medical Supplies » m

Furniture | Chairs | Cabinets  »

Paper | Motebooks | Cards

PCs | Drives | Accessoties

Pens | Desk Supplies | Tape

Printers | Machines | Cameras

Saiety Supplies »

School | Awards | Art »

Security | Banking | Cash » Featured Products View Al ~




Enter Quantity

Click on Add to Cart

* Your Search for, *554c" returned 2 matches - FrontMotion Firefox

[ @ hitpssjjac-order staplesaciantage.comjwebappfiicsistoresfsarulet/otplCategoryDisplayterm=S54c act=distc=SR.CHeresst=tue

All Products Match:
Category:
-Fine Business Paper
Product Type:
+Eco-Conscious
‘Recycled
Brand:
*Southworth

Narrow your results by:

Paper Color
[Covite 1

Update
Paper Weight
Cz3-26k.(1)

Update

@ Advantage (554

Click To See All Categories

Customer ID: 14401 7BDET

er Finder

Home

Customer Service  Messages(0)

0 ftems

50,00 Checkout

Quick Order Gy
Quick Ordler ltem &

Search Resuls

Your Shopping Lists

Oreler
I AddtoC Muttipie tams

Your Search for "554¢" returned 2 matches.

Sort By tems Per Page
Best Match - 18 -
O Southworth Linen Business Paper, 24-b., White, 8
12" x 117, 500Bx
|
Staples tem # 719280
MFR tem # 554C
O Southworth Linen Business Paper, White, 24 1, 8
2"
e |

Staples ftem # SOUSS4C
MFR ftem # SOUS54C

Please selectalist

Prirtable Yersion D

terms 1102 of 2

$35.49

BX/500
Qty. 1

<

+ Addto List
Check Delivery Date

$35.49
BX/500

aty 1

Add to Cai

+ Addto List
Check Delivery Date

3

Continue Shopping until your Cart contains all desired items
Click on your Cart

Click To See All Categories

All Products Match:
Catagory
-Fine Business Paper
PFraduct Type
Eco-Conscious
-Recycled
Brand:
“Southworth

Narrow your results by:

Paper Color
Cvwmie 1)

Update
Paper Weight
Oza-25m.01)

Update

m Advantage (a54c

Customer ID: 14401780ET

Home

Quick Order aty.
Quick Order ltem

Search Resuks

Qrder
Ll AddioCart Ervircirine

Toner Finc

Your Shopping Lists

Your Search for "554¢” returned 2 matches.

Sort By

< Compare | BestMatch

O

Hems Per Page
v 15w

Southworth Linen Business Paper, 24-Ib., White, 8
12" % 117, 500Bx

Staples ftem # 719260
MFR ftem # 554C

Southworth Linen Business Paper, White, 24 Ib, 8
127 1™

Please selectalist

Customer Service | Messages(()

Checkout

Printable ‘ersion B

Iterns 110 2 of 2

$35.49

BX/500
Oty. 1

Addto Cart

1in cart
+ Ao to List
Check Delivery Date

$35.49

BX/500
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Click on Submit

Your, Shopping Cart - Fronthotion

‘ @ hittps: ffac-order staplesadvantage. comjviebiapp wes/stores servlstyourorder?ts=136116477264980perationode=cmProdaltYouror derordAdi=0,008/an gld=-1ars=1351 16477 264720225

-~
Southworth Linen Business Paper, 24-Ib., White, 8 12" $35.49 $35.49 O 1
% 11", 5008 00
e R &) o
Staplss tem # 719260
R ftem # 554C Check Delivery Dats
Packing Slip hcte:
ftem Remove
view all delivery dates w Lepl
Sort By
Please select R
Order Summary
Subtatal $179.23
Total: $179.23

Continue shopping Clear cart Update cart w «

Your Shopping List Options
Save this order as anew shopping list or add to an existing shopping list.

Enter list name Create new list

Save this order to an existing list  Select 3 list v Save to list

53

Your items will be populated into the Purchase Order. All pricing and shipping will be correct
based on our agreement with Staples. DO NOT add Requisition Detail Line for shipping.

Click on Add Requisition Accounts

* Requisition Detail Lines/Accounting - 05.13 rontMotion Firefox

| @ tpssffshywrd, cambridge.Jd 2. wi.usfscrptsfusisa dlfSeruice =wisshky FeresdeODLw

Requisition Master Information | Requisition Detal LinesfAccounting
Requisition Detail Lines; Accounting

Requisition Master Information §:bm (e
prroval
Batch Number: 07 et
Requisition Nurmber: 0000014823 Accounting: Account allocation by total requisition amount. Exlt iaster Finish Later
Group: {(DOD) DEFAULT GROUP Amount: 179.23 Hotes Back
Fiscal Year: 2013 - 2014 Ship To: SCHOOL DISTRICT OF CAMBRIDGE attachments
Wendor: STAPLES BUSINESS ADVANTAGE
DEPT DET PO BOX 83689 Description: DO Order
CHICAGD IL 60696-3689
*** This is an Ecommerce Requisition ***
Requisition Detail Line Items
Views: | General v | Flters: | Skyward Defsult Clone v T o B o [ g
Line a | Catalog Code Description Quantity || Unit Cost Tatal Cost Ei

- r o
At

110 515975 At-g-Glance 2014 QuickMotes Recycled 1E& 7.99000 7.09 Ecommerce

Desk Calendar Refill , Jan.-Dec., Desk, 3 Narrative
1/2" % 6"
120 515839 At-2-Glance 2014 QuickMotes Recycled 1 EA 14.99000 14.99 Add
Desk Pad, Jan.-Jan., Desk Pad, 22" x Retuisition
17 Accourts
130 636620 Paper Mate Profie Ballpoint Stick Pens, 1 PK 5.16000 5.16

Bold Paint, 1.4 mm, Assorted Ink
Assorted Barrel, 4/Pk

140 811758 Ayery Mame Badge Label Pad, Portable 3 PK 3.75000 11.37
Label Pads, Blue Border, 3" % 4", 40/Pk
150 437354 Nu-Dell Leatherette 7 PE 14.89000

CertificatefDocument Frame, Black, 8

|
6 records displayed Line: |




Select the Account(s) that should be used to pay for the purchase.
e  Multiple Account(s) can be selected if expense should be split
e Selected Account(s) must have funds available in order for the requisition to be submitted.
e  Activity Account balances display in reverse sign so can and should be used when displaying
as a “negative”.
e If youdon’t have access to the account that should be charged, please contact the District
Office.

Click on Save Account Distrib(ution)

FrontMotion, Firefox

hittps: ffskyward, cambridge k12, us/scriptsfusisa, dlfWServics=wsSky [facctmeistO01

Account Distribution Wi & 2
Available A (A are displayed based on Account Clearance access) Save *
Account
= Account Level Description Distriby
o @,
Back
Frda |7 [Loc [obj [Func [P Funds Available | Selected
Account Number Information
o0 E 800 411 232000 000 $9,700.46 Bl code [pesoription
10 E 800 411 240000 000 $0.00 [m] ho CEREREMEINE]

] DISTRICT WIDE

0 E 600 411 253000 000 $20,715.41 o] PP —————————
10 E 600 411 253000 698 $1,300.00 O E—

10 E 600 411 253200 000 $0.00 [m] fo0 1o FROGRAM PROJECT
10 E 600 411 253300 000 0.0 [m]

10 E 8O0 411 253300 887 $0.00 |:| 2013-2014 Available Funds By
10 E 800 411 253400 000 $0.00 [m] Individual Account

10 E 800 411 253700 000 $2,000.00 O

10 E 800 411 253700 329 $0.00 O

0 E 600 411 254200 000 $0.00 O

0 E o i e o o O 52

M4 4 » W 100 records displayed Account Mumber: | | [

Quickkey:[ ]

Total Amount to Distribute: $179.23 100.00%
Total Distributed: $179.23 100.00%
Amount Remaining:  $0.00  0.00%
Selected Accounts
Account Humber Amourt Percent

10E 800 411 252000 000 | [179.23 ] ‘ [to0o0 | ‘ Remove

Rgmove Al

Click on Submit for Approval
(or Save and Finish Later)

|a cambridge ki riptsfuwsisa, dlfWService=wssky[For W

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

on Master Information Submit For

Heg| spproval | < h

Batch Number: 07

Save and
Requisition Humber: 0000014823 Accounting: Account allocation by total requisition amount. Eclit Master Eirish Later
Group: (000) DEFAULT GROUP Amount: 179.23 Hotes: Back
Fiscal vear: 2013 - 2014 Ship To; SCHOOL DISTRICT OF CAMBRIDGE Attachmerts
Wendor: STAPLES BUSINESS ADVANTAGE
DEPT DET PO BOX 83689 Description: DO Order
CHICAGO TL 60696-3680
*** This is an Ecommerce Requisition ***
Requisition Accounts
Requisition Accounting ) @ [ e
Account
Account Humber a Account Amou Account Percent | Over Budget Distrib
View
Requistion
Detail Lines

1 records displayed




The Requisition will be in the list
If Status is WFH — The requisition has been submitted and is Waiting For Higher (approval)
If Status is WIP — The requisition was saved only — you will need to submit when ready

Special processing CANNOT be done for these orders, please DO NOT include Notes or
Attach(ment).
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