Create a Requisition

Please refer to the vendor specific instructions available for our online catalog retailers:
NASCO, School Specialty, and 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 (short) Description
Do NOT include special instructions in this location because it does not display on the final
printed Purchase Order. If necessary, please use Notes as defined below.
Select Vendor
e If the desired Vendor does not exist, please email the vendor name, order from address,
telephone number and fax number to champton@cambridge.k12.wi.us to have it added. You can
complete and submit your requisition
e The District Office handles online ordering for vendors “Amazon.com” and “Walmart.com” only
e Select vendor “Credit Card Checkout” for registrations, orders, and/or purchases that you would
like to handle independently with a school credit card.
Confirm/Select Ship To
Confirm/Enter (Ship To) Attention
Click on Save and Mass Add Detail
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Requisition Information

* Batch Mumber: |23

* Diescription: | DEMO Requisition

*vendor: & To 2 RENTALL AND SALES 2209 5 STOUGHTON ROAD MADISON WI 53715—2894|v
* Ship To! | NIKOLAY MIDDLE $CHOOL 211 30UTH STREET CAMBRIDGE WI 53523 =
Attention: |
* Due Date: :l Wednesday
Ship Date: [10/23/2013 _|[7] Wednesday
Ship Wia:
Cuntra:t:| v

Asterisk (*) denotes a required field




5 Requisition Detail Line items will Display:

For each item you would like to order, Enter a separate Requisition Detail Line with:
e Quantity
e Unit Cost
e Description (this should be detailed; include item number & description)

If you have a quote, you can enter one Requisition Detail Line for the items/order. Enter “1” in the
Quantity, enter “x.xx” in the Unit Cost (where x.xx = quote total without shipping expense), and enter
“See attached Quote” in the Description. Then make sure you include Notes or Attach(ment) as defined
below!

If this requisition is for Credit Card Checkout, you can enter one Requisition Detail Line for the items/order.
Enter “1” in the Quantity, enter “x.xx” in the Unit Cost (where x.xx = the absolute MAXIMUM you will
charge to the credit card), and enter ~ where you plan to make the purchase, ~ a brief description of what
you plan to purchase, and ~ a brief explanation of the reason for your purchase in the Description.

If you enter 5 Requisition Detail Lines and need additional line items, Click Save, then click
Mass Add Detail to display another 5 Requisition Detail Line items

Add an additional Requisition Detail Line item indicating Shipping Expense
*MANDATORY - Requisitions will be denied if this is not included*

e If you are expecting shipping to be free, enter “1” in the Quantity, enter “0.00” in the Unit
Cost, and enter “Free Shipping” in the Description.

e If youdon’t know the shipping expense, enter “1” in the Quantity, enter “x.xx” in the Unit
Cost (where x.xx = 10% of the order total {example: if your order total is 53.25, x.xx = 5.32}),
and enter “Estimated Shipping” in the Description.

e If you know the actual shipping expense, enter “1” in the Quantity, enter “x.xx” in the Unit
Cost (where x.xx = actual shipping cost), and enter “Confirmed Shipping” in the Description.

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

If there is any special information, documents, and/or instructions needed to process your
requisition, please include Notes and/or Attach(ment). DO NOT SEND EMAILS OR PAPERS
RELATING TO A REQUISITION WITHOUT REFERENCING IT IN THE REQUISITION NOTES!
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Example: You create a requisition with a line item referencing an “Attached Quote”. If you are sending an email with that quote
or sending a physical copy of the quote, you must indicate within the Requisition Note to look for the email or paper.

Example: You want to place the order yourself after your requisition is approved. Please specify that in a Requisistion Note so a
duplicate order is not processed.

IF NO ORDER INSTRUCTIONS (NOTES) ARE INCLUDED, THE REQUISITION/PURCHASE ORDER
WILL BE PRINTED AND PHYSICALLY MAILED OR FAXED!



