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Rexquisition Master Information

2. Description insert [— e
Requisition Group:| 181 Title I ( v ) Eavc and
L) Title 1 (101) Fical Yeer 2015 - 2916 July 1, 2015 - June 38, 2005 v it
* tcoun. llucelivn by ld requisiion anounl (YMA). Back
° School Name ! Account allocation by each requisition detl fine [YDA). o
e  General description of purchase The info. in this

e description box will not

goVendor I "ot ¥ iew ramiy Engagammen: tems print on P.O.

Tt use for Kindengarizn trensition

It will only show in Skyward
)

@;Ir“o Shlp TO: your school or Central Rec.

“u . ”
50 Attention” box: your name e
* Dus Date: 03/02/2016 |55 Wed
Ship Date: 03/02/2016_|
Shi;-\’a:i
Confrart:| A

SAVE AND ADD DETAIL ™™

pward Bcorp.com

Line number starts at “100”

Bepsution e | Reuson Diesd Uney/accounting
Hexulution Detal Lines/ Accounting

o Acoount allocatson by total requisition amount.

60 Qua ntity (must have number)

THAM C0 BOARD OF E0-CENTRAL RECEIVING

ar: THC
PO BOX 201877 Discrignon; TWES 5 iad Mind's Goal 1 ELA
ATLANTA GA J0304- 1077

/.Unit Cost e
&.Description —
The info. in this

Line 100 should have “1” as the quantity, $0 as “unit cost” and © description box WILL

Information such as ***SIP Goal ****phone and FAX NUMBER to™™ " * == print on the Purchase

the vendor ****Board approval date, ****teacher name and room number if equipment. Order

e SAVE

90C|iCk Add (to enter next item)

Line “110” This is where you begin your actual orderz:ssmwasopan

Detail Li IR~

Beristution Matter Informaicn | Recison Dot Uneyfaceounting

e Enter quantity i
e Enter Unit Cost = e
e Enter description e

Be very descriptive here (item number, color, discount information etc.)

Click Add (to enter next item)

e Shipping and handling charges should be added as a line item Y e e

e If you are receiving a discount from the vendor, you will manually calculate the savings and enter the discounted
amount.



10. Click Add Requisition Accounts (to add funding code)

Res n Detail LinesiAccounting
2 L

11, Choose funding code then click Save Account Distrib.

Remember: Amounts in these funding lines are DISTRICT amounts....not school level amounts. Be careful not to
overspend.

12,  Add attachments (FE Proposal, Quote, etc.)
12.  Submit for approval

Requisifin Detll LineslAcscursing wig:
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14, Once the requisition goes through ALL approvals, you a purchase order will be

printed.

You will receive a hard copy of your PO from Heather once the official PO is printed by the finance department.
When your items are received, you and your principal will sign the hard copy and return (with packing slips) to
Federal Programs to okay payment.



