Tutorial

Skyward — Online Regquisition
(eCommerce vendors / online catalog)

How to create a Purchase Order (PO) — electronically submitted as on Online Requisition for a purchase using
online catalog / eCommerce vendors.
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The online catalog will automatically open. Search and find what you would like to purchase. Add to your cart. (Please
note that discounts are applied at the end of the purchasing process.)
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When finished, click on Check Out






Choose the Account by clicking in the box
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