
Tutorial 

Skyward - Online Requisition 

(eCommerce vendors / online catalog) 

How to create a Purchase Order (PO) - electronically submitted as on Online Requisition for a purchase using 

on line catalog/ eCommerce vendors. 
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Go to the Purchasing tab 

Under My Requisition Processin , hit "Requisitions" 
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At the next screen hit "Add from Online Catalog'' 
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Click on the Online Catalog you would like to purchase from 

1.w?isPopup=true 

Click on the image of the site whose online catalog you wa to order from. 
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Choose the Req,;,;,;,a Gro,p yoo ace p,,cha,;ag to, by h;tt;ag the d7 
la https:J}skyward.iscorp.com/scripts/wsis.!1.dll/WService=wsfinlodiwi(foreqmast00l .w / 
~quisition Master Information 

tequisition Master Information I Requisition Detail Lines/ Accounting / 
lequisition Master Information / 

Requisition Setup Information ~ 
Requistion Grnup: .-I 1-03- -- K-IlJD- E-RG_AR_TE_N ------------,.:] 

Fiscal Year: I 2014 - 2015 July 1, 2014 - June 30, 2015 .:] Current Fiscal year not available for this group. 

<-' Account allocation by total requisition amount (YMA). 
C' Account allocation by each requisition detail line (YDA). 

Requisition Information 

"'Batch Number: 23 
*Description:~-------------------------------~ 

I\ 

Vendor: OFF CE DEPOT 

~ fLOD PRIMARY SCHOOL 

Attention: I E Z OCK 

* Due Date: 07 2014 6] Wednesday 
Ship Date: 107 :i12014 16] Wednesday 

"""Ecorrrnerce Vendor** 

103 PLEASANT STREET LODI ldl 53555 

ShipVia:!=clc=====-----------------------------~ 
Contract: J .:J 

~sterisk r:, denotes a re ~uired field 

Enter a Description of what you will be purchasing 

Click on Save and Add Detail 
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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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Click on Add Requisition Accounts 

Requisition Master Information I Requisition Detail Lines/ Accounting 

Requisition Detail Lines/ Accounting 

Requisition Master Info rm ation 

Batch Number: 23 

Requisition Number: 000002 1462 

Group: (103) KINDERGARTEN 

Fiscal Year: 2014 - 2015 

Accounting: Account allocation b otal requisition amount. 

Amount: 22 .22 

Ship To: LODI PRIMARV SCHOOL 

Vendor: OFFICE DEPOT, INC. 
515 KEHDE BLVD Description: math poster, alphabet letters, pencils , lue sticks 
CAROL STREAM IL 60188 
*"' "' This is an Ecommerce Requisition ** "' 

Requisition Detail line Items 
Views: I General iJ Filters: ~1 ,-S-kyw_ a_c_d _D_e-fa_u_1_t.:J~• 

Line .... Catalog Code 

1111 733601 

110 966350 

120 983014 

Description 

Office Depot(R) Brand Wood Pencils, 
#2 Medium Soft Lead, Pack Of 72 

Elmers(R) All-Purpose Glue Sticks, 0.21 
Oz, Pack Of 12 

Scholastic Personal Poster Set, 100th 
Day, 17 x 22, Pack Of 30 

Quantity U of M 

1 PK 

1 EA 

Unit Cost 

6. 18000 

14.39000 

6. 18 

14.39 
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Choose the Account by clicking in the box 

Account Distribution 

Fnd ... 

10 

10 100 942 110900 000 

10 100 943 110900 000 

4 records displayed 

Total Amount to Distribute: $22.22100.00% 

Total Distributed: $22.22100.00% 

Amount Remaining: $0.00 0.00% 

Selected Accounts 

Account Number 

10 E 100 411 110900 000 

Click on Save Account Distrib 
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Verify all information is correct and click on Submit for Approval 

~equisition Master Information I Requisition Detail Lines/Accounting 

~equisition Detail Lines/ Accounting 

Re,1uisition Master Information 

Batch Number: 23 

Requisition Number: 0000021462 

Group: (103) KINDERGARTEN 

Fiscal Year: 2014 - 2015 

Vendor: OFFICE DEPOT, I NC. 
515 KEHOE BLVD 
CAROL STREAM IL 60188 

Accounting: Account allocation by total requisition amount. 

Amount: 22.22 

Ship To: LODI PRIMARY SCHOOL 

Description: math poster, alphabet letters , pencils , glue sticks 

"'*'*' This is an Ecommerce Requisition "'"'"' 

Requisition Accounts 

Requisition Accounting 

Account Number ..,. Account Amount Account Percent Over Budget 

10 E 100 411 110900 ODO $22 22 100 00% 
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** Online catalog/ eCommerce orders are automatically ordered when the PO is issued. No further steps are required 

from you to make the purchase. 




