INSTRUCTIONS FOR KEYING REQUISITIONS (SCHOOLS)

Option 13:    Outside Vendor Requisition

                      Key in requisition number (8 fields – example:  16000031)

                      (You may keep your own record of requisition numbers or you can accept 

                       the one the program assigns – most prefer to keep own record, starting the


                       number with the school year: example: 901 for year 9 and so forth)
              F5:     To add requisition

            
Dept field:  Optional – may leave blank            
                       Vendor #: (best to look up beforehand, but can perform search from this 


                        field if necessary)

                        Ship to:  this will be your school location (example 310, 311, etc)

                        Acct # :  supply code, etc.                        

                        Estimated Shipping:  If you know what shipping will be, fill in this 
                        space.  If not, a good rule of thumb is to allow 10% of order, unless

                        you know it will have free shipping. ie., if order is above a set amount set

                        by company.

                        General Discount:  % or $   enter percentage or dollar amount, if


                        applicable.

                        Comments:  Where you insert Do Not Mail, Do Not Bill until after 

                         7/1/09, Please fax to – these are just some examples.

                         Press Enter –  this brings up name and address of school.  Enter a


                         name on the attention line at this point.
                         Also, if the vendor is an E-Procurement vendor, this is your opportunity

                         to enter a commodity code and it will carryover to all  items once you

                         proceed to following pages.

            F10:      Accept Requisition
Page 2- EP        If using an E-Procurement vendor, this page will display showing
             Title, Freight Terms, Pay Terms, Ship Method, Deliver To.  The only
 line you need to fill in is the Deliver to field.  However, if you filled in

 a  name on  the attention field on the previous page, it will carry over and
 fill in this space for you.  If this field is left blank, it defaults to Ann
 Joyner.
             F10:     Accept Requisition
* If the vendor you are using in not an E-Procurement vendor, you will not see this page.

Page 2  (not 

EP)           
To enter detail.  Begin listing your items, populating each field with  

-or-             
applicable information. In the description field, you have the option to choose F2 to expand the field at this time if description is longer than  

Page 3-EP  
space provided.  If this is a blanket requisition, be sure to remove the tax in populated fields.  If commodity code is requested and you didn’t list on beginning page for it to carryover, you may fill in at this
                       
time. (list to be provided)  Press enter after listing each item.  If 

                       
commodity code not accepted, press F4 and it will bring up list to give you
a choice.  There is also an option  to the right of this box titled Scan data in which you can type in name of item, press F5 and it will give you a more complete listing.

List all items.  There are spaces for up to five (5) items, you can add more by paging up or down. (keys to the right of keyboard, page up, page down)

                        When you have completed listing your items, press Enter and this will

                        allow you to check your totals, making sure they agree with your records.

                        Pay attention to shipping, tax, discount, total. 

           F10:      Accept requisition.  If in agreement with your totals, press F10 and this 
 

will submit your requisition for approval.

