
 

Entering Requisitions (Purchase Orders) with 

Skyward 

 
Start on River Valley School Homepage – www.rvschools.org 

 

See bubbles on each page for directions 

 

1. Click on Staff Resources along the top  

2. Click Skyward Employee Access halfway down on page 

 

Or 

 

Bookmark this link; it is different than Student Records link. 

https://rvsdskyweb.rvschools.org/scripts/wsisa.dll/WService=wsFin/seplog01.w 

 
If you do not know the vendor at this time, use yourself as the vendor. The vendor can be changed at a 

later date. 

 

Online catalogs are provided for School Specialty family and NASCO.  Click on 

order online when adding a requisition to get to these catalogs. 

 
School Specialty includes Abilitations, Brodhead & Garrett, Childcraft, Classroom Direct, Frey 

Scientific, Integrations, Sax Arts & Crafts, Sax Family & Consumer Sciences, The Speech Bin and 

Sportime. 

 

See the last page of this document 

 

 

 

Shipping charges should be added as an individual line item at the end of the requisition.  Include 10% 

or the actual charges if known.  If shipping is free, please indicate this on a separate line. 

 

 

You can add notes to the requisition by clicking the “Notes” tab on top of the main screen.  

Attachments can also be added to the requisition. 

 

 

 

 

 

http://www.rvschools.org/
https://rvsdskyweb.rvschools.org/scripts/wsisa.dll/WService=wsFin/seplog01.w


 
 

 

 

 

Login with regular 

username and password 



 
 

 

 

 

Click on 

“Requisitions” 

Click on Purchasing 



 
 

 

 
 

 

3. Click “Apply 

Filter” –  

1. Those who approve 

requisitions may want to 

use this to limit 

requisitions you see 

2. Any place you are 

working with filters, 

you can adjust the 

number of records 

displayed 

Click on 

Filter 

Options 



 
 

 

Click “Add” button to 

begin a new 

requisition, 

1. Select your requisition group. 

2. Select the correct Fiscal Year.  This is 

very important or you may need to re-

enter the requisition. 

3. Enter a brief, general description. This is what 

will appear on board reports. 



 

 

4. When you begin to type in the 

vendor box, a list of available 

Vendors will display.  If the 

Vendor is not available email 

Donna or Jon. 

5. If you want to see 

all vendors listed, 

click Vendor and 

you’ll see the next 

screen. 

6. You can type the Vendor name 

in this box to search for a vendor. 



  
 

 

7. Click on 

Ship To and 

select your 

building 

8. Enter a Due Date/Ship 

Date or leave as default 

dates. 



 

 

9. Click Save and Add 

Detail for one item or 

Save and Mass Add 

Detail for multiple items. 

1. Leave Line Number as is 

and Merchandise box 

checked. 

2. Enter a Catalog number if applicable.  

The quantity and Unit of Measure (each, 

dozen, etc.) 

3. Enter the description of the item 

from the catalog. 

4. Click 

Save when 

done with 

item(s). 



  
 

 

Click on Add Requisition 

Accounts for the next screen. 

Select the account that you are 

ordering from. A description is on the 

right. 

Account 

Description 



 
 

  
 

Click on Save 

Account Distribution 

when done. 

Verify everything is correct and 

then click Submit for Approval. 

You can click Save and Finish 

Later to work on the requisition at 

a later time. 

If you use the 

Back button, 

your work will 

not be saved. 

After you click Submit for Approval, the requisition will go through 

the approval chain of Team Leader (if applicable), Building Principal 

and Business Office.  You will receive an email when the requisition 

is approved and becomes a purchase order. 



 
 

 

The requisition will show up on this screen after 

you are done.  If you place your mouse over the 

App Sts you will see the description status codes.  

This is WIP, Work in Progress, and has not been 

submitted for approval.  You can still make 

changes or delete by using the right hand 

buttons. 



 


