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/\WWService=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

SKYWARD

River Valley Public Schools

Lagin ID:

Fassword: |

Sign In

Forgot your Login/Password?

05.13.06.00.10-10.2

Login Area: |Al1l AZreas -
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# Requisition Master Information - WFWPUAMRAREYRQ - 10740 - 05.13.06.00.10-10.2 - Google Chrome
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Requisition Master Information (- BEE . I
Requisition Master Information | Requisition Detail Linesf Accounting
Requisition Master Information
A-frA A Save and
Requisition Setup Information J 1. Select your requisition group. okl Dt
Requisition Group: | 421 - HS ART 2. Select the correct Fiscal Year. This is Save and
Fiscal Year:[ 2013 - 2014 July 1, 2013 - dune 30, 2014 ~]] very important or you may need to re- Mag:ﬁdd
P Al
® sccount alacation by total requisition amourt (YMA), enter the requisition. —
O Account allacation by each requisition detail ine (YDA, Save and
Import Detsil
Lines
Back

Requisition Information

* Batch Mumnber:

* Descripti

3. Enter a brief, general description. This is what
will appear on board reports.

* yendor:
* Shin To: RIVER. VALLEY SCHOOL DISTRICT OFFICE 660 W DALEY 5T. SPRING GREEN WI 53588
Attention: |JANICE WioM STEIM
* Due Date: :l Monday
Ship Date: :l Monday
Shipviar ]

Contract: |

Asterisk () denotes a required field




Requisition Master Information [ IR IS
Requisition Master Information | Regquisition Detail LinesfAccounting
Requisition Master Information
Requisition Setup Information is;%::;l
Requisition Group: | 421 - H3 ART s Sawe and
Fiscal Year:| 2013 - 2014 July 1, 2013 - June 30, 2014 ~ Mass Add
@ account dlocation by total requisition amount (A7, petal
O account allocation by each requisition detal line (YDA, Save and
Impiort Detail

Lines

Back
Requisition Information

* Batch Mumber:

* Diescription:

* wendor: [as] I3
i SAX ARTS & CRAFTS Order From/FRemit o [S4C ooo] |

ME UNIT $68-93 4. When you bggin to type in the
NILVAUKEE, WI 53268-9830 vendor box, a list of available

* Due O . .
_ Vendors will display. If the
Ship D3 SAX ARTS & CRAFTS Order From Only [SAC ool] . . .
Ship v PO BOX 510710 Vendor is not available email
TR NEW BERLIN WI 53151-0710 Donna or Jon.
0N PUELISHERS, INC. Order From/Remit to [3PI ool]

Asterisk () denotes 6277 SEA HAREOR DRIVE

CQLANDO, FL 32887

5. If you want to see
all vendors listed,

10740 - 05.13.06.00.10-10.2 - Google Chrome

click Vendor and

you’ll see the next
Vendors screen. d ‘Tj 'E' 2
Wit w @ | @ Select F
Mame a Address City State | Zip 'El w [l Bk L
5 PUBLISHERS A HAREOR. DRIVE ORLANDO, EE=EEE ~ i
Say IT STRAIGHT FOUNDATION PO BOX 50752 DEMTOM, T= FR206 B 5
SBC ATHLETIC SUPPLY 513009 SHIFFLET ROAD, LOT &8 SPRING GREEM W 53588 B 1
SCAM SOFT, IMNC, 695 ATLANTIC AWEMUIE BOSTOM, 12, 02111 B 5 i
SCAMLAM CARLYLE Q086 FLAMIMGD DRIVE, M ST, JAMES CITY, FL 232956 I at i
SCAMLCMN DELMAR 441 W, MAIM STREET REEDSELIRG W 53959-1561 | a0
SCAMMING SYSTEMS 11413 WALLEY WIEW ROAD EDEM PRAIRIE, [y 55344-261° B at
SCANMING SYSTEMS PO BOX 7789 SOMTA ROSA, CA as407-078' B Al
SCAMNTRON CORPORATION 35 PARKER IRWIME, CA 92613-160- B 3
SCAMNTRON CORPORATION PO BOX 93038 CHICAGD, IL a0a73-203 B an
SCB 377 FIRST STREET SCOUTH EL CAIJOM, CA az2019 B Al
SCHAAF BRADY 401 M, ALBAMY STREET SPRING GREEM Wl 53533 I Al
SCHAEFER DEREK 12 RUDI CIRCLE MADISOMN Wl 53719 1 Al
SCHALLER SARSH L. S12323 HWY G SPRING GREEM Wl 53533 I Al
SCHALLER. WELDIMG 512323 COUNTY ROLD G SPRING GREEM Wl 53533 B Al
SCHAMNS AMAMNDA K. 315 MAUTILLUS DRIVE MADISOM W1 53705 I 1
SCHAUF BRADY 401 M. ALBAMY STREET SPRIMNG GREEM Wl 53533 I 1
SCHAURF CODY 238 M. aLBAMNY STREET SPRING GREEM W 53588 I A=
SCHAUF DALTOM 307 JARVES STREET SPRIMNG GREEM W 53588 I Al
< | 3
4 4 F W 20 records displayed W af@c

6. You can type the Vendor name
in this box to search for a vendor.
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Requisition Master \ 2 Ship To Names Selection - WF\PUMRAREARQ) - 10740 - 05.13.06.00.10-10.2 - Google Chrome

Requisition Master Informatio hitps: /rvadskyweb rvachools .org/soripts fwsisa, dl AWService =wsFin ffecommnarme00 1 »vProgram Id =foommne

P | |
Requisition Master Infornj . . -
Ship To Names Selection @ {1 ?

Requisition Setup Infor|

Wigws: | General v | Filbers: | *Skyward Default » Sr | gelect |

Requisition Group: | 421 | | | | IEI @ @L ==

Fiscal Year: [ zoy (Mame Address City Stats | Zip T | Back |
8Att0umt allocation by ol RIVER VALLEY HIGH SCHOOL 660 YARSITY EOULEVARD SPRING GREEM ~ WI 53588 E R
Acmount alocation by ef | PRyEEYNIF=S L DISTRICT OFFI |660 W DALEY 5 GR lwi  |Sases |B |R

7. Click on
Ship To and
select your

building

8@53}( AR

* Ship To: |RIVER
Attention: @
* Due Date: [10/28/20
Ship Date: [10/28/2(

< | &
4 F W 2 records displayed Marre: [:] [aBc|

8. Enter a Due Date/Ship
Date or leave as default
dates.




tequisition Master Information | Requisition Detail Linesfaccounting

equisition Master Information

Requisition Setup Information

Fequisition Group: | 421 - H3 ART

Fiscal Year:| 2013 - 2014 July 1, 2013 - June 30, 2014 v

& account allocation by total requisition amount (YMA),
O account alocation by each requisition detail line (YDA).

Requisition Information

* Batch Murnber:

9. Click Save and Add
Detail for one item or
Save and Mass Add
Detail for multiple items.

* Description:

" Vendor: |suw ARTS & CRAFTS

ME UNIT #66-55 MILWAUKEE, WI 53265-5830 |v
#5hip TO: RIVER YALLEY SCHOOL DISTRICT OFFICE 660 W DALEY ST. SPRING GREEN WI 53588 |v

Attention: JAMICE VOM STEIM

* Due Date: [10/28/2013 |3 Monday
Ship Date: [10/26/2013 |52 Monday
spvia ]

Contract:|

Asterisk (%) denotes a required fisld

Save and
Al Detail

Save and
Mass A
Detail

Save and
Import Detail
Lines

Back

Requisition Detail Lines/Accounting

Requisition Master Informmation | Requisition Detail LinesAccounting

& htips: /frvsdskyweb rvschools org/scriptsfwsisa.dl W Service =wsFinforeqdetl 002w

Requisition Detail Lines; Accounting

Requisition Master Information

Batch hNurnber: 28
Requisition Mumber: 00000123200
Group: {421) HS ART
Fiscal Year: 2013 - 2014
Yendor: SAX ARTS & CRAFTS
MB UNIT #68-98
MILWAUKEE, WI 53268-0830

Requisition Detail Lines

*Line Murnber: | 100

Line Type: & Merchandise
O Narrative
Catalog:
*Quantity:[ 0l

Unit of Measure: hd

* Unit Cost: 0.00000

Total Armount: 0.00

1. Leave Line Number as is
and Merchandise box
checked.

by total requisition amount.

HOOL DISTRICT OFFICE

Reset

dozen, etc.)

2. Enter a Catalog number if applicable.
The quantity and Unit of Measure (each,

* Description

Saug item(s).
Back

4. Click
Save when
done with

/ 3. Enter the description of the item

A

Requisition Detail Lines

* Line Murmter:
Line Type: & Merchandise
O Narrative
Catalog:
*Quantity:[ 0

|nit of Maacra: L3

Reset

from the catalog.

| <




& https: /frvsdskyweb rvschools.org/scriptsfwsisa.dl/\WService =wsFin/foreqdetl00 1w

Requisition Detail Lines/Accounting W T 5o |7
Requisition Master Information | Requisition Detal Lines/Accounting
Requisition Detail Lines,/ Accounting
Requisition Master Information Submit For
Appraval
Batch Mumber: 28 Zave and
Requisition Murnber: 0000012300 Accounting: Account allocation by total requisition amount. Edfit Mazter Finish Later
Group: (421) HS ART Amount: 10.00 Notes Beck
Fiscal Year 2013 - 2014 S Trap P AR LIS EHATINE (o O (A7 Attachments

Wendor: SAX ARTS & CRAFTS
MB UNIT #68-98
MILWAUKEE, WI 53268-9830

Requisition Detail Line Items

igns: | General v| Filters: | #3kyward Default v|

Description: Test Items

Y@@ (e

Line & |Catalog Code Description Quartty ||| Unit Cost Tetal Cost ggg;“ Edit
) (7 I L wol | B
Mass Add
Detil
- . Acdd
Click on Add Requisition Recquistion
Accourt
Accounts for the next screen. e
Import Detail
Lines
1 records displayed Line: C]
Availahle Accounts {Accounts are displayed based on Account Clearance access) A%::Sm
=) L& Account Level Description Distriky
Back
Fnd a T Loc |Obj | Func Frj Fundz &vailahle | Selected
Account Number Information
E Code Description
10 E 401 413 121000 000 $0.00 O 10 GENERAL FLIND
10 E 401 417 121000 000 jozzyy” /O 01 SENIOR MIGH SChooL
10 E 401 431 121000 000 v/ [0 11 GENCRAL SUPPLIES
10 E 401 432 121000 000 e ] 21000 ART Account
10 E 401 435 121000 00O o [ 000 o FROGRAN PROTECT Description
10 E 401 439 121000 000 /{D.DD [H]
10 E 401 440 121000 000 $0.00 ] 2013-2014 Available Funds By
Individual Account
Select the account that you are
ordering from. A description is on the
right.
< | ¥

& records displayed

Total Arnount to Distribute; $10.00 100.00%
Total Distrbuted: $0.00  0.00%
Armount Remaining: $10.00 100.00%
Selected Accounts
Account Mumber

Account Mumnber: ' s
Quickkey:[ ]

Amaont Percent

Remove

Femove All




Available Accounts (Accounts are displayed based on Account Clearance access)

Account Level Description

B &,
Fnd a T Loc |[Obi | Func Frj Funds &vailable | Selected
= Account Number Information
E 1=1000 Code Description
10 E 401 413 121000 000 $0.00 [] 10 GEMERAL FUND Click on Save
10 E 401 417 121000 000 $923.00 [] o1 SEMIOR HIGH SCHOOL Account Distribution
10 E 401 431 121000 000 $0.00 | 111 GEMERAL SUPPLIES when done
10 E 401 432 121000 000 $0.00 [H] 121000 ART '
10 E 401 435 121000 000 $0.00 [] 000 NO FROGRAM PROJECT
10 E 401 439 121000 000 $0.00 ]
10 E 401 440 121000 000 $0.00 L 2013-2014 Available Funds By
Individual Account
¢ ' >
3 records displayed Account Murnber: | | [
Quckkey:[ ]
Total Arnount to Distribute: $10.00 100.00%
Total Distributed; $0.00  0.00%
Armount Remaining: $10.00 100.00%
Selected Accounts
Accournt Mumber Amount Percert
Remove
Remowve Al

Redquisition Detail Lines/Accounting Verify everything is correct and @y S (22
lequisition Master Information | Requisition Detal Lines/&ccounting then click Submit for Approval.
2equisition Detail Lines/ Accounting You can click Save and Finish
et e [mier Do il Later to work on the requisition at g;\mmn Folr
a later time. PN
Batch Murnber: 28 Save and
Requisition Mumber: 0000012300 Accounting: Account allocation by total requisition amount. Edit Master Finigh Later
Group;: (421) HS ART Amount; 10.00 Notes B
Fiscal Vear: 2013 - 2014 Ship To: RIVER VALLEY SCHOOL DISTRICT OFFICE e =
wendor: SAX ARTS & CRAFTS If th
MB UNIT #68-98 Description: Test Ttems you use the
MILWAUKEE, WI 53268-9830 Back button,
your work will
Requisition Accounts not be saved.
Requisition Accounting = 2,
_1 Lg)“ Acount
Account Mumber a Account Amount Account Percent | Ovver Budget Cistrib
TR I R
(=
Requisition
Detail Lines

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.
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