Entering Requisitions (Purchase Orders) with
Skyward for Online Vendors

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

These are your online catalog options:
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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
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Click on the image of the site whose online catalog you want to order from. i
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Click on which online

company you want to

order from. | chose

Amazon.
&8 hitps://rvsdskyweb.rvschools.org/scripts/wsisa.dll/WService=wsFin/foreqmast001
Requisition Master Information - By
Requisition Master Information | Reguisition Detail LinesfAccounting
Requisition Master Information
Requisition Setup Information 1. Select your requisition group. »
2. Select the correct Fiscal Year. This is
6. Click Save and Add Detail

Requisition Group: | @@@ - DISTRICT
Fiscal Year: | 2818 - 2819 July 1,

®) Account allocation by total reg

Account allocation by each reg

very important or you may need to re-

2818 -
enter the requisition.

Requisition Information

* Batch Number:

scription: |Pen ils
3. Enter a brief, general description. This is what will

5. .Ship to

defaults to appear on board reports. )

the District ndor: [AMRZON BUSINESS | 4 Th q g e
. e vendor auto FT SERING GREZN WI 5353%)w

Office.
Attention: [GWEN GOR populates from which
* Due Date: [EETEREL LA W1 one you clicked on
Ship Date: [04/24/2019 _|[53] wh )
Ship Via: |Bast Way
Confract:

Asterisk (*) denotes a required field

8 https://www.amazon.com/ref=nod|_punchc

Discover Business Pricing

ater keyword or product number Q

7. Now in Amazon, e i, School District
search for your items, add
to your cart, then proceed epartments ~  Buy Again

to checkout.
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SHIPPING & PAYMENT

Choose your shipping options

Shipment 1 of 1
Shipping from Amazon.com (Learn more)

Shipping to: RIVER VALLEY DISTRICT OFFICE, 660 W. DALEY STREET, SPRING
GREEN, WI, 53588 United States

AmazonBasics Pre-sharpened Wood Cased #2 HB Pencils, 150 Pack
$12.49 - Quantity: 1

Business Price

Usually ships within 1 to 3 menths

Sold by: Amazen.com Services, Inc

BIC Gel-ocity Quick Dry Retractable Gel Pen, Medium Point (0.7mm), Black, 12-

Count

$9.79 - Quantity: 1

Business Price

In Stock.

Sold by: Amazen.com Services, Inc

Change quantities or delete

amazoncom - w

SHIPPING & PAYMENT

Select a payment method

River Valley School District line of credit

# Pay by Invoice

More Payment Options

Credit or Debit Cards

Amazon accepts all major credit and debit cards:

» Add a Card

9. Pay by

(default) and
Continue.

Continue

Choose a delivery option:

®' 4.5 business days
$5.99 - Standard Shipping

2 business days
$12.12 - Delivery in fewest possible packages

2 business days
$22.11 - Two-Day Shipping
Ship each item as soon as possible

8. Chose your
shipping and
click
Continue.

1 business day
$26.57 - One-Day Shipping

Continue

You can review this order before it's final.

- Continue
2 2=

‘You can review this order before it's final.
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PLACE ORDER

Review your order

@ This order requires approval

@ Important message

If tax exemption is applied to this order, you acknowledge your tax exemption certifi
seller you purchase from when applicable

10. Submit order for
approval.

This takes you back into
Skyward.

>ﬁ'order for approval

By placing your order, you agree fo the
Amazon Business Accounts Terms &
Conditions.

Group Payment method Change Order Summary
River Valley School District ltems (2): §2228
Enter Code Apply Shipping & handling 3599
Change Pay by Invoice S
. Total before tax: $28.27
Shipping address Change Estimated tax 1o be collected: 5000
RIVER WVALLEY DISTRICT OFFICE
660 W. DALEY STREET Order total: $28.27
SPRING GREEN, W1 53588
United States
Phone How are shipping costs calculated?
Ship to multiple addresses Why didn't | qualify for free shipping?
Requisition Detail Lines/ Accounting
Requisition Master Information EAU;’;?!;DIf
Batch Number: 24 | T
Requisition Number: 0000023356 Accounting: Account allocation by total requisition amount. | Edit Master | Finish Later
Group: (000) DISTRICT Amount: 28.27 [ hNoss | (peck ]
Fiscal Year: 2018 - 2019 Ship To: RIVER VALLEY DISTRICT OFFICE (_ Attachments |

Vendor: AMAZON CAPITAL SERVICES, INC.
PO BOX 035184
SEATTLE WA 98124-5184
*** This is an Ecommerce Requisition ***

Description: Pens & pencils

Requisition Detail Line Ttems

Views: | General v | Filters: | *Skyward Default v |

Line .a | Catalog Cods
BO71IMG99P

Quantity | U of M

Cased #2 HB Pendls, 150 Pack

BIC Gel-ocity Quick Dry Retractable Gel
Pen, Medium Point (0.7mm), Black, 12-
Count

110 BO1MSBOBM?7 9.79000

120 Shipping - Cost of shipping, not 1
including shipping tax.

5.99000

Original
it Cost

Original
Total Cost | Line Type

Comm %
Unit Cost Total Cost | Code Disc Uni
I O G
1EA 9.79

erchandise
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Available Accounts (Accounts are displayed based on Account Cle

T

E 121000 000
10 E 401 413 121000 000
10 E 401 417 121000 000
10 E 401 431 121000 000
10 E 401 432 121000 000

12. Select the account that you are ordering

from. A description is on the right.

B access)

Account Level Description

Account Number Information

13. Click on Save
Account Distribution

Code Descrigtion when done.
g 10 GENERAL FUND
/ o kol SEMICR HIGH SCHOOL
Y L kil  GEMERAL SUPPLIES
YA g 121000 ART
L"ﬁg 000 MO PROGRAM PROJECT
1 2013-2014 Available Funds B ACCOl{nt.
Individual Account Descriptio

J

£
2 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

n

| >
sccount Mumber: | | &
Quickkey:[ |
Amaort Petcent
Remove
Remaovwve Al

Verify everything is correct and

Requisition Detail Lines/Accounting

Requisition Master Information
Batch Number: 24
Requisition Number: 0000023356

Group: (000) DISTRICT

2018 - 2019

AMAZON CAPITAL SERVICES, INC.
PO BOX 035184
SEATTLE WA 98124-5184

Fiscal Year:
Vendor:

k. Lalc Gl oy Aneron ol
ICTT OO~ oo ot I—\ppluval.
You can click Save and Finish
Later to work on the requisition at

Save and

Accounting: Account allocation by total requisition amount.

Amount: 28.27

Ship To: RIVER VALLEY DISTRICT OFFICE

Description: Pens & pencils

*** This is an Ecommerce Requisition ***

Requisition Accounts
Requisition Accounting

Account Number a

Account Amount Account Percent | Over Bud

a later time.
Edit Master Finizh Later
Back

Motes

Aftachments
By & Update
_] @ .¢.:Fcat.nt

Diistrib

get

10 £ 800.411.254300 000 e =

10 E 800 411 254500 000

$0.00 0.00%

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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you are done. If you place your mouse over the

This is WIP, Work in Progress, and has not been
submitted for approval. You can still make

-

The requisition will show up on this screen after\

App Sts you will see the description status codes.

changes or delete by using the right hand buttons.

/

A3 dnggre Onlira
[Tere——
Eaq.ascra

Aangn Specal
Gmaa



School Specialty Site

-

CHEAD
%}-\I-‘.!l[—fl'l’iﬁ'I

Integratizns

Wi school Specialiy
Educationtsontiak,

The
Spaach Eln

JEOR =

\./%Z‘dco




