
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: 

 

 

 
 
 

 

 

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 

Add from 

Online 

Catalog 
 



 
 

 

 

 

 

 

 
 

 
 

 

Click on which online 

company  you want to 

order from. I chose 

Amazon. 

 

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. The vendor auto 

populates from which 

one you clicked on. 

6. Click Save and Add Detail 

5. .Ship to 

defaults to 

the District 

Office. 

7. Now in Amazon, 

search for your items, add 

to your cart, then proceed 

to checkout. 



 
 

 

 

 

 

 
 

8. Chose your 

shipping and 

click 

Continue. 

9. Pay by 

Invoice 

(default)  and 

Continue. 



 
 

 

 

 

 

 

 

 

10.  Submit order for 

approval. 
This takes you back into 

Skyward. 
 

11. Click on Add Requisition 

Accounts for the next screen. 



 
 

 

 

 

  
 

4. Click 

Save 

when 

done with 

item(s). 

12. Select the account that you are ordering 

from. A description is on the right. 
Account 

Descriptio

n 

13. 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. 

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. 



 


