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Description

Testing narrative descriptions
This is a test to see what prints
test #1 - PaC entered req

test #2 - Web entered req
communications system

Master Record:

Tesljng - Blanket Req

4 4 b W 9 records displayed

Fixed

Vendor Name:

H & b supply incscar

A. t. tradersscr

A & d housemovers inc.scr
B & b athletic supply llc...
Ak.agenciesscr

R & a kumarscr

H & b supply incscr

D & g business machinessc...

©

- O

Joanne Smith  Account | Preferences | Exit 7

Custom = Federal/State Bid
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b 0000040601 WEBREQ |To purd]ase party supplies for the | Glader marketing network... 1,925.00
homecoming festivities.

Amount Entered By

12.50 | smith, joanne
450.00 smith, joanne
1,000.00 | SMITH, MATT
50.00 SMITH, MATT
50,000.00 Smith, Nancy
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Requisition Master Information Al

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Master Information

Requisition Setup Information Smve

Requisition Group:|[001 — MR PO/RQ -l
Fiscal Year:[2011 - 2012 July 1, 2011 - June 30, 2012

7 L Back

N Make any necessary changes
to the new Requisition's Master Information,
\ then click Save.

® Account allocation by total requisition amount (YMA).
() Account allocation by each requisition detail line (YDA).
[ This is a Blanket Requisition/Purchase Order

[ This requisition is used to restock a warehouse.

Requisition Information

* Description:|Tg purchase party supplies for the graduation part and ceremony.

Verify that the colors are red and black.

* Vendor: G1acier marketing networkacr 884 Scramble avenue PO BOX 546367 Skyward|w

= Ship To: |skyward school districtacr 8849 Scramble avenue Skyward City IL 5555w

Attention: [Joanne Smith

* Due Date: El Friday
Ship Date: El Friday
shipvia:[ ]
Project/Grant: hd
Contract: | w

Asterisk (*) denotes a required field
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3 records displayed

a Requisition Detail Lines/Accounting - WR\PU\MR\RE\RQ - 10740 - 05.12.10.00.06 - Windows Internet Explorer = =&
Requisition Detail Lines/Accounting - R
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting

Requisition Master Information 5;2;:2;”
Batch Number: WEBREQ Save and
Requisition Number: 0000040602 Accounting: Account allocation by total requisition amount. Edit Master Finish Later
Group: (001) MR PO/RQ Amount: 1,925.00 Notes e
Fiscal Year: 2011 - 2012 Ship To: Skyward school districtscr Attachments
Vendor: Glacier marketing networkscr Blanket PO: This is not a Blanket PO
886 Scramble avenue PO BOX Description: To purchase party supplies for the graduation part and ceremony. Verify
846367 that the colors are red and black. )
T LA i To add more lire items, click Add.
Requisition Detail Line Items T dif icting line it
- ) — O modity an exIstung nne em, )
:[General w - [*Skyward Default w \ \ . ) . Add
Views:| | Filters: |53 | highlight the iter and click Edit. &,
Edit
Line & | Catalog Code Drescription ) ) . ) . =
100 Decorations in Red and Blad Delete will remove the highlighted line item. Delete
100 |Parly Favorsin Red and Bla inle ling | ek i Mass Add
T : — Add multiple line items at once by clicking Mass Add Detail. Detail
120 Delivery Please deliver items to the
the district building. ) . o .
Click Wiew Requisition Accounts. = View
Requisition
Accounts
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1 records displayed

a Requisition Detail Lines/Accounting - WR\PU\MR\RE\RQ - 10740 - 05.12.10.00.06 - Windows Internet Explorer = =&
Requisition Detail Lines/Accounting - R
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
Requisition Master Information 5:;’;:2;?"
Batch Number: WEBREQ Save and
Requisition Number: 0000040602 Accounting: Account allocation by total requisition amount. Edit Master Finish Later
Group: (001) MR PO/RQ Amount: 1,925.00 Notes e
Fiscal Year: 2011 - 2012 Ship To: Skyward school districtscr Attachments
Vendor: Glacier marketing networkscr Blanket PO: This is not a Blanket PO
886 Scramble avenue PO BOX Description: To purchase party supplies for the graduation part and ceremony. Verify
846367 that the colors are red and black.
Skyward City IL 55555-6367 / ~
‘ Click Update Account Distribution.
Requisition Accounts
Requisition Accounting S| & Update
An_cul_Jrﬂ
Account Number .a Account Amount Account Percent | Over Budget Distrib
10E000 1100 1300 00 499908 $1,925.00 woo% | |
View
Requisition
Detail Lines
Add Asset

Detail
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Account Distribution 3. The Account Description will display here. LIRS~

Available Accounts Af:'::m
= Leve! ipti Distriby
Available Accounts for Clearance Group MR Accounts @J lé& Accotmt liDescription Ii "
Fnda |T |Loc |Func |Obj 5j | Source Funds Available | Selected . . R R
A 4, Click Save Account Distribution.
10 E 000 1110 1100 00 383002 s000 L[] . CE;;:L
10 E 000 1110 1100 00 383501 $0.00 [l 10 EDUCATION FUND
10 E 000 1110 1100 00 397006 $0.00 [l 1110 ELEMENTARY INSTRUCTION
10 E 000 1110 1100 00 410004 $0.00 [l 1100 REG TEACHER. SALARIES
10 E 000 1110 1100 00 410003 $0.00 [l 493204 TITLE 11 TEACH QUALLTY 04
10 E 000 1110 1100 00 410006 $0.00 O
10 E 000 1110 1100 00 <1000 40 00 n\ 2011-2012 Available Funds By
10 E 000 1110 1100 0D | 1 Select th iah ' Individual Account
0 E 000 1110 1100 00 | . aelec 2 Sopropriate accolnt,
10 E 000 1110 1100 OO0 411002 SO.00 Ij,
10 E 000 1110 1100 OO0 485009 $0.00 D
10 E 000 1110 1100 00 493204 W
10 E 000 1110 1100 00 493205 $0.00 ]
< >
44 4 P M 100 records displayed Account Numher:\:l 5
QuickKey:[ ]

2. Information regarding the selected account

Total Amount to Distribute: $1925.00 100.00% U se
$ N and the distribution

Total Distributed: $1925.00 100.00%

Amount Remaining:  $0.00  0.00% will populate into the bottom window.
Selected Accounts
Account Number Amount Percent
10E000 1110 1100 00 493204 | [1925.00 | | [100.00 | ] Remove
Remove All

Page 6 of 8



Cloning a Requisition Wednesday, November 07, 2012

Slide 7 - Slide 7
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Requisition Detail Lines/Accounting - R
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
= ' ™y ~
Requisition Master Information I I:; tget’fnt? flS cimplete, I 5:;’&2;?"
Batch Number: WEBREQ cie UIDITIE el (Rl Save and
Requisition Number: 0000040602 Accounting: Account allocation by total requisi ) Finish Later
Group: (001) MR PO/RQ Amount: 1,925.00 If the enfry is not complete, o
Fiscal Year: 2011 - 2012 Ship To: Skyward school districtscr click. Save and Finish Later. ac
Vendor: Glacier marketing networkscr Blanket PO: This is not a Blanket PO
886 Scramble avenue PO BOX Description: To purchase party supplies for the graduation part and ceremony. Verify
846367 that the colors are red and black.
Skyward City IL 55555-6367
Requisition Accounts
Requisition Accounting S| & Update
An_cul_Jrﬂ
Account Number .a Account Amount Account Percent | Over Budget Distrib
10E000 1110 1100 00 493204 $1925000  10000% [ |
View
Requisition
Detail Lines
Add Asset

Detail

1 records displayed
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P 0000040592 WIP WEBREQ Testing narrative descriptions H & b supply incscar L 12.50 smith, joanne [ Add |
» 0000040600 WIP WEBREQ This is a test to see what prints A. t. tradersscr IL 450.00 smith, joanne f View |
0000040602 WEBREQ |To purchase party supplies for the | Glader marketing network... 1,925.00 | smith, joanne I = I
graduation part and ceremony. —_—
Verify that the colors are red and | Delete |
black. ( = |
P 0000039345 WFM 24 test #1 - P? — ; i 1,000.00 SMITH, MATT e —
> 0000039346 WEM WEBREQ | st #2 The cloned requisition now displays " 50,00 | SMLTH. MATT  Noes )
in the Requisition browse, ) g B
P 0000040586 WFM WEBREQ communi IL 50,000.00 Smith, Nancy | Aftach |
b 0000040589 WFM WEBREQ Master Re This concludes the tutorial. IL 1,150.00 smith, anna ( Submit |
¥ 0000040595 WFM WEBREQ Testing - Blankef Req F &b supp! IL 450.00 Alequinscr, Jona ¢
P 0000040598 PEN WEBREQ test D & g business machinessc... L 1.00 | Rexrodescr, Victo Approve
» 0000040601 WFH WEBREQ To purchase party supplies for the  Glacier marketing network... IL 1,925.00 smith, joanne
homecoming festivities.
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