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1. Login to the site and choose the school you are ordering for (in red). Most of you will only
have one option.

?)
Welcome To DataTeam Services
Click on the number to see your items
HNew E-MHote(s) 0
Purchase Requisition(s) requiring your approval 0
Purchase Requisition{s) in Process 0

Click on one of the following links
High School
Bus Barn
EastV/est Elem

Support Website
Logout

Continue with step 2 under “Creating E-Requisition” on the next page.

Remember: Ask someone in the district office or your school secretary or principal if you need
any assistance or would like someone to walk you through a requisition.



Creating E-Requisition

1. Login to a school at which you're authorized to create eRegs.
2. Click on the Procurement tab at the top of the window.

3. Select Create a purchase requisition. This window opens.

If you begin entering a
requisition and decide you
want fo complete it at a
later time, press the Save
Draft button.

NEW REQUISITION
New Requisition Originator: James, Helen (JamesH)
Jul 18, 2002
Approval Tree
[ District Office (DO) 2]
Item Type Desired Delivery Date
Aug % I 18 3 I 2002 % I

Order Information

Vendor Name Item Numhber Unit Cost Quantity

Searchl I |$IJ.IJIJIJ |1

Description

Budget Purpose

[ Add Item ] [ Delete Ttem ] [ Cancel]

Orders Entered

Line # Vendor tem # Unit Cost Quantity
Totals

O Print comments

Comments

:

LBACK

—

You must search for the vendor
name and select it. If you just type
the name in it does not link the
address information correctly.

If you search for a vendor name
and cannot find it use a broader
search. Such as the first letter or
one word in the name.

If you absolutely cannot find the
vendor it may not be in our system.
Search for AAA. Select it and put
the correct vendor info in the
comments section.

4. Use the pull-down menus to select an approval tree and desired delivery date.

5. Press Search to enter a vendor name. This window opens.

SEARCH BROWSE

VENDOR SEARCH

Search |

e Type a few letters from the vendor’s name, then click the Search button to see a list of
vendors whose names resemble what you typed. Press the Select button for the vendor
you want to add to the eReq. You're returned to the New Requisition window.

e Orclick the Browse tab to see the whole list of vendors. Click the first letter of the
vendor’s name to see that portion of the list. Press the Select button for the vendor you
want to add to the eReq. You're returned to the New Requisition window.

Remember: First click the Search button in the new requisition window to select a vendor. Do

not type a vendor name first.

Creating & Checking Status of eReqs
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6. Tab through the fields entering the item number, unit cost, quantity and description. Enter
the budget purpose if you want.

7. Press Add Item. Even If you only have one item.

8. Repeat step 6 through step 7 until you have finished adding items to this requisition.

NEW REQUISITION 2 - -
New Requisition Originator: James, Helen (JamesH) Make sure Sh|pp|ng
Jul 18, 2002
e T charges are added as
[ Budget - Curriculum (MHS) i, | .
Item Type Desired Delivery Date aline Item :
Budget - Curriculum (2002 %]

Order Information

Vendor Name Item Number Unit Cost Quantity
[n Moore Publishers (search| | |$0.000 1
Description

Budget Purpose

Add Item || Delete Item || Cancel

Orders Entered

Line # Vendor tem # Unit Cost Quantity  Subtotal

#) 1 MacMillan Moore Publis... 123-456 $18.760 28 $525.28
History Textbooks

&)z MacMillan Moore Publis... 456-789 $17.120 29 $496.48

History Workbooks

Totals $1,021.76

[ Submit Reguisition | Save Draft]

O Print comments

:

Comments

. BACK

Note: You may change an item by pressing the _*_'} beside the item. When you press the icon

the information for that item is displayed in the Order Information section. Make the needed
changes, and press Update Item.

To delete an item, press the _*_'} beside the item, and press Delete Item.

9. (Optional) Enter comments in the Comments box. Check the Print Comments box if you
want the comments to be printed on the eReq. Note: The comments are printed only when

the output is RTF. They are not imported into FAZ.

10.When you’ve completed entering the requisition, press Submit Requisition. You’ll see this

message.

CONFIRMATION ?
Requisition #168 Originator: James, Helen (JamesH)
Jul 18, 2002

Requisition Submitted on Jul 18, 2002
Thank You, Helen
L BACK

Note: If you want to complete the requisition later, press Save Draft.

11.Press Done. You're returned to the Procurement menu.
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Checking the status of an eRequisition

1. Login to a school at which you're authorized to create eRegs.
2. Click on the Procurement tab at the top of the window.

3. Select View status of my purchase requisitions. This window opens.

MY REQUISITION STATUS ?)

Req# Approver Approval Tree Status Total
Haaack, Roger

Q) 144 District Office Pending  $170.00
) 152 DRAFT District Office RETURNED $350.00
Q) 156 Procurement Clerk District Office Approved $5.00

Q 157 fioaetto0er District Office Rejected  $25.00
Q) 163 (r:?::::‘;g%ger District Office Rejected  $537.67
Q 64 flimmet to0er District Office Pending  $203.97

&) 165 DRAFT District Office RETURNED $100.00
Haaack, Roger

Q) 166 (HaaackR1) District Office Pending  $10.00
Q) 167 Procurement Clerk District Office Pending $25.00
Q) 168 Farris, Randy (FarrisR) Budget - Curriculum Pending $1,021.76
i) 169 DRAFT District Office DRAFT $200.00

. BACK
There are several ways you can review the eReqgs.

e Click the ".'.3_; to view the eReq detail. This option allows you to see comments that have
been added or edits that have been made during the approval process.

e Click the _j beside your draft eReqs to edit and/or complete them. Note: There are

two different types of draft — those the originator saved during creation and those an
approver has returned to the originator for additions or editing.

e Click the approver’s name to send him an eNote.
e Click the approval tree to view the entire approval route and eReq status at each point.

Edit draft eReqs: There are two different types of draft:

= those the criginator saved during creation,

« and thase an apgrover has returned to the originator for
additions or editing.

Click the __:, beside draft eReqs to edit, delete or complete them.

= To edil the draft, see "Editing the eReq” on page 4-7,

= To delete the draft eReq, click Delete Draft.

+« To complete the eReq, click Submlit Requisition.
View eReq detail: Click the Qi to view the eReq detail.

This option allows you io see comments that have been added or
edits that have been made during the approval process.
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Editing & approving eRequisitions
There are several different actions available through the Approve
purchase requisitions window. You may:

* regject it,
= return it to the originator,
« editit, and/or

+ approve it.
1. Login to a school at which you're authorized to create eRegs,

All approvers can edit an
eReq or return it to the 2. Click on the Procurement tab at the top of the window.

originator for editing.
3. Select Approve purchase requisitions. This window opens.

# M Grom, Rebacce {GromAy BES SlafT{UES) - Ay d&a [
& W6 Stewer,KerendStewnrtil}  DES StefT(DES)-Any SIS0 [ -
W} T Stewart, Karen (Stevearthz} DES Suald UES) - Aoy S2850 [T

grneiry|

o BACK

* You may click the approver’s name to send him an eNote.

*  You may ¢lick the approval tree to view the entire approval
route and eReq status at each point.

Editing & approving eRequisitions
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Rejecting the eReq

Rejecting the eReq sets the statius to Rejected and notifies the
originator.

1. Click the jfj beside the eReq number. This window opens.

REQUISTION APPROVAL kA
Reguisttion K276 Originator: Stewart, Karen (Stmeartkd)
Sep 27,2005
Approval Tree
HES $iof (BES} - Aty

* gom Typn Deslred Botivory Data
Any O
Linc# Vendor em & 1inlt Cast Cuaniiy Sutdcial '
1 Nan's Hartdware 12225 $50.000 3 $150.00 |
! o=t desaiptin H
0 bixtped pupase

We recommend that
approvers put a note in the

Comments box or send an | 2 epiova|

eNote to the originator

when rejecting an eReq. Commarda
o tace

2. Press the Reject button.

Returning the eReq

This action returns the eReq to the originator, who can then edit
and resubmit it.

1. Click the ‘:j beside the eReq number. This window opens.

Qriginator: Gram, Rebocca (GromR) :

Approvad Troe
A BES SiaiT (BE5] - Any
! ERENE flem Typa Deslied Nedvery Dato
Al et NS
We recommend that - . =

i HT™] UnitCosl  OQuantity  Subtot
approvers put a note in the book Ve o ot Y
Commenis box or send an misc.dom s
L. custodit! $20500
eNote to the originator resaics syeen

when returning an eReq. Totus 50000

et ki 1| TRajact ] atuen | -updals ]

™ Print comments |
. ;

Fuun provida mare speciic deaeription of the kem. |
|
BAGK L

FIL.o o

2. Press the Return button.

Daily Originator Functions
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Approving the eReq

If you need to edit the eReq before you approve it, see “Editing the
eReq"” on page 4-7.

1. To approve the eReq without editing it, check the box beside
the eReq total. -~

;REQUISITIONS:

FAUL Eolohy

) 2 Giom, fabecca (Gromiy DES S1efT (OES) -

Pl 2R Slewart, Karen {Stewsriidy DES Sioff (DES)- Any  $150.00 [~
P 21W Blmward, Karen [Stewscti) OES ST (BLS) - Any  $27650 [

2. Repeat step 1 for each eReq you want to approve.

Press the Approve Selected Requisitions button. You're
asked to confirm the approval of the eReg(s).

£, Press Done.

Editing the eReq

1. Click the ;+] beside the eReq number to edit the eRegq. The
Requisition Approval window opens.

=REQUISITIONAPRROVAL 22 ]
Reqdsiton #2711 Orliginats: Grom, fiobacea (Gromiy ;
Sep 23, 1005 !
Apptaval Tron
BES Staff (BES) - Any
Nam Typa Dosirod Dolvery Daie
Ay - Oct 23,2005 -
Driléré Enleiin =, ‘
Linn# Vondoo Nem & Unit Cost  Quandlty  Suddotal
1 o' s Hertweais Rt 1500.409 1 $suo.00
i kems
custodil 1200.00
renies 130000

Troinls $500400

st | - approvesd] shatecs:] cratim ] ctpduts . i

[ Print comments ¢
-

Floase povide mare speciflc desoription of the Heme _;[
T
i

e BATK o FENT ]

2. Press the Edit button. The Requisition Edit window opens.

Editing & approving eRequisitions
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Change an item on the
eRegq:

Delete an item from
the eReq:

Comments:

Finish editing the eReq:

To change an item, press the j beside the item. When you

press the icon the information for that item is displayed in the
Order Information section. T

REQUISTION BT e
Requésition #2711
Sep 71, 2005

Appraval Tino
BES S1ofT {(HES) - Arny'

Hem Type Deshuﬂbm

Ay _Det I3, 005

Oriplnatar: Grom, Rebey

-

Vendar Hame memblsrher UnitCos!  Quantity

[Ben’s Hardware Search | 122 [ssonase fr

Description

[miac et

Budget Purposa #Amount d

e o ora Update Item button

Total Distriszad $s22.00 elete Item button

ikno# Vendor Bam# Unit Cast Quardiy Subtuls
i)y BewsHedwae w [T 1 $500.00
: misg; kems

custodisl 300,00

repaita S300.00

sso0000

. Rppraied} mupece | sty - ipitata . Print comments hox

™ Prisit cotmxmy

Commenls
rumn proglie srore speclle description of the Refi = |
)

b BACK

+ |f you need to add, edit or delete budget purposes, see
step 8 in , “Creating eRequisitions".

= Make the needed changes, and press the Update ltem
button.

To delete an item, press the ij beside the item, and press the
Delete Item button.

Enter comments in the Comments box, if you want.

«  You may use the comments box to designate this eReq for
the next fiscal year. See “Future fiscal year” on page 4-9.

+« Check the Print Comments box if you want the comments
to be printed on the eReq. Note: The comments are printed
only when the output is RTF. They are not imparted into
FAZ,

3. (Optional) Print the eReq by pressing the Print button.

4. Press Update to save the changes. A note is added to the
Comments field stating the date the item was edited and the
name of the person who edited .

5. To save the eReq without approving it, press Update,

To approve the eReq, press Approve.
You'll be returned to the Regquisitions to Approve window.
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