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Putting on a Purchase Requisition 

 

In the Financial Management Section of Skyward, click Purchasing and then 

Requisitions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the right hand side, click add. 
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Requisition Master Information: 

 
Requisition Group: This should reflect your school or department location.  

 
Fiscal Year: This will be the current fiscal year but remember that between May and 
June you have the option of current and next year budgets. Please pay close attention to 

which year you want your purchase to be made in during that time frame. 
 

In the Requisition Information section: 

 

 Description: This area is for internal notes or descriptions of what you are  

buying. It is for your reference only. Please note that if you put “Complete for 

Payment” information in this description box it will not be seen by those that 

process the purchase orders, so please put that information in your line items  

as well.   

 Vendor: Put in the vendor name here.  If you can’t find your vendor please call 
Purchasing for assistance. 

 

 Ship To: This is where you want your item shipped to such as your school or 

department location. 
 

 Attention: This will default to you, but we ask that you put in the name of the 
person who Purchasing can contact regarding the specifics of this purchase.   
Please list their name, phone number and email address. 
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When all information is complete click Save and Add Detail. 
 

 

Requisition Detail Lines/Accounting: 

 
 

 
 
 

 
 
 

 
 

 
 
 

 
  

 
 
 

 
 
 

 Line Number:  This will automatically default starting at 100 and increases  
 by 10 for each additional line item you add.  

 

 Line Type:  Merchandise is for all items you are ordering.  

 Narrative will be explained in detail below. 
 

 Catalog:  This is for Inventory specific items in the warehouse.  It is  
 also free form meaning you can put Model # or Brand name in 

 here. 
 

 Quantity:   The number of each item you are wanting to order. 
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 Unit of Measure: see chart below. 

 

 
Requisition Detail Lines/Accounting (cont.) 

 Unit Cost: This is the price per unit for the items you are ordering. 

 

 Total Amount: Skyward will automatically total this for you. 

 

 Description: This is all the information related to the item you are purchasing, the 

size, brand, color, etc., be very detailed with your description as this is what the 
vendor will see on your purchase order.  
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Save: You will click Save after each line item. 

 
 

 
 
 

 
 
 

 
 

 
 

 

 
 

 
 
This is what the screen will look like after you save each line item.   

You will click the Add to continue adding line items to your Purchase Requisition. 
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Narrative: 

 

 
 
Line Type:  Narrative is for special instructions or notes that will need to be printed on 
the Purchase Order.  It does not allow for quantity or unit cost. It is just the description 

box. 
 

Additional Line Item for Shipping Cost: 
Please remember to add a line item on each Purchase Requisition for shipping costs 
whether you have the actual cost or just an estimate. 

 
 

 

See attached quote – Quote #123456BCA 



  7 

Click Save and you will be returned to this screen: 

Once all your line items are added you will then add your Requisition Accounts.  
(These are the budget accounts that apply to this Purchase Requisition.) 

 
Add Requisition Accounts 
 

Follow the instructions for adding account codes 

 
*** Please note you can use multiple account codes. Just put in the percentage or 

dollar amount for each account code entered. *** 

You can search your 

accounting code here and 

select it so that it 

populates in the Selected 

Accounts area.  
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Click Save Account Distrib. 

 
 

 
 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

To Add Notes:  

Click the Notes button above the Attachments button 
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Click Add  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This screen will come up: 

Here you will pick the Note Category, which is usually just the ***Notes*** category but you 

can choose from the list below: 
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These are the Note Categories: 

 

 

These notes are special instructions you need to get to the buyer. 

 

After you type in the Notes then click Save: 
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**Before you submit for approval make sure all quotes or documents are attached** 

 
Attachments are for quotes, not just the selected Vendor Quote but all your quotes 

for the buyers to review. 
 

You add attachments by first clicking on the Attachments button. 

 

 

 

 

 

 

 

 

 

 

This is the screen that will come up: 

Click on the Add File. 
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This is the screen it will bring up. 

Type: There are only two choices Attachment or pdf. Choose Attachment. 

 

Description: Put in a brief summary of the attachment. 

 

Attached File: Click on this button to link to your computer where you can pick the files 

you want to attach. 
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Email to Vendor with Purchase Order: The buyer will make sure the right file is attached 

to the Purchase Order. 

Then Click Save. 

 

 

This is what it will look like after you have saved it. 

 

Click the Back button. 
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Now you can click the Submit for Approval button. 

 

 

 

You have completed the Purchase Requisition process.  Please remember to never print 

your Requisition when it has been approved and is sitting in Batch status. 

 

 

 

 

 

Please remember you can always call Purchasing if you have any questions  

(801) 567-8710 


