VENDOR REQUISTION GUIDE

1. To start a new vendor requisition, click on Finance, Vendor Requisition, then New, and

purchasing in the dropdown.
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= 1 - Requisition Information
Fiscal Year
Department
Academic Department
Reference Number
Requisition Mumber
Requisition Date
Completed Date
Order Location
Requisitioner
Template Regs?

E 2 - Order Information
Vendaor Id
Vendaor Mame
Buyer Id
PO Number
PO Date

E 3 - Status Information
Status
Status Comment
On Hold
Only Uncompleted

Mo

Approved

2. Fill in all red highlighted fields with proper dept, location, and in the comment field write the
description and what room the order needs to be delivered to.

New Vendor Requisition - FY 2025 {2024/2025}

Requistion tems Accounts Payments Quotes Approvals Assets Attachmerts MNotes History

= 1 - Requisition Information = 4 - Order Cost Information
Dept Id & PURCH {Purchasing} Mon Taxable Amount &
Academic Department L] Taxable Amount &
Requistioner TARA SNIDER Sub Total &
Request Date 1/10/2025 Tax Rate 7.500
Order Location L Sales Tax &
Delivery Location WARE {Warehouse} Shipping Pct 10,00
Room Shipping Amourtt
Comment L] Tax on Shipping Mo
Responsibility Total Cost & 0.00
Category Adjustment Amount
Goods and Services Category B 5 - Summary/Status Information

E 2 - Vendor Information On Hold No
Order Type PO with Receiving Status Comment
Online Crder a Date Approved
Online Order Contact Board Date
Vendor Category PO Print Date &
Vendor Id Line tem Cnt ]
Vendor Address Id Line ftems Fully Revd &
Vendor Name: a Total Gty Ordered &
Street Address ) Total Gty Revd &
City State Zip a Amourt Received &
Phone / Fax ) Date Completed &
Allows Emailing POs a Days to Complete &
Quote Number Fixed Asset Count &
Credit Card Id B 6 - Accounting Information

= 3 - PO Information Account Distibution Option



2a. Example:

Requisition {tems Accounts Payments Quotes Approvals Assets Attachments Motes  History

Requisition/Nendor Information [«]

E 1 - Requisition Information

Dept Id & PURCH {Purchasing}

Academic Department PURCH {Purchasing}

Requisitioner TARA SNIDER

Request Date 1/10/2025

Order Location SPED {Special Education}

Delivery Location WARE {Warehouse}

Room

Comment Student Incentives- Rm G104- B _Sanders
Responsibility

Category

Goods and Services Category

3. Fill in Vendor Information (who we are purchasing from: Amazon, Calcard, Zelma'’s, Etc)
Note: When ordering from Amazon and Office Depot they are online orders, and you must
enter my email address (tsnider@rbhsd.org) under Online Order Contact. Also if using
entering Calcard, type in vendor ID #: 000947. If no vendor is available, please contact the
vendor, request a W-9 from them and email it to me, | can then add them as a vendor in

Escape.
New Vendor Requisition - FY 2025 {2024/2025}

Requision  tems Accourts Payments Quotes Approvals Assets Aftachments Notes History

El 1 - Requisition Infermation [ 4 - Order Cost Information
Dept Id & PURCH {Purchasing} Mon Taxable Amount a
Academic Department PURCH {Purchasing} Taxable Amount a
Requisitioner TARASNIDER Sub Total a
Request Date 1/10/2025 Tax Rate 7.500
Order Location SPED {Special Education} Sales Tax a
Delivery Location WARE {Warehouse} Shipping Pct 10.00
Room Shipping Amount
Comment Student Incentives- Rm G104- B.Sanders Tax on Shipping No
Responsibility Total Cost & 0.00
Category Adjustment Amounit
Goods and Services Category = 5 - Summary/Status Information

E 2 - Vendor Information On Hold No
Order Type PO with Receiving Status Comment
Online Order ) Date Approved
Onling Order Contact TSNIDER {tsnider@rbhsd org} Board Date
Vendor Category PO Frint Date a
Vendor Id 3 000023 {Amazon Business} Line tem Crit a
Vendor Address Id 1 Line ttems Fully Revd a
Vendor Name & Amazon Capital Services Total Gty Ordered a8
Street Address & PO Box 035184 Total Gty Revd a
City State Zip & Seattle, WA 98124-5184 Amaunt Received a
Phane / Fax a Date Completed a
Alows Emailing POs 4 No Days to Complete a
Quote Number Fixed Asset Count a
Credit Card Id a B 6 - Accounting Information

E 3 - PO Information Account Distribution Option
PO Date Acct Distributed Amt 2
Buyer Acct Undistibuted Amt a
Delivery Date Amount Encumbered a
Change Notice Date a Amount Expensed a
Change MNotice Count a Amount Liability a 0.00
Change/Cancel Msg a 7 - Add/Update Information
Ship Wia
Tems
FOB




4. Next click on ITEMS Tab, and choose either NEW or TASKS. TASKS should be used for
Online Orders for Amazon & Office Depot.

New Vendor Requisition - FY 2025 {2024/2025}

Reguiston tems  Accourts Paymenis Quotes Approvals Assets Aftachmenis Notes  History
=71 New Tasks =
Line Gty Unit Description Unit Price Extended Cost | Asset |Gty Rcwd| Date Revd | Gty ToRev | Catalog # Stores #

4a. Selecting (NEW)

Requision "ems  Accounts Payments Quotes Approvals Assets Aftachments Motes  History

1 Save/New 5 Save/Closs Q Cancel A

El 1 - item Order Information El 3 - Status Information
Line ftem # ap Cancelled & No
Order Guartity 1 Changed &
Order Unit EACH Change Version E]
Description Rewd aQ
Unit Price Date Received &
Extended Cost ] ] 4 - Asset Information
Taxable Yes Create Asset Mo
Stores ftem # Asset Created & No
Vendor Catalog # Asset Group
Message Before Asset Category
Message After 5 - Add/Update Information

2 - Account Information

Line| Qty Unit Description Unit Price Extended Cost Asset |Qty Revd| Date Revd | Gty ToRev |  Catalog # Stores #

4b. Selecting (Tasks)- Start Online Shopping- this will open Amazon/ODP website to start order.

| NEW VEIHTUUT REYUISILUUI - T 1T £ULD (LULHLULD |

Requistion tems  Accounts Payments Guotes Approvals Assets Attachments Notes  History
1 New Tasks +
Line| Gty Unit DeschptiDn Unit Price Extended Cost Asset |Qty Revd | Date Revd | Qty ToRev | Catalog # Stores #

0 Do you want to begin Online Shopping?

WARMIMNG: I[tems in the requisition will need to be added
again on the vendor's website, This vendor does not allow
existing line items to be automatically added to your cart
when you start online shopping.

Yes: Open a browser for shopping.
Ma: Return to editing.

Yes No




4c. For Online Orders, once you are done shopping on website, checkout. Then go back to
Escape (task) and select Get Online Shopping Cart, and it will pull the order into Escape. The
line items will then appear:

Reqtt R25-00203, PO# P25-00183, FY 2025 {2024/202¢

Requistion tems:4  Accounts:] Payments:1 Guotes Approvals:2 Assets AMtachments:2 Motes  History:14
¢ Open @Export

Line  Qty Unit Description Unit Price Extended Cost Aszet |Qty Rovd Date Rewd | Gty ToRev | Catalog # Stores #
H-__E_-mn__
1EA Avery TrueBlock Exira Large File Fold £17.6700 517.67 No 1 BN2/2024
3 1EA MarkDomain Label Maker Tape Repla $14.2500 514.89 No 1 &n22024 D
4 1EA Compressed Canned Air Duster for Co $11.8500 511.85 No 1 8122024 0

5. Click on Accounts Tab next, and put in your budget code.

New Vendor Requisition - FY 2025 {2024/2025}

Requision lems  ACCOUMS Payments Quotes Approvals fssets Attachments MNotes  History

“1 New

FD-RESR-Y-GOAL-FUNC-OBJT-SCH-STF-LCL Amount Percentage | Fiscal Encumbered Paid Lizhility Awsil Bal

6. Click on top task drop down, and select submit.

Search  List Form
‘g - f)SavefCIose QCanceI [ Tasks =

New Vendor Requisition - FY 2025 {2024/2025}

Requisiton kems Accourts Payments Quotes Approvals Assets Attachmerts Notes  History

Invoice # Invoice Date | Invoice Amt | Payment Amt | Vendor |d Vendor Mame Status Code | Sched Date Check # Chk Print

7. If you should get an error that funds are not distributed correctly, you may need to click on
Apply Distributed Amount, then try to submit again. This happens when the total cost of the
line items does not add up to the accounting Information part 6, on the Requisition Tab: (see
next page).



Requistion  fems:4 Accounts:] Payments:] Quotes Approvals:2 Assets Aftachmerts:2 Notes

History:14

Req# R25-00203, PO# P25-00183, FY 2025 {2024/2025}, Status: Complete

RequisitionNendor Information Bl = Order Information

B 1 - Requisition Information

E 4 - Order Cost Information

Dept Id 8 PURCH {Purchasing} Non Taxable Amount

Academic Department & PURCH {Purchasing} Taxable Amount

Requistioner & TARA SNIDER Sub Total

Request Date a 8/2/2024 Tax Rate

Order Location & DO {District Office} Sales Tax

Delivery Location & VIARE {Warehouse} Shipping Pt

Room ) Shipping Amount

Comment Office Order Tax on Shipping

Respansibilty a Total Cost

Category Adjustment Amourt

Goods and Services Category a E 5 - Summary/Status Information
B 2 - Vendor Information On Hold

Order Type & PO with Receiving Status Comment

Oriine Order 8 Yes Date Approved

Oniine Order Cortact 8 TSNIDER ésnider@rbhsd.org} Board Date

Vendor Category PO Print Date

Vendor ld &8 (000023 {Amazon Business} Line tem Crit

Vendor Address Id a1 Line ems Fully Revd

Vendor Name & Amazon Capital Services Total Gty Ordered

Street Address & PO Box 035184 Total Gty Revd

Ciy State Zip 8 Seattle, WA 981245184 Amount Received

Phone / Fax a Date Completed

Alows Emaiing FOs a No Days to Complete

Quote Number ) Fixed Asset Court

Credit Card Id a |B 6 - Accounting Information
B 3 - PO Information Account Distibution Option

PO Date a8 8/5/2024 Acet Distributed Amt

Buyer a Acct Undistibuted Amt

Delivery Date 8 9/4/2024 Amourt Encumbered

Change Notice Date ) Amourt Expensed

Change Notice Court ag Amourt Lisbilty

Change/Cancel Msg a 7 - Add/Update Information

Ship Via a

Tems a

FOB a

No
8/5/2024

8/5/2024
4

4

4

4

51.40
8/20/2024

186
0

0 {Account Manual}
55.26

0.00

000

5526

000

8. Once you hit submit Escape will then give you a requisition #, you can always go back into
Escape and search under (Requisition, Year, name of requisitioner, and vendor to pull it up)
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Search Criteria - Vendor Requisition [«]

E 1 - Requisition Information
Fizcal Year
Department
Academic Department
Reference Mumber
Requisition Number
Requisttion Date
Completed Date
Order Location
Requisitioner tara
Template Reqs? Ma
B 2 - Order Information

Vendor Name
Buyer Id
PO Number
PO Date
E 3 - Status Information
Status
Status Comment
COn Hold
Only Uncompleted
PO Change Order Date
With Change Orders Only

2025 {2024/2025}

Vendor Id 2 000023 {Amazon Business}




9. Once the requisition is approved by all Admin it becomes a purchase order, | will print and
sign it and either email the purchase order to the vendor to fulfill the request, or to you to take to
the vendor (if needed). All Amazon and Office Depot orders will then be sent automatically and
electronically.

At any time, should you have any questions, please give me a call or shoot me an email. | truly
believe in helping others, and hope this helps!

Tara Snider
530-529-8701

tsnider@rbhsd.org


mailto:tsnider@rbhsd.org

