’ SOUTH KITSAP

SCHOOL DISTRICT

FM ECOMMERCE PURCHASING

For more information, please see the WSIPC Guide to Purchasing Configuration

eCommerce provides a direct connection between the Skyward System and the vendor’s online catalog website.
eCommerce allows the users to interface electronically with vendors to create requisition detail lines directly
from the vendor’s online catalog at contract pricing. Once the requisition is fully approved, the order is
submitted electronically to the vendor who then ships the order.

To create an eCommerce requisition, go to Web Fiscal Manager/Purchasing/My Requisitions/Requisitions

1. Click Add from Online Catalog
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2. Click on the image of the vendor from whom you want to order.
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Type Requisition Master Information.

Nowunisw

Select Fiscal Year from drop down in which the costs will be encumbered.
Select Account allocation by total requisition amount (YMA) radio button
Type a Description which appears on the browse screen and reports.

Verify and/or select the correct Ship To address.
Click Save and Add Detail to continue.

l Select Fiscal

® Account allocation by total requisition amount (YMA).
O Account allocation by each requisition detail line (YDA).

Requisition Master Information B@i S 2
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Master Information
Requisition Setup Information Iffdv %‘:;’;I
Requisition Group: | 106 - Explorer Academy v 4 ‘ Back
Fiscal Year: [2018 - 2019 September 1, 2018 - August 31, 2019 v Select YMA

Account Format

Click Save and

Year -
3 Add Detail
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= h - T
Nungl?)tecr: [10 Type .
* Description: [Office Supplies for C Nystrom Description
Vendor: OFFICE DEPOT **Ecommerce Vendor**
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: [Christine Nystrom | Tax: [ 9.0000%
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l Verify Ship To [ J
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Adding Item Details

The next step is to shop via the vendor online catalog and add items to your shopping cart. Please note that
online catalogs are linked to applicable purchasing contracts and already include contract pricing.

8. To finalize your order, click Cart, review your order and click Check out, submit, etc.

Account 29070796  Hi, PUNCHOUT USER  Logo

Taking care of business Order By Item | My Lists
Office o ]
PERSE Search by Keyword or Item# Q 8 @ © = v ;;;e;
y Keyw! My Account~ Orders~ Quick Order~ My Lists~ Cart ~ >>°-

(Office Supplies Paper Ink & Toner Breakroom Cleaning Technology Furniture School Supplies Print + Copy Services ”

Home / Find Your Product
Click Cart to

The item listed below was added to your shopping cart. review order

S ar
s § Your .
Description Price/unit Qty. also viewed
— Office Depot® Brand ImagePrint® Multiuse Paper by Domtar, Letter Paper Size, 98 $38.99 /case 1 T
== Brightness, 20 Lb, FSC® Certified, White, 500 Sheets Per Ream, Case Of 10 Reams —
ga-  Item # 617206 Entered Item # 617206 NJOY
(Ec0) Eco-conscious ;
W Contract Items 8 y y y
Click Check
Out

166 reviews

Sweetener Packets, N'Joy
Continue Shopping Sugar, 20 Oz, Pack Of 3

SHOPPING CART CHECK OUT

Canisters

9. The items will automatically load into the Requisition Master Information screen

10. Written instructions or additional information for the vendor can be entered as narrative by clicking
Add Ecommerce Narrative.

11. Click Add Requisition Accounts to select the account humbers that will be charged for the

purchase.
Requisition Detail Lines/Accounting
S 3 Submit For
Requisition Master Information Anrkoual
Batch Number: 10 Save and
Requisition Number: 0000133268 Accounting: Account allocation by total requisition amount. Edit Master Finish Later
Group: (106) Explorer Academy Subtotal: 38.99 Tax: 3.51 Notes Back
Total: 42.50 Other: 0.00 Attachments
Fiscal Year: 2018 - 2019 Ship To: Explorer Academy
Vendor: Office Depot Business Services Blanket PO: This is not a Blanket PO
6805 S 217TH ST Description: Office Supplies for C Nystrom
KENT WA 98032-2400
*** This is an Ecommerce Requisition *** 9
Requisition Detail Line Items Items load
Views: [General v| Filters: [*Skyward Default v| to Add \ & Add
Reauisition ; . Edit
Line a | Catalog Code Description Narrative, if —
617206 Office Depot(R) Brand ImagePrint(R needed
itiuse Paper by Domtar, Letter Pape Add
ize, 98 Brightness, 20 Lb Ecommerce
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e Of 10 Re
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Accounts
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12. The account distribution determines which account number(s) are encumbered and eventually
charged for the purchases on the requisition. You can select account(s) by checking the box(es) for
the code(s) from the list.

13. Please note that you can split costs over multiple codes by changing the Amount or Percent for

each code selected.

14. Click Save Account Distrib.

Account Distribution B@ O S 2
Available Accounts (Accounts are displayed based on Account Clearance access) Af;;’:m
By & Account Level Description Distrib
2 & Supplies Ba
Fnda |T |Gl |Ppss |Aa |Obbb |LI 4444 |5555 |S Funds Available | Selected .
Account Number Information
10 E 530 0169 27 5610 506 2300 0000 O $1,479.50 ] e 14
A Code Description
7 10 E 530 0200 27 7320 506 2300 0000 0 $0.00 ] 10 'Ganeral Fud )
10 E 530 0293 27 7000 506 2300 2401 0 $0.00 [l 530 EXPENDITURES C||Ck Save
10 E 530 0293 27 7000 506 2300 2403 0 $0.00 ] 0295 Alt Learning Building Budget Account
10 E 530 0293 27 7320 506 2300 2401 0 $0.00 O 27 TEACHING DIStrIb
10 E 530 0293 27 7320 506 2300 2403 0 $0.00 ] 5610 General Supplies
10 E 530 0299 23 5610 506 2300 0000 O $210.19 ] 506 Explorer Academy
10 E 530 0299 23 5617 506 2300 0000 O $210.19 ] 2300 Principals
10 E 530 0299 27 5610 506 2300 0000 0 $11,943.35 P10 Rebatea/Corricsios
! 022 A Bl Ll LU State/Federal Resources
530 0299 27 5610 506 2374 0000 0O $11,943.35 ]
Select Line 029 27 5610 506 23% 0000 0 $11,04335 [ Select Account }r
530 0299 27 5610 506 2391 0000 O $11,943.35 ]
T 0
P 530 0299 27 5611 506 2300 0000 O $11,943.35 ] COdE(S)
> 12
42 records displayed Account Number: [[:] $
S=
Enter Amount or
Total Amount to Distribute: $38.99 100.00% % to Split Cost
Total Distributed: $19.50 50.01% 13
Amount Remaining: $19.49 49.99% ‘
Selected Accounts
Account Number Amount Percent

10 E 530 0299 27 5610 506 2300 0000 0

[19.50 | | [s0.01

Remove

15. Click Submit For Approval to send the requisition along the path for approval. Once approved the
requisition will become a purchase order and the business office will send the eCommerce PO to the

vendor for fulfillment.

Requisition Detail Lines/Accounting

Requisition Master Information
Batch Number: 14
Requisition Number: 0000133271

Fiscal Year: 2018 - 2019

6805 S 217TH ST

Requisition Accounts
Requisition Accounting

Account Number a

Group: (106) Explorer Academy

KENT WA 98032-2400
**= This is an Ecommerce Requisition ***

Vendor: Office Depot Business Services

10 E 530 0299 23 5617 506 2300 0000 0

WA Fund: 10
Accounting: Account allocation by total requisition amount. Edit Master
Subtotal: 16.00 Tax: 1.44 Notes
Total: 17.44 Other: 0.00 Attachments

Ship To: Explorer Academy

Blanket PO: This is not a Blanket PO

Description: test

=B &
Account Amount Account Percent | Over Budget
T N
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Below are the South School District eCommerce vendors as of 04/06/2020.
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New Vendors are added to the eCommerce program often, so watch your email for updates
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