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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  

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

 
3. Select Fiscal Year from drop down in which the costs will be encumbered. 
4. Select Account allocation by total requisition amount (YMA) radio button 
5. Type a Description which appears on the browse screen and reports. 
6. Verify and/or select the correct Ship To address. 
7. Click Save and Add Detail to continue.  
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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.  

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 numbers that will be charged for the 

purchase.  

Click Add Req 
Accounts 

Add 
Narrative, if 
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Items load 
to 

Requisition 
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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. 

 
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.  
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Below are the South School District eCommerce vendors as of 04/06/2020.  
 

 
 
New Vendors are added to the eCommerce program often, so watch your email for updates 
 


