
Purchase Order Process



MMCRU Website
Go to District then Staff



Staff Page

On the staff page, scroll down to Purchase 
Order – Marcus Bldg.  This will take you to 
the purchase order page.

Note – also on this page, under the Purchase 
Order Process, you will be able to open this 
reference guide for future use



Logging In

The login is now the same as 
your leave request login.

Username Example:
Joseph Mohning would be
mohningjose

Usernames are your first 6 
letters of you last name and 
then the first 4 letters of 
your first name.

Passwords are set to be your 
last 4 of your social security 
number.  You can change 
this at any time.



Data Entry
Entering a Requisition

Under the Data Entry option, select the 
Requisition Entry Option.

You may not have as many options to choose 
from as shown in this picture.



Requisition Main Page



Selecting the Approval Tree
The Approval Tree ID may prepopulate with one 
of the options.  If the option is correct you may 
move onto the next step.

If the approval tree did not prepopulate, please 
select the correct approval tree by clicking on 
the magnifying glass.

You may either double click on the option or 
click once and highlight the option and then 
click the green/white checkmark.



Requisition Number

Please leave the requisition number blank.

The system will automatically issue this 
number once your request is approved.



Selecting the Vendor

To select the vendor you need to 
click the magnifying glass to the 
right of the Vendor ID box.

Once the Vendor ID search 
opens you can then search for 
you vendor.

The easiest way to search for 
your vendor is to type in part of 
the vendor name and filter it by 
selecting the Contains option.

Once you find your vendor you 
can double click on that vendor 
or single click and click on the 
green/white checkmark to 
select.

If you cannot find the vendor 
you are needing please contact 
the business office to get your 
vendor added.



Requisition Amount
If you know the total amount of your request 
you may enter it into the requisition amount 
section.

Once the amount has been entered hit the 
Tab Key to go onto the Requisition Date.

If you are not sure what the total will be you 
may input your items and the total will be 
calculated.  Once it is calculated you may 
come back to this section and enter the 
amount at that time.



Requisition Date

The requisition date will prepopulate with 
today’s date.  If for some reason you need to 
change the date you may either click the 
calendar and select the date or type it in 
(MM/DD/YY)

Once the date has been entered hit the Tab 
Key to move onto the Expected Date.



Expected Date

The expected date will also prepopulate with 
Today’s Date.  If you want to change the date 
to the date that your request is needed by 
you may may either click the calendar and 
select the date or type it in (MM/DD/YY)

Once the Expected Date has been selected 
hit the Tab Key to move onto the Requisition 
Description. 



Requisition Description

In this section please put a short overview of 
the entire request, ie Math Classroom 
Supplies.

Once the Description has been entered hit 
the Tab Key to move onto the Comment 
Section. 



Your Comment
In this section please put any special instructions that the approvers will need to know.

If you plan to use the school credit card to purchase your request, always make a note that the school 
credit card will be used.

Once your information has been specified you may move onto the Account Number section.



Account Number
To start click below the Account Number section to activate the field.  Once activated you may click the magnifying glass to 
search for your account number.  Once your account has been selected you may hit the Tab Key to move onto the Detail 
Description.



Detail Description
In the detailed description please enter the item description.  If multiple items are being requested 
you will need to enter each item individually on the rows below.  Once you have entered the 
description you may hit the Tab Key to move onto the Item Number section.



Item Number
If you have an item number you may enter it here, if not, you may hit the Tab Key and 

move onto the Quantity Section.



Quantity
In the Quantity section enter how many of that item you are requesting.  Once that is 

entered hit the Tab Key to move onto the Unit Price.



Unit Price
Enter the price per unit for the items selected.  Once the unit price is entered hit 

the Tab Key to calculate the Amount total.



Submitting Request

If you left the Requisition Amount blank at 
the beginning you may now go back and 
enter the calculated amount at the bottom 
of the screen.

If you need to enter additional items you 
may repeat the previous instructions until all 
items have been entered.

Once all items have been entered and the 
total Requisition Amount is completed you 
may now submit your request.

To Submit the Request click the Blue/White 
“Submit Current Requisition”



Copy Requisition
The Copy Requisition option can 
be used if you have created a 
requisition in the past and need to 
make that same request.

In order to do that you would 
need to select the Blue/White 
“Copy Requisition” option at the 
bottom of the screen and a new 
window will popup.



Copy Requisition - Continued
The first popup screen will ask if 
you saved the current Requisition.  
If you leave everything blank and 
click Ok it will move you onto the 
next screen.



Copy Requisition - Continued
The second popup screen will ask 
for the Old Requisition Number.

If you know the old number you 
may enter it, if not, click the 
Binoculars and it will popup past 
Requisitions that you have 
submitted.  You may then select 
the old Requisition to copy.



Copy Requisition - Continued
Once the Old Requisition Number 
is entered you may click the Save 
(Blue Disk) to move on.  

Please do not enter a New 
Requisition Number as the system 
will assign the correct number for 
you.



Copy Requisition - Continued

After the copy has been created please verify the information is correct or edit the information that needs to be changed.  
Once the information has been verified and edited you may “Submit Current Requisition”



Submitted Requests
• Once your Requisition is submitted it will then be approved or 

rejected and an email will be sent notifying you.

• If you want to track your request you can select Requisition Status 
under the Data Entry option

• If your Requisition is approved you will receive an email of the 
Purchase Order that can be printed and used to complete the 
purchasing process.

• If the School Credit Card is needed to complete the purchase please 
bring the copy of the purchase order with you to get the credit card 
from the Business Office.



Questions/Comments???

• If you ever have any questions or comments please do not hesitate to 
ask the Business Office for assistance


