Purchase Order Process
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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
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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.
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Lost Your Password?

Training Tutorials

Start here! Tutorials are available to help you navigate the Web Link
module. Learn more about entering data, generating reports, and
retrieving your pay stubs, government forms, and leave balance
information.
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o Important Information Reports

Please contact Joe Mohning if you have any questions. View employee information, vendor detail or past requisition
information, or generate any School Accounting System report that
has been provided for you.
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Data Entry © & 25 hitps://wl.sui-online.com/MarcusMeridenCleghorniA/Default.aspx o @ | [ Q searen
Entering a Requisition

Ueb Link Home Data Entry Employee Ir;forma

Cash Receipts

Purchase Orders

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

Receiving

Training Tutorials
Requisition Approvals
Start here! Tutorials are available to help you
module. Learn more about entering data, ge
retrieving your pay stubs, government forms  Requisition Status
information.

Watch Now

_Requisition Entry |

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

© Important Information Reports

Please contact Joe Mohning if you have any questions. View employee information, vendor detail or past requisition

information, or generate any School Accounting System report that
has been provided for you.
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Requisition Main Page

%
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Requisition Entry
Approval Tree ID I I jo) Your Comment
Requisition Number I I &%
VendorID

Requisition A nt | |
equisition Amou Conmsots | User Name ‘ Date Updated |

Requisition Date
Expected Date

No records to display.

Requisition Description

Ship To Address ID
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Cancelled
Detail Information
+ Add Rows
Print \ Post Account Number ; Detail Description ‘ Item Number Quantity \ Unit Price | Amount
Sl= - 7 - Delete
Delete
Delete
Delete
Delete
Delete
Delets
Delete
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Delete
Distributed: 0.00 Remaining: 0.00 Unapproved Requisitions:
Account Description: Budget Balance: Fund Balance:

Q 0 Q} Q ® Submit Current Requisition Submit All Requisitions Copy Requisition 0 Unsubmitted Recall Submitted Requisition



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.
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Requisition Number [
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Requisition Number

Please leave the requisition number blank.

The system will automatically issue this
number once your request is approved.
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Requisition Entry
Approval Tree ID || I jo)
Requisition Number I | #

Vendor ID Search

Requisition Amount
Requisition Date
Expected Date

Requisition Description

Ship To Address ID MMCDISTRIC
Employee 1D MOHNINJOSE
Cancelled

4 Add Rows

Your Comment

Comments

Ne records to displey.

Print | Post | Account Number | Detail Description

| ttem Number



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.

Selecting the Vendor
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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.
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Requisition Entry

Approval Tree ID MASTER

Requisition Number

Vendor ID

MARCUSLUMB

Requisition Amount I E

Requisition Date

Expected Date

Requisition Description

Ship To Address ID

Employee ID MOHNINJOSE
Cancelled
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Print | Post | Account Number
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Last Check Date: 11/128/2013
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| Detail Description | Ite



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.
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SU: Web Link

Requisition Entry

U

MARCUS LUMBER COMPANY vaERCsE
BOX 666

MARCUS |A 51035

Last Check Date: 11/12/2013

Approval Tree D IMASTER

Requisition Number

Vendor ID P11ARCUSLQI\1B

ii OB O

Requisition Amount 150.00
Commer

Requisition Date No record

Expected Date

Requisition Description

Ship To Address ID AMCDISTRIC
Employee ID |MOHNINJOSE p
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A

KK
(<] | (<]



I —
Expected Date

®
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SURTE  Web Link
The expected date will also prepopulate with Requisition Entry
Today’s Date. If you want to change the date Approval Tres ID MASTER P Mndsiinkcrooslr Your Comi
to the date that your request is needed by Requisition Number | & warcusiasios
. . s y y Last Check Date: 11/18/2019
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select the date or type it in (MM/DD/YY) S —— T = i
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Requisition Description gz
= >
R Web Link
. . . Requisition Entry
In this section please put a short overview of N2 s O MARCUSLUMBER COMPANY —
1 1 r BOX 666
the eqtlre request, ie Math Classroom e s K o
Su pp lies. Vendor ID MARCUSLUMB £ LastCheckDate:11/12/2019
. i . Requisition Amount 150.00 ES o
Once the Description has been entered hit — S ] e e
/23] O recon 1splay.
the Tab Key to move onto the Comment Expected Date 11/25/2019 =
Sect | on. Classroom Suppliesl
Requisition Description
Ship To Address ID IMCDISTRIC
Employee ID MOHNINJOSE p
Cancelled
hbddfon,
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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.

Welcome, JOSEPH MOHNING! Log Out
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Requisition Entry
Approval Tree ID [MasTER p MARCUS LUMBER COMPANY Your Comment [ Special Instruction Sl
BOX 666
Requisition Number ml MARCUS |A 51035
Vendor ID MARCUSLUMB O LestCheckDate: 11/12/2013
Ry o

Requisition Amount 150.00 oa Comments User Name Date Updated
Requisition Date 11/25/2019 No records to display. . o
Expected Date 11/25/2019

Classroom Supplies
Requisition Description

Ship To Address ID CDISTRIC
Employee ID MOHNINJOSE p

Cancelled
Detsil Information

+ Add Rows
Print | Post | Account Number Detail Description Item Number Quantity | Unit Price | Amount

M & —
2 & =
Vv & Delete
M & Delete
v v Delete
M @ Delete



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.

Su— \(Veb Llnk Home DataEntry Employee Information  Settings Help

Requisition Entry

Ale

MARCUS LUMBER COMPANY Vo Cownan
BOX 666

MARCUS |A 51035

Last Check Date: 11/18/2019

Approval Tree ID |MASTER Special Instructions

Requisition Number |
Vendor ID MARCUSLUMB

ii o> 0

Requisition Amount 150.00 Comments User Name | Date Updated

Requizihion Date 11/25/2019 No records to display.
Expected Date 11/25/2019

Classroom Supplies
Requisition Description

Ship To Address ID
Employee ID MOHNINJOSE jo
Cancelled
Detail Information
+ Add Rows
Print | Post | AccountNumber | Detsil Description | ltem Number Quantity Unit Price Amount ‘

”|1 |.¢IO ' . Delsts |

Delete
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Delete
Delete
Delete

Delete
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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.

&« Cc @ © & 25 https:;//wl.sui-online.com/MarcusMeridenCleghornlA/Requisitic 90% oo & | | Q Search ¥y IN DO ® =
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Requisition Entry

Approval Tree ID MASTER p Your Comment

Requisition Number i

Vendor ID ,O

R o= T

Requisition Amount 400.00 - Comments | User Name Date Updated

Requisition Date 1/7/2020 No records to display.

Expected Date 1/7/2020

Testing

Requisition Description

Ship To Address ID

Employee ID MOHNINJOSE ol

Cancelled

Detazil Information

+ Add Rows
Print | Post | AccountNumber | Detail Description Item Number | Quantity | Unit Price Amount |
] [~ 100000 10001000000 612 Delete
M| 4 Delete
v Delete
7‘ Z Delete
M| M Delete
;77] Z Delete
= = Delete
v v Delete
v v Delete
~ = Delete

Distributed: 0.00 Remaining: 100.00 Unapproved Requisitions: 0.00

Account Description: GENERAL SUPPLIES Budget Balance: -7,039.51 Fund Balance:

Submit Current Requisition Submit All Requisitions Print Requisition Copy Requisition i Recall Submitted Requisition v




ltem 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.

Welcome, JOSEPH MOHNING! Log Out

SUz"

Web Link

Home  Data Entry  Employee Information  Settings  Help
Requisition Entry
Approval Tree ID vl-|ASTER p Your Comment
Requisition Number [ m
Vendor ID ,O
- =i o= T T
Requiamon /: ok 100.50 - Comments | User Name Date Updated
Requisition Date 1/7/2020 55 No recoras to ;isﬁ;la" A 7
Y-
Expected Date 1/7/2020 =8|
Testing
Requisition Description
Ship To Address ID CDISTRIC
Employee ID MOHNINJOSE p
Cancelled
Detail Information
4+ Add Rows
Print | Post | Account Number Detail Description | Item Number Quantity | Unit Price ‘ Amount |
] | 100000 1000 100 0000 618 Delete
I i~ Delete
i~ ' Delete
7[ Z Delete
M | 4 Delete
M | &4 Delete
M| &4 Delete
il Delete
v ~ Delete
.\7] Z Delete

Distributed: 0.00

Account Description: GENERAL SUPPLIES

Q O E:]; Q ® Submit Current Requisition Submit All Requisitions Copy Requisition 0 Unsubmitted

Remaining: 100.00
Budget Balance: -7,035.51

Unapproved Requisitions: 0.00
Fund Balance:

Recall Submitted Requisition



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.

Welcome, JOSEPH MOHNING! Log Out
®
A \Uveb Llnk Home Data Entry Employee Information  Settings  Help
Requisition Entry
Approval Tree ID [masTER p ABCBOOSTER CLUB Your Comment
. Last Check Date: 06/30/2003
Requisition Number &
Vendor ID ABCBOOSTER jo)
P om
Requisition Amount J L Comments User Name Date Updated
Requisition Date 1/7/2020 VNro record; io ci;pia" ) W
s to display.
Expected Date 1/7/2020
Requisition Description
Ship To Address ID STRIC
Employee ID MOHNINJOSE jol
Cancelled
Detail Information
+ Add Rows
Print | Post | AccountNumber Detail Description | ttem Number | Quantity Unit Price | Amount
&5 Delete
M |4 Delete
M| & Delete
= = Delete
M 4 Delete
M | & Delete
M | o Delete
M| & Delete
v v Delete
W Z Delete
Distributed: 0.00 Remaining: 0.00 Unapproved Requisitions:
Account Description: None Budget Balance: Fund Balance:

HORO QO . Submit All Requisitions O IEE  Usubmitted Recall Submitted Requisition



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.

SUEEE we
A bveb l_!nk Home DataEntry Employee Information  Settings  Help

Requisition Entry
Approval Tree 1D MASTER p ASCBOOSTER CLUB Your Comment
. Last Check Date: 06/30/2003
Requisition Number m
Vendor ID ABCBOOSTER 0
e -} T T
Requisition Amount oo Comments User Name | Date Updated
Requisition Date 1/7/2020 [No records to display. ‘ ‘
s splay.

Expected Date 1/7/2020

Requisition Description

Ship To Address ID IMCDISTRIC

Employee ID MOHNINJOSE p

Cancelled

Detail Information
+ Add Rows
Print | Post | AccountNumber Detail Description | Item Number | Quantity Unit Price | Amount |
[v] v 5.0000 Delete
Z 2 Delete
V] ~ Delete
q Z Delete
Z Z Delete
7| Z Delete
Z Z Delete
V] ~ Delete
v v Delete

ﬂ Z Delete

Distributed: 0.00 Remaining: 0.00 Unapproved Requisitions:

Account Description: None Budget Balancs: Fund Balance:

Q 0 F:J) Q @ Submit Current Requisition Submit All Requisitions (LTREITSLU I 0 Unsubmitted Recall Submitted Requisition



Submitting Request

If you left the Requisition Amount blank at e
the beginning you may now go back and SuU Web Link Home
enter the calculated amount at the bottom Requisition Entry

Ule

Approval Tree ID MASTER L MARCUSLUMBER COMPANY Your Comment | Special Instructions
of the screen. r
Vendor ID MARCUSLUMB D Last Check Date: 11/18/2019
L . Requisition Amount 25.00 Eg ¢ ts v
If you need to enter additional items you e e e

may repeat the previous instructions until all Boecdiue LS

Classroom Supplies

|te ms h ave b een entere d . Requisition Description

Ship To Address ID CO
Employee ID MOHNINJOSE p

Once all items have been entered and the
total Requisition Amount is completed you

+ Add Rows
may now submit your request. e e remee— e | e
V] [ 100105 10001000000 612 2us 10.0000
To Submit the Request click the Blue/White ? 2
“Submit Current Requisition” = =
M| o
AE
2 @
Distributed: 25.00 Remaining: 0.00 Unapproved Requisitions: |
Account Description: HIGH SCHOOL - SUPPLIES Budget Balance: -3,125.62 Fund Balance:

HOR 0 0 Iy gy

Copy Requisition  JEYULST S ulac] Recall Submitted Requisition



Copy Requisition

The Copy Requisition option can - 00000001
be used if you have created a SU:" Web Link Home
requisition in the past and need to Requisition Entry
make that same request. i ==

Requisition Number

AUle

MARCUS LUMBER COMPANY
B0OX 666

MARCUS IA 51035

Last Check Date: 11/12/2013

Your Comment | Special Instructions

Vendor ID MARCUSLUMB

In order to do that you would ReiifonAmount [ 2500 | — -
need to select the Blue/White | =
“Copy Requisition” option at the T s

bottom of the screen and a new s e
window will popup. mployeetd  [ommiose | 0

Cancelled

BoBO

Detsil Information
+ Add Rows
Print : Post | Account Number | Detail Description | Item Number Quantity

10 0103 1000 100 0000 612 2c4s 10.0000

K& & E]

JREED RN E R R ]

LSRR RICS RN RRINARGN

Distributed: 25.00 Remaining: 0.00 Unapproved Requisitions: |
Account Description: HIGH SCHOOL - SUPPLIES Budget Balance: -3,125.62 Fund Balance:

(SN =N WY  submit Current Requisition [l Submit All Reqisitions Ll 0 Unsubmitted Recall Submitted Requisition




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

Did you save the current Requisition?

If so, press OK to continue.

e




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

SU:

Requisition Entry
Approval Tree 1D
Requisition Number
Vendor 1D
Requisition Amount
Requisition Date

Expected Date
Requisition Description

Ship To Address D
Employee ID

Cancelled

+ Add Rows

Web Link

o
&

Print | Post | AccountNumber

Distributed: 0.00
Account Description:

Q @ E,l 0 @ Submit Current Requisition Submit All Requisitions Copy Requisition 0 Unsubmitted

Your Comment

& Copy Requisition

Home DataEntry Employee Information  Setting

Old Requisition Number
New Requisition Number
[ = . |
| @&
s [ |
Requisition Number | oo ouiicition Description | Requisition Amount | Expected Date Vendor ID | Vendor Name
L - | !
Y s | v v v ' 4
1 ! | 1 1
F¥20-0025 MATH CURRICULUM 15359 | 01/02/2020 CARPENTERS CARPENTERS INTERNATION,
MMC-00001 TEST 200.00 | 11/30/2019 AMAZON AMAZON CAPITAL SERVICES
| < >
Remaining: 0.00 Unapproved Requisitions:
Budget Balance: Fund Balance:

Recall Submitted Requisition

Date Updated

Amou



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

Jo
i)

; W Copy Requisition

Old Requisition Number MMC-00001 %

New Requisition Number

H O

Save

Home DataEntry Employee Infor

Unapproved Requisitions:
Fund Balance:



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”

Welcome, JOSEPH MOHNING! Log Ouf

®
SU?\ \fveb I_Ink Home DataEntry Employee Information  Settings  Help
Requisition Entry
Approval Tree ID \MASTER p AMAZON CAPITAL SERVICES Your Comment
o - PO BOX 625020
Requisition Number  [FY20-0032 %  oesmoies 1A s03se-5020
Vendor ID AMAZON p Last Check Date: 12/16/2013
., oz ‘
Requiathon Amount 20000 . Comments User Name Date Updated
Ay v ek 1/18/2020 No recor&isrt‘s c:{splgbf, ) —
Expected Date 1/30/2020
TEST
Requisition Description
Ship To Address ID {MCDISTRIC
Employee ID MOHNINJOSE p
Cancelled
Detail Information

4 Add Rows

Print | Post | AccountNumber Detsil Description | ttem Number 1 Quantity | Unit Price | Amount |

7[ Z 100000 2510 000 0000 618 Calendars 1.0000 25.0000 2500 Delete

Z Z 100000 2510 000 0000 618 Folders 100.0000 1.7500 175.00 Delete
Distributed: 200.00 Remaining: 0.00 Unapproved Requisitions:
Account Description: Budget Balance: Fund Balance:

HOEQ QO R Submit All Requisitions Copy Requisition [ RTERTIEN Recall Submitted 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



