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Requisition Import

Use the template for all imports

Only 4 Columns of data are required
M/N ; Description; Quantity; Unit Cost

COLUMN A

M/N — Stands for Merchandise or Narrative
(M) Merchandise — used when entering items for purchase

(N) Narrative — descriptive sentence(s) that should be included on the
PO, but are not associated with a dollar amount.

COLUMN B

Description of item, could be item numbers, ISBN, book titles or
all of the above

All descriptive information has to be included in this one column
If needed, use concatenate to join text strings together



Requisition Import - Continued

COLUMN C
Merchandise (M)

Enter the Quan'“ty for or Narrative (N) Description Quantity Unit Cost

this line item. M 978-1-4263-1872-6 300 Bite-Size Facts aboutIr 1.0 16.90

M 978-0-553-49904-9 365 Days of Wonder: Mr. Br 1.00 14.99

C O L U M N D M 978-1-4263-2452-9 5,000 Awesome Facts Abol 1.00 19.99
M 978-1-4263-1049-2 5,000 Awesomel Facts abot 1.00 19.95

. M 978-1-4844-7443-3 Amelia Bedelia on the Job 1.00 13.95

Enter the cost per Item w 978-1-4965-0220-9 Attack of the Mud Creature ~ 1.00  19.49

M 978-1-59889-325-0 Attack of the paper bats 1.00 17.49

M 978-1-101-93485-2 Auggie & Me: Three Wond 1.00 16.99

M 978-1-4342-3772-9 Avalanche Alert 1.00 18.49

. M 978-1-4844-7213-2 Battle for the Nether 1.00 20.95

T h e fl I e C A N N OT M 978-0-375-85860-4 Bear Ate Your Sandwich 1.00 16.99
. M 978-1-59889-323-6 Beast Beneath the Stairs 1.00 17.49

CO nta| N any commas : M 978-1-4844-7726-7 Beneath 1.00 16.95
M 978-1-4494-2043-7 Big Nate and Friends 1.00 20.95

use th e fl n d/re p | ace to M 978-0-06-211111-1 Big Nate Blasts Off 1.00 13.99
M 978-0-06-199661-0 Big Nate Goes for Broke 1.00 12.99

d M 978-0-06-199665-8 Big Nate in the Zone 1.00 13.99

re m Ove CO m m aS an M 978-0-06-211108-1 Big Nate Lives It Up 1.00 13.99
. M 978-0-06-194438-3 Big Nate on a Roll 1.00 12.99
I n S e rt a, S p ace M 978-1-4494-0718-6 Big Nate Out Loud 1.00 20.95
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ALBRITTOM, KIMBERLY 5. -

. . =2 | 2 AutoSum - A

Sy H
Click F_md & Select, Jg = Al
then click Replace. - St Fiter- Sclect-
In “Find What” enter a .
comma (, ) el = | s | 1ic
In “replace with”, click a1
In the white box and hit fing  Reploce |
the space bar one \ |'| j
time. Sotions -+
CI'Ck replace a” Replacegn| Replace | Find All ||W| Close |

Excel will show how
many commas were
removed

Microsoft Excel x|
I_.f" -




Requisition Import - Continued

Once all
items/columns are

tered. click Eil x|
entered, CIlIiC e —~r . . :
] ] |\\_) J | .~ Assignments ~ Purchasing ~ FY15-16 ~ - @ll Search FY15-16 ¥l
S ave A S Organize v New folder =+ @
15l Recent Places ;I Mame | Date modified - | Type =l
E nte r th e FI I e N am e 5 Lbraries £-.| Requisition Import Template, csv 2/2/2016 3:59 PM Microsoft Ex
3 Documents . Reports 1/14/2016 11:19 AM  File folder
J‘. Music . TTE 1122016 3:23 FM File folder
O n th e 13 E; ave a S ] Pictures | Vender Spend Over £50k 1/12/2015 1:47 PM File folder
B videos . Amazon-Business 1/5/2016 2:45 PM File folder |
1) . N . Contracts 12(16/2015 2:29 PM File folder
[ype” click the dro
y & Local Disk (C:) ) ' 1 older
Lexar (D) . P-Card to Purchasing 12/16/2015 9:04 AM  File folder
- :
d Own an d S e I e Ct 9 kal11271% (\\DOSR | Sole Source 12(7/2015 10:58 AM  File folder
5 fs (Vbackup1) (1) | Bonfire 12/(7/2015 8:33 AM File folder
C SV # Pay POF (\pAckUi x| 4] | 3
(CO I I I I I la File name: IRequisiﬁon Import Template.csv ﬂ
. . * Save as type: |CSV (Comma delimited) (*.cav) j
delimited) (*csv
Authors: |Excel Macro-Enabled Workbook (*.xdsm)
Excel Binary Workbook (*.xlsb)
Excel 97-2003 Workbook (*,xls)
¥ML Data (*.xml)
~  Hide Foldersl Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;* html)
Furel Temnlate . wltw)
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Go into Skyward and

click “add” in

requisitions E—

S el ect A” Inf 0 ( as e

normal) on the first

Requisition screen

(requisition master e
information) |
Click Save and
Import Detail Lines




Requisition Import - Continued

The below screen will appear

ﬁ’lmpurt Options - WF'PULMRLYRE\RQ - 10740 - 05.16.02.00.08 - Internet Explorer
f I"? https: [{business. stlucie. k12, Fl.us/scripts fvsisa, dilWService=wsFin/foreqimpt00]  wimasterId=1038056&isPopup=true

Import Options [ IRERE NI W

e | Feqg DTL — Begq DTL — Begunisition Detail
Only Formats flagged as "Used for imports outside Skybuild” are able to be selected. Back

* File Location: | Browse...

Asterisk (*) denotes a required field

0% v g

Browse to the file you saved (as a CSV) and select
it, then click open



Requisition Import - Continued

Click Run

E’Impurt Options - WFLPULMRLREYRO - 10740 - 05.16.02.00.08 - Internet Explorer

§ I’? https: [ {business, stlucie. k1 2. [, s scripts fwsisa, dilfWwService=wsFiniforegimpt001 w#masterld=10880562isPopup=true
Import Options M E OS2
* Format:[Reg DTL - Req DTL - Reguisition Detail Run
Only Formats flagged as "Used for imports outside Skybuild” are able to be selected. Back

* Fle Location: |H:\I'v'ly DocumentsAssignments)Purchasing!Fy 15-16\Import Templates\Requisition Import Template-REE.csv Browse...

Asterisk (*) denotes a required fisld

0% -

Allow the process to run, once it is done you shoulo
see this: Request Complete

Requisition Detail Line Import for PO ID: 1088056 has
finished processing.

View Report Back
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Click View
Report

You need
to view
(and save
this report
If you see
any error
messages)

‘destination - Internet Explorer

§77 https:f/husiness. sthocie. k2. fl.us/scripts/wsisa, di W Service=

FinJqdirconfignoz . pdestinationPage=0x00000000005 1049 28dwd=24197&duserid=kal 1 1271 &Browser=ITE&BrowserPlatform=\win32&mFwOpenattachment=truefasattach=no

S5t. Lucie School District
Req DTL Import Report

limpttool00l.p 28-2
05.16.02.00.07

File Information

C:\fakepath\Requisition Import Template-REE.csv (Requisition Import Template-REE.csv) ==> Imported

05/13/16

Page:1
3:34 PM

Line # Value

Dpdate Counts for Req DTL - C:\fakepath\Requisition Import Template-REE.csv

Lines with Errors: 0
Record(s) Created: 152
Record(s) Updated: o]
Record(s) Unchanged: o]
Line(s) Imported: 152

Kkkkkkkkkkkkkk* kR khkxck End oOf Teport *EEEErkrkakkkkkkErrkkkrk
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- What your requisition should look like:

{Accounting - WF,PUYMR\RE - 10740 - 05.16.02.00.08 - Internet Explorer
§¥7 https:/ibusiness, stiucie k12, Fl.us/scripts fwsisa, dll Waervice=wsFin/foreqdetionl wimportdetail=yes
Requisition Detail Lines/Accounting @MY OG5 (2?2,
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting
= = Submit For
Requisition Master Information Al
Batch Mumber: WEBREQ Save and
Requisition Number: 0001088056 Accounting: Account allocation by total requisition amount. |  Edit Master Finish Later
Group: (020) Palm Point K-8 Amount: 2,694.53 Notes poccs
Fiscal Year: 2015 - 2016 Ship To: PALM POINTE Aftachments
Vendor: FOLLETT EDUCATIONAL SERVICES
PO BOX 98581 Description: TEST
CHICAGO IL 60693-8581
Invoice To: {Default) St. Lucie Public Schools 4204
Okeechobee Rd. Ft. Pierce, FL 34947-5414
Requisition Detail Line Items
\ﬁm;lﬁeneral Filters: |*Skyward Default|v| Y [ = [&.L
. L Cu 0 I Edit
Line . | Catalog Code Description Quantity |, o Unit Cost Total Cost| oy mim Un:%'z; ?
Elcie
078-1-4263-1872-6 300 Bite-Size Facts 16.90000 —
about Inaredible Edibles! Mass Add
110 978-0-553-49904-9 365 Days of 14.99000 14.99 &
Wonder: Mr. Browne's Book of Precepts
120 0978-1-4263-2452-9 5 000 Awesome 1 19.99000 19.99 0 Add
Facts About Everything! Requisifion
Accounts
130 978-1-4263-1049-2 5 000 Awesomel 1 19.95000 19.95 0 E—
Facts about Everything! Import
140 978-1-4844-7443-3 Amelia Bedelia on 1 13.95000 13.95 0 w
the Job
150 978-1-4965-0220-9 Attack of the Mud 1 19.49000 19.49 0
Creatures
160 978-1-59889-325-0 Attack of the paper 1 17.49000 17.49 0
bats
170 978-1-101-93485-2 Auggie & Me: Three 1 16.99000 16.99 0
Wonder Stories
180 978-1-4342-3772-9 Avalanche Alert 1 18.49000 18.49 0
190 0978-1-4844-7213-2 Battle for the Nether 1 20.95000 20.95 0
200 Q79 N2 75 0COAN_A Baar AFa Ve 1 1E£ OONNN 1£ 00O n
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Checks and Balances
Your requisition total MUST match the total on your quote.
If they don’t match, something did not import

Once your items are all entered, add requisition
accounts and continue the requisition like normal.





