iVisions Warehouse Requisition Instructions

Log on to Kyrene School District Website

Click on Department, Business Services
iVisions Self Service Portal

login(right hand corner)

Enter Username

Enter Password

Select My Workflow

Warehouse
Ordering
Control Panel

Click Add New

Dac: Department or School
Requestor: Click on name of requester
Project: Defaults to None
Date Required: allow for two weeks out or change date
Pick type of Warehouse Order (drop down menu) 
Click on Add Detail

Pick Item – type in number – click on highlighted item
Put in Quantity

Put in fund code – start typing number

Click on blue box – to calculate item total

Click on Save

Repeat steps to continue to order items

Click Save

Click Close

Click Save ( back on first page)

Click Close

Go to My Workflow  -Warehouse Requisitions  will highlight click on it 

Check the box next to the req number to approve

Click on approve to send it to next approver
Click ok

