iVisions Purchase Requisition Instructions
Blanket Purchase Requisitions
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

Purchasing & Payables

Purchasing

Control Panel

Click Add New
Vendor Start typing Vendor name in box and then click on Vendor when the name appears in the drop down box.  You must select the vendor from the drop down box. If you do not see the vendor, select “Undesignated” and place vendor name and address in the Internal Notes section.
DAC: Choose your Department or School

Ship To: defaults to the warehouse

Requestor: Click on name of requester (This does not need to be the name of the person creating the requisition)
PO Notes: any special instructions for the vendor

Order Via: choose how you want the purchase order to go to the vendor

Project: Defaults to None

Date Required: allow for two weeks out or change date if applicable
Order Type: Choose BLANKET 
Ref: any references regarding Quotes can go here

Award Number: can be blank (once you select your vendor, select the drop down option here to see if an award is attached to this vendor)
Internal Notes: any special instructions for purchasing to see.
Click on Add Detail button
In the Description box, list “Blanket Purchase Order for library books per attached list, not to exceed $x,xxx”; 
Part number - leave blank; 
Unit – change to LOT from drop down menu
Unit price include the cost for the “entire” blanket purchase order.
Put in the quantity – for a Blanket PO just indicate 1 here

Put in the account number, start typing the first three digits and the options will appear, click on fund code in list for it to be accepted.
Add $0 for tax and freight since you are doing a blanket purchase order. 
Click on insert (blue square)
Click on the pencil if you need to make changes.
Scroll down to Click save box, or click Close if you are done
To import multiple line items using an Excel spreadsheet

Click on the upside pyramid located next to Edit Requisitions at top of page

Click on Quick Requisition

Click on the upside down pyramid located next to Quick Requisition Entry

Click on Browse

Select excel file you wish to import. Spreadsheet must be in exact format or will not import. (See Excel Import Template 04-11-08 in Visions folder on the T-drive

When you have attached excel spreadsheet, click OK

Click Save 

To attach a scanned document
Select “manage” docs, located under the ‘Internal Notes’ section.   This will bring you to a screen where you will attach your PDF or Scanned order.  Select the document type (you can use ‘other’ if you do not see the type of document you are attaching).  Browse for your document and attach. You can attach more than one document. Attached document(s) will appear at the bottom of the dialog box. You can use the magnifying glass to the left of the document to open and review the attached document.

Once it is attached, close the dialog box by clicking on the red ‘x’ at the top right hand corner of the pop up box.

Click Save, watch for NO to change to Yes, means doc. attached.   Click on close

You will now need to APPROVE the purchase req. in order to move onto next Approver.
Go to My Workflow purchase req will be BOLDED, click on it

Check the box next to the req number to approve

Click on approve to send it to next approver – another window pops up, Click on Yes.
Click ok
Tips

Add –Detail section:

Hold Account Distribution box located at bottom of page – Check box if you are ordering more than one item and using the same funding code. You will only need to fill in the description,  unit, unit price and part number (if applicable).
Sample “Description” Language for Blanket Purchase Orders





Office depot- description blanket purchase order for supplies as per attached order #11223344





Target, Fry’s, Lakeshore, Home Depot-  description blanket purchase order for supplies no one item to exceed $50.00 (unless the funding is 526 or 850) not to exceed the amount of the purchase order.  Example: $200.00. “to be used by: purchasers name”





Target, Fry’s, Lakeshore, Home Depot- using capital funds- description purchase order for a refrigerator not to exceed the amount of the purchase order example: $1000.00 “to be used by: purchasers name”





Follett-description library books and processing as per attached list not to exceed the amount of the purchase order example: $1032.46











