
 
 

 
 
 
 
 
 
 
 

 
The following screens are found in the Requisition Manual: 

 
1. Overview 
 
2. BLDG – Building (Ship-To) 

Maintenance 
 
3. MAIL – Purchase Order Mail Code 

Maintenance 
 
4. PEND – Pending Purchase Order 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. PODT – Purchase Order Inquiry 
 
6. POLG – Purchase Order Log 
 
7. REQM – Requisition Maintenance 
 
 

 



 
 

 
An Overview 

 
The on-line purchase order system automates the requisition and purchasing process 
for a school district.  From the time the initial request for the merchandise is made, the 
approval process, the purchase order creation, the merchandise receipt, and the 
payment made, all information is kept electronically.   
 
The initial request for purchase is typed into the computer by the requester with the 
required information, requester name, building where the requester is located, vendor 
information, item description(s) and unit price(s), and account distribution.  The system 
will check all data for validity and check each account balance to see if the account has 
been over-expended.  If the account has been over-expended, the system will flag the 
account and display a warning message; however, the requisition will be recorded. 
 
Based on the responsibility codes for the account numbers listed for the requisition, an 
on-line approval process is created with up to five (5) levels of approval possible.  The 
supervisor(s) only need to sign on to the requisition maintenance screen to see the 
requisitions they need to approve.  
 
To approve a requisition, a ‘Y’ is placed next to the supervisor’s responsibility code.  To 
deny, an ‘N’ is keyed.  The computer will automatically record the date the supervisor 
updated the requisition. 
 
Once the requisition has been approved, the Business Office can then print the 
purchase order.  This can be done on a purchase order by purchase order basis, or a 
mass printing of purchase orders can be created.  The purchase order is printed on a 
pre-printed four-part NCR form that will fit in a window envelope when properly folded.  
At this time the distribution amounts are encumbered to the appropriate accounts 
automatically. 
 
When the merchandise and invoice have been received, the order can be called up on 
the screen and the payment information entered.  If necessary, the system will generate 
a check to be paid to the vendor for the appropriate amount during the next check run. 
 
This on-line purchase order system eliminates the time-consuming tasks of verifying 
data, checking account balances, typing purchase requisitions then purchase orders, 
and encumbering the order amounts.  It also makes the information that has always 
been accessible by the MAISD computer more detailed and timely.     
 
 
 

 
Requisition OVERVIEW   1 
 



 
 

 
BLDG  Building (Ship-To) Maintenance 

 

 
The Building Maintenance Screen is where ship-to addresses are maintained for 
requisitions and purchase orders. 
 
Ext. Vendor is for warehouse inventory system only. 
 
Function Keys: 
F1 = Help 
F2 = Update 
F3 = Exit 
F4 = Add 
F11 = Delete 
F12 = Cancel 
PageDown = Next 
PageUp = Previous 
 
Available Functions: 
PRNT = Printed list 
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MAIL  Purchase Order Mail Code Maintenance 

 

 
The Purchase Order Mail Code Maintenance Screen lists the mail codes that may be 
used on the Requisition Maintenance Screen (REQM). 
 
Function Keys: 
F1 = Help 
F2 = Update 
F3 = Exit 
F4 = Add 
F11 = Delete 
F12 = Cancel 
PageDown = Next 
PageUp = Previous 
Enter = Refresh 
 
Available Functions: 
PRNT = Prints a list. 
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PEND  Pending Purchase Order 

 

 
The Pending Purchase Order Screen is a list of all requisitions that have been flagged 
to print purchase orders (print code R). 
 
Function Keys: 
F1 = Help 
F3 = Exit 
F7 = Toggle (to skip to specific requestor) 
F12 = Cancel 
PageDown = Next 
PageUp = Previous 
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PODT z Purchase Order Inquiry 

 

 
The Purchase Order Inquiry Screen is used to review printed orders. 
 
Function Keys: 
F1 = Help 
F3 = Exit 
F7 = Toggle to distribution screen 
F12 = Cancel 
PageDown = Next 
PageUp = Previous 
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PODT z Purchase Order Inquiry 

 
Explanation of Fields: 
 
P.O. No 
This is the purchase order number that was assigned by the system. 
 
Req. No 
This is the requisition number. 
 
Print 
This field indicates if the purchase order has been printed (P), is queued to be printed 
(R), or a problem occurred during the purchase order process (I). 
 
Rgstr 
This is the name of the person who requested the purchase order.   
 
Vndr 
This is the vendor to whom the order was sent. 
 
Bldg 
This is the building number of the shipping destination. 
 
Mail 
This is the two-digit mailing code for messages to be printed on the purchase requisition 
and purchase order.   
 
Appr 
This field will list the responsibility codes approving this purchase order. 
 
Qty 
This field may contain one of several pieces of information: 
� 
� 
� 
� 

A number indicates the number of items. 
“SHIP” – indicates any SHIPPING CHARGES for the requisition. 
“CMNT” - denotes comments printed on the purchase order. 
It may also appear blank. 

 
Measure 
This is the unit of measure that applies to the item.  It may also appear blank. 
 
Description 
This is the description of the item being purchased.   
 
Price 
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This is the unit price of the item. 



 
 

 
POLG  Purchase Order Log 

 

 
The Purchase Order Log Screen lists all purchase orders that have been printed. 
 
Function Keys: 
F1 = Help 
F3 = Exit 
F7 = Toggle to display orders by order date 
F12 = Cancel 
PageDown = Next 
PageUp = Previous 
 
Available Functions: 
PRNT = Prints the log beginning with the first purchase order number on the screen. 
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POLG  Purchase Order Log 

 
Explanation of Fields: 
 
Skip to Order/Date 
This field will switch between order and date when the toggle key (F7) is pressed.  Enter 
the desired value and the list of purchase orders will begin with that value. 
 
P O # 
This is the purchase order number that was assigned by the system. 
 
Req # 
This is the requisition number that was assigned by the system. 
 
Date 
This is the date of the purchase order. 
 
Requestor 
This is the person who requested the purchase order. 
 
Total 
This is the total amount of the purchase order. 
 
Vendor Number/Name 
This is the number and name of the vendor that the purchase order was generated for. 
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REQM z Requisition Maintenance 

 

 
The Requisition Maintenance Screen is used to record the information necessary to 
generate a purchase order. 
 
The available functions will vary depending on the user’s security. 
 
Function Keys: 
F1 = Help 
F2 = Update 
F3 = Exit 
F4 = Add 
F5 = Catalog Screen (for those districts using the Warehouse System) 
F6 = Work 
F7 = Toggle to Requisition Distribution Screen 
F8 = Prompt Vendor to look up potential vendors 
F9 = Add Vendor 
F10 = Switch Year 
F11 = Delete 
F12 = Cancel 
PageDown = Next 
PageUp = Previous 
 

 
Requisition REQM  1 
 



 
 

 
REQM z Requisition Maintenance 

 
 Available Functions: 
PRPR = Print purchase requisition 
PRPO = Print purchase order 
REPO = Reprint purchase order 
SUBM = Submit a job to print all purchase orders that are ready 
TEST = Print a test page (used for alignment of the purchase order form in your printer) 
DEPO = Submit a job to delete all printed requisitions 
PRVN = Print a list of requisitions with new vendors 
 
 
Explanation of Fields: 
 
No 
This is the requisition number of the requisition currently being displayed.  When adding 
a requisition, this field will be filled with asterisks (*).  To assign all or a portion of the 
requisition number, type over the appropriate asterisks with the numerals desired.  
These numbers will remain with the requisition and purchase order throughout the 
system.  The computer will automatically replace any asterisks with numbers. 
 
Print 
This field indicates if the purchase order has been printed (P), is queued to be printed 
(R), or a problem occurred during the purchase order process (I). 
 
Rgstr 
This is the name of the person requesting the purchase order.  It can be used as a 
search to locate requisitions.  This field must be entered. 
 
Vndr 
This is the vendor to whom the order is to be sent.  If the vendor number is keyed, the 
system will automatically display the rest of the information.  To display a list of 
available vendors, press F8. 
 
Mail 
This is the two-digit mailing code for messages to be printed on the purchase requisition 
and purchase order.  To get a listing of these messages, type MAIL in the function area 
and press ENTER. 
 
Taxable 
A “Y” indicates that Michigan tax is to be applied to this order. 
 
Support 
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A “Y” will print the message Support Documents Enclosed on the requisition and 
purchase order. 



 
 

 
REQM z Requisition Maintenance 

 
Appr 
This field will list the responsibility codes that must approve this requisition.  These 
codes are retrieved from the chart of accounts. 
 
Qty 
This field may contain one of several pieces of information: 
� 

� 

� 

� 
� 

A number indicating the number of items – this number is multiplied by the unit price 
to calculate the total cost of the line item. 
“SHIP” is entered to indicate any shipping charges for the requisition – the phrase 
“SHIPPING CHARGES” will be printed in the description area of the purchase order. 
“CMNT” is entered to denote comments that are to be printed on the purchase order 
form. 
“DEL” is entered to remove a line from the requisition. 
This field may be left blank. 

 
Measure 
This is the unit of measure that applies to the item.  This field may be left blank. 
 
Description 
This is the description of the item being purchased.  As many lines as necessary may 
be entered for an item.  They will be printed on the purchase requisition and purchase 
order as entered on the screen.  A dot may be used for spacing lines between items.  
NOTE:  The quantity and unit price must be entered on the first line of the description. 
 
Price 
This is the unit price of the item.  This number is multiplied by the number in QTY (if 
entered), to compute the total amount of the line item.  “FREE” or “N/C” can be entered 
for items that are free of charge.  The value entered will be printed on the purchase 
order. 
 
Total 
This is the extended price of the line.  This number is computed by multiplying the unit 
price by the quantity.  If the quantity is not a number, the total price will equal the unit 
price. 
 
Ref/Acct # 
This is the account to which the entire order is to be expensed.  The reference number 
must be preceded by an ‘R’.  If this field is left blank, the system assumes the order is to 
be split over several accounts and will automatically display the distribution screen. 
Valid Values:  Any valid detail account as found on the chart of accounts. 
 
NOTE:  Requisitions cannot be expended to salary or benefit accounts. 
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REQM z Requisition Maintenance 

 
Requisition Distribution Screen 

 
The Requisition Distribution Screen is used to enter multiple distributions for an order 
and for recording invoices.  Pressing F7 from the Requisition Maintenance Screen 
(REQM) will toggle you to this screen. 
 
Available Functions: 
PRPR = Print purchase requisition 
PRPO = Print purchase order 
REPO = Reprint purchase order 
SUBM = Submit a job to print all purchase orders that are ready 
TEST = Print a test page (used for alignment of the purchase order form in your printer) 
DEPO = Submit a job to delete all printed requisitions 
PRNT = Print an outstanding requisition report 
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REQM z Requisition Maintenance 

 
Explanation of Fields: 
 
Account Title 
This is the title of the account as entered on the Account Record Maintenance Screen 
(CHRT).  This is displayed by the system to help verify that the correct account was 
keyed. 
 
Account/Reference Number 
These are the account(s) to which the order is to be expensed.  The reference number 
must be preceded by an ‘R’. 
Valid Values:  Any valid detail account as found on the chart of accounts. 
 
NOTE: Requisitions cannot be expended to salary or benefit accounts. 
 
Acct Bal 
This is the balance in the account after this requisition.  This is automatically calculated 
by the system. 
 
Enc Amount 
This is the amount to be expended to the account.  The total of the entries must equal 
the total of the purchase order. 
Valid Values:  Any dollar amount 
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REQM z Requisition Maintenance 

 
Requisition Potential Vendors Screen 

 
The Requisition Potential Vendors Screen displays a list of vendors.  
 
You may return to the Requisition Maintenance Screen (REQM) screen by pressing 
F12. 
 
To select one of the listed vendors, type an ‘X’ to the left of the vendor number and 
press ENTER to return to the Requisition Maintenance Screen (REQM).  To accept the 
vendor, press ENTER. 
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