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Enter the Skyward Web Access

Enter your Skyward Login ID and Password. Click “Sign In”
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Password: |eesse
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Forgot your LoginiPassword?
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Requisitions

Choose Purchasing, then Requisitions
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Add from Online Catalog

Your requisitions will be listed. To create a new School Specialty requisition, choose “Add
from Online Catalog”

skyward.com -
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Choose the Vendor you wish to order from. In this example, the Vendior is School Specialty

P "
2 Reguisitions - WRPUNMR\RE\RQ - 10740 - 05.16.10.00.06 - Login - Powered by Skyward o @

& https://somskyward0l.somerset.kl12.wi.us/ scripts/wsisa, dil WService= wsFin/foreqecom001.wlisPopup=true

Click on the image of the site whose online catalog you want to order from.
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Enter Requisition Master Information

Enter your Requisition Master Information, then click “Save and Add Detail”

S8l -loix|
] | skyward,com, a a
Requisition Master Information W s 2 =

Requisition Master Information | Reguisition Detail Lines/Accounting
Requisition Master Information

Requisition Setup Information

Requisition Group: {002 - Two Leadi %
quiisition Ju} l o Leading 0Os J —"
Fiscal Year:|2010 - 2011 July 1, 2010 - June 30, 2011 | Add Detail

& account alocation by total requisition amount (YMA). Back
€ account allocation by each requisition detail line (YDA).

Requisition Information

* Batch Number: 06
* Description: Back to School Order

Vendor: $CHOOL SPECTIALTY **Ecormmerce Vendor*®

*.Ship To: DISTRICT-WIDE SHIB-TO
Attention: Ben Peterman )

Ship Via:
Project{Grant: - v
Contract: | =

isterisk (*) denotes a required field

@) Internet [0+ | % 100%
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Create Your Request

You will be launched into our Homepage and have a welcome menu
to begin. Choose the desired menu option.

1-888-388-3224 |
Welcome Frisco - Acct # 134928
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Order By Item Number

Allows you to key catalog item numbers for quick order entry. Enter
your items and quantities. Click Add to Cart.

1-388-386-3224 |

Welcome Greenbush - Acct # 296417 Logout
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Crder by Item Number

Order By ltem Number

Order By ltem Number  JRETIGEGES RN

+ Represents a valid item Add to Cart will give you the ability to remain on this page and continue
£ View Alternates to replace item adding items
¥ Item not found. verify item number

Add items and Go To Cart Add to Cart

{ ur;e‘ » Rbemvofvi = Item Number Quantity ltem Description 7 Results ‘
1 054054 ] CONST PPR 8X12 ASST TRURAY 50 PER v i

{5 000003 ¢  STAPLER FULLSTRIP 407 ECONOMY BLA

| 000056 [ 1 | PAPER CLAMPS BUTTERFLY #1 LARGE ‘
4 1362310 gl RE BLE ROLL PAC *
5 091231 T GLUE DOTS Minil PACK OF 300 v

Grder By Item Humber  Shop Digital Catalogs My Shopping Lists  View Carts/Orders Quick Links »
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Your item will be added to your shopping

cart.

You will be able to see the item product and pricing details. Click
Order By Item Number to add more items to your cart. Click the
School Specialty logo to return to your home page.

Your Shopping Cart

K,

@,,, - 7 \)__

Shopping Cart Review Confirmation

Cart Number: 7778877193 Return to Previcus Fage | My Shopping Lists | Order By item Number | [

Shopping Cart 'Promonon'Codes ltem Availability ‘
[

| Remove Seiected Rows

Remove  Qrdered  item

Save to Shopping List

Line item Number Description Qty Uon  Unit Price Total Price
1 023197 023197 POST-FFPAGE MARKERS 12X | [ EA 5 C

2 1272311 | 1272311 - PAPER POST-T NOTE SUPR 10 EA

089657 | 089657 = DISPENSERPOPUPFLORAL | [ EA
B 000003 000003  STAPLER FULLSTRIF 407 1 EA

Remove Selected Rows

Return to Previous Page | My Shopping Lists | Order By ltem Number | [y
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Keyword Search

* . Enter two or three words to describe your desired product and click the Search
1con.

* Click “Quickview” to see product summary

* Click the calculator icon to see your discount price

* (lick the item name for full product details

* Click filter options to refine your search to more specific items

1-888-288-3224 |
Welcome Greenbush - Acct # 296417 Logout
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.'/Shog: Digital Catalogs / Order by ltem Number

SHOWING RESULTS FOR glue dots

{
§4-0

o oy
; s
Products (646) ﬁ
Entire Site (0) \

Corporate (0)
1382310 091231 091232
——> Giue Dots 200 Non-Toxic Glue Dots 300 Non-Taxic Mini Glue Dots 600 Non-Toxic Mini
Removable Glue Dot Roll, 1/2 Glue Dot Roll, 3/16 in, Clear Glue Dot Value Pack, 3/16in
e it in, Clear, Pack of 200 Pack of 300 Clear, Pack of 600 ‘ SChOO‘
Arts & Craft ... (497) i
$3.29 g——— $3.79 $0.49 @ n Spec1alty

Audio & Visua... (1)




Shop Our Products

« Hover over the “Shop Our Products” tab to see all
of our item categories
» Hover over the category to see the sub-categories in

1-888-386-3224 |

Welcome Greenbush - Acct # 296417 Logout
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Shop Digital Catalogs Order by Item Number
Arts & Craft Supplies FERTURED CATEGOMES
o
- - ——— e
Audio & Visual v I .|’I 1 R ,,‘
Technology "‘ L— {
Instructional Solutions Balls Fitness Goals Leadup Skills

Early Childhood
CATEGORIES <———
Furniture & Equipment

Balls Leadup Skills Sports
" Fitness Organizaticn Technology -
. ssessme
/ S Goals Resources ASERATIER:
Special Education &

Needs

Classroom & Office
Supplies

v

School
Specialty.

SHOF PRODUCTS BY

FA T Gl e




Check Out

Click Proceed to Checkout to review your cart and shipping charges

Your Shopping Cart L
Shopping Cart Review Confirmation
Cart Number: 7778877193 Return to Previgus Page | My Shopping Lists | Order By ltem

TS IRRSEL | Promotion Codes || Item Availability |

Save to Shopping List
Fs"‘@:; g;it‘{l?fl RO'.'\“SV e e - = A i 55 =
Remove  QOrdered  Item
Line item Number Description Qty UOM  Unit Price Total Price
1 023197 | 023197 DS : ERS 12 2 EA Catalog: §
A Disc: -3
Net §
2 1272311 1272311 ; 10 EA
3 089657 089657 P UPFLORAL 2 EA
4 000003 000003 TRIP 407 1 EA

Remaove Selected Row

0
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Review and Submit

Check your shopping cart carefully!
Click Submit to move to the final step

About Us | Carts / Orders |

g School

stions?

1-888-388-3224

W' Specialt

Home

Suppﬁes Furniture 3 Eanyhildhood Art s

Your Spgpping Cart

Shopping Cart Review & Submit Confirmation

Cart Number; 7770001965

SO LR R Promotion Codes

Return to Previous Page | My Shopping Lists |

£, print this Page | Print Shopping Cart
weLcome SCHOOL DISTRICT SHOPPER | Account: 279504

QOrder By ltem | m

SavgA6 Shopping List
Crdered ltem
Line Item Number Description Qty UOHM Unit Price Total Price
& — ¥ Catalog: §7.18
1 089823 080823 ::S;‘Epi\épE(L(;FS;K SCHOOL SMART PG MRKR 1/2X2 ASST 2 Ea Disc: 50,72
Net §3.23 Net: 56,48
- Catalog:519.88 Catalog:5198.80
2 076144 075144 ZgSZ-TTEHOTE POPUP DISPNSR W12 REFILL PADS 3X3 10 EA Disc  -51.99 Disc  -519.90
Net: §17.89  Net $178.20
Catalon:312.48  Catalog: §24.98
3 089657 089657 DISPENSER POP UP FLORAL DESIGN 2 EA Disc. -81.2% Disc: -82.50
Net: §11.24  Net 822.48
Catalog: §7.98 Catalog: §7.89
4 000003 000003 STAPLER FULLSTRIP 408 ECONOIMY BLACK 1 EA Disc.  -80.80 Disc: -80.80
Hef; §7.18 Net: §7.19
e Subtotal:  $215.03
Shipping and Handling: §0.00
Sales Tax (0%}: $0.00
s Total: §215.03
Save to Shopping List

Return to Previous Page | My Shopping Lists | Order By ltemn | BSTRTI




‘Submit to Procurement System

Choose Transfer to send your cart’s information to Skyward

{ School
e Specialty

Thank You for Shopping With School Specialty!

Your requisition is ready. Press the "Transfer" button below to transfer your requisition information to
complete your order.

Transfer
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Complete Your Request and Submit for

Approval

Add your “Requisition Accounts”, “Save and Finish Later”, or “Submit for Approval”. Your
requisition will be forwarded to your approver through Skyward.

IESwebfareqdetnn

=i 1 skyward.com <0 I
siion Master Information | Reguisition De
Requnsmon Detail Lines/Accounting

| Lines/ Accounting

Requisition Master Information flST:f;'
Batch Number: 06 ==
Requisition Number: 0000017699 Accounting: Account allocation by total requisition amount. Ediit Master Fi::: f:zl
Group: (002) Two Leading Os Amount: 41.12 Notes —
Fiscal Year: 2010 - 2011 Ship To: DISTRICT-WIDE SHIP-TO Attachments Back
Vendor: School spedialty incscr
2523 Scramble avenue Description: Back to School Order

Scramble Wv 55555

Requisition Detail Line lems

Views: [ceneral v Fiters: [ *s Y 2 & Add

Eolt
of I
PER PATK
110 054003 CONST PPR 9X12 LT YELLOW TRURAY 1.08000 Ackd
50 PER PACK Requisiiion
120 034006 CONST PPR 8X12 LT GREEN TRURAY 2 EA 1.13000 2.26 Accounts
50 PER PACK
130 000003 STAPLER FULLSTRIP 407 ECONOMY 5 EA 5.64000 28.20
BLACK
140 000066 PAPER CLAMPS BUTTERFLY #1 LARGE 6 EA 0.67000 .02
PACKOF 12
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