Any questions can be directed to
Angela Martin- A/P Bookkeeper
Phone 802-875-6426
Email: Angela.Martin@TRSU.org

Steps for adding a requisition

1. Go into your Employee Access

2. Click on the Resources box on the lower right side, click on School ERP Pro

3. Click on the AP Control Panel square
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AP Control Panel

4. Click on the the +Add button

AP Control Panel

Filter Criteria

O

5. Fill in the vendor, requester etc

Grid has no data
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Requisition Detail
Order Information
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6. If your name is not there as a requester, click the + sign next to the requester
box
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Requisition Detail
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Requisition Detail
Order Information

Line Items

Grid has no data

7. Type your Last Name, First Name the click the okay button
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8. Once you have filled in the requisition detail, click the +Add button
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Gna has no data

9. Pick the account #, enter the quantity, enter the item #, enter a description of the item
you want, enter the price then click the +Add button to add the line to the requisition.

Please make sure you change the description line to what the item(s) is.
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10. Repeat step #9 if you want to add another item to the requisition.

11. Adding a document to the requisition. Go to the top left of the page and click
on the Manage Document button.
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12. When you click on the manage document button the below screen will appear.



% AP Control Panel

13. Click on the +Add button

14. Click the down arrow on the document type and pick what kind of document it is
then click on the Box- Send document with purchase order then click on Select File
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Document

Selection

Document Information

[0 send document with Purchase Order

15. When you are done adding a document then click on the save button

Document

Selection

Document Information

16. Then click the OK button
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12. When you click the OK button it should bring you back to your requisition.
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13. Click the box in front of submit for approval.
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14. If you want to see what is remaining in an account line all you need to do is hold
your mouse over the line and 3 images with show up. Pen- edit the line, trash can to
delete the line and then a picture of money with a pen- check budget. When you click




the image the below screen will appear without the black marks.

Account Transactions
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Note: If you want to see if your requisition was entered or if you want to see
where it is in the approval process go into the portal, into AP Control Panel,
where you enter requisitions and click the Apply button. This will bring up
everything you have entered in the system.
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Receiving a purchase order

1. Login to the portal
2. Click on the three line by the symbol

Cellsense ad
Common ~
Fixed Assets v
General Ledger ~
Human Resources v
Legacy Data ~
Payroll v
Purchasing & Payables ~
Receivables v
Security ~
Workflow ~

4. Click on Receiving
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Common

Fixed Assets
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Legacy Data

Payroll

Purchasing & Payables

AP Automation

Payables

Purchasing

Receiving

Vendors

Reports

Configuration

Receivables

5. Click on Purchase Order Receiving

v



My Dashboard

— Receiving

Purchase Order Receiving

6. Click on Click the plus sign/ Add button
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7. Either click on the Purchase Order # box or start typing the PO #

Add Received Items

Purchase Order Information

Purchase Order Number *

Purchase Order Number is required

8. Double click on the on the QTY box & enter in the QTY you received
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Purchase Order Information

301240006 - 10008 - Al Laarners Network LLC - Chaster Andover Elementary School - Chester Andover Elemen x

Purchase Order Line Information x

reeen v - o

9. Do Step #8 for every item received on the requisition.

10.Repeat steps 7, 8 & 9 if you have more POs to receive items on.




