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Central Consolidated School District 
 

 

Entering a Purchase Requisitions with Quick Requisition (No Split Funding) 
Following are the steps to complete a requisition when it is not necessary to split fund. 

Reminder: It is always a good idea to save your requisitions frequently. That way, if the system times 

out, or you get interrupted, you will be able to continue where you left off.  

 

1. Log Into Visions Portal 

 
 

2. Click on My Workflow menu item. Portal displays the Connection Group.

  

 

 

 

Log In 
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3. Review the Connection Group Name. Make sure you are purchasing from correct fiscal year, you 

can change by clicking drop-down arrow and selecting the appropriate Connection Group. 

Otherwise, click OK. 

 

 On the left side of the screen, is the navigation pane. Select Purchasing & Payables |Purchasing 

| Control Panel. The Control Panel screen is displayed in the panel on the right. 

 

 

 

 

4. Click the  on the tool bar. The Edit Requisition screen is displayed. 
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5. Complete the information in the Requisition Header. Fields marked with are required.  

Notes about Completing the Requisition Header 

• You do not need to enter a Req. Number as the system will automatically assign. 

•  Vendor: #. To select a vendor, begin typing the Vendor name. A list of vendors will be 

displayed. Make your selection from the list. If a vendor you need is not populating, you 

may contact Purchasing or issue a Vendor Packet to the vendor.  

• Ship To: Central Consolidated School District Warehouse should always be used for 

shipping, except when using Activity Module. 

• DAC: System will automatically assign DAC. 

•  Requester: You may keep Financial Secretary Name here, otherwise, if a vendor has any 

questions, they will contact requestor. 

• PO Notes are printed on Purchase Orders. Enter pertinent information such as Deliver 

to notices for vendor, State / RFP / WSCA #’s, for BOA – possible stores where purchases 

will be made. 

• Order Via, Project (Not Used at this time), and Order Type fields by clicking the drop-

down arrow and making your selection from the list. If this requisition is part of a vendor 

contract award, from the drop-down list, select the Award #. 

• Internal Notes are not printed on Purchase Orders. Comments on why REQ is returned, 

any comments that Approver / Purchasing that needs to be aware of.  

• Once you select a vendor, the W9 Received box will be checked if the vendor you 

selected has a W9 on file with the district. 

• You can change the Requisition Date and Date Required fields as needed. Either type a 

new date or use the Calendar icon to select a date. 
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Start Quick Requisition 

 
 

1. When the Requisition Header Information has been entered, select quick Requisition from 

Action Menu. The Quick Requisition Entry screen is displayed. 

 

 
 

 

2. Enter the items you want to order. 

 

 

Notes on Quick Requisition Entry 

• Begin to type an account code (it is not necessary to include the periods) in the Account 

field. As you begin to type, a list of account codes is displayed. Select the appropriate 

account code. 

• Enter the Quantity to be purchased. 

• Enter the Unit (Each, Box, Case, etc.). 

• Enter the Vendor’s Part Number, if applicable. 

• The Description field defaults with the Account Code description. You can delete this 

description and enter name of item being purchased. 

For Blanket Requisition: Use only Line One to enter all the information.  

• Enter the Unit Price per item. 
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• If applicable, update Tax and Freight. If you would like to enter one tax and/or freight 

amount and have the system spread it across all items, see Distributing Tax and Freight, 

below. 

 

• After all items have been entered, be sure to click Save at the bottom of the screen. 

• Hold Account Box (on bottom lower left corner) is used to hold the account you are 

using throughout order. This allows for account code to populate with same account 

code.  

 
 

Distributing Tax or Freight 
(If you do not need to apply tax or freight across all items, skip this step) 

If you need to apply a tax and/or freight amount across all line items, select Distribute Tax and Freight 

(if you know the total dollar amount to apply) or Recalculate Tax and Freight (if you know the 

percentage to apply). 

To distribute Tax or Freight: 

1. Select Distribute Tax and Freight or Recalculate Tax and Freight from the Actions menu. 

2. Select the Sales Tax and/or Freight check box and enter the amount or percentage and then click OK.  

     OR              

 

 

Don’t forget to click Save at the bottom of the Quick Requisition Entry screen. 

 

 

 

  



Entering a Purchase Requisition Page 6 of 8 

 

Saving the Requisition 
After you have entered the Quick Requisition detail items and clicked save, the Edit Requisition screen is 

displayed where you may review your order or make any additional changes prior to saving the 

requisition. 

 

 
 

If you are finished entering requisitions, select Close this screen after save? Then click 

Save. The requisition is now ready to be submitted for approval. 

 

 

Submitting Requisition for Approval 
Requisitions can be submitted for approval in one of the following two ways: 

1. After entering and saving detail items but prior to saving the requisition, the requisition can be 

submitted for approval by selecting the Submit for Approval box at the bottom of the 

requisition screen and clicking Save. 

2.  

CCSD Does not use PO Board Report, so do not enter anything in this box. 

 
OR; 
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2. After saving the requisition, go to My Workflow | Purchase Requisitions. 

 

NOTE: The requisition is routed to the first person in the approval process or directly to Purchasing, 

depending on Fund Accounts being utilized. 

 

 
 

Select the requisition(s) to be submitted by clicking in the selection box to the left of the requisition 

number and then click Approve. Your requisition has now been routed to the first person in the 

approval process.  

 

If you want to view a requisition before approving, click the magnifying glass displayed in the first 

column to the left of the requisition. If necessary, you can then Return to Originator or Return to Prior 

Approver. If you do return a requisition, you can send an email to the person to who you are returning 

the requisition. 

 

Monitoring Requisitions from the Control Panel 
After you have entered and saved a requisition, you can monitor the status of it from the Control Panel 

grid. Users with the rights to see all requisitions in your DAC may track the status of all requisitions for 

your location. 

1. In the iVisions web portal, under the My Workflow area, go to the Control Panel for the type of 

requisition you would like to look up: 

 

Go to: Purchasing & Payables | Purchasing | Control Panel 
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The selected Control Panel displays on the right. 

 
 

 

2.  If you know the number of the requisition you want to look up, enter it in the Req Number 

field. If you do not know the number or would like to see all requisitions, leave the field blank. 

Then click the Apply button. 

 

 
 

The matching requisitions display in the grid. To open a requisition, highlight it and double-click. 

 

3. If you want to check the status of the requisition, you do not need to open it. Just find it in the 

grid and scroll over until you find the column labeled Next Approver. 

 

 
 

Orig means the initiator of the requisition has not yet submitted it for approval 

• A users name means it is awaiting that person’s approval 

• AP requisition is now being reviewed in Purchasing Department. 


