EquallLevel

School Administrative Assistant Instructions for
eProcurement Requisitions

(Creating a requisition for a teacher or staff member)

When creating a requisition for a teacher or staff member, you will receive an email from EqualLevel stating that you have
been transferred a shopping cart.
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EV212 - Regular Dot Art Painters - §-Color Set $15.18 1 £1519

Lakeshore Leaming {B4e LS18-07) EA
- Suppher P # EVITZ

UNSPSC 60121200

POSTITNOTE CUBES 3 X 3 470 SHTS AQUA WAVE $raa 1 $7 83
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You will access the requesters shopping cart through a requisition in iVisions, using the eProcurement option.

(Note: If the shopping cart is compiled of items from different suppliers like the example above, you will need
to create a separate requisition for each supplier, one at a time.)

%ingle Vendor Checkout

Your ERP system is configured for single vendor requisitions. Select below which supplier's items you would like to checkout back to your ERP system. The other items will remain in your cart and can be checked
out on your next visit

Suppliers

® BSN Sports / US Games (1 item)

Lakeshore Learning (1 item)

Checkout



Log into iVisions (eProcurement is only available in the iVisions web portal)
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Click the green + sign to create a new requisition

In the Vendor field, enter a supplier that is specified in the requester’s cart. Fill out the ‘Ship-to’ and ‘Requester’ fields.
Enter “EPROCUREMENT” in the ‘Order Via’ AND ‘Project’ fields. See a sample of the Requisition information below:
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Requisition Detail :Addresses :Notes ;PO Board Report

Requisition Information Order Information

Reg. Number Date |9/19/2018 Order Via |EPROCUREMENT =
Vendor |SCHOOL SPECIALTY - AN = Project | EPROCUREMENT =
Ship To |ANZA ELEMENTARY SCHOOL = Date Required

DAC |ANZA = Order Type | Purchase Order =
Requester |NELSON, STEPHNIE = W89 Revd Reference

Buyer | = Award Number “ ﬁ

Click ‘Actions’ and select ‘eProcurement’.

=" Add Requisition

Split Fund
Copy Line

Recalculate Tax & Freight
Distribute Tax & Freight
Apply Discount

Import from Excel

Validate Requisition
Check Budget

Yendor Web Site

eProcurement "

Accept Proposed Vendor

Thneert Warshmnica Thams

This will take you to EqualLevel where you will access the carts that have been transferred to you.



Difqtla"_e'\ﬁ DawnVega Transferred Carts 0 Quotes

All ~ | Search by keyword or part number B

Transferred Carts
‘You have received 2 transferred carts that require checkout

Displaying 1 - 2 of 2 results

All v From: 02/04/2019 | To: 02/04/2019 Search Export Carts Export ltem Data

Name Items Total Suppliers Status Created By Created On ~  Purchased On
= B Lakeshore Learning
= = 2 Checkout
) W | Cart#5732-1 1 58 | mwasion Transferred Amanda Cropp 02/04/2019 10:28 AM PST [ checkout [ Deciine |
- < School Specialty ” c
O W | Cat#5732-2 1 5753 (1493) Transferred Amanda Cropp 02/04/2019 10:28 AM PST d

Choose the cart that corresponds to the supplier you selected for the ‘vendor field’ in your requisition and click check
out.
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You will be notified that your items have been submitted to Infinite Visions:
‘D eProcurement - Cart Received - Google Chrome

@& https://iv.cajonvalley.net/EIW/landing/eProReceived.aspx?EPRO=A2E56B48-F808-415A-B845-56A5C39FBF74

e’ IVisions"Web Portal

L] Online Workflow

Your items have been submitted to Infinite Visions.
Once in Infinite Visions, open the Purchasing & Payables Control Panel to continue with your Requisition.
It is okay to close this page.

Go back into your iVisions Control Panel.

Search for the supplier in the Vendor field and hit APPLY.
You will see the requisition you just created at the top of your grid.
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Double click to open the requisition.

Double-click on the first line item, add your budget code to the account field, tab through the other fields, zero out
freight and save.

0100.0000.000.0000.

<



To add the same budget code to the rest of the line items, click once on line one, hold down shift and click on the last
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Copy Line | [Order )
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Import from Exeel B ||oroerpe [Pucheeomer Rl |[Reqdpe. Mo
Validate Requsition W3 Revd || Reference Closed Date

Check Budget Award Number | - Sratus Open

Vendor Web Site

eProcurement

Freight Line Total

Insert Warehouse Items

Single Line Entry

Manage Documents oo | 10000001 EA (008975 | GLUE ELMER'S SCHOOL GALLON _ | 26300/ £863 So7H 5000] S934)
" PAINT TEMPERA BLACK CRAYOLA
Man:ige Vendor Documents | I.OOODGO_EA _003151 iamsTanent | I.3SDDI 51.36_ sn.oo som_ 51.35I
Assign account to selected lines TISSUE SPECTRA 20X30 WHITE 24 |
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8000000 §2093 3071 $0.00 $2164
- Hodd Account Submit for Apgproval Sabes Tax Percent 82500% Use Tax Percent 8.2500%

| Mode: Edit (1 of 1}
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You will need to recalculate tax. Go to ‘Actions’ select ‘Recalculate tax & freight’ and check the Tax box to calculate.

When finished click ‘Submit for approval”, hit ‘OK’.
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Hold Account Submit for Approval Sales Tax Percent 82500% Use Tax Percent 8.2500%
-
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The requisition will now route through the typical approval process. Once approved, Purchasing will send the order
electronically and the order will ship to your site. Your order will be delivered approximately one week after Purchasing
sends the order to the vendor. Please import the shopping lists and have them approved as soon as possible so your
order can be expedited.

Print or save requisition for your records.

Reminder: Our system is configured for single vendor requisitions, if your staff had carts with multiple
suppliers, you will need to create another requisition for each remaining supplier.

Once items are received, please post your receiving in iVisions so Purchasing can
process the invoice for payment.

Questions? Contact Kellie Pilchen in the Purchasing Department at (619)588-3266, lauhonpilchenk@cajonvalley.net
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