INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS

Infinte Visions’ approvers will receive an email notification of requisitions for approval.

AP Requisitions to Approve

noreply@tylerhost.net
Wed 9/23/2020 3:00 PM

To: Miller, Tracy

You have AP Requisitions to Approve.

Reply Forward

Login to Infinite Visions (below) -

SO|HTOVISO 0. ) MK -UOVEMMENT. &) LF>- ACCOUNTIMON.. [4Yf MOME | Warenouse.. ) BOAIOBOOK ) ITMOOWNICacaspx K FIONTINE - 3ignin ) Mome [ Spena Ly

m HemSRe I

Proviso Township

High School District 209

NIHIL NiSI OPTIMUM, Nothing but the Best

Home Self Service Pay/Tax Information Updates My Workflow My Staff

Welcome to the Proviso Township High Schools Employee Self Service Web Portal!

Here you have the ability to view and manage many elements of employee information, including your employee profile, pay stubs, tax withholding information
(W-4), and more. Information is available 24/7 via this secure Visions Portal

Announcements

District Calendar - Wednesday, July 1, 2020
FY 2021 District School Calendar

Next, click on My Workflow

File Actions Help

E-3 My Workflow (21) C

“f My Favorites

~@ General Ledger

@u Purchasing 8t Payables
& Payroll

~88 Human Resources

- B Security
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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS

Click on Purchasing & Payables and then Purchase Requisitions -

File Actions Help
&3 My Workflow (21) C
¢ My Favorites
@ General Ledger

E']ﬂ‘ Purchasing & Payables

E‘_,, Purchasing

: IEI Control Panel
III Purchase Requisitions
@ Print Requisitions
E} Purchase Order Approval
“%) Print Purchase Orders

Check the Show All Requisitions box and then click on Apply -

* Purdh Requisiti
File Actions Help

ReaNo. ( ) oac |

Mo records to display.

| I £ ppoiTo » B -
Process Req. Moo Req. Date Vendor Mame

Mo records to display.
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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS

The Purchase Requisition screen will appear -

" P Requisiti

Fle Actions  Help

Req No. [ | pac [

Vendar [ B Proiect [
B Show All Reguisitions

RAYBURN, ANTOINETTE Human Resources $333450| Open Undesignated

SNAP-ON INDUSTRIAL Grants - State and Fadaral $3506.25 | Open Undesignated

H IL CFFICE OF THE STATE FIRE WA Cperations & Maintenancs - Sast - $210.00| Open Undssignated | 2020 BOIL
4 STAPLES ADVANTAGE Proviso Wast High Schocl 4 $15757| Opan Undasignated
H PI MUSIC CENTER. Proviso East High School Qlets Seals 420438p aguirrs $1,847.72| Opan Undasignated

Reatlo. | | o \ B
Vendor [ B Froiea ‘ M
B show All Requisitions

RAYBURN, ANTOINETTE Human Resources 420436 djohnsan $3,334.50| Open Undesignated

SMAP-OM INDUSTRIAL Grants - Statz and Fadzral Donald Robinsen | 420436 cwhite $3,506.25 | Open Undasignated

IL OFFICE OF THE STATE FIRE MAR Operations & Maintenance - East AL McDonald 420436p.amodong $210.00 | Open Undasignated 2020 B

STAPLES ADVANTAGE Praviso Wast High Schoal Sherice York 420436p bkarvelas $15757 | Open Undesignated

Ph MUSIC CENTER

Prowiso East High School Clatis Zzals

420436p Ssguirrs 51.34?.71‘ Opsn |Undasignabed

Next, double-click on the line item and the Edit Requisition screen will appear —

[Requisition Information [Order il PO

Req Number 11196 Data [3/24/2020 Ordervia  [Fax B | | o numbe o

Vendor [5TAPLES ADVANTAGH Preject Undesignated ' PO Date =]
ShipTo [Proviso WesiHighscnosl |l Diatz Required = U {seision 0

Requaster Im- W8 Rovdl Referance l:| Clossd Date

Buyer | pvardomser | [l [ seanus Open

a er Desaiptio :
Staples Standard 2° 3-Ring View
1 |10.52134410.0000.003.0153.0000 1.000000|CARTON | 2661502 e B &/caron 200020 32089 3000 3000
Klaznex Standard Facial Tissue, 2-
2 |10.52134410.0000003.0183.0000 2000000 CARTON  [416780 Ply. White. 125 Sheets/Bo. 48 22900 §13658 5000 5000
Boues/Pack
I
Al ,
3.000000 315757 3000 5000

O Hold Account Submit for Approval  Sales Tax Percent 0.0000%

it (10f 1)
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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS

Please review both the account number(s) for accuracy per your department budget and the back-up
documentation. To view the back-up documents (invoices, quotes, receipts etc.), click on the(paperclip
(icon (see below Order Information screen below).

COrder Information PO |
T | | Order Via | Fax ' o
Project | Undezsignated I R
Date Required | 10/9/2020 ' Rex
Order Type | Purchazs Crder I Dec
Fzferzncs Clo
Award Number | I -

The Manage Requisition Documents screen will appear -

Recuistion Dot [ M i e SO
Information

File Help

o oo 11
Vendor STARLEAD I + ¥ .-

Ship Te Proviso We: o

DAC orovize wel el Doc Type == Dormen Fie Hame File Type.
Requesier  [sherce vorl AR B Y =Y I BT

| 03/24/2020 | Quotes ;'()a;[:f:;ptemhzl 3

DOCX

5000 5000
O Held Account .
Mode: Edit (1 0f 1) Save Cancel

Ready

I | | I I I I | |
lerations & Mzintenance - PLISA ‘uw’mr( |mﬁﬁn1m1m | i!mﬂ]‘{hm ‘un:hsu:lwled ‘ ‘ |a¢ummg |

Click on the(magnifying glass to view back-up documents for approval of the requisition -

PO Mum
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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS

After viewing and verifying the the support documentation - close out (“x”). Also, close out the Edit
Requisition screen to return to Purchase Requisitions screen.

B

fea. | | o | ]
tendor | B e | B

[ Show Al Requisitions

N | ExportTo = w -
Vendor Mame
9242020 " .
1 [m] 11188 20000 AM RAYEURN, ANTOIMETTE Human Resources Stacy Coopar 420436.djchnson §3,334.50| Cpen Undesig
z [m] 11182 ) A?-’I SMAP-ON IMDUSTRIAL Grants - State and Fadaral Donald Robinson |420436.cwhite $3,506.25 | Cpen Undesig
3 (m] 11157 s0200 A?,q IL OFFICE OF THE STATE FIRE MAR Operations & Maintenance - East AL McDonald 420436p.amcdong $210.00 | Open Undesig
4 111%6 0000 ;:1 STAPLES ADVANTAGE Proviso West High Schoal Sherice York 420436p bkarvelz: §157.57 | Open Undezit
972472020 - . - . .
5 O 11155 50000 AU Ph MUSIC CENTER Provizo East High Schoal Cl=tiz Sealz 420436p faguirre $1,847.72| Cpen Undesic
— QAN

If the requisition meets with your approval, click on Actions and then Approve Requisition (see below) -

#" Purchase Requisitions

Check Budget
Check Vendor Alerts

Show Vendor Alerts in Grid
View Requisition

Approval Log

Return to Originator
Return to Prior Approver

Approve Requisition

This message will appear — click OK (for approval) -

eiw.tylerhost.net says

Are you sure you wish to approve the selected requisition(s)?
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