
How to Enter a Requisition in Skyward 

 

Click on Purchasing 

Click on Requistion 



 

Click Add 



 

Make sure you are in your requisition group and not your check request group (which starts with CR). 

Make sure you are in the correct fiscal year. 

Enter your description. 

Enter Vendor. 

Enter Ship to. 

Click Save. 

Please note:  YMA is used for entering a requisition with one budget code and YDA is used when 
entering a requisition with multiple budget codes. 



 

Enter your merchandise that you are purchasing:  Quantity, unit of measure, unit cost, and description. 

Click Save. 



 

Enter a narrative if you want the purchase order to be return to you from the purchasing department. 



 

Locate the Vendor on the Current Vendors List and copy everything under the mark order box.  You can 
hit Ctrl F and type the name of the vendor and then hit enter for faster finding.   

The Current Vendor list is located on the Purchasing Department’s website listed below (always check 
the vendor list and do not print a copy due to changes): 

http://www.mansfieldisd.org/page.cfm?p=4748. 

 

http://www.mansfieldisd.org/page.cfm?p=4748


 

Hit Ctrl V to paste the information you obtained off of the current vendor list into the description. 

Click Save. 

 



 

Click on Add Requisition Accounts. 



 

Type the budget code into the box (you do not have to type it all) and then hit enter. 

 



 

Use the mouse to place a checkmark once you have located the budget code. 

Click Save Account Distrib. 



 

Click Submit For Approval. 

Your requisition has now been submitted and will be routed through the approval process. 

Once your requisition is approved, you will receive an email. 

If you requested the purchase order to be returned to you, then it will be sent to you via interoffice mail.  
It will be your responsibility to get the purchase order to the vendor. 

If you did not request the purchase order to be returned to you, then the purchasing department will 
send the purchase order to the vendor. 


