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When to use a Web Requisition

Web Requisitions should be used when a Purchase Order needs to be issued to a supplier to place an order for goods or
services. Many are prompted by a quote or contract already in place.

e Requisitions should precede the issuance of a Purchase Order. (Small dollar orders will likely be purchased
through the College’s P-card program.)

e Requisitions are often entered as the result of a bidding process. For purchases over $1,000 for goods, and
$25,000 for services, quotes are required to obtain best value and pricing, UNLESS the item(s) or Services
requested are available under an existing contract. The College is privy to many contracts via various
consortiums, so please check with the Purchasing department before you enter your requisition.

e Requisitions may also be entered for Blanket Purchase Orders. Blanket PO’s are assigned for recurring goods or
services utilizing the same supplier over a period of time. Examples include maintenance and parts suppliers,
utility billing, leases, and phone service.

See also, Business office policies found at:
http://swtjc.edu/documents/business office/swtjc_business office policies.pdf
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SWTJC COLLEAGUE WEB REQUISITION (PO) SOP

Click on Web Advisor from www.SWTJC.edu home page:
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SWTJC
Suuthwest Texas Joniot College

Please use your WebiD 10 log in fo Web Advisor.
Many important nolices from SWTJC wil be senf exclusively via SWTJC emal To receive your important college information, activate your account using the following web address

Students

Welcome Guest!

Facuity
WebAdvisor gives students, stafl and the communty access
10 our databases Employees

To access Students, Faculty or
Employee Information you must LOG
IN.

MAIN MENU CONTACT Us

WebAdvisor;.
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http://www.swtjc.edu/

Enter your User ID and Password and click Submit:

e@@ http://webadvisor. swtjc.eduB08D/\ visor/WebAdviso?TOKEN O ~ & [[i@ Wrmcq\qg [ Logln x| ‘

53 &) Wolf Medical Hospital M... [=] Suggestef Sites v & Web Slice Gallery v [ Coming to Newark - tma... 8 Am&on,:om 250 Sets, N... 4> KI Surface Materials Holy ...

SWTJC

MAIN MENU

CONTACT US

‘Welcome Guest!

User ID:
Password

Show Hint: ]

SUBMIT

LOG IN

MAIN MENU

WebAdvisor;..

CONTACT Us

Click on Employees:

NBMAIN&LT o QB Qs no|m =
65 @ BuyBoard {JUSComm =% DR EENIPA/TCPN N NIPA & SHI ¢ TCI (@ colleague @ Citi® TACC @ SWTIC »

I TYPE=M

&PID=CORE

@ GCMS | @ TxSmartBuy

CHANGE Passworp  Loc Our  Mamw Menu  Cowtact Us
~-NEW- Wnats My User 10?7  ~-NEW-= Reset Password
Plesse use your WebID o log in to Web Advisor

Many important notices fom SWTJC will be sant exclusively via SWTJC email. To receive your important college information, activate your secount using the following web address

Students

Vielcome Santos Diaz'
Faculty

WebAdvisor gives students. staff, and the community
8coess to our databases. Employees

To access Students, Faculty or
Employee Information you must LOG
IN.

Account Information  'm New fo WebAdvisor  What's My Password?

CHance Passworp  LoG Our  Mamw Menu  Contacr Us

WebAdvisor;

FOWERED BY ebuciane
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Click on Enter a Requisition for Goods and Services:

&« ¢ @ @ https/fwebadvisor.swijcedu:8443,WeDRgvisor/WebAdvisor TOKENIDX=6476546707 &itype=N o e @ | Q Seorcr DB =
BB Office Depot @ Amazon [=§ COW:G @& Dell @ Informer @ LBB @ Kionos [¥ Outlook63 @ BuyBoard RJUSComm =% DR EENIPA/TCPN Ny NPA o SHI s TCI (@ colleague @ Citi® @ GCMS | @f TxSmantBuy TACC @ SWTIC »

SWTIJC

Swutiwes! Iexas Junise Callege y U Crance Passworp  Loc Our  Mam Menu EmpiLovees Menu Cowtact Us

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU

Weicome Santos Diaz!

The following links may display confidential information

L
Budget selectid
Im New 1o WebAdvisor
Vihats my Ussr D7
Vihats my oasswers
Changs Passvord
Address Change
Uses Profile

h

hin
Feset my password

Time entry
Positicn Summan

Time history
asve Plan Symmary Time approval (for supervisors
e supenss m i i
otal Compensation
Pay Advices

W-2 Elegrgnic Cgnsent
W-2 Stalements

Cuance Passworo Lo Our Mav Menu Emprovees Menu Contact Us

WebAdvisor; -

FOWERED BY elhucians

Click in Vendor ID or Name box and enter Vendor name (hint — for example, Tractor Supply Company may be entered as
“Tractor”) or enter ID# if you know it (000760). Please note — You MUST enter a vendor. Please don’t click in the “I do
not wish to perform a Vendor Lookup “ box. If/you are unable to locate the appropriate vendor, please contact Blanca
Martinez (bemartinez@swtijc.edu) in the Busjhess Office for assistance. Click on Submit:

¢ @ ; - - /@ | Q Search o ®E =

Qlitlook 365 @ BuyBoard KJ USComm % DIR' BB NPA/TCPN N MIPA & SA S5 TC [@ colleague @ Citi® @ GCMS | @ TuSmantBuy

&

TACC @ SWTIC

A C4xoc PrsswoRo Lo Our__ Mam Mews __ Ewreovees Mows  Heer  Cownacr Us

EMPLOYEES Welcome Santos Diaz!

Enter a Requisition for Goods and Services

vendar ID or Name |

I do not wish to parform & Vendor Locklp ] I/

Crance Passworo  Los Our  Maw Menu Here Cowtact Us

Wegégwsor: 2

By eluciane

Emrrovees Menu
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Choose and click on the circle next to the appropriate vendor, then click Submit:

B Office Depot @ Amazon [ |5 COW+G ) Dell @ Informer @ LBB @ Kronos [ Outiook 365 @ BuyBoard {JJUSComm = DIR® EENIPA/TCPN N JUPA w SHI 5 TCI colleague @ Citi® @ GCMS | @f TxSmartBuy

TACC @ SWTIC

Criance Passworo EmpLoYEES MENU Here  Cowmact Us

EmpPLOYEES Welcome Santos Diaz!
Vendor LookUp Re

Vendor IDVendor Name Vendor Address
0000760 | Tractor Supply Company 'PO Box 888020 Des Moines IA 50388-8020
0002263 | Uvalde Teactor & Implement inc | PG Box 330 Uvalde TX 788020330
0101789 | Bran Tex Tractor CaInc PO Box 2268 Branham TX 77824-2286.

0188271 | South Texas implement Co PO Drawes 1880 Alice TX 78333

ololololele

0208147 | Kubota Tractor Grapaving TX 78051

Mam Meny EmpLOYEES MENU Here  Cowtact Us

Requisition form will backfill with your info from sign-on, check to make sure it is correct. At this time, you may check
budget by clicking on View Budget; this will take you to the Budget Summary pages in Web Advisor:

&« ¢ o htps://webadvisor.swijc.edu:8443/WebAdvisor/WebAdvisor TOKENID e @ O | Q Searct [\ A =
BB Office Depot @ Amazon [ COW-G Dl @ Informer @ LBB @ Kronos [§¥ Outlook 365 @ BuyBoard KJ USComm se/OR EENIPA/TCPN N WPA a SHI  TCI [ colleague @ Citi® @ GCMS | @ TxSmartBuy TACC @ SWTIC »

>

SWTJC

Southwest Texas Junior College ( CHANGE PASSWORD LoG Out Main MENU

EMPLOYEES Welcome Santos Diaz!

Enter a Requisition for Goods and Services

View Budget

Requisiton Date” |12{D4,‘l7
initigtor* SXD

Confirmation E-Wsil Adcress®  [sdiaz2 @swijc.edu

Ship to" [01 Southwest Texas Junior College v

Desired Date |
Vender D or Name 0000760

Person Vendor ()
4P Type RP Regular Accounts Payable
Item Description*® Vendor ltem Quantity* Unit of Issue Price Cost Center Object Code
- v
~ v
- -
v
< >
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Next, click in Item Description box and enter description (26 character limit — if you need more, you'll have to enter it in
Printed Comments in the box below), tab to Vendor Item and type in item# if known, tab to Quantity and enter
quantity, tab to Unit of/Issue and select from drop/down, tab to Price and enter the price (per item) including decimals,
tab to Cost Center and/select appropriate fund and department frgm drop down, tab to Objéct Code and select
appropriate code and Jocatiok from drop down:;

= @ 9 | Q Search IO @ =

£ a SH #5701 [ colleague @ Citi® @ GCMS | @f|TiSmartBuy  TACC @ SWTIC »

-~

Southwest Texas Jusior Collese \ \ D N  CivcEFessworD | Loc OuT | Main MENU EMPLOYEES MENU HELP  ConTacT Us

EmPLOYEES Welcome Santos Diaz!

Enter'a Requisition fof Goods and Services

View Budget

[tzi0an7

SXD

Requisition Date™

initistor*

Confirmation E-fail Adgress® I;d.azZ@swqc,edu

Ship to* ||:|1 Southwest Texas Junigr College ~

Desred Date
Vendor IO or flame

Person Vengor

AP Type
A n " N "

v |4 |74 N \4 - B\ \4
Item Description*® Vendor ltem Quantity* Unit of Issue Price Cost Center Object Code
|Supplies 12 EA Each ~|[}}4.50 11-610020 Building Maintenance ~ ||| 5001-01 Supplies < $1,000 - Uvalde
| | | E J gl |

v v
v
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Continue to enter additional lines as needed, when complete, scroll down to Printed Comments and enter additional
descriptive info from lines above or any other information that the vendor woul
attached quote, or Items needed by a specific date. Tab to Comments box a
that will be receiving the items ordered. This is information is critical t

eed to see on the PO such as Per
enter individuals name or department
ur Receiving folks so they know where to make

<« c @
[ OfficeDepot @ Amazon [Bg COW-G (=) Dell @ Informer @ LBE @& Kronos

@@ https//webadvisor.swijc.edu:8443/\Wej

- D 1| Q search In O B
P NIPA i SHI 5 TC @ colleague @ Citi® & GCMS | ff TSmartBuy TACC @ SWTC »

Qutlook 365 Board {J USComm =% DIR' H NIPA / TCPN

L

Hooks and zut7q.mc: #2348 ‘

I
=
Deliver to Jesse Martinez

Frinted Comments.

Camments.

Next Approver Z
DSAN3949

CHANGE PASSWORD Los Our Mamw Menu EmpLovEEs Menu Herp ConTacT Us

WEQ&O’WSOP’ 3.2

RE BY alucians 7]
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The requisition is now posted, and a Requisition Number is assigned; check to make sure information on the requisition
is correct:

@ @ httpsy//webadvisor.swijcgdu:8443 /WebAdvisor/WebAdvisor TOKENIDX=6476546707 855 =484 so% e @ Y | Q Seorch n D@ =
»

« c o

BB OfficeDepot @ Amazon [ COW-G =) Dell @ Informer @ LBB/ @ Kronos [J¥ Outlook 365 @ BuyBoard {J USComm =% DIR' B NIPA/TCPN N NPA & SHI s TCI colleague @ Citi® @ GCMS | @f TSmartBuy

SWTJC

Seathwes! Teaas Joviee Collepe CHanGe Passworo  Loc Out  Mamw Meny Emprovees Menv Here Cowtact Us

TACC @ SWTIC

EMPLOYEE: elcome Santos Diaz!

Requisition

Requisition was successfu}fy created

Requisition Number 0014278
Requsition Tetsl 552,00
Vander IC andfer Name  0000TE0 Tracter Supply Campany

Requisition Status Net Approved AP Typs  RP Regulsr Acscounts Payatle
Requisition Dste 120817 Ststus Date 120817 Maintensnce Date  12/08/17 Desired Date
Requestor Name  Santos Disz  Initiator Name  Santos Diaz

Shipto 01 Southwest Texas Junior Gollege  Commodity Code

Purchase Orders Created

ltem Description Vendor ltem Quantity Unit of Issue  Price Extended Price GL Distribution Tax Codes Desired Date Fixed Asset TaxInfo Comments
Printed Comments
Comments Approval Date

MNext Approval

Create snother requisition
CrnanGe Passworo  Loc Our  Maw Menu Emrrovees Menu Herr  Cowtacr Us

WebAdvisor:; -

BOWERED Y elhucians
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Please forward any quotes, contracts, etc to the Purchasing Dept (sdiaz2@swtjc.edu) with the _plainly
written on it.

Finally, you will receive an email with all pertinent information — your next Approver will receive one as well. Please
store it in an Outlook folder as you may need it for follow up at some point.

From: POWebAdvisor@swtjc.edu]

Sent: Monday, December 4, 2017 4:57 PM

To: sdiaz2@swtjc.edu

Subject: Requisition for Goods and Services Confirmation

Requisition Number 0014378
Requisition Status  Not Approved
Requestor Name Santos Diaz
Initiator Name Santos Diaz

Requisition Date 12/04/17
Desired Date
Vendor ID and/or Name 0000760 Tractor Supply Company

AP Type RP Regular Accounts Payable
Requisition Total ~ $54.00

Ship to 01 Southwest Texas Junior College
Item 1

Iltem Description  Supplies

Vendor Item

Quantity 12.000

Unit of Issue EA Each

Price 4.5000

Extended Price 54.00
GL Account Number 11-610020-5001-01 Supplies < $1,000 : Uvalde
Project ID

Printed Comments

Hooks and ratchets per quote #234
Comments

Deliver to Jesse Martinez

Approval Date

Next Approval
DSAN3949
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SWTJC WEB REQUISITION VIEW/MODIFY/DELETE SOP

To View, change (Modify), or Delete a requisition you’ve entered previously, log into Web Advisor as previously
instructed (see page 3), and click on VIEW/MODIFY/DELETE REQUISITION:

[EIrr— < ; = "o

Zzon.com 250 Sets, N... > Kl Surface Materials Holy ... Walmart.com Save mone...

jery v 1M Coming to Newark - teme... 8 A

N C//ANGE PASSWORD LOG OuT MAIN MENU EMPLOYEES MENU CONTACT US

EMPLOYEES - WEBADVISOR FOR EMPLOYEES U Welcome Margaret E. Camstra!

CHANGE PASSWORD LoG our MAIN MENU EMPLOYEES MENU

WebAdvisor:;

CONTACT US

A list of requisitions that you have added will appear. Note the RECEIVE MODIFY DELETE on the right side of the page. If
you wish to View a Requisition, click on the Requisition Number. It’s important to\note that this screen will show you
the Status — Not Approved, Outstanding (Approved but not yet a PO), PO Created,)etc. Please note that the “Receive”
function has\not yet been activated. You will contihue to receive a Yellow copy of PO’s\ As soon as you receive an item
that you’ve ordlered, you are required to notereceipt of item and retdrn the Yellow copy\to Purchasing.

@ ViEWMNG/ Do Requit 2 _

O & https;//webadvisor.swijcedu NIDX &A 0% - @ & | Q search @O | =
\\ Dell @ Informer @ LBB TACC @ SwTiC »

€)> C @
B Office Depot @ Amazon [ COW-G

SWTJC

‘Seathwest Texas Jusier College A Y  Crance Passworo  Loc Our  Maw Menu EmpLovers Menu Here  Cowract Us

EMPLOYEES Welcome Santos Diaz!

@ Kronos ¥ Outlook 365 @ BuyBoard {J USComm /o DIR' BB NIPA/TCPN A} NJPA o SHI ¢y TC! (@ colleague @ Citi® Y@ GCMS | @ TxSmartBuy

~

View/Modify/Delete Requisitions

lisition Date Status Purchase Orders Created ;, Béquestor Name _Initiator Name Vendor ID Vendor Name

—mmn-mmm_-m-
——mm-m-mM@ —
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You will be able to see all of the requisition information, as well as have the ability to drill in to see line item detail by
clicking on the Description:

[ Requisition b
> C 0
SWT|C

Swalbwes! lexas Juniee Callege L Crance Passworp Lo Our  Main Meny EmpLovEES MENU Here  Cowmacr Us

@ & https://webadvisor.swijcedu:8443/WebAdvisor/WebAdvisor TOKENIDX=5974274283&55= 1&A 9% e & | Q Search o M| =

EMPLOYEES v Santo:

Requisition

0014378
Requisition Taipl 554.00
Vander ID andfor Name  D00DTED Tractor Supply Company

Reguisition Nunf

Requisition] Status  Not Approved AP Type P Reguisr Accounts Payasle
Requisiigh Dste 120517 Ststus Dste 120517 Maintenance Date 1210517 Desired Date
Requests Name Sanios Diaz Initistor Name Santos Diaz

Ship ta] 01 Soutmwest Texas Junior College Commadity Code.

l’urM{sa Orders Created

Item Description Vendor ltem Quantity Unit of Issue  Price Extended Price  GL Distribution Tax Codes Desired Date Fixed Asset Tax Info Comments
Printed Comments
Comments Approval Date

MNext Approval

_ CLOSE WINDOW |
g requisiti
Cuance Passworo  LoG Our  Man Menv EmpLovees Menu Here  Cownmact Us
WebAdvisor

SOERED BY e lhsciane

If you need to make a change to your requisition (only if it’s not been made into a PO), such as the quantity, description,
price, or adding an approver, you may do so by clicking on Modify:

> C 0 @@ hitpsy/webadvisor.swiicedu:8443/WebAdvisor/WebAdvisor TOKENIDX=6476546707 &S5 =68A o0 e O fr| [ Q searcn n ol =

& SHI g TCI (@ colleague @ Citi® @ GCMS | @f DSmartBuy  TACC @ SWTIC »
~
CHance Passworp  Loc Out  Maiv Menu Emprovees Menu Hewe Cowtact Us
EMPLOYEES Welcome Santos Diaz
View/Modify/Delete Requisitions
e mmon Date Slalus Purchase Orders Created Req es(w Name _ Initiator Name Vendorlo Vendorname

—mmm_-mm- car,
—m_mm--m
—MMM@mm
| oos

0119468 | Bound Tree Medical LG | 18
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Simply click in appropriate box, make any necessary modifications such as adding or removing an approver, changing
the price or account number, or adding an additional line item, and click Submit

e | | Q Search nom| =

 SHI & 70 (@ colleague & Citi®

€ > C @ @ @ https/fwebadvisor.swijcedu:8443/Webid KorTTOKENIDX=6476546707&55=108&
I8 Office Depot @ Amaron [ COW:G () Dell @ Informer @ LBE @ Kronos [§5/0

@ BuyBoard {J USComm 2% DIR' B NIPA/TCPN Ny NIPA @ GCMS | @ TSmartBuy TACC @ SWTIC »

Modify a Requisition

* = Reguired
iew Busiget
Requsition Numbar 0014378 Requsiton Date 120517 Staped
Intator Santos Diaz Desived Date  Commediy Cogp

Confirmation E-Mail Addeass [sdiaz2@swiic.ed)
Shipto.
Vendor 1D or Name:

Passon Vendor

AP Tyee RP Regular Acco

L

e
Modify Delete ltem Description Mendor ltem  Guantity* unit of Issue Price
o -

—— 7

Mecks and ramchets pex Celiver te Jesse Maseimes
quone $234
Printed Comments Comments

Next Approval Approval Date
AN3349

If you wish to delete a requisition, click on Delete:

Q search n D@ =
@ colleague @ Citi® @ GCMS | @ TiSmanBuy TACC @ SWTIC »

@ @ https/fwebadvisor.swijc.edu:B443/WebAdvisor/WebAdvisorTTOKENIDX=647 654670

€0 C @ 855 =6BAPP=CFaC - O
B Office Depot @ Amazon & COW:G ) Dell @ Informer @ LBB @ Kronos [ Outlook 365 @ BuyBoard {JJUSComm =% DIR' 8 NIPR

SWTJC

m'm"w CHANGE PASSWORD LoG Ouv Main Menu EmpLOYEES MENU HeLp ConTact Us

ICPN N NIPA ¢ SHI o TCI
~

EMPLOYEES ome Santos Diaz!

View/Modify/Delete Requisitions

Purchase Orders Created Requestor Name Initiator Name Vendor ID Vendor Name Total Amount
lwwrs —— [veon  [rocomss [romssr  [ososoms |swnweom: | ovesoe [meposne | 86095 | ssceue | oun | om
(et [wws  [eocemes e [omosbas |sonosomr | ooooin [umeyboewycompwy | 1510030 ascone | | oo |
lwiese  Jwow  [roowses [wom  [sooavss |Swweomr | oooow[omeespw | o400 soceue | woon | oo
(e Lo [rocemss [soooossr  [amosbus | Swnoeoa: | 020077 | romwr Souestrcarsormsa | 2800000 | aacee | ooty | oss
iz Jowmn [rocwses [ooooosss  [somosoms |sowsoms | owmmlmmr | 550000 scomue | ot | oo
s lowmns  [eocress [sooooses [Saosous |Saoeda: | 0100101 | b oy doprassiDet | 1015259 | sucae | oty | osts

losos ——— Jownr [ roceses | soooers orezis [ meobvsane | 5000008 | fceue | oaty | oo |

ioige  fowsr |wocwwes [ewwse  [wbs: [Swwwom | oeow[swkcvww | 26000 daceus | oo | o
lowiss — Jowmnr |mocmses [mewrsr  [Saoosdm: [Saooeoe | ooo0i0 | vameybroyCompany | 5442 | e | e | ot
g  [owsn  |wocwwes [ [ewsbsr |Sewsosr | waoovs | tesemomrowoste | 50770 asceus | uaa |
lioiss Jovsr | moomoes [eoser | soasr | swmoor | z0ovs | tosemoniowors e | 52620 | sncoe | vy | o
e [owors  |wowes [memmss  [sowmbar [wwsoer | o[ corowongene | 450000 aacone | oo | oo
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You will receive a warning that pressing Submit Will Delete the Requisition. Click Submit.

Q search D B

colleague @ Citi® @ GCMS | @f TiGmartBuy TACC & SWTIC »

€« ¢ @

BB Office Depot @ Amaron [ COWsG ) Dell @ Informer @ LBB @ Kionos [ Outlool/365 @ BuyBoard {J USComm

Southwest Texas Jusior College CHANGE PASSWORD Lo Out Main MENU EmMPLOYEES MENU HeLP ConTacT Us

EMPLOYEES Welc

DI EENIPA/TCPN AP NIPA o SHI iy T¢

me Santos Diaz!

Delete a Requisition

Caution: Pressing Submit will Delete this Requisition

Requisition Number
Requisition Total

0014378
$54.00
0000760 Tractor Supply Company

Vendor D and/or Name

Confirmation E-Mail Address  |sdiaz2@swijc.edu

Requisiion Status. Not Approved AP Type RP Regular Accounts Payable

Reguistion Date 12/0517 Siatus Date 12/05/17 Mamienance Date 12/05/17 Desired Date
Requestor Name  Santos Diaz  Intiator Name  Santos Diaz

Shipto 01 Southwest Texas Junior Callege  Commodity Code

Purchase Orders Created
Item Description Vendor ltem Quantity Unit of Issue Price Extended Price GL Distribution Tax Codes Desired Date Fixed Asset Tax Info Comments

Printed Comments

Comments Approval Date

Next Aﬁmval

CHANGE PASSWORD LoG OuT Main MENU EMPLOYEES MENU HELP ConTacT Us
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