
WAYNE TOWNSHIP PUBLIC 
SCHOOLS 

REQUISITION TRAINING MANUAL 
 2013-2014 

 
   

 

 

  

 



1. Click the “PO Entry” icon 
on the taskbar. 
2. Click “NEW”. 



3. You will be prompted with the  
Current date.  



4. Click on “Get Next Current Req#”. 



5. Requisitions/PO’s will begin with  
   “R4” and “P4” for the 13-14 school  
    year. 
 
6.  Select Vendor. 



7. Make sure the “Descrip” field has  
enough information that when you 
Look up a Req/PO in the system or  
run a budget report you can clearly identify 
each PO as to its purpose , i.e 13-14 dues 
RG, Football official 9/15, Gr 3 Composition 
Books, Regis. 10/15/13 RG.  Reqs that do 
not have sufficient information will not be 
approved. 

8. The “Dept” field will be automatically 
Be populated with your log-on ID that you  
use to sign on to CSI. 
 
9. Select from the “Ship Loc” button the 
Location where you want the items  
shipped or services rendered. 
 



10. To enter the description, click 
the “Lines” Box so that the section is 
highlighted in blue. Enter 
description of items to be ordered, 
be sure to include item #’s 
quantities, and cost per item. If not 
available, estimate shipping at 15% . 
 
11. Make sure the total dollar 
amount of your order is reflected in 
the “Item Total” box. 
 
12. If you wish to type instructions 
to STAFF ONLY, please click the 
“Memo” box  which will shade your 
notes in grey.  This comment will 
not print out on the PO and will 
serve as instructions to the business 
office. 



Click on the “Account Code” portion so  
That it is highlighted in blue 

13. Click on the “Account Code” portion so 
That it is highlighted in blue. 
 
Click “Insert to select proper account to be 
Charged. You may enter as many accounts  
as you need on one Req, i.e. suppplies for  
The main office ( 11-000-240 –600-XX-XX) 

And the classroom (11-190-100-610-xx-xxx) 

 By clicking the L=A box, the system 
 automatically populates the amount 
charged against the account number the 
dollar amount of the requisition in the 
description section below. 
 
The L-A box must have a 0.00 balance, that 
lets you know that the req is in balance.  If 
funds are NOT available, you will not be 
able to complete your req and you will 
have to process a transfer form in order to  
Complete it. 



14.  When finished, click the “Print 
on Save” Box and a copy of the 
requisition will be  
sent to your printer. 
 
15.  MAKE SURE YOU SAVE THE 
REQUISITION PRIOR TO EXITING TO 
PREVENT LOSS 
OF DATA .  

Click the ‘X” box to close. When 
prompted to “Save Changes”, 
answer “Yes”. 
 



 To avoid interruption of 
requisition Processing, print 
out your budget to see 
If the account you wish to 
use has funds 
Available. 
 
 

You can click “PO or Check Detail for 
additional information. 
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PLEASE CALL OR EMAIL WITH ANY QUESTIONS 
NSCHOENING@WAYNESCHOOLS.COM 

JLISELLA@WAYNESCHOOLS.COM  
973-633-3009  
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