Creating a Purchase Requisition in iVisions

Go to https://ivisions.tylertech.com/EssexNorthUnionCanaanESS and login. Your
username is 61171p.firstinitial+last name (for example, 61171p.jrichards). The default
password is Password.123 and should be changed after your first login.
Once logged in, click on My Workflow:

At the Workflow screen, click Purchases and Payable, then Purchasing, then Control Panel:

The Control Panel will list all of your requisitions (You may have to hit the Apply button for
them to appear). To create a requisition, click the green plus sign:

Fill in the Vendor, Ship To, and Requester fields in the Requisition Information box. The
information in the Order Information box can be left at the default entries.

Add the necessary information for each line. Here are some notes about line entry:
•

•
•

•
•

•
•

The Vendor dropdown box does not scroll, and only shows the first part of an
alphabetical list. If you do not see your vendor on the list, start typing the name and
it will pop up. If your vendor is not on the list at all, please contact Bridget.
You will only see your accounts listed in the Account Dropdown. If you need an
account that is not listed, please contact Bridget.
The Unit field can be changed to fit your order. Please be as specific as possible to
help with receiving. You can use units such as dozen, 6-pack, bottle, gallon, case, etc.
If the unit does not show up in the dropdown, then you can just type it in.
Use the manufacturer or distributor Part Number when possible, but if you don’t
have one, it can be left blank. ISN or BSN listed on Amazon when you scroll down to item details.
Tax and Freight will be automatically calculated at 10%. If you believe it is more or
less than you can zero out the freight for each line item or go to Actions, Distribute
Tax & Freight, check box near Freight, change to $0.00. You can change the freight
based on a percentage under Recalculate Tax & Freight.
Click the Save (Floppy Disk) icon in the last column to save the line, and move on to
the next line.
You can add as many lines as you like, as long as the items are from the same vendor

NOTE: Clicking the Save icon saves the line to your current requisition, but does not
save the requisition itself. The requisition saves when you click the OK button at the
bottom of the screen. If you want to save your progress and work on the requisition
later, click the OK button while making sure that the Submit For Approval checkbox
is unchecked. If you click OK with the box checked, it will be submitted and you will
no longer be able to make any changes.

For security purposes, you will be logged out after a period of inactivity. If you are
working on a large requisition and anticipate being away from your computer for
more than 15 minutes, be sure to click the OK button with the submit box unchecked
so you will not lose any work. To find your purchase req go back into the Control
Panel and hit Apply. Double click the purchase req you wish to re-open. (You will receive no
warning when it logs
you out. Always click
on OK frequently to
Notes on Tax and Freight:
save your work.)
When using the import feature, freight will not be automatically calculated. To add Freight
Costs, go to the Actions menu and choose Recalculate Tax & Freight. Check the box next to
Freight, then click OK.

If you have a flat rate for your Shipping costs, you can use the Distribute Tax & Freight
feature from the Actions menu. Check the box next to Freight, and enter the shipping cost.
It will automatically distribute the amount evenly between the lines of your requisition.

It can be helpful to attach documents to your requisition, such as spec sheets, quotes, or
web pages describing your items. Here are the steps for attaching a document:
Click the Actions button at the top of the screen, and select Manage Documents:

You will see this screen:

Click the Import button to choose a file:

Once the file is chosen, you will see it in the content manager:

Be sure to click on the Save icon in the top left corner of the screen. To add another
document to the same requisition, click the New button and repeat the process.

Once you have added all of your lines and documents, you can submit your requisition by
clicking the OK button while making sure that the Submit For Approval box is checked.

For creating large requisitions, it can be easier to use the import tool. The import template
is a spreadsheet that can be filled with the proper information, and then uploaded to create
the requisition. Here is an example of a filled in template:

When your file is ready, you can import it from the Actions Menu by choosing Import From
Excel:

This will bring up a file selection box for you to select your Excel file to upload.
You can check the status of your purchase requisition at any time. Go to Control Panel, hit
Apply, and see if there is a PO Date and #. The PO Date will be the date it was ordered. If it
is blank, please see who the next approver is. If the PO is closed, it has been paid. If it is
VOIDED, the order was cancelled.

Don't forget to check your budget. Go to GL, Transaction Inquiry, Account Detail. Hit Applyonly the accounts you have access to will be visible. You can see if what has been paid, what
is still an open PO or open PR. Scroll all the way to the right. This will show the final balance
that for each line item "Uncommitted".
Amazon Orders and Use of Wish List:
For most Amazon orders it is helpful if you create a wish list. Add items to your wish list as you
shop, save the wish list, and send the link to Cindy Kaiser. Only send the link to Cindy after your
purchase requistion has been entered. It may also be helpful to use the Req number in naming your
Wish List.The Req number is located on the far left of your screen in the Control Panel. This will
ensure that the actual item you chose is purchased. As you know, Amazon has many different
sellers for items or items can range by size, # of items per unit, and more.
TIPS:
If you do not enter the ISN or Item Number the requisition may be returned. The only time it isn't required is when
there isn't an Item Number available.
If you let the item description default to the Account Number Description the requisition will be returned to you.
Please delete the account description and enter details of the item you wish to order. The more detail the better. It
assist when checking items in as received and ensures the proper items are ordered.

You will still have Read Only access to the current fiscal year if you wish to review past orders. Go to Print Purchase
Orders, highlight the PO you wish to print, go to Actions, Print. Print File Copy as it will have the most detail. It's
recommended that you only use this as a reference. It's always a good idea to double check item numbers and pricing
as these tend to fluctuate.

