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The report Req ion/Purchase Order Printing has
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You can also click help anywhere in
the Skyward system — and view
tutorials.
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PO DATE Clint Independent School District PURCHASE ORDER NUMBER
09/22/2010 ATTN: ACCOUNTS PAYABLE 7270000030
14521 HORIZON BLYD. VEMDOR KEY : CLINE DODOD
EL PASO TEXAS 79928 SHIP DATE - 09/21/2010
PRINTED 092472010 EMAIL INVOICES TO: FINAPAR@CLINT NET FISCAL YEAR - 2010-2011
*Reprinted* FAX INVOICES TO (915) 926-4089 ENTERED BY - LOPEZLIS000
PHONE: (915) 926-4081 ORIGINAL REQ # - 0000000595

SHIP TO:
CLINT ISD RECEIVING & DISTRIBUTION

What do you do next? What are your procedures and what is your system?

1.

Print daily (After 9:00 AM seems to work best as your purchase orders are normally approved late in the day
and batched in the morning) or you can print as they are approved.

Have a system in place to determine which purchase orders have been approved and are ready to be printed
and sent to the vendor. Use what works for you — print by e-mailed approval? Sort the screen by purchase
order number?

Remember some purchase orders are automatically sent to the vendor. We want them all sent via e-mail and
we are working on getting the vendors set up for this. Do you want to mark the PO (E-mailed?) | am
requesting a software enhancement to have this noted on the approved purchase order for you.

Have a system to file your approved purchase orders that have been sent to the vendor, received purchase
orders by the Receiving Department, received purchase orders by you, etc. This is not new. | will be happy to
help you create or modify a system that works best for you.



