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School Information Manager

Click on the “building block” for PO.

Other Referen Descriptior Pri
B« PND-01740 BLICK ART MATERIALS
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BLICK ART MATERIALS ~ Mamaroneck Union Free School District
1843 GREEN BAY RD . 1000 West Boston Post Road

STE 310 Mamaroneck, NY 10543

HIGHLAND PARK, IL 60035 M

— p.ldnmdus@dckhidt com _ Mascoli Q

Click on the “Add” icon.



This is what a NEW PND request looks like
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Mamaroneck Union Free School District
1000 West Boston Post Road
Mamaroneck, NY 10543 -

1. Choose a vendor - use the looking glass icon to search for the vendor and click OK.

ne CASCADE

SortName o JEmplhgorid Jovcrmer Jon  [swe o |

CARSON DELLOSA PUBLISHING COMPANY. LLC P.0.BOX 35665 [014200 GREENBORO |NC__|274255665 | DEPT. 0635 270645872
CARTER PERTAINE 04202 1 NATIONAL USE
CARTER PERTAIME INC. 1500 SOUTH DAIRY 014200 HOUSTON [T |77077 | [SWiTE400  |CARTER PERTAINE INC. |
CARUS PUBLISHING COMPANY 30 GROVE STREET| 119593 PETERBOAOUINH 103458 [CRICKETMAG] [CARUS PUBLISHING COMPA

[CARUS PUBLISHINGCOMPANY _ [P.O.BOXBO07 _ |119583 [REMIT [FETERBOROUINH 03458 CRICKET M CARUS PUBLISHING COMPA|
JCARUSONGLORWA [37MONRDEST. |014375 [NEW ROCHELUNY _ [10801 GLORIA CARUSO
014390 NIKK] ANN CARUSO
014376 : [SUSANNE CARUSO
014206 TYRONE CARVER JR.
[CorverJATwone  [SOwidgeRoad _|624705 5 | Tyrone Carver Ji 123624706
014303 [NEW YORK | [CASA CONFERENCES
014343 465221409
M CASCADE SCHOOL SUPPLIES P.0B. 780 04413 . CASCADE SCHOOL SUPPLIE04-2080866
CASEY™ MR. & MRS. RICHARD & JUDITH 18'WILDWO0OD RO 014441 |MR. & MRS. RICHARD & JUD
Cash Class Debt Service 000032 Cach Class Debt Service
CASH CLASS GEN FUND 000008 CASH CLASS GEM FUND
Cash Class Tax Cert Reserve G/F 000033 | Cach Class Tax Cett Reserve G
CASPER PH.D.\ MAUREEN 48 TYER CIACLE 014433 [FYE WY MALUREEN CASPER PH.D. [05546-2117
40 HARVARD MILL |014424
CHATSWORTH SCR014415
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2. Vendor will populate in PND. Next click on looking glass for Fund and choose A-General Fund
and click OK.

W Purchase Requisition [Add ToBeAssgnd] = ]]EH P9 |
w Fund Search o |[@ [["e3 W]
2021 |« B
Fund Search By Fund | B
I thment
Fund|Fund Name e ——
WA GENERAL FUND
C SCHOOL LUNCH FUND
Requi F SPECIAL AID FUND ﬂ
Re H CAPITAL FUND
L TE |TRUST FUNDS-EXPENDABLE hay
Dep;
Bid/Ctlg. fansfer
~
v

3. The Requisitioner is the person asking for the order. In general the Requisitioner ID is the first
initial and first four letters of the last name but you can also search the name by clicking on the
looking glass, typing in the last name, choosing and clicking OK. This will populate the location
and shipping information.

W Document Requisitioner Searct o @]
Description SACKEY Search By Description v | B+
Description |Requisitioner ID Employee Number |Requestor |Location [Department |invoice To |Fund|Budget Code -
Fua Kahn\Ana Marina ARUAK 00550 MHS DSTRCT
Ruggiero\Victoria YRUGG 00551 SPECED SPED DSTRCT
Ruggiero\Wictoria YRUGGI 00551 CENTRL
Ruiz\Zoe ZRUIZ 04382 MHS DSTRCT
Rushe\ann ARUSH 01368 SPECED DSTRCT
Russel\Donna DRUSS 01369 CENTRL DSTRCT
RussoVentarola\Mary Lou MRUSS 01352 CHAT DSTRCT
Russo\Christopher CRUSS 02536 BLDG DSTRCT
| |Ruzzo\Karen KRUZZ 05825 CENTRL DSTRCT
Ayan\Kiristin KRYAN 05457 CHAT DSTRCT
| M Sackey\Albert ASACK 06783 HOMMOC _ |02 HOMM
| |Saez\Cindy CSAEZ |0s048 MA! 04 MAS
| |Sagehluliana JSAGE |04769 MA! DSTRCT
tano\Michael MSAMM |00838 CURR DSTRCT =
ampayo'\Debby DSAMP 00931 HOMMOC DSTRCT
anchez\Jose Luis JSANC 00833 HOMMOC DSTRCT
santavicca\Laura LSANT 04779 MURRAY DSTRCT
Santin\Carol CSANT mys HOMMOC DSTRCT
Santoi e JSANT 00293 HOMMOC DSTRCT
Sanzo\Sandra SSANZ 05451 MAS DSTRCT -
] Cance




At this point, the Information page of the PND is complete. Example below.

HOMMOC
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CASCADE SCHOOL SUPPLIES A
P.0.B. 780
N. ADAMS, MA 01247 S

TJ MASSELLI
8006285078 Fax 8662986578
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Click on the “Line Item” Tab to continue. Below is the BLANK line item screen.
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Input Line item description, gty, unit price, the fund will automatically populate as A, then using
the looking glass choose the budget code.

-

Once all like items are input click on the “P.O. Text” tab. In the lower left “User Text” box input

the contract information and or any special notes to the vendor.
T




Once notes have been entered, skip to the last tab, the “Attachment” tab. Follow instructions
on how to attach a document to a PO.

Once all documents are attached go back review all information to confirm correct and once
reviewed, click on the “Line Iltem” tab and click on the Approve button. (Mine says Issue, yours
will say Approve). This will save the PND to the approval level of your Administrator so they are
able to view and approve.
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