Budget Requisition Process

(a.k.a. spring requests)
All Budget Requisitions must be entered by April 15th

During this process you will be submitting itemized budgeting requests for your classroom, curricular
area or department to your principal or administrator. After the principal/admin reviews your requests,
he/she may make on-line changes, approve or deny your budget requests. Once you receive the “Go
Ahead” from your principal, you may begin the ordering process for your approved budget items by
creating purchasing requisitions. The projected “Go Ahead” date will be around the first of May.

This is a tutorial of how the software works —
please address specific budgeting questions to your Principal/Admin.
****Remember - budget requisitions are not purchasing requisitions****

Budget requisitions are entered in primarily the same manner as the purchasing requisitions.

1. Log into ERMA (Employee Access.)

2. Click on Budget Management, Budget Requisitions. Make sure your Filter Options are set to *All
Budget Requests” and any other parameters you wish; click Apply Filter. (Note: if you do not wish
the filter screen to appear on web applications, once the filter has been applied, click on
Preferences in the menu line and check “Do Not Automatically Display Browse Filter.” — this can
be done for any Skyward web-based application with filter browsers.)

3. ***Change the Req/PO Group to 900-Budget Requisitions, click Add.
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4. The fiscal year should default to 2010-2011, if not change it. Enter the Brief Description of the
item(s) you wish to request (3 to 4 words max,) Vendor and Ship To information. If you will be
ordering the same thing every year, by checking Annual Budget Request you will be able to save
time next year during this process by cloning (copying) your Annual Budget Requests forward.
Check if you want to then click Save.
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5. Enter your line item specifics just like you would a purchasing requisition. Click Save.
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6. Continue to add as many line items as you wish by clicking on Add. Be sure to add a line
item for shipping and handling for at least 10% of your order total.

7. When you are done entering all line items, you need to select the account number for your
requests by clicking on Add Requisition Accounts. ***You cannot skip this step.***
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8. Select the appropriate account number then click on Save Account Distribution.
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9. This budget request should be complete at this time — click Submit for Approval to finish. If
not, and you wish to make changes to line items, click on that option or update account
number. If you would like to save it as a Work In Progress and finish it later, click on that
option. (I have selected View Requisition Detail Lines in this view.)
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10. Repeat this process for as many budget requisitions as you need. One budget requisition
should be created for each Vendor. You must know a minimum of 3 things for each
requisition — the vendor, the detail items and costs of each. You will receive additional
instructions when this process is complete and you need to create purchasing requisitions.




