Requisitions can be rejected for many reasons which can include missing information from the description, missing b

1ssSTEP

Open the FWISD homepage >
Employees> My FWISD
ClassLink Portal or click the
Classlink icon on the desktop.

Locate and click on the Munis
icon

One way to find rejected requisi-
tions:

Click on Notifications to view
requisitions converted or
rejected purchase orders.

Make note of the rejected
requisition number
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The Requisition window
opens.

Click Search.
Search for the rejected

requisition using the
requisition number.

Click on Accept.

Click Notes to see rejection
note.
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5w STEP

The Requisition Notes window
opens.

Click on Reject.
Line Dated

Note: Click on Accept to view DRI

the note details.

If Accept is not clicked and the
end user only corrects what is
on the first line, the requisition
may be rejected again for other

items that were not corrected.

6 STEP

After the rejection note has
been reviewed, make note

Daninrtine Maota

By User

kaleisa jackson

Description
REJECTED ENTERED AFTER THE CUT OFF FOR THE

of correction(s) to be made.

Click Back to return to the
requisition notes in list form.

Click Back to return to the
requisition main page.

REJECTED ENTERED AFTER THE CUT OFF FOR THE
BREAK, WHICH WAS MARCH 1, 2022. YOU CAN
ENTER A NEW REQ ON MARCH 21, 2022

Line | Dated
0 03/10/2022
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By User
kalzizajackson

Description
REJECTED ENTERED AFTER THE CUT OFF FOR THE
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On the maln page Of the AN TERMS/MISCELLANEOUS
requisition, click Activate.

ITTRAINING and Compliance

Dept/Loc *

This will move the status
of the requisition to (4)
Allocated or (2) Created.

410 TERRY AVENUE NORTH

Delivery method Print
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MAIN  TERMS/MISCELLANEQUS

The requisitions is now ready
for corrections to be made.

Main Information

ITTRAINING and Compliance Status 1 Rejected

Dept/Loc *

Click Line Items.

Delivery method
M =

9w STEP |
Click on Update while on the I f

. . Requisiticn
Ilne Item page- Fiscal year 2022 Number 12228024 Line 1
Detail
Make correction(s) to the - L T - iy L =
items per the rejection note. i == " T =
T it Craci

Line item total

Click Accept after corrections ... .. et R
are made on each line item. i |
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10w STEP i

v %]
Back Accept  Cancel
When all corrections are T —_
completed, click Accept. . — e —
Detail
| - . Imit mrica 1A AT Fantib [— )
UGk * EA Commad| t;' -
Frerght 00 T\'a-e\'.tc'y \”ten ]
.00 lype
Line item total 1047
_ ____ ____ Descofion” Trem. . U SIS

Bid

Ment!

- YT T TRAIBIBYE. e (e

X _A& 0

11+ STEP - -
Click Back to return 1

Requisition

to the requ[s]t]on Fiscal year | 2022 Number 1222604 Line[ 1
main page. bet

g

Quantity * 100 Unit price 1047000
_ Cpmmncits - e [ .
0 Inventory item L. Freight
ant 20 Location Discount perc|

Tyne Pick ticket
00 i Purchase Credit

Descrintion *

TTEM.  Gmaman Reedng lagal e 0 od 08 v 0 Te o oo

ek Lin

12+ STEP

If status is in Created,
Click Allocate.

Otherwise the status — —— i 1 : e L
should be Allocated T T vy B -
i ePro3 d FEARREHI T8 TGIE AR A49L LR of B 06/30/2022 B

O General Notes

This will move your Z Ty nih eqied
status '
to (4) A”OCated Shipping Information Vendor Information

Shin tn * 6 Vendor 23825
| FWISD IT TRAINING & COMPLIANCE | B
100 N. UNIVERSITY DR, STE 224 F

TH

e COTTT
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13w STEP

Click Release.

This will release the
requisition to the budget
owner for approval and
move the status to (6)
Released.

Note: If using title funds,
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