(7 Wabasha-Kellogg Public Schools

e Lxcellence in Education,

ORDERING PROCESS

1.The process of obtaining prior approval begins when the employee submits a
Requisition under the ESS (Employee Self Service) System.

2.0nce the employee places the Requisition they must route it for it to get
approved. Here is the approval order of your Req - Chad or Dan - then Nels

3.0nce approved | will turn it into a Purchase Order.

4.NO ORDERS WILL BE PLACED WITHOUT A PURCHASE ORDER. PLEASE NOTE THAT
A REQUISITION NUMBER IS NOT THE SAME AS A PURCHASE ORDER NUMBER. THEY
ARE DIFFERENT. SO, THINGS NEED APPROVAL BEFORE ORDERING. COMPANIES
NEED THE PURCHASE ORDER NUMBER.

5.With that being said, | will then place the order as long as there is one to be placed.

8.0Once the order has arrived | will check it in for accuracy. | will then have one of the
janitors deliver it to the employee who ordered it or | will put it in the correct
mailbox as long as it fits.



