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Business Office Contacts

Shanda Wood

Accounts Payable

817-220-1700 ext 1263

swood@springtownisd.net

Meredith Hill

Director of Finance

817-220-1700 ext 1262

mhill@springtownisd.net

Gary Shaw

Chief Financial Officer

817-220-1700 ext 1261

gshaw@springtownisd.net 
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Creating a Purchase Order in Skyward Financial

1. Login to Skyward Financial  https://skyward.iscorp.com/SpringtownTXBus

2. Click hamburger (the three lines in a green box)

3. Click Administrative Access

4. Click purchasing

5. Click my purchase order

6. Click add purchase order

7. Click the down arrow by purchasing group and pick the campus by clicking Select 

8. Click the down arrow for the fiscal year and pick the year

9. Click the box for "shop online" to shop Staples, etc.

10. Start typing in a few letters of your vendor, and they should come up.  Pick the one 

want.

11. Put in a general description.  i.e., office supplies

This is also where you would usually put in if you want the check sent back to you or 

your goals and instructions, etc.

12. Check the box for "blanket" if this PO is an open PO to use all year long.  i.e., Open 

PO's for Walmart, etc.

13. "Ship to" the campus purchase order should be shipped to. 

14. Click save and add detail

15. Description: This is where items for purchase are entered  i.e., office chair

16. Quantity: put in the quantity

17. Unit cost: put in the price of each item.

18. Account:  click the down arrow to pull up the account code to purchase out of.  If you 

need to split the account codes up for this purchase, this is where you would do 

that.  

19. If you need to add more items, you will click save & and add another and start back 

at step 15.

20. When you are finished, click "Save & Submit."

21. If your PO is approved or rejected, you will see a message in your "my messages" 

box.
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Printing Purchase Orders in Skyward

1. Login to Skyward Financial  https://skyward.iscorp.com/SpringtownTXBus

2. Click hamburger (green box with three lines)

3. Click Administrative Access

4. Click Purchasing

5. Click My Purchase Orders

6. Click Reports (top right hand of screen)

7. Click Springtown Purchase Orders w/ Account Numbers

8. Enter the PO number in the box next to Purchase Order Number

9. Status (Choose Open or History)

10. Post Date Range will be the date the PO was approved. Enter a range of dates if 

unsure.

11. Click Run Report

12. If nothing comes up, make sure the PO is not in Batch mode or that the dates are 

correct. If it is batch mode, give it a little more time to show as Open.

*you can only print an Open PO or History. If you see that it is still in "Batch" mode, it won't 

be available to print it till it is batched at the business office.
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Receiving a Purchase Order in Skyward Financial

1. Login to Skyward

2. Click hamburger (the three lines in a green box)

3. Click Administrative Access

4. Click purchasing

5. Click receiving

6. Click add receiving (green + button right-hand side)

7. Enter the purchase order number

8. Enter the quantity or dollar amount if blanket PO

9. Comment can be entered if needed

10. Save Changes

*Invoices will not be paid unless receiving has been completed. I will email you weekly if I 

have invoices that are on hold due to receiving. 

ALTERNATE WAY

 

1. Login to Skyward

2. Click magnifying glass (Search)

3. Enter the purchase order number

4. Click purchase order

5. Click receivings

6. Add receiving (green + button right-hand side)

7. Enter the quantity or dollar amount if blanket PO

8. Comment can be entered if needed

9. Save Changes
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Request to Add Vendor

The Business Office will evaluate vendors before approval. Springtown ISD prefers to work 

with vendors who are a part of a purchasing cooperative. 

Request a vendor by completing the linked Jot Form. Request to Add Vendor

What is a Purchasing Cooperative?

A "purchasing cooperative" is a type of cooperative arrangement, often among businesses, 

to agree to aggregate demand to get lower prices from selected suppliers. Retailers' 

cooperatives are a form of the purchasing cooperative. Government agencies often use it to 

reduce the costs of procurement. Purchasing Cooperatives are used frequently by 

governmental entities since they must follow laws requiring competitive bidding above 

certain thresholds. Counties, municipalities, schools, colleges, and universities in most 

states can sign interlocal agreements or cooperative contracts that allow them to use 

contracts that were procured by another governmental entity legally.

What does this mean to Springtown ISD?

Springtown ISD elects to work with purchasing cooperatives to avoid going to a competitive 

bidding system throughout the district. A bidding system would require each purchaser to 

seek out multiple bids before a purchase could be approved, ensuring we get the best price. 

Members of purchasing cooperatives are already agreeing that they are giving us the best 

possible price.  

Springtown ISD is a member of the following cooperatives. 

 BuyBoard

 TIPS-USA

 Multi-Regional Purchasing Cooperative

 Sourcewell

 ESC Region 7 Purchasing
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 OMNIA

Sole Source Providers

A sole source purchase means that only one supplier (source), to the best of the requester's 

knowledge and belief, based upon thorough research, (i.e. conducting a market survey), 

can deliver the required product or service. Sole Source Providers are exempt from the 

bidding process as they are the only ones with the product to offer. Sole Source Providers 

may also be a part of a purchasing cooperative. 
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Forms

After the Fact Payment Form

Check Request Form

Independent Contractor Agreement Form 

Reimbursement Claim Form

Sales Tax Exemption Form

Sales Tax Resale Certificate Form 

SISD W-9 Form

Student Reimbursement Claim Form 

Request to Add Vendor Form 

https://www.springtownisd.net/cms/lib3/TX21000442/Centricity/Domain/16/After%20the%20fact%20payment%20form.pdf
https://www.springtownisd.net/cms/lib3/TX21000442/Centricity/Domain/16/Check%20Request%20Form.pdf
https://www.springtownisd.net/cms/lib3/TX21000442/Centricity/Domain/16/Independent%20Contractor%20%20Agreement%20Form.pdf
https://www.springtownisd.net/cms/lib3/TX21000442/Centricity/Domain/16/Reimbursement%20Claim%20Form.pdf
https://www.springtownisd.net/cms/lib3/TX21000442/Centricity/Domain/16/Texas%20Sales%20and%20Use%20tax%20Exemption%20Certification.pdf
https://www.springtownisd.net/cms/lib3/TX21000442/Centricity/Domain/16/img08122021_0002.pdf
https://www.springtownisd.net/cms/lib3/TX21000442/Centricity/Domain/16/SISD%20W9.pdf
https://www.springtownisd.net/cms/lib3/TX21000442/Centricity/Domain/16/Student%20Reimbursement%20Form.pdf
https://docs.google.com/forms/d/e/1FAIpQLSfwCd5Ykeht1QnWALlxTiNBVeJqxS3mf7Hpec_U-TP0vvhalg/viewform



