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As of November 2013, school sites are no longer responsible for purchasing custodial supplies. Sites are still
required to order their own supplies based on the process indicated below. Any custodial supply requisitions
submitted this school year using school site funds were released back to the site’s budget. However, we are still
tracking custodial expenditures school by school.

For Fiscal Year 2014-15, school sites will continue to be responsible for entering the blanket requisitions, although
Operations Services (Jim Dobson, Kent Jones and Diana Valencia) will need to enter the account code and submit
the requisitions. In order for requisitions to be processed, school sites must notify Operations Services of the
requisition number. Their preference of communication is by email: JimD@scusd.edu; Kent-
Jones@scusd.edu; Dianava@scusd.edu.

The Purchasing Department has provided step by step instructions on the Chargeback Requisition Process (See
attachment). Requisitions for the 2014-15 school year MUST be created and forwarded to Operations PRIOR to
leaving for summer break. ‘

The budget for custodial supplies is determined school by school. The budget amount per student is: Elementary
$12.28; K-8 $14.12; Middle $16.05; and High $21.75. If your school expenses exceed the amount allocated, you
may be responsible for covering overage costs with your school site funds.

If you have any questions, please contact Gerardo Castillo, Director, Fiscal Services at (643) 9405 or your Fund
Specialist. Thank you for everything you do for our students and their families.

Attachment: Chargeback Requisition Process

cc: Lisa Allen, Chief of Schools
Doug Huscher, Interim Area Assistant Superintendent
Mary Hardin Young, Area Assistant Superintendent
Tu Moua-Carroz, Interim Area Assistant Superintendent
Dan Sanchez, Manager I, Purchasing
Jim Dobson, Director, Planning, Construction and Operations



Chargeback Requisition Process

Blanket requisitions are Purchase Orders with “Blanket PO” as an “Order Type”. These requisitions are
used for the purchase of supplies that are needed continuously throughout the school year, such as
custodial supplies.

To create a new Chargeback requisition you will need to begin by logging into the Escape System.

Let’s begin. After logging into the Escape system click on “Finance” located on the left side of your
screen; click on “Requisitions” then on “Vendor Requisitions”.

Activities

- Begin by
sty g clicking the
"Finance"
Z::> Finance section. This
o Fiscal will open
; oy another list,
" click on
Approve Requisitions b T
Requisition”,
Depaitment Requisitions :
e then click on
Stores Requisitions "
- Vendor
Vendor Requisitions Reexiiing”
» AR q
» Assets
Yol GRtay
Print Original POs to begm
| Print PO Copies

| Receive PO ltems
Vendors
| Independent Contractors
» Stores
Work Orders
» Reports
My Reports
» Setup

HR / Payroll

Online Resources
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From the “Vendor Requisition” click “New” then choose “Chargeback”.

Search l

LG &J Cdar I New - Favorites -
S Rargeback - 2013714

EoamchCiilana Conference/Travel (REQTCP) - 2013/14

Bl 1 < Retulsitio Confirming (REQCNF) - 201314
Fizcal Year Contracts Service Agreement - 2013/14
Departrment JIT (REQEST) - 201314
Academic Depi yon public Schaol (REQNPS)- Purchasing - 2013714
Reference Nun i :

i Mutrition Services - 2013714

Fequisition Mur
Requisition D at Petty Cash (REQPTY) - 201314
Completed D ate Purchasing - 2013/14
Order Location — technology (REQCMP) - 201314

Resluialioner Text Book PO (REQTXT) - Purchasi 2013114
Template Reqs FALERY {REQTXT] - Purchasing - |

El 2-0rder Information
Yendor Id
Yendor Mame
Buyer |d
PO Mumber
PO Date
E 3-Status Information
Status
Status Comment
Orn Hold
Only Uncompleted
PO Change Order D ate
With Change Orders Only
E 4 - Other Information

e - .

FiscalYear
Enter [or look up) a fiscal year for requisitions to list.

Note: Your most common requisition types can be created using the above process by clicking on the

desired requisition type you want to create.

Continue to next section
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Prior to continuing you will need to have your Order Location and Delivery Location number; this is
normally your site number. Note: If the item(s) to be purchased are to be delivered to another location
other that your site you will to have that Delivery Location Number.

Requisition Iltems | Accounts | Pagments | Quotes | Approvals | Assets | Attachments | Note
E 1 -Requisition Information

Dept Id & CHRGBCK {Chargeback}

Academic Department

Requisitioner Dan Sanchez

Request Date 12/20/2013

Order Location 0830 {PURCHASING SERVICES}

Delivery Location 0830 {PURCHASING SERVICES}

Room

Comment Chargeback for Custodial Supplies 6——
Responsibility

Category

Goods and Services Category
E 2-VYendor Information

Order Type Blanket PO

Vendor Category CUSTOD/SUP {CUSTODIAL SUPPLIES}
Vendor Id 4 123460 {CLEAN SOURCE INC}

Vendor Address Id 6

Vendor Name & CLEAN SOURCE INC

Street Address & PO BOX 742056

City State Zip & LOS ANGELES, CA 90074-2056

Phone / Fax a

Quote Number
E 3-PO Information
PO Date

Leave order type as Blanket PO (default). This can be changed when creating other types of requisitions
when needed.

At this point Save/Close your document; make a note of the requisition number listed to the left of the
screen. Click “OPEN” to continue entering your Chargeback information.

INew ~ @Copy BExpot | @ v [ Tasks v FlGrid

. PO#  OrderType
CH14-00557 | Blanket PO

12/20/2013 { Chargeback for 0

Continue to next section.
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Click on the ITEMS tab and then click on NEW. You are ready to begin.

Req# CH14-00557, PO, FY 2014 {2013/2014}, Status: Open

Requisition ~Items Accountsl Paymenlsl Quotesl Approvalsl Assetsl Altachmenlsl Notes | Histowl

Uk | Dessipln | UnitPice | EendedCost | Asel |QyFcvd] DateRevd |y ToRo

In the Description enter your order information, see example below:
KAk A AARX BLANKET PURCHASE ORDER ** ¥ % %%k x%
FOR THE PURCHASE OF CUSTODIAL SUPLIES FOR THE 2013-2014 SCHOOL YEAR

FROM 07/01/2013 TO 06/30/2014
NOT TO EXCEED: $2500.00
AUTHORIZED SIGNATURES:

Dan Sanchez,

Karen Bowman,

Enter Unit Price; this is the amount of this blanket order. Click on Taxable, click the drop down arrow
and click “NO”. Click Save/Close.

Reqg#f CH14-00557, PO# , FY 2014 {2013/201 4}, Stz

Requisition  Items lAccountsl Paymentsl Quotesl Approvalsl Assetsl Attachmentsl MNote:

ﬁﬂpen imeuv; %@Expcrrt B Delete DF‘re-,« Df’lez-it L_)!'Sa\"e./l‘lEw

B Cancel [/ Tasks

E 1 -Item Order Information ! E 3-Status Information
i 1 5 Cancelled &8 Mo
EACH { | Changed =)
TEREmEEa=* BLANKET PURCHASE ORDER ==***mmF0OR THE Change Yerzsion ]
. 5,000.0000 " —
& 5,000.00 _
No BLAMKET PURCHASE ORDE ik ;
HEHHRERRER BLANKET PUHEHASE DHDEH HANKEHEREY - 1
FOR THE PURCHASE OF CUSTODIAL SUUPLIES FOR THE 2013-2014 SCHOOL YEAR
Meszage Before
Message After FROM 07/01/2013 TO 06/30/2014
E 2-Accountinformab
Aceount Number g NOT TO EXCEED: $2500.00 1
Lnel @ | Unt | |AUTHORIZED SIGNATURES: |
i EEER i Dan Sanchez, 1
K.aren Bowman

( ] B !»g Cancel |
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At this point your requisition is in open status. Save/Close the requisition making note of the requisition
number. Notify your Custodial Operations Supervisor of your order and requisition number, they will
complete your order and submit to Purchasing for processing.

% ® - Finance - Requisitions - Vendor Requisitions

Search| List ~ Fom '

(d - B Dekete [Py [@Nex ‘E@a\lle.f{:lose &J Cancel [ Tasks  ~

Reqi# CH14-00557, PO# , FY 2014 {2013/2014}, Statls: Open)

Requisition Items |Accounts| Paymenlsl Quolesl Approvalsl Assels] Attachmentsl Nates I Historyl

30pen | INew [ELExport Tasks =
Lnel @y | Ut | Deseipton | UnitPrice | ExtendedCost | “Asset | QtyRcvd ! Date Revd | Gty ToRey
n FrE—— $5.000.00|No

The above steps are for the creating of a CUSTODIAL SUPPLY REQUISITION only.

sk 3k 3K 3K ok 3k ok ok ok 3k %k 5k ok ok ok sk sk sk sk ok sk ok sk ok 3k sk ok ok ok ok kok ok ok

Please contact the Purchasing Department if you have any questions.

Dan Sanchez, Purchasing Manager |l, 277-6662
Karen Bowman, Office Technician Ill, 277-6663
Taneshia Evans, Buyer Il, 277-6667

Melanie Gutierrez, Buyer |, 277-6664
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