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The attached calendar of BUSINESS SERVICES 2016-17 YEAR-END CLOSING DATES reflects the end-of-
year planning for all school sites and departments. Please submit requisitions as early as possible and do not
wait until the deadline. There will not be access to emergency requisitions so please review the attached closing
dates carefully and plan ahead - THERE WILL BE NO EXCEPTIONS.

See

attachment for detailed deadlines for year-end closing. Please note:

Wednesday, April 19, 2017 is the cut-off date for submitting 2016-17 Purchase Orders, Technology,
Textbooks and Blanket Orders.

By Monday, May 1, 2017, please run a listing of requisitions and verify year-end status. (See attached
“Requisition Listing Year-End Process” for instructions). Identify any requisitions that need to be
increased, closed, or carried forward into the 2017-18 fiscal year. Contact Purchasing no later than June 9,
2017 if you require an increase. Please email Accounts Payable at “Invoices” invoices@scusd.edu the list
of any requisitions that can be closed following payment or need to be carried forward.

2017-18 Requisitions will be available May 1, 2017 but will not be processed until July 1, 2017.

In order to charge your 2016-17 budget, all items must be physically received and received online in
ESCAPE by June 30™. If items are received after June, the expense will be charged against your
2017-18 budget.

Wednesday, July 5, 2017 is the cut-off date for submitting 2016-17 Mileage, Petty Cash, and
Confirming requisitions. Proper supporting documentation must be attached to the requisition in order to
be approved, or it will be cancelled.

Purchasing Services - Dan Sanchez, Manager 277-6662
Budget Services - Gloria Chung, Director 643-9405
Accounting Services - Amari Watkins, Director 643-7837

PLEASE POST, ROUTE, OR COPY & DISTRIBUTE AS NECESSARY
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REQUISITION LISTING
YEAR-END PROCESS

/_.\ Escape Online 5 - VICTORIA-MENA2 on vprod (Administrator)
File  Action Activity Help

- >

(= 0 ~ Finance - Requisitions - Vendor Requisitions

21 Go ©J Clear | | New v 4 Favorites ~

Fiscal Year »
| Departmert »
Academic Department
Reference Number
Requisition Number
Requisition Date
Completed Date
[=]
Requisttioner |
Template Regs? No
H 2 - Order iInformation B
B 3 - Satus Information
Status Ready for Payment |
' Status Comment |
On Hold |
Only Uncompleted |
PO Change Order Date
With Change Orders Only
El 4 - Other information
E 5 - Accounts -

Order Location
Enter (or look up) an order location for requisttions to list

/A Escape Online 5 - VICTORIA-MENAZ on vprod (Admiistrator) [=EE = >
File  Action  Activity  Help

(@®)- Finance - Requisitions - Vendor Requisitions

Search | Lst

y0pen [New * LlCopy MEpot | v @ Tase v ZGd

Req# @] PO# [ ReaqData |Total Amt |Outstanding |Requisiti | Loc | Camment | Buyerld | Sts |+
CHI7-001 CHB17-003 £ 10317201 200000 JMTC CAL CARD TEVANS  Ready for Pay
CHI7-G07 CHB17-003 £ 11107201 600000 CANDN COPIER HELANIE  Ready for Pay
CHI7-001 CHB17-003 £ 11710201 217000 CANON COPIER 2018-2017 MELANIE  Peady for Pay
CHI7-004 CHB17-003 £ 1222016 245863 CHG BK TO CANCYS CALCA MELANIE  Ready for Pay
CHI7-004 CHB17-003 £ 12722016 38568 CALCARD ACCT 3433-STHT TEVANS  Ready for Pay
CHI7-004 CHB17-003 £ 127227201 97200 CUSTODIAL SUPPLIES TEVAHS  Ready fof Pay
CHI7-004  CHB17-003 £ 111872017 20,000.00 ESL AND ABE PROGRAMSUP TEVANS  Ready for Pay
R15-00321 P15-00625 616:2014 1382258 BESTNET FIBER CONSTRUC TEVANS  Ready lor Pay
R15-03871 B15-00710 3112015 330.60 WAREHOUSE'STORAGE FOR  DANS Ready for Pay

R1E00071 P16-00895 5202015 37200 CENTER FOR LAND-BASED L DANS Read for Pay
876.13 MATERIALS AS NEEDED FOR  DANS Ready for Pay
R16-00802 B16-00034 7722015 $0,000.00 PROGRAM SUPPLIES TEYANS  Ready for Pay
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MATERIALS A4S NEEDED FOR  DANS Ready for Pay =
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Please also review the following type of requisitions:

» Confirming & Petty Cash - Must send original receipts
to Accounts Payable for payment.

» Blanket Orders - When possible, scan and e-mail
signed invoices to e-mail box “Invoices”.

» Any requisitions in need of payment, please send
invoices in asap. For requisitions that can be closed,
please notify Accounts Payable.

Questions regarding this procedure? Contact Jessica Sulli at x437889.

In Escape On-Line select
Finance, Requisitions, Vendor
Requisitions.

In the “Order Location” field,
enter your Site Location Code
or select the down arrow to
select your site.

Place your cursor in the
“Status” field and select the
down arrow. For year-end
process it will be necessary to
generate two separate lists.
Once you have reviewed the
first filtered list, go back and
change the status to review
the new filtered list.

o Select “"Ready for
Payment” to find reqgs
which may require
invoices.

o Select “Printed” to find
regs that need to be
received on-line.

To generate list, select the
“"Go” button located on the
upper left of your screen.

Once your list has been
populated, open each
requisition and verify the
following:

o Invoices have been
submitted to A/P. If
invoices have not been
submitted, please scan
and e-mail to “Invoices”
via Microsoft Outlook.

o Items physically
received on site have
been received on-line.
Please be sure to enter
actual date item was
received as system will
default to current date.



