
Monty Tech Purchasing Instructions  

  Updated October 2023 

Entering in Purchase Requisitions (Manually Entering) 

 

Getting in the system: 
 
www.montytech.net > About > Business 
Office > Quick Links > Employee Access 
 
Using your MT email and password, 
begin at the home screen of Employee 
Access. At the bottom right, click 
Resources > School ERP Pro 

 

Getting to the control panel: 
 
Purchasing and Payables > Purchasing > 
Control Pannel 

 

Adding a req: 
 
Click on +  
Enter vendor, DAC, and Requester 

 

Adding items: 
 
Pick an account, quantity, unit, etc.  
Click  
 
Continue to add as many items as 
needed 

 

Submitting:  
 
Once all items are on click “Submit for 
Approval at the bottom  

 

 

http://www.montytech.net/
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Entering in Purchase Requisitions (Importing from Excel) 

 

Getting in the system: 
 
www.montytech.net > About > Business 
Office > Quick Links > Employee Access 
 
Using your MT email and password, 
begin at the home screen of Employee 
Access. At the bottom right, click 
Resources > School ERP Pro 

 

Getting to the control panel: 
 
Purchasing and Payables > Purchasing > 
Control Pannel 

 

Adding a req: 
 
Click on + 
 
Enter vendor, DAC, and Requester 

 

Importing: 
 
Actions > Import for Excel > find/select 
file > upload 

 

Submitting: 
 
Once all items are on click “Submit for 
Approval at the bottom 

 

http://www.montytech.net/
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Tips and Tricks 

 

Adding 
quotes/contract/invoice: 
 
Actions > Manage 
Documents > select doc 
type/add note > click on      
> Find pdf and upload 

 

Checking budget: 
 
Once items have been 
added, prior to submitting 
for approval click on 
Actions > Check budget  

 


