Monty Tech Purchasing Instructions

Entering in Purchase Requisitions (Manually Entering)

Welcome back e
Shannon Nowicki

Latest paycheck

You don' have any paychecks to
isplay

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

oy Getting to the control panel:
. n n L}
o, iVisions"Web Portal : .
o Online Workflow Purchasing and Payables > Purchasing >
Control Pannel
REQUISITION INFORMATION ORDER INFORMATION - .
e \G?:;_wzﬂziﬂ \“‘;E:IJIASDN COINC - 7Ma\[|—‘ " ‘_];g;‘;twated " Addlng a req.
_NIS(SIEI‘;ACHUSETTREGVOCTEC%' BEL:S(i:ﬂESSOffIEE - P:ilfs;g:é:;or(\er - Click on +
Ty Lage - o " - Enter vendor, DAC, and Requester
Adding items:
el EE Pick an account, quantity, unit, etc.
: : b A Click =

Continue to add as many items as
needed

Submit for Approval

Submitting:

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

Updated October 2023



http://www.montytech.net/

Monty Tech Purchasing Instructions

Entering in Purchase Requisitions (Importing from Excel)

Wel back eay“f:mi elms “ H H .
e 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

You're all caught up on announcements

~ @ Purchasing & Payables
~ {J Purchasing

] Control Panel

Getting to the control panel:
«"._ iVisions’Web Portal
o Online Workfiow Purchasing and Payables > Purchasing >
Control Pannel

.
REQUISITION INFORMATION ORDER INFORMATION Ad d N g a req .
Req. Number Date Vendor — Order Via — Project
10/17/2023 | W BMASON CO INC - Mail - ‘ ‘ undesignated  + ‘
— Ship To ————————————— DAC Date Required Order Type Cl' k
MONTACHUSETT REG VOC TECH ~ | | Business Office v| A0 Purchase Order - ICK on +

Requester Buyer Reference Award Number
Tammy Lajoie - -

Enter vendor, DAC, and Requester

Actions  Help

Split Fund E
Copy Line Importing:
Recalculate Tax & Freight
Distribute Tax & Freight Actions > Import for Excel > find/select
Apply Discount 1 file > upload
[Impori from Excel ] 1
Validate Requisition 1
Submitting:

Submit for Approval _ _ .
Once all items are on click “Submit for

Approval at the bottom
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Monty Tech Purchasing Instructions

Tips and Tricks

Actions = Help

Split Fund

Copy Line

Recalculate Tax & Freight
Distribute Tax & Freight
Apply Discount

Import from Excel

Validate Requisition
Check Budget

Vendor Web Site
eProcurement

Insert Warehouse Items
Single Line Entry

Manage Documents

Assign account to selected lines

Adding
quotes/contract/invoice:

Actions > Manage
Documents > select doc
type/add note > click on [l
> Find pdf and upload

Budget Balance Warning

Account Budget YTD Expended

Encumbrance Pending Uncommitted Bal Budget |
1000.000.2430.5505.4.01426 $17,936.00 $17,685.60 $239.73 $55.84 ($55.17)
$17,936.00 $17,695.60 $239.73 $55.84 ($55.17)

Checking budget:

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