EDS!Q Instructional Guide

Tips
Do not create more than one requisition per supply category.
Do not use the back and forward buttons in your browser. Instead use the buttons on the webpage to
navigate through the screens.

Requisition modification & creation

Please follow the instructions below to create, modify and submit your requisition.

How can I login?

1. Proceed to http://www.ed-data.com
2. Click on the red login button on the bottom of the page.
3. Type in the following information:
a. DISTRICT CODE: This 2 character code is located on the cover of this packet.
b. USER NUMBER: This 5-digit code is located on the cover of this packet. Enter this code for the
USER NAME & PASSWORD.
4. Click the login button.

How can I create or modify a requisition:
1. Click the “MY REQUISITIONS” button located on the main menu.

You are now viewing the “My Requisitions” screen. If you have a req(s). from last year it will be displayed
here and it is available for modification. If you do not have a req from last year, you will need to create a
new requisition. Based on your situation please follow the appropriate instructions below.

How can I modify my order from last year?

(If you do not have an order from last year skip to “How do | create a New Requisition” below)

1. Click the red “MODIFY” button to open an existing requisition. Once the requisition loads you will see
the detail of last year's order, with new bid pricing. You may now add, delete or modify quantities from the
requisition (see below for instructions).

OR

How can I create a new requisition?

1. Click the “NEW REQUISITION” button located in the upper left-hand corner of the screen. A blank
requisition will appear.

2. Select the category that you would like to order from by clicking on the drop down menu next to
“CATEGORY”.

3. Select the account code for your order by clicking on the drop down menu next to “ACCOUNT”.

You are now ready to add items to your requisition. Simply follow the instructions below “How can | add
an item to my requisition?”

How can I add an item to my requisition?

1. Select the vendor from the “Order Using” dropdown menu (The vendor may already be selected).
2. Place the vendor’s item number in the cell marked “ltem Number” (NOTE: Do not enter dashes)
3. Now enter the desired quantity, and then click “EASY ADD”. The new item will be added to your
requisition. Repeat to add additional items.
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How can I change the quantity of an EXISTING item in my requisition?

1. Select the quantity to be changed and type in the new quantity.
2. Click “UPDATE” located at the bottom of the screen. This will process your change.

How can I delete an item from my requisition?

1. Type “0” as the quantity for the appropriate item.
2. Click “UPDATE” located at the bottom of the screen. This will process your change.

How can I save my requisition?

To hold (save) your req, click “HOLD REQUISITION” from the requisition screen. At this point your req is
NOT submitted for approval. You can login at a later date to modify the requisition further. (Note: All regs
eventually need to be submitted for approval or a PO will not be created)

How can i submit my requisition?

Once your requisition is complete it needs to be submitted for approval. From the requisition screen, click
“SUBMIT REQUISITION” (located in the middle of the page towards the right-hand side of the screen).
Once your requisition has been approved you will not be able to modify it.
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"Frequently Asked Questions

What does Approval status mean?

Approval status reflects the current status of a requisition. There are 3 status levels. They are:
On Hold - The staff member is still working on this requisition, and it is not ready for approval.
Pending Approval - These requisitions have been submitted for approval at the next level.
Approved - The requisition has been approved by your administrator.

How can I verify that my order has been submitted?

The status of each requisition is displayed on the “View Requisition” page. If your status reads “Pending
Approval” you have submitted your requisition.

Can I put my requisition back "'On Hold'" after I've submitted it for approval?

Yes. If you inadvertently submitted the req, reopen it and then click “Hold Requisition”. You will see the
status of the requisition change from “Pending Approval” to “On Hold".

Can I change my order after it has been approved?

No. After your Principal has approved your order it cannot be modified.

Can I order from any vendor?

The online ordering system is based on a highly competitive cooperative bid. The online system allows
you complete access to the awarded vendors’ entire catalog. The awarded vendor(s) will be displayed
after you select a supply category within the requisition screen. All vendors carry national brand product,
and will fulfill the vast majority of your supply needs.

Where can I find the vendor item number?

A number will appear next to the item description in the vendor’s catalog. Please contact the vendor if you
do not have enough catalogs in your building.

Is it possible to print my requisition?

Yes. From the requisition screen click the “Print Requisition” button. After a brief pause you will see a
window appear with your requisition in an Adobe file. Press “Ok” and your requisition will print. You will
need the Adobe Reader software to print your requisition.

Why can't I print my requisition?

Your computer may not have Adobe Reader or an old version of the program (Reader creates a printable
report). You can download the correct version from the Adobe website. There is a direct link from our
login screen that will take you to the Acrobat Reader download page. Simply follow the instructions on
screen to download the free software.
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Why is the program displa);ed awkwardly on my screen?

You are most likely using Netscape Navigator as your web browser. To properly run the requisition
system you will need to use Microsoft Internet Explorer. If you do not have Explorer 5.0 or higher, there is
a direct link from our login screen that will take you to the Microsoft Explorer download page. Simply
follow the instructions on screen to download the free software.

Your screen resolution may not be optimized. The optimum screen resolution, depending on the size of
your monitor, is usually 1024 x 768. To check you current resolution right-click on your desktop, do not
click on anicon. A menu will appear. Click on “properties”, and then click on settings. You will see your
resolution displayed in the “screen area” box. Ifit is not set to 1024 x 768, slide the toggle until you reach
1024, then click ok. Another box will appear, click ok again, and then click “yes”. Your resolution is now
optimized at 1024 x 768.

Can I search for items in the system instead of using the vendor catalog?

Yes. While in a requisition find the “Order EZ” dropdown box. Click it and select Browse bid. A “Heading”
box will appear which lists bid items in alphabetical order. Select a heading then click the “Browse” button.
The system will then display any items associated with the selected heading. If you would like to add one
of theses items to your order place a quantity in the “Quantity” box, then click order items. You can now
either do another search or go back to your order by clicking the “Return to Requisition” button.

Generated by EDS'C under license from Educational Data Services, Inc.
Copyright (c) 2002-2012. Educational Data Services, Inc. All Rights Reserved, Page 8 of 8



